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This RTP General Handbook for Staff and Students should be read in conjunction with the RTP Modules Handbook.

Who’s Who?

Faculty

Associate Dean for Postgraduate Studies
Emma Rose
Lancaster Institute for the Contemporary Arts
e.rose@lancaster.ac.uk

Programme Director
Uta Papen
Linguistics
u.papen@lancaster.ac.uk 

Programme Administrator
Michaela Scott
Faculty of Arts & Social Sciences
michaela.scott@lancaster.ac.uk
Michaela is available to talk to students at: 	
10.00-12.00, Mondays, Wednesdays and Fridays


Module Convenors

FASS506:	Designing and Undertaking Doctoral Research
FASS510:	Qualitative Methods in the Social Sciences
FASS522:	Ethical Issues in Qualitative Research in the Social Sciences & Humanities
FASS610:	Introduction to Qualitative Research
FASS611:	Ethnography & Participant Observation
FASS612:	Interviewing as a Research Technique
FASS613:	Visual Methods in the Social Sciences & Humanities
FASS614:	Validity, Reliability & Generalisability in Qualitative Research
FASS617:	Managing Problems with Supervision
FASS618:	The PhD Viva: Tragedy or Triumph?
Uta Papen
Linguistics
u.papen@lancaster.ac.uk 

FASS507:	Introduction to the Philosophy of the Social Sciences
FASS507d:	Introduction to the Philosophy of the Social Sciences (online distance learning)
Bron Szerszynski
Sociology
b.szerszynski@lancaster.ac.uk 



FASS508: 	Quantitative Research Methods Introductory Weekend School
FASS509: 	Quantitative Research Methods 1	(online distance learning)
FASS512:	Quantitative Research Methods 2	(online distance learning)
Andrew Wilson
Linguistics
a.wilson@lancaster.ac.uk 

FASS513:	Approaches to Qualitative Analysis
Lucy Suchman
Sociology
l.suchman@lancaster.ac.uk 

FASS516:	Thesis Writing for Beginners
FASS516d:	Thesis Writing	(online distance learning)
FASS519:	Presenting Conference Papers
FASS521:	Writing for Publication
FASS619:	Advanced Thesis Writing 1
FASS620:	Advanced Thesis Writing 2
Lynne Pearce 
English & Creative Writing
l.pearce@lancaster.ac.uk

FASS517:	Discourse Analysis
FASS616:	Text Analysis for Social Scientists
Karin Tusting
Linguistics
k.tusting@lancaster.ac.uk

FASS615:	Focus Groups
Karen Broadhurst
ASS
k.broadhurst@lancaster.ac.uk 

Full information about the Programme, including module outlines and timetables, is available online at http://www.lancs.ac.uk/fass/graduateschool/training/

Timetables are also available on the Programme notice board, on B Floor of the IAS Building.
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What is the Faculty of Arts & Social Sciences?

The Faculty of Arts & Social Sciences is an organisational, decision-making, resource-allocating and policy-formulating entity comprising all staff and students from the following departments, centres and institutes: 

Applied Social Science; Educational Research; English & Creative Writing; European Languages & Cultures; History; Lancaster Institute for the Contemporary Arts; Law; Linguistics & English Language; Politics, Philosophy & Religion; Sociology.

There is provision for student representation on the Postgraduate Studies Committee. Ask your department, centre or institute postgraduate co-ordinator for details of how to become a student representative. 

What is the Faculty of Arts & Social Sciences Research Training Programme?

The Research Training Programme (RTP hereafter) is a specially designed suite of modules and workshops for research students, regardless of whether you are planning to acquire an MPhil or a PhD, and for research staff. The Programme offers both on-site taught modules and distance learning units and so is accessible to both full-time and part-time students and staff. The majority of modules include provision for work to be assessed and commented upon by the appropriate module tutor.  The RTP modules are designed to complement more specialised subject or discipline-based training modules offered in the departments.

The modules designed for beginning students aim to provide you with a generic grounding in research design, research techniques, research strategies and the philosophy of the social sciences. Each module in the programme is designed to be free standing but there are also a number of advanced modules which are intended for more experienced research students already engaged in data gathering and data analysis.  Most of these modules will take up relatively little of your time but may help you considerably with aspects of your research, presenting your research results or applying for jobs.  

Who teaches on the RTP?

Tutors are all research-active academic staff currently working in one or more areas of the social sciences and they have considerable experience of supervising research students. The RTP has two core tutors, Lynne Pearce from the Department of English & Creative Writing and Uta Papen from the Department of Linguistics & English Language. Together they teach the majority of the RTP modules and they cover both the arts & humanities and the social sciences.  In order to ensure that the full range of expertise available in the Faculty is offered to our research students, the RTP includes several modules taught by other staff with expertise in specific areas or methods. 


Who attends RTP modules?

The modules in this booklet are designed for research students.  Several of the modules are utilised by Masters schemes, so a few Masters students may also be present in class; in addition some research staff may attend. The RTP modules are designed for students in FASS but they can also be attended by students from other Faculties.
  
Do students have to pay to attend these modules?

No: taught modules are provided free to FASS research students registered at the Bailrigg campus (but the departments of non-FASS students will be expected to pay for most modules). Students and staff from institutions formally associated with Lancaster University may take taught modules with the permission of the RTP Director and that of their own institution. 
 
Which modules should I take?

The Economic & Social Research Council (the main funder of UK full-time social science research students) recommends that all social science research students become familiar with both quantitative and qualitative approaches to research and with the philosophy of the social sciences as well as with more specialised subject-specific requirements. Even though you may not plan to use both quantitative and qualitative data in your research, you are likely to find that future employers will expect you to have at least a basic understanding of both approaches and forms of data. Your own reading will often require you to be able to understand and interpret both quantitative and qualitative data. 

The Arts & Humanities Research Council (the main funder of UK full-time arts and humanities research students) recommends that students in the arts and humanities should develop generic skills such as written and oral presentation skills (including giving research papers), designing and managing a project, ICT skills, bibliographic skills and contextualising practice-based research, identifying and using web-based resources, record-keeping and record management, and personal and career development.

The Faculty recommends that all first year full time and all first/second year part-time social science research students who have not either already done a specialised research methods Masters degree or had considerable relevant experience as a research assistant on a funded project, should aim to take the following generic modules:

i. Introduction to the Philosophy of the Social Sciences (FASS507) (also available as online distance learning).
ii. Qualitative Methods in the Social Sciences (FASS510).
iii.  Quantitative Research Methods Introductory Weekend School (FASS508) or Quantitative Research Methods 1 (FASS509) – online distance learning.
iv. Quantitative Research Methods 2 (FASS512) – online distance learning.
v. Approaches to Qualitative Analysis (FASS513).


vi. The three thesis writing modules, for students at different stages of their degree:
a. Thesis Writing for Beginners (FASS516).
b. Advanced Thesis Writing 1: Refocusing the Thesis (FASS619).
c. Advanced Thesis Writing 2: Towards Completion (FASS620).
or Thesis Writing (FASS516d), which is an online module covering all levels of thesis writing.

There are also a number of very short modules and workshops offering introductions to the email and the internet (these are run by Information Systems Services for the University as a whole and you will receive information about them at registration).  These are strongly recommended to all beginning research students but in particular those who are new to Lancaster.  There are also a range of modules run by individual departments and other faculties which are open to all postgraduate students in the University and may be of interest to you.

Full details of the modules (together with timetables) appear in the companion RTP Modules Handbook.

How do I go about assessing my training needs?

If you are funded by an Economic & Social Research Council (ESRC) studentship or an Arts & Humanities Research Council (AHRC) studentship, your training requirements will have been discussed at the time of your application.  You and your supervisor or Masters Course Director should remind yourselves of these when you actually register. For other students, you should discuss your training needs with your supervisor(s), bearing in mind your own previous postgraduate education and relevant research work experience, the research you are planning to undertake and the comments made in the previous section concerning the importance of gaining a range of skills and knowledge about different kinds of research and techniques. 

The ESRC’s Training Guidelines for postgraduate training should also be consulted. The guidelines can be found online at http://www.esrc.ac.uk/_images/Postgraduate_Training_and_Development_Guidelines_tcm8-2660.pdf.   

For information about the AHRC’s policy of training for postgraduate researchers, consult their research training framework at http://www.ahrc.ac.uk/FundingOpportunities/Documents/Research%20Training%20Framework.pdf.  

The RTP Director, Uta Papen, will also be happy to provide you with advice on your choice of modules and workshops. 
 


How do I enrol? Is there a lot of bureaucracy involved in registering for modules?

No; it's a quick and straightforward process.
 
i. For students registered in a department, centre or institute based in the Faculty of Arts & Social Sciences (check the list on page 5 of this booklet if you are not sure about this), there are just two simple steps to be taken. First discuss the modules in the Modules Handbook with your supervisor(s), who will help you to assess your training needs. Then simply complete the form at the end of the Modules Handbook, get your supervisor to sign it, and either post  it to the RTP Administrator, Michaela Scott, FASS, FASS Building, County South, or put  it in the RTP Secure Box on B Floor foyer of the IAS Building (this box is emptied every day, Monday to Friday).

ii. Students registered in departments, centres or institutes outside the Faculty of Arts & Social Sciences must get the permission of their supervisor and head of unit before enrolling on any modules and get their signatures on the form. You will not be registered until this is received. Where the number of students wishing to take a module exceeds the maximum quota of students who may enrol, students from the Faculty of Arts & Social Sciences will be given first preference. 

iii. Research staff should also complete the form, and those from departments, centres or institutes outside FASS should get the signature of their head of department on the form.

iv. Important note – it is essential to register for those modules you wish to take and to deregister from any you decide you no longer wish to take.  This helps us to prepare for modules (eg booking a suitably-sized room) and ensures that students who wish to take a module on which a quota is applied don’t miss out because other people accepted on to the module don’t turn up.  It also means that students have access to online module materials for the appropriate modules, and that, if we need to contact students about a module, we are contacting all the correct people.   If you wish to withdraw from a particular module, please contact Michaela by email or in writing to tell her.  You need to register for any modules you wish to take, whether or not you intend to undertake assessment for them.

How will you contact me?

i. If we need to contact you by email, we will always use your Lancaster email address (***@lancaster.ac.uk), so you need to ensure that you check this account regularly.  If you want to use another address to read your email, you will need to ensure that you set up your Lancaster account to forward messages to your preferred address.
ii. If we need to contact you in writing, we will use your departmental address unless you indicate on your registration form that you would prefer us to use another address.  You will need to find out where your departmental pigeonhole is and check it regularly.



When do modules take place?

Timetables for all three terms appear in the Modules Handbook, on the RTP notice board (B Floor, FASS Building) and on the timetable page of the RTP website (address on page 3).  Please note that in order to give you adequate time to choose your modules, in the autumn term most modules do not begin before week 2 of undergraduate term (the week beginning Monday 17 October 2011). In some cases the information about timing and rooms may be incomplete, but it will be updated as soon as the modules concerned have been timetabled and suitable rooms allocated.  

What if I am taking an assessed (credit bearing) module?

All students undertaking coursework of an essay-type nature are required to submit the work electronically, through a module web site.  For other types of coursework (eg statistical work) TWO COPIES are to be submitted, whether or not it is being done for an assessed credit bearing module.  When marked, one copy will be returned to the student and one copy will be kept by the Faculty for possible scrutiny by the External Examiner at an External Review Panel held in June each year. In addition, students are advised to keep a copy of their work for security purposes.  Please note that marked coursework will be returned to you at your departmental address unless you have indicated on your registration form that you would prefer us to use another address.  You do not need to collect marked coursework from us.

Pass levels: Following University regulations, the overall pass mark for Master’s schemes is 50%.  For the award of a Masters degree the final mark for a module or unit of assessment should not normally be below 50%. The Board of Examiners may in exceptional circumstances condone failed assignments. Only assignments receiving a mark between 40-49% can be condoned.  One course work assessment awarded a mark in the 40% - 49% range may be condoned.

Students undertaking MRes or research pathway schemes should note that acquiring a pass mark of 50% is no guarantee in itself of securing a place on an MPhil/PhD programme at Lancaster University.  Normally, students will be considered for a place on an MPhil/PhD if they achieve a minimum average mark of 60% overall and a mark of at least 60% on their dissertation.

Failed work: If on completion of the assessed work the module is referred as a fail at the level required, students are allowed one re-submission only per module.  On successful re-submission the student will only be awarded a pass mark which represents an appropriate pass at the required level (ie 50% for Masters level). 

The University may impose a resubmission fee for the resubmission of a failed assignment or dissertation.



Deadlines and Extensions: Please note that all students undertaking Faculty modules as part of a Taught Masters scheme (whether ESRC or other) will be subject to the Faculty regulations on deadlines and penalties. That is, that prior to the maximum data, there are published deadlines for the submission of coursework; there are published procedures for the granting of extensions; work submitted after a deadline but without an approved extension shall normally be penalised, as follows:

For each week (or part thereof) following the deadline date that a piece of coursework was not submitted, five marks shall be removed from the agreed final mark. Students who fail modules as a result of penalties shall be subject to the Faculty’s regulations on failed modules.

Extensions to coursework deadlines will only be granted where there is good reason.  Acceptable reasons are ill-health or serious personal problems.  

All assignments other than those containing statistical work have to be submitted electronically, through the modules’ LUVLE (domino) sites. In addition, two printed copies of each assignment should be placed in the RTP Secure Box on B Floor foyer of the IAS Building or posted to the RTP Administrator, FASS, FASS Building, County South, accompanied by the coursework cover sheet (available online at http://www.lancs.ac.uk/fass/graduateschool/training/docs/courseworkcover.rtf and from the racks above the Secure Box). Coursework subject to penalties must be received on or by the due date. The Secure Box will be emptied every day, Monday to Friday, and all assessed coursework will be date-stamped by the RTP Administrator.

Please note that the Turnitin plagiarism-detection service may be used to check coursework submitted electronically.

Information on Faculty Assessment Criteria, Referencing Guidelines and the University Framework for dealing with plagiarism can be found in appendices at the back of this handbook.

How do I know that the modules are of high quality? How is the quality of RTP modules monitored? 

i. The Faculty Research Training Programme has run successfully for many years, and is widely recognised, in conjunction with relevant more specialised modules, as being of suitable quality for the receipt of students with research studentships from a range of funding sources. These include ESRC 1+3 programmes  within the North West Doctoral Training Centre in the following departments and institutes:

Applied Social Science; Educational Research; Geography (in the Faculty of Science & Technology ); History; Division of Health Research (in the Faculty of Health & Medicine); Linguistics and English Language; Management School; Mathematics and Statistics (in the Faculty of Science & Technology); Politics, Philosophy & Religion; Psychology (in the Faculty of Science & Technology); Sociology

ii. A number of departments: English & Creative Writing; Lancaster Institute for the Contemporary Arts; Linguistics and English Language; Politics, Philosophy and Religion are also recognised by the Arts and Humanities Research Council (AHRC hereafter) as offering research training and supervision of an appropriately high quality to enable students with AHRC awards to study at Lancaster. 

iii. Many of the research training modules are moderated by the Faculty of Arts & Social Sciences Research Training Programme Assessment Review Panel, an exam board with an external examiner set up to moderate the marks of students undertaking formal assessment for modules taken as part of Masters or taught doctoral schemes. This is an important quality control mechanism.

iv. Each module convenor undertakes to organise a student evaluation/feedback exercise. At the end of each academic year a review meeting is held involving all staff who teach on the RTP.  Student representatives are invited to this meeting. The meeting receives reports and student feedback data from each module convenor and suggestions are made about improvements and changes for the following year. 

What happens if I want to learn more about teaching in higher education?

The Supporting Learning Programme (SLP), accredited by the Higher Education Academy, is provided by the University for postgraduates, researchers and others involved in teaching and supporting student learning.  It has been designed to be ‘light-touch’ in terms of attendance at core workshops, assessment tasks and activities.  The required teaching contact hours for eligibility to enrol is a minimum of 10 hours during the course of the programme.

Please note that places on the Supporting Learning Programme are limited and are allocated on a pro-rata per department basis to applicants.  Further information about the programme, including the application form, is available on-line: http://www.lancs.ac.uk/celt/celtweb/slp 

The one-day Survival Skills induction course is designed to help postgraduates, researchers and others involved in modest amounts of demonstrating or seminar teaching to address some of the basic skills and understanding they will need for their work. It assumes that participants have little or no previous teaching experience.  Further information is available online at http://www.lancs.ac.uk/celt/celtweb/sskills 

 What if I want to learn more about statistics?

The Postgraduate Statistics Centre within the Department of Mathematics and Statistics (in the Faculty of Science and Technology) is the only UK HEFCE-funded Centre for Excellence in Teaching and Learning that specialises in postgraduate statistics.

Further information about the short courses provided by the Centre, including booking and timetable details, is available online at: http://shortcourses.maths.lancs.ac.uk/    If you wish to take any of these courses please book direct with the Centre. 
What if I want advice on careers?

The Centre for Employability, Enterprise & Careers (CEEC) has files on hundreds of career occupations and work sectors, with booklets and vacancy directories freely available to take away.  They also run a variety of workshops for PhD students on career opportunities and development.  These are extremely useful and highly recommended. See their website for further information: http://careers.lancs.ac.uk/ 

What happens if I have a complaint or concern about any aspect of the RTP?

If it is something that you cannot resolve with the appropriate module tutor or convenor, you should approach the RTP Director explaining your concern or complaint. If after discussion, you are still dissatisfied, you may approach the Dean of the Faculty, Professor Tony McEnery, e-mail a.mcenery@lancaster.ac.uk 
 
Undertaking ethical research

Whatever your research topic - actual or proposed - you should give early consideration to ensuring that your research practice is ethical.  No field of arts & social science research is exempt from ethical concerns, no matter how ethically unproblematic it may at first appear. The Faculty of Arts & Social Sciences Committee on Ethics in Research promotes good ethical practice in the Faculty, advises colleagues and departments on the ethical dimensions of research and monitors national and international developments in the area of research ethics, taking action as appropriate. You should:

· Have a look at the web-based resources: 
· Ethical Guidelines for Social Research with Human Participants –  http://www.lancaster.ac.uk/fass/resources/ethics/  and
· Social Science Research Ethics –  http://www.lancs.ac.uk/researchethics/
· Discuss the ethical dimensions of your research with your supervisor(s).
· Consider taking FASS522: Ethics in Arts & Social Research.

APPENDIX 1
LANCASTER UNIVERSITY
GOOD PRACTICE

Attendance
As a general rule, students are expected to attend all sessions for their taught modules.  If a student is unable to attend a teaching session for some reason s/he should contact the lecturer concerned or the Programme Administrator before the session, if possible, to explain why.  In the interests of student welfare, a record will be kept of attendance at each session.  If a student feels that a particular teaching session(s) is inappropriate to her/his needs s/he should discuss this with the lecturer. 

Time-keeping
In order to make the most of the time allocated both lecturers and students are expected to be ready to begin lectures, seminars and tutorials on time.

Absence of a lecturer
Where a lecturer is unable to take a lecture, seminar or tutorial for any reason (including illness) the lecturer concerned (or, if necessary, the Module Convenor) will ensure either that the session is re‑scheduled, or, where appropriate, that the content is communicated to students in another way.  If a lecturer is absent students will be notified in advance whenever possible.

Coursework
Module tutors will specify what written work is required for each module, including the maximum length and the date by which it must be submitted.  

Please note that it is not acceptable to ‘recycle’ material from other previously submitted assignments. Students should, therefore, ensure that each piece of work is substantially different from all other coursework.

Where possible, module tutors will endeavour to return coursework submitted by the due date to students within a maximum period of six weeks.

Students should note that assessed marks awarded by module convenors on coursework are provisional only. Any final decision on assessed work is at the discretion of the Assessment Review Panel. 

Appeals procedure
Students who feel they have been unfairly treated in terms of the granting of extensions or the marking down of late work may appeal to the Module Convenor.  


Other matters of concern
The Faculty is committed to providing teaching and academic support of a high quality.  If you find this not to be the case in our teaching, you should, in the first instance, raise this with the individual member(s) of staff concerned.  If the matter cannot be resolved in this way, you should then raise it with the Module Convenor.  If the member of staff with whom you have concerns is the Module Convenor, the matter should be raised with the RTP Director. It is important that students make use of the University's existing channels for resolving difficulties.

Disagreement on marking of coursework
All coursework undertaken as part of a Masters degree (ie marked on a percentage basis) is double marked; coursework marked on a pass/fail basis is single marked. Where a student believes that s/he has cause for complaint about the marking of a piece of written course work, s/he should normally approach the module convenor, who will arrange for the mark agreed by the first and second markers to be communicated to the student.  If the student is still not satisfied, the work will normally be sent to the external examiner (this applies to percentage-marked work only).

Recommended reading
Where relevant, lecturers will ensure that recommended reading material is either available in the library or ordered for it, as far as possible.  Reading that lecturers consider to be essential will normally be placed on short loan, as far as the library is willing to do this in the light of past experience of student use and of copyright law.

Module and Course evaluation
Students will be asked at the end of each module to complete, anonymously, an evaluation form.  The evaluation form and procedure will be reviewed annually and comments from students will be welcomed at any time.  Beside this regular evaluation, lecturers welcome direct feedback from individual students on their courses at any stage in the course programme.

Advice and guidance
For general advice and guidance on modules students should contact the Course Director or module convenors as appropriate. 

APPENDIX 2

Referencing: guidelines for students

We place emphasis on proper documentation and presentation of essays, dissertations and theses. All sources must be fully acknowledged in the text of short or long essays as well as dissertations and theses.  This includes the use of ideas and information as well as direct quotations.  Failure to acknowledge the source of your material is plagiarism, a very serious offence that is commonly penalised by a fail mark. Thus essays etc. should include a full ‘Reference List’ or Bibliography. 

Various reference systems are used in the social sciences and humanities and you may want to consults with your supervisor when deciding which system to follow. In principle, you can use any system that is commonly used in your discipline and which your supervisor and Department deem to be appropriate. The most important issue is that you are consistent and stick to the rules of the system you have chosen. Below we give some information on Harvard Referencing System that is widely used. 


The HARVARD referencing system 

The Harvard system incorporates references to source material within the text - the technical name for this is parenthetical referencing.  This is an alternative to footnote referencing, still in use, which cites sources by means of numbered footnotes or endnotes placed either at the bottom of each page or at the end of each chapter or whole text.

The key to the Harvard referencing system is an alphabetical bibliography.  When you get used to the conventions of the Harvard System, you will find that it becomes second nature and much easier than the other systems.

1.	References to source material in text
	Material from an article or book is acknowledged like this (Jones, 1987) and where appropriate (i.e. when using a direct quote or citing numbers of percentages from a text) give actual pages read or those pages on which the material appears (Jones, 1987, pp. 24-5).  If using material or quoting from two separate pages, put (Jones, 1987, pp.25, 51).  You can insert your references in the middle of a sentence, if appropriate, or at the end in which case you put a full-stop after the bracket, as shown above.
	
	If there is more than one source (Jones, 1987, p.24; Robinson, 1986, p.72) you use a semi-colon to separate the authors.
If the source has more than one author you may need (Jones and Robinson, 1987), or two authors with the same name (Jones and Jones, 1987). If you cite a multiple-authored work i.e. where more than three authors have contributed, use (Jones et al, 1987).



If there is no author's name on the source and it is published by a government department, an independent research institute (or similar) you can give that name in the text (Institute of Economic Affairs, 1987).  It is permitted to use initials for common abbreviations (DHSS) though in dissertations all abbreviations should be set out alongside the full titles, in a list.

Where authors have written more than one item in the same year, you need (Jones, 1987a) or for a subsequent item in the alphabetical bibliography (Jones, 1987b).

Quotations must be acknowledged - if they are short they go into the text.  Jones (1987, p.25) states that 'the meaning is obscure' in his discussion of... A long quotation should be inset, with the source in a bracket at the end.

If you look at recent issues of the Journal of Social Policy, you will see how Harvard referencing is done.

2.	Bibliography

The key to the Harvard referencing system is an alphabetical bibliography which is the last item in your essay, dissertation or thesis.

a)	Alphabetical Order:  Authors

It is usual to place the surname first, then initials or forename(s), though some journals e.g. the JSP places initials first. Whether you are using initials only or forenames (when known) as well, you must be consistent.  Following the author's name you should indicate the year of publication (in brackets), the correct citation of book or article, then the publisher and the place of publication (for books, monographs and pamphlets).

	
Apple, A. (1987), Orchards of Britain, Plumstead, Apricot Press.
Bee, B. (1985), Bee-keeping in Britain, The Apiarist, 24:6, 14-22.

The first item above is a book (or could be a pamphlet); the second is a journal article, here you should indicate the volume number e.g. Vol. 24, and part number e.g. Part 6 if you wished.  Always include page numbers for journals.

b)	Two entries: same author

Below is an example of two entries by same author in same year.  Book titles and the titles of journals should be italicised.

	Apple, A (1987a), Orchards of Britain, Plumstead, Apricot Press.
	Apple, A (1987b), 'Kentish Orchards', The Fruit Grower, 12:5, 51-8.

c)	Book chapter

If you use a chapter of a book, the bibliographical entry should read:

Cow, C. (1987) 'Milk Production', in Dexter, D. (ed) (1987), Bovine Theory, Hereford, Jersey Press.

d)	Edited book

Edited books are referenced in the bibliography as:

Dexter, D. (ed) (1987), Bovine Theory, Hereford, Jersey Press.


e)	More than one edition of book

If there is more than one edition of the book:

Elephant, E. (1987) Trunk Roads, 5th Ed. Pachyderm Press, Tuskville.

f)	Official publications (Public documents)

These include Parliamentary papers, Parliamentary debates and British State Papers.

The most current source on the detail is Turabian, 1987, 512 & 22-12.31, 221-6: this being American places UK before entries, which is omitted in this country (see public documents section).

The 1982 British version of Turabian (which does not cover Harvard referencing) gives useful detail in British terminology (see Ch.9, Official Publications, 152-66).

	1)	Parliamentary papers

		a)	Statutes (Acts of Parliament) can be entered as:

		Social Security Act 1975, Ch. 14.



b) 	Sessional papers: these are always numbered and include Command Papers, carrying a number which must always go in the bibliographical entry and papers (numbered) from the House of Commons or House of Lords.

Report of the Royal Commission Indian Currency and Finance (1926), vol.2, Appendices, Cmd. 2687

			(In the post-war period the abbreviation Cmnd. replaced Cmd.)

House of Commons, Public Accounts Committee (1987), Intervention, Commodity Stockholding in the United Kingdom, 19th Report from the Committee of Public Accounts, Sebian 1986-87, H of C 292, HMSO, London
	
		2)	Parliamentary debates

House of Commons Debates (1986a), vol. 102, 23 July:  Supplementary Benefit, cols. 443-54

		or H of C Debs. (1986a)

		Other state papers

Non-parliamentary departmental papers:

Department of Health and Social Security (1977), The Way Forward: Priorities in the Health and Social Services, HMSO, London

Sir Roy Griffiths (1988) Community Care: agenda for action, HMSO, London

 (Citing official documents is complicated and not very clearly explained in any of the manuals.  Look at how it is done in books and journals using the Harvard system)

g)	Newspapers (unsigned news items)

Cite in text as : (The Times, 6th Jan. 1986)

In bibliography cite as : The Times (1986) 'Giant Penguin Bones Excavated in Lancaster', (6thJan).



h)	Citing electronic sources

Students will probably have most difficulty with citing references taken from the World Wide Web, not least because of the volatile nature of the web means that web addresses (URLs) are prone to change or disappear altogether.  When you cite a web site, it is important that you say when you have accessed it. All cited web pages need to be included in the bibliography and it is here that you should add when you accessed the site.

3.	Footnotes, endnotes or notes

Material which elaborates on text but which you do not want to put into the body of your essay, dissertation or thesis can be placed, as numbered notes at the end of your text.  Notes can be useful devices, but they should be used sparingly.  They must also be fairly short  -  a longer elaboration or presentation of factual material would be an appendix.  Notes elaborate on a point but do not interrupt the flow of an argument.  If the content of the note is essential to understanding the argument presented in the main text, then it should be included in the main text and not be presented as a foot- or endnote.

In conclusion, many people find it a real pain to keep track of their source material and references:  it helps (said from bitter experience) to incorporate them in all notes and rough drafts so that they don't run away on their little legs and have to be traced.  From time to time, most of us wander round the library with at least a small list pathetically headed To be checked or some such: the trick is to keep this list under strict control!

Don't forget, especially first-year students, that all the ideas you get from your reading (as well as actual quotations) must be acknowledged and all items that you have read (and not merely those needing actual reference in the text) must appear in your bibliography.  Otherwise you are in danger of inadvertent plagiarising, for which you may be penalised heavily by the Board of Examiners - this is an offence, under University regulations.

If you need help with referencing, ask those who teach you.  Help yourself by looking carefully at the Journal of Social Policy.  The important point is that your referencing should be consistent.  Good luck.

There is no one source as yet identified by me that sets out the Harvard referencing system.  Writers of dissertations are recommended to Turabian (1987), and Bell (1987) is also useful for Harvard referencing (see p. 36) and for much valuable guidance on writing up dissertations and theses.  There is a British version of Turabian (1982). (See bibliography, above).

See also the Library website: http://libweb.lancs.ac.uk/g79harvard.htm 

[bookmark: _Toc88370896]
APPENDIX 3
	
Faculty Marking/Grade Criteria for Masters Level Assignments

General

These guidelines are intended to spell out the criteria that are used to assess written work.  The criteria show the features we expect to see in work of a given mark or grade.  To achieve a given grade, students do not have to have met all the criteria listed; however, they must have demonstrated a preponderance of those qualities in their work.  Although modes of assessment vary (essays, dissertations, other forms of written output) the principles by which markers arrive at their judgements remain the same.  Below is a list of aspects of students’ work which may be taken into account during assessment, as appropriate.

· Relevance of material in the essay to the title of the assignment.
· Relevance to the content of the course.
· Understanding of issues or problems under discussion.
· Knowledge and understanding of relevant readings.
· Critical discussion of relevant readings.
· Use of suitable data.
· Clarity and depth in the analysis of theory, data and issues under discussion.
· Coherence of argument.
· Clarity and relevance of introduction and conclusion.
· Clarity and precision of expression.
· Use of appropriate and consistent conventions for referring to other people’s work.
· Clarity of presentation (layout, including use of paragraphs and tables, for example).
· Clarity of writing including grammar, punctuation, spelling and sentence construction.
· Compliance with published regulations on the completion of assessed work by the coursework deadline

Criteria for the award of marks

70 + (distinction)

A piece of written work in the 70+ range is one of exceptional quality, requiring a high level of conceptual ability and an extremely thorough and conscientious approach to study.  Work in this range will clearly demonstrate the capacity to proceed to a higher research degree.  It is distinguished by:


Argument
· A clearly expressed and convincing argument which is used to develop a coherent and logical framework within which to answer the question or address the topic, and which is well grounded in existing theory and research, leading to a reasoned conclusion fully supported by the foregoing material.
· A capacity to relate consistently the theoretical and empirical material to the conceptual framework.
· Substantial evidence of independent research.
· The absence of irrelevant or extraneous material.

Understanding
· A thorough understanding of the topic and its implications.
· A clear and consistent focus on the issues raised by the question/topic.
· An insightful argument showing signs of originality.

Style
· Good grammar, punctuation, spelling and sentence construction.
· Thorough use of conventions of referring to other people’s work

Marks within this classification may vary due to–
· An original capacity to develop arguments beyond those available in the literature.
· The depth and sophistication of the conceptual argument.
· The level of familiarity with the theoretical and research literature.

60-69 (Good pass)

A piece of written work of a good to very good standard requiring clarity of thought and expression.  It will display an ability to handle the relevant literature in an analytical manner.  It will be more than a good description of the various theories and/or studies relevant to the question – it will demonstrate a marshalling of relevant information by means of analysis and interpretation.  It will not necessarily have a water-tight argument, but it will be clearly structured and its conclusions will not take the reader by surprise.  Such a piece of work will generally show less independence of thought and mastery of detail that is required for a mark of 70 or over.  There may be some errors or misjudgements with regard to issues which are not central to the argument.  Work in this range will normally demonstrate the capacity to proceed to a higher research degree.
It is distinguished by:

Argument
· A logical, coherent framework within which to answer the question or address the topic.
· An ability to organise the data in a way that provides a clear and logical answer to, or discussion of, the question/topic.
· A clearly expressed theme or argument developed from a critical consideration of relevant literature.

Understanding
· A good understanding of the topic and its implications.
· Familiarity with the relevant literature and empirical data.
· The avoidance of irrelevant or extraneous material.
· Evaluation of competing arguments.
· Conclusion supported by the body of the argument and evidence.
· Some evidence of independent research.
· Avoidance of unsubstantiated assertions.

Style
· Good grammar, punctuation, spelling and sentence construction.
· Good use of conventions of referring to other people’s work

Marks within this category may vary due to–
· The clarity and cogency of the overall argument.
· The level of familiarity with the relevant literature and data.
· The depth and coherence of the answer.

50-59 (Pass)

A piece of written work of a moderate to good standard.  It will be descriptively strong.  It is distinguished from the 60-69 piece by the level of analysis displayed and by the coherence with which the material is organised.  There may be some significant errors, misjudgements or omissions of important details.  A mark in this range would not normally demonstrate the capacity to proceed to a higher research degree.  It is characterised by:

Argument
· An attempt to answer the question or address the topic, 
· A conclusion not entirely supported by or relevant to the body of the essay.
· A failure to adequately organise an answer into a coherent whole.

Understanding
· A reasonable understanding of the topic and its implications.
· A level of empirical knowledge and relevant reading which demonstrates a conscientious attempt to tackle the question/topic.
· The intrusion of some extraneous material.
· A failure to grasp at least some relevant points or address some relevant literature.

Style
· Adequate grammar, punctuation, spelling and sentence construction.
· Referencing that is incomplete or fails to observe some conventions for referring to other people's work.


Marks within this category may vary due to–
· The level of empirical and theoretical knowledge displayed.
· The seriousness with which an attempt has been made to answer the question or address the topic.
· The number of major points that have been covered.
· The coherence of the essay.
· The degree of unsubstantiated assertion.
· Written style (grammar, spelling, punctuation and sentence construction).

40- 49  (Fail - with the possibility of condonation in accordance with the Faculty regulations.) 

A piece of written work in this category shows signs of engagement with the question or topic, but has inadequacies at Master’s level.  It signals a failure to give sufficient thought to the work in hand, displaying inconsistent argument, unsubstantiated assertions, and a patchy acquaintance with the relevant literature.  It may lack a convincing conclusion and it is likely to include significant errors, omissions and misunderstandings.   It is characterised by:

Argument
· A failure to order this material so as to provide an adequate answer to the question.
· An ability to pick out some of the points required for a satisfactory answer.
· Inadequate conclusion.

Understanding
· Some knowledge of appropriate empirical material.
· The intrusion of irrelevant material.
· An inadequate familiarity with relevant literature.

Marks within this category may vary due to–
· The level of empirical knowledge displayed.
· The extent to which an effort has been made to answer the question or address the topic.
· Evidence of conscientious effort.
· The degree of unsubstantiated assertion.
· Written style (grammar, punctuation, spelling and sentence construction).

Style
· Sub-standard grammar, punctuation, spelling and sentence construction.
· Inadequate use of conventions of referring to other people’s work 

Marks below 40  (Fail - without possibility of condonation)

Marks in the 30 - 39 range indicate that the piece of written work is inadequate in every respect with pronounced errors and misunderstandings. It is characterised by:
· 
Some empirical knowledge.
· Some evidence of study in the area concerned.
· An inability to develop any but the flimsiest answer to the question.
· Problematic conclusion.

Using the full range of marks
Departments are encouraged to make use of the full range of marks available, including using marks of below 30% and of above 80% where this is appropriate.

High marks

Marks above 80 (High distinction)
Marks above 80% will given to work that demonstrates the strengths listed for marks above 70%.  In addition, it will show original thinking going beyond that in the existing literature and backed up by appropriate evidence and reasoning.  Marks above 90% will be given to work that is of a quality suitable for publication in an international refereed journal.

Low marks

Marks below 30 (A poor Fail)
A mark below 30 means that the student has not given sufficient attention to study, has a lack of basic knowledge, and an inability to tackle the question or topic.  It is characterised by –
· Inadequate knowledge of relevant literature.
· Inadequate understanding of relevant literature.
· No or totally flawed attempt to examine the issue(s) posed in the question.
· No or totally confused attempt to answer the question.
· Little or no structure in the presentation of argument.
· No, or irrelevant conclusion.

Marks of below 20% will be given to work demonstrating almost no knowledge or understanding of the literature and of the subject area.  Any knowledge displayed will be completely misinterpreted.

Marks of below 10% will be given to work demonstrating almost complete incoherence and irrelevance.


Individual modules

[bookmark: _Toc16913928]FASS507:	Introduction to the Philosophy of the Social Sciences
FASS507d:	Introduction to the Philosophy of the Social Sciences (distance learning)

The standard Faculty marking criteria apply.


FASS510:	Qualitative Methods in the Social Sciences

Most PhD students’ essay will be assessed on a pass/fail basis. If you are an MA student, you may require a numerical mark for your essay. This mark will be reached in accordance with the FASS marking scheme (see above).  Marks in the following range can be achieved:
	
70% + 			(Distinction)
60-69%			(Good Pass)
50-59%			(Pass)
40-49%	(Fail with the possibility of condonation in accordance with Faculty regulations – see below)
Marks below 40%	(Fail without the possibility of condonation)

The Faculty’s marking scheme is supplemented by consideration of the particular learning outcomes of FASS510 (see individual module handbook). This means that the learning outcomes will be used as additional criteria to assess what mark a specific essay will achieve. However, given that each essay is specific and taking account of the particular essay title agreed with the tutor, the criteria will need to be specified and are not fully fixed. For example, for students who write about one specific method, the first two learning outcomes (familiarity with different qualitative research methods and ability to identify the advantages and challenges of different methods) do not fully apply. The third learning outcome (to have an idea about how research questions and topic relate to research methods) will apply to some essays only, depending on the specific essay title that was agreed. The fourth and fifth learning outcomes (to be able to critically examine research studies in the light of the issues discussed on the module; to be able to describe in writing the methods they use in their own research and to discuss their strengths and weaknesses) usually apply to all essays, regardless of their specific content. 

With regards to the band of marks, in addition to the criteria listed in the FASS marking scheme, the following points apply:

Evidence of independent research may or may not be required, depending on the essay topic.



In order to achieve a distinction the argument made regarding the specific methods that are examined needs to be clearly expressed and convincing. It needs to be well grounded in existing discussions about the method(s). It needs to show exceptional ability to evaluate different arguments about specific methods. Depending on the essay topic, the assignment will also show the writer’s exceptional ability to comment critically on their research, whether planned or already in progress.

Marks in the 60 to 69 range will display a good ability to handle the relevant literature on the methods examined. They will show the writer’s ability to present different methods and to evaluate different arguments about specific methods. If applicable to the essay topic, some insightful comments on the student's own research are expected.

Essays achieving a mark in the range of 50 to 59 will show knowledge and understanding of different research methods as they relate to the specific topic in question, but less ability to describe these clearly and evaluate them critically. Essays will display less ability to think critically about the students’ own research.

Essays in the 40 to 49 range may show some signs of engagement with the methods specific for the topic, but overall the discussion of these methods is poor in terms of argumentation and structure and often shows significant gaps in the student’s understanding of the methods and their ability to describe and discuss them in writing. If an essay comments on the student's own research, there tends to be a lack of understanding of how specific methods can be applied to the research in question and what potential problems might arise.

Marks below 40 show serious errors and misunderstandings with regards to the research methods discussed and how they apply to the topic in question.


FASS512: 	Quantitative Research Methods 2 

Students to be graded via three assignments (2 x 1,500 words; 1 x 2,000 words) based on analysing and interpreting data from real studies in the social sciences and humanities.  The assignments will assess students' ability to input and analyse a data set in “R”, choose appropriate methods for the given data set, and interpret the output from “R”, having applied the chosen methods correctly and with relevance to the specific questions of interest.

Mark categories and associated classifications of ability:

70% and over

· High competence in the use of “R”.
· Ability to make a basic level interpretation of output in nearly all situations.
· Ability to make an in-depth interpretation of output in most situations.



60 to 69%

· High competence in the use of “R”.
· Ability to make a basic level interpretation of output in most situations.
· Ability to make an in-depth interpretation of output in a substantial number of situations.

50 to 59% (Pass)

· Moderate competence in the use of “R”.
· Ability to make a basic level interpretation of output in most situations.

40 to 49%

· Limited competence in the use of “R”.
· Limited ability to make correct and meaningful interpretations of output.

Below 40%

· Very low competence in the use of “R”.
· Very little ability to make correct and meaningful interpretations of output.


FASS517: 	Discourse Analysis   

Criteria for Marking the Essay 

· Demonstrating critical understanding of an approach (or approaches) to discourse analysis covered in the course, as appropriate to your research questions and your data.
· Showing understanding of the theoretical and epistemological underpinnings of the discourse theory/ies discussed, and the implications of these for the selected discourse analytic ‘tools’ used.
· Demonstrating the capacity to use discourse analytic tools to analyse data.
· Demonstrating the capacity to draw on this analysis to construct an interpretation of the data which addresses (aspects of) your research questions.
· Use of an appropriate range of literature to inform the understanding of the object of study.
· Exemplification of issues raised by reference to your own MPhil/PhD research (which should be described and explained).



Marks in the following range can be achieved:

70% + 			(Distinction)
60-69%			(Good Pass)
50-59%			(Pass)
40-49%	(Fail with the possibility of condonation in accordance with Faculty regulations)
Marks below 40%	(Fail without the possibility of condonation)

In order to achieve a distinction the argument made regarding the specific methods that are examined needs to be clearly expressed and convincing. It needs to be well grounded in existing discussions. It needs to show the ability to critically evaluate different arguments about specific approaches. Data analysis will be clearly presented, accurate, and will lead to insightful interpretations.  Depending on the essay topic, the assignment will also show the writer’s ability to comment critically on their research, whether planned or already in progress.

Marks in the 60 to 69 range will display a good ability to handle the relevant literature on the approach(es) examined. They will show the writer’s ability to present different methods and to evaluate different arguments about specific methods. Where appropriate, data analysis will be largely clearly presented and accurate, and will lead to interpretation.  If applicable to the essay topic, some insightful comments on the student's own research are expected.

Essays achieving a mark in the range of 50 to 59 show knowledge and understanding of different approaches as they relate to the specific topic in question, but less ability to describe these clearly and evaluate them critically.   Some data analysis will be presented, mostly accurately with some errors.  Essays will display less ability to think critically about the students’ own research.

Essays in the 40 to 49 range may show some signs of engagement with the approach specific for the topic, but overall the discussion is poor in terms of argumentation and structure and often shows significant gaps in the student’s understanding and their ability to describe and discuss them in writing. There may be some errors in any analysis presented.  If an essay comments on the student's own research, there tends to be a lack of understanding of how specific approaches can be applied to the research in question and what potential problems might arise.

Marks below 40 shows serious errors and misunderstandings with regards to the approaches discussed and how they apply to the topic in question.
APPENDIX 4

Lancaster University
Plagiarism Working Party

DEALING WITH PLAGIARISM BY STUDENTS

INSTITUTIONAL FRAMEWORK

(approved by the Senate 28 May 2003 for implementation from 1 October 2003)
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INTRODUCTION

Lancaster’s academic enterprise is rooted in a culture of trust and integrity, and this underpins all aspects of the institution’s teaching and learning strategy. Most students do not cheat – they are honest and hard working, and they rightly deserve the trust of their tutors. Cheating, which is a form of academic malpractice, is the exception not the norm.

But some students do cheat, in different ways and for different reasons. In order to be fair on those who don’t and to protect the institution’s academic reputation and credibility, procedures are required to reduce the likelihood of cheating, to detect when it is happening, and to deal with those found guilty of it. This paper deals specifically with plagiarism, which is a common form of cheating.

[bookmark: _Toc43108322][bookmark: _Toc43108567][bookmark: _Toc43109245][bookmark: _Toc43109371][bookmark: _Toc43110729][bookmark: _Toc44471539][bookmark: _Toc44471620]To what work does this framework apply? 

This framework (and the sanctions within it) applies to all coursework submitted by students for examination by the University in all academic programmes other than research degrees. It does not apply to those degree schemes where the entire assessment is based on one submitted piece of work (eg MPhil, MSc by Research, and PhD). The attached regulations cover both coursework and examinations. The code covering cheating in examinations is consistent with Statute 21. Appendix A of the University regulations (Malpractice in undergraduate and postgraduate examinations and coursework) is attached.
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Core values of academic integrity (honesty and trust) lie at the heart of our academic enterprise, and they underpin all activities within the University. The University values a culture of honesty and mutual trust, and it expects all members of the University to respect and uphold these core values at all times, in everything they do at, for and in the name of the University. 

Academic integrity is important because, without honesty and trust, true academic discourse becomes impossible, learning is distorted and the evaluation of student progress and academic quality is seriously compromised. Consequently, the University is committed to –

a. defending the academic credibility and reputation of the institution
b. protecting the standards of its awards
c. ensuring that its students receive due credit for the work they submit for assessment
d. advising its students of the need for academic integrity, and providing them with guidance on best practice in studying and learning
e. educating its students about what intellectual property is, why it matters, how to protect their own, and how to legitimately access other people’s
f. protecting the interests of those students who do not cheat. 
[bookmark: _Toc43108324][bookmark: _Toc43108569][bookmark: _Toc43109247][bookmark: _Toc43109373][bookmark: _Toc43110731][bookmark: _Toc44471541][bookmark: _Toc44471622]
Forms of cheating

Cheating, a form of academic malpractice, includes: cheating in examinations, plagiarism, duplication and false declaration.

Cheating in examinations: occurs when a candidate communicates, or attempts to communicate, with a fellow candidate or individual who is neither an invigilator or member of staff; copies, or attempts to copy from a fellow candidate; attempts to introduce or consult during the examination, any unauthorised printed or written material, or electronic calculating or information storage device; or mobile phones or other communication device, or personates or allows himself or herself to be impersonated.

Plagiarism: involves the unacknowledged use of someone else’s work, usually in coursework, and passing it off as if it were his/her own. This category of cheating includes the following:

1. collusion, where a piece of work prepared by a group is represented as if it were the student’s own;
2. commission or use of work by the student which is not his/her own and representing it as if it were:
· purchase of a paper from a commercial service, including internet sites, whether pre-written or specially prepared for the student concerned
· submission of a paper written by another person, either by a fellow student or a person who is not a member of the university;
3. duplication of the same or almost identical work for more than one module;
4. the act of copying or paraphrasing a paper from a source text, whether in manuscript, printed or electronic form, without appropriate acknowledgement;
5. submission of another student’s work, whether with or without that student’s knowledge or consent.

Fabrication of results: occurs when a student claims to have carried out tests, experiments or observations that have not taken place or presents results not supported by the evidence with the object of obtaining an unfair advantage.
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Deliberate and inadvertent plagiarism

Some students who plagiarise do so deliberately, with intent to deceive. This conscious, pre-mediated form of cheating is regarded as a particularly serious breach of the core values of academic integrity and one of the worst forms of cheating, for which the University has zero tolerance.

Many students who plagiarise probably do so inadvertently, without realising it – because of inexperienced study skills, including note taking, referencing and citations. Many students (particularly those from different cultures and educational systems) find UK academic referencing/acknowledgement systems and conventions awkward, and proof-reading is not always easy for dyslexic students and some visually-impaired students.

However, ignorance of proper procedures or good practice in academic writing is no excuse, particularly if a student has previously been accused of plagiarism, advised to seek study skills help, and fails to learn the lessons.

[bookmark: _Toc43108327][bookmark: _Toc43108572][bookmark: _Toc43109250][bookmark: _Toc43109376][bookmark: _Toc43110734][bookmark: _Toc44471543][bookmark: _Toc44471624]Why is plagiarism a problem?

Plagiarism is a problem for four main reasons –

1. It involves unacceptable practices, particularly literary theft (stealing someone else’s intellectual property, and breach of copyright) and academic deception (in order to gain a higher grade)
2. It involves poor or careless academic practice (including poor note-taking and poor procedures for preparing academic work)
3. It prevents the student who plagiarises from knowing how well they have performed (by yielding a false grade), thus denying them the opportunity to learn lessons, improve their study skills, and improve their knowledge and understanding
4. If plagiarism goes undetected and unpunished, it effectively penalises and can demoralise those students who do not plagiarise

The University regards all forms of cheating as unacceptable, because they undermine the core values of academic integrity (honesty and trust). Each form of cheating is a breach of the University Regulations, and is liable to be pursued by appropriate disciplinary action. 

A student who knowingly assists another student to plagiarise (for example by willingly giving them their own work to copy from) is guilty of academic malpractice, and will be dealt with under existing University Regulations.
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PREVENTING PLAGIARISM

[bookmark: _Toc43108329][bookmark: _Toc43108574][bookmark: _Toc43109252][bookmark: _Toc43109378][bookmark: _Toc43110736][bookmark: _Toc44471545][bookmark: _Toc44471626]Focus of prevention

In the context of plagiarism, prevention involves three key areas – 

1. the education of students: 
a. by raising awareness of the positive and negative reasons why they should not plagiarise (positive reasons including getting reliable feedback on their progress and learning, upholding core values of academic integrity; negative reasons including risk of being caught and penalised) 
b. by advising them how to make sure that they do not plagiarise by accident (eg by appropriate note-taking and essay-writing skills, adopting proper procedures for quotations, citations and referencing, careful use of paraphrasing, etc)[footnoteRef:1] [1:  	To be fair on students, there is a need for greater consistency of academic practices and expectations between departments, and for each department to make clear to its students (through all appropriate means, including course handbooks and web sites) how it expects them to use quotations, cite sources, paraphrase material, and construct bibliographies] 

c. by providing appropriate study skills advice, both generic and subject-specific, to inform students about best practice in note-taking and writing assignments, and provide opportunities for formative feedback
d. for undergraduate students, by placing the main focus on first year students (who often have undeveloped study skills, lack of practice and culturally different practices) but reinforcing it through years two and three
e. for taught postgraduate students, by emphasising the need for academic integrity throughout their period of study, and in all contexts
2. the setting of appropriate assignments by staff, in order to reduce the likelihood of giving students the opportunity to plagiarise or rewarding them for doing so. Plagiarism can be effectively designed out, for example by varying assignment tasks from year to year; making them course-specific and locally relevant, and linking assignments specifically to particular course material.
3. making students aware of the penalty system for plagiarism – what it covers, when it applies, how it works, what penalties could be applied, that it is an institution-wide procedure and is applied consistently, and why it is necessary to have this penalty system (to ensure consistency across the University and fairness to students)
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Key components in the prevention strategy include -

1. Institutional commitment: there must be a firm commitment by all stakeholders in the University to consistent use of the framework

2. Promotion of core values: the University should include its position on academic integrity as one of the key values to be communicated through all promotional material 

3. Explicit policy: the University must have an explicit policy that communicates the positive value we place on academic integrity, and that states why we value academic integrity (in teaching and research) and what we will lose if we do not value and support it; eg 
a. core values of academic integrity underlined by the Vice-Chancellor, College Principals and college tutors during Intro Week talks with incoming students
b. the message needs public endorsement by LUSU and GSA
c. publish an institution-wide Academic Integrity Handbook, that defines and promotes best practice, to be distributed to all students during Intro Week

4. Explicit criteria and guidelines: The University must develop and publish a set of commonly agreed guidelines of what constitutes plagiarism, including an agreed working definition, with examples and illustrations, and references to appropriate web sites, published sources and sources of study skill help

5. Transparency and dissemination: the framework must be widely publicised within the institution, to all staff and students. This should explain the core values of academic integrity, define plagiarism and give relevant examples of what it covers, explain why plagiarism is unacceptable and outline the detection and penalty systems. Appropriate methods include -
a. institutional posters on display in all departments and in the colleges
b. item in SCAN at start of every academic year
c. item in each College Handbook
d. the guidelines and plagiarism policy statement must be included in every course and programme handbook 
e. departmental tutors should actively discuss with their students (at an early stage, and particularly during the first few weeks of Part I) what plagiarism is and how to avoid it; College Tutors should be encouraged to do so too, to reinforce the message

6. Inadvertent versus deliberate plagiarism: the framework recognises that a clear distinction must be drawn between inexperienced academic study and writing skills (especially among first year undergraduates and international students) and wilful cheating and deception. The former requires remedial teaching and only the latter deserves severe penalties. But intentionality is difficult to establish, so the framework allows a first offence based on “benefit of doubt”, with a relatively light penalty and a requirement that the student seeks appropriate study skills advice; subsequent plagiarism offences are more likely to be deliberate, so the penalty system becomes progressively more serious

7. Educating students about best practice: to help students learn best practice in academic writing, each department should provide them with discipline-specific annotated examples to show work which is clearly plagiarised, work which is acceptably paraphrased and work which is correctly referenced

8. 
Support for academic study skills: the framework requires the university to provide adequate and appropriate study skills support for students, particularly support designed to promote best practice in academic writing. It also requires production and publication of a guide (in printed and web format) to the study resources and support available to students on campus

9. Staff awareness and training: all tutors (departmental and college) should be aware of and clear about the plagiarism framework and procedures, and appropriate training should be made available by the university to facilitate this

10. Setting assessments: assessments should be set in such a way that plagiarism becomes difficult to implement, eg by tying assessments closely to specific course goals, using local or specialised case materials for analysis, avoiding widely available case material, requiring multiple case studies or material from multiple sources to be included in student work, etc

11. Supporting non-native speakers: whilst recognising that all students can engage in plagiarism, the University needs to provide adequate and appropriate resources (staff and equipment) particularly to support non-native speakers in their study and writing skills; eg staff refer a student to language support staff where there are particularly severe cases; scope for a University-wide ‘essay writing skills’ course that might be highly recommended for all non-native speakers and (as a remedial course) for all students who demonstrate difficulties in essay writing

12. Academic integrity declaration: each student should be required to sign at least one academic declaration each year for every department to whom they submit coursework, and each department should have discretion over how many time thereafter they wish to see a signed declaration, up to and including on every piece of work. The Undergraduate Studies Committee has already agreed a standard form of words for the declaration, and every department and programme should use it. 
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The primary responsibility for detecting plagiarism in student work continues to rest with the individual marker, who should be alert to the possibility of finding plagiarism in students’ work, and who must always use their specialist knowledge and academic judgement in deciding what is and what is not acceptable within that subject. For example, in many subjects it is difficult to decide what is common knowledge and what should be attributed to sources, which is where the marker’s expert judgement is exercised.
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ROLES AND RESPONSIBILITIES
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Each department or equivalent shall designate one senior academic member of staff, to be known as the Academic Officer, who shall take responsibility for the investigation of and subsequent action where appropriate for plagiarism in coursework at undergraduate and postgraduate levels.  A deputy Academic Officer shall also be designated.  The duties of the Academic Officer shall include reporting cases of plagiarism to the Student Registry, checking a student’s plagiarism record held by the Student Registry, and keeping a written record of all cases of alleged plagiarism, including the evidence presented and the outcome.

Academic Marker

Each academic marker identified as such by a department or equivalent shall be responsible for detecting and reporting on suspected plagiarism in coursework on cases for which they have marking responsibilities to the relevant Academic Officer, and for producing evidence in support of such a claim.
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Designated members of the Student Registry shall be responsible for record-keeping for all alleged and detected cases of academic malpractice, including plagiarism in coursework and cheating in examinations.  The duties of the officers, or approved alternates, will include keeping a written record of all cases, including reports from Academic Officers and from cases heard by the Standing Academic Committee, giving information and other support to Academic Officers to assist them in discharging their duties; communicating information between departments about academic malpractice as appropriate; and offering assistance to Academic Officers about the content of the warning letter appropriate to the stage reached.

[bookmark: _Toc43108337][bookmark: _Toc43108581][bookmark: _Toc43109260][bookmark: _Toc43109386][bookmark: _Toc43110744][bookmark: _Toc44471551][bookmark: _Toc44471632]LU Students’ Union

Any student who is alleged to have been involved in an act of academic malpractice shall have access to LU Students’ Union support and advice at all stages in the procedures that follow, and appropriate LUSU staff may accompany the student in any meetings or correspondence with the department or the Standing Academic Committee.
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The Standing Academic Committee of the Senate shall:

a. hear cases relating to first or second offences where the student does not accept the decision of the Academic Officer;
b. hear cases relating to third and fourth offences.
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The following steps shall be followed in the sequence set out below (as defined in the University Regulations, Appendix A, section 4.4.1).  The steps may be concluded at any point in the procedure.

i. All academic markers shall make a positive effort to identify possible plagiarism and shall inform their students of the procedures for detection.

ii. The academic markers shall, when suspected plagiarism has been identified, refer the relevant material to the course convenor for checking.

iii. The course convenor shall annotate any plagiarised material and shall submit a report, including a hard copy of the source used by the student, to the Academic Officer.

iv. The Academic Officer shall conduct an investigation of the alleged plagiarism and shall give the student an opportunity to discuss the allegation.

v. The Student Registry shall report to the Academic Officer whether the student concerned has previously been found guilty of academic malpractice.

vi. The Academic Officer shall if necessary arrange a meeting of a panel to discuss the allegations further with the student, including any admission of plagiarism, and shall set out the likely penalties.  The panel, if convened, shall be chaired by a non-member of the department nominated by the chairperson of the Standing Academic Committee and, in addition to the student and the Academic Officer, shall include either the academic marker or the course convenor, and may include a person nominated by the student as friend who will also act as a member of the panel.

vii. If the Academic Officer concludes, on the basis of discussion under (iv) or (vi), that plagiarism has occurred, he/she shall apply the appropriate penalty without the use of discretion, and shall inform the student in writing.

viii. The Academic Officer shall make a report to the Student Registry on a report form supplied for the purpose.
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The following scale of offences and related penalties shall be operated.

i. 
First offence.  The Academic Officer shall determine whether action requiring a plagiarism warning has taken place.

ii. Action requiring a plagiarism warning shall be defined as poor referencing, unattributed quotations, inappropriate paraphrasing, incorrect or incomplete citations, or up to several sentences of direct copying without acknowledgement of the source.

The academic marker shall indicate and set aside the sections involving the above problems.

iii. Major first offence plagiarism shall be defined as copying multiple paragraphs in full without acknowledgement of the source, taking essays from the Internet without revealing the source, copying all or much of the work of a fellow student with or without his/her knowledge or consent, and submitting the same piece of work for assessment under multiple modules.

The student whose work has been detected as a major first offence shall be required to repeat and resubmit the work, and shall be eligible to receive only the minimum pass mark appropriate to the piece of work.  If the student refuses or fails to repeat and resubmit the work, a mark of zero shall be recorded.  The student shall in any case receive the appropriate warning letter.

iv. Second offence: if a second alleged offence has been detected, the Academic Officer shall declare that a mark of zero has been awarded to the piece of work concerned, and that the student has no right of reassessment.  The Academic Officer shall in addition send the student the appropriate warning letter, confirming the decision and advising the student of the consequences of any further offence.

v. If the student does not accept the decisions related to first and second offences, he/she shall have the right to appear in person before the Standing Academic Committee.

vi. Third and fourth offences shall be considered by the Standing Academic Committee and shall be treated as a serious academic offence (under Statute 21).
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i. If the student has been found to have committed either a third or fourth offence, the Academic Officer shall refer him/her to the Standing Academic Committee with the recommendation that he/she be permanently excluded from the university.

ii. If the Standing Academic Committee confirms the offence, the student shall have the right of appeal, to the Vice-Chancellor under Statute 21.

iii. The Standing Academic Committee, having considered the evidence for a third offence, shall have the authority to confirm the recommendation for permanent exclusion or to impose one of the following penalties:

(i)	to permit the student to repeat the work, subject to receiving only the minimum pass mark appropriate to the piece of work;
(ii)	to award zero for the work in question;
(iii)	to award zero for the whole coursework or dissertation;
(iv)	to award zero for the unit or course module;
(v)	to award zero as under (iv) and, where the inclusion makes no difference to the class of award, to recommend that one class lower than the one determined by the arithmetic be awarded;
(vi)	to exclude the student permanently from the university, where the offence is detected before the final assessment is completed;
(vii)	not to award the degree, where the offence is detected after the final assessment has been completed.

iv. The student shall have the right of appeal under Statute 21 if either (vi) or (vii) are confirmed for a third offence.

v. The Standing Academic Committee, having overturned a recommendation for exclusion for a third offence, but a fourth offence having been detected, shall undertake a further hearing to consider the recommendation for the exclusion of the student from the university and/or the non-award of the degree.

The student shall have the right of appeal under Statute 21.
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To reinforce the importance of education and prevention within this overall strategy, students will be treated leniently for a first offence. The written feedback they receive (the ‘warning letter’ below), supported by the widely publicised, robust and consistently applied detection system, and the transparent, consistently applied and increasingly serious “ladder of sanctions” (below), are designed to educate and deter.
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For each offence the student will be sent a standard, stage-specific, University letter which –
a. spells out what they have done wrong, and why it is wrong
b. points them towards appropriate sources of study skills help
c. reminds them of the need to discuss their work with academic staff if they are uncertain about how to avoid subsequent allegations of plagiarism
d. warns of the serious consequences of subsequent offences, and spells out the sanctions that will be applied
e. outlines the students rights
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Evidence of plagiarism

In all cases, evidence must be provided by the marker to confirm that plagiarism has occurred. Where possible this should include the student’s submitted work annotated and cross-referenced to original sources which have been plagiarised, accompanied by a hard copy of the original source (eg a print out of a source printed or web page, with complete URL and date viewed for web pages). For a first offence only, the evidence may take the form of a statement written by the student acknowledging that they have included plagiarised material in the submitted work.
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Although there are arguments in favour of varying the sanctions depending on the relative weight of a piece of coursework within the overall assessment for a module, consistency and transparency of treatment for all plagiarism are paramount (for equity purposes, but also to reinforce prevention by deterrence). 

Departments will be given some discretion in defining special status for particular assignments (particularly the dissertation, and particularly at Masters level), and for which the sanction system might be varied. All such cases, and the reasons for them, must be clearly documented in departmental or course handbooks.


[bookmark: _Toc43108354][bookmark: _Toc43108598][bookmark: _Toc43109276][bookmark: _Toc43109402][bookmark: _Toc43110760][bookmark: _Toc44471562][bookmark: _Toc44471643]APPLICATION AND IMPLICATIONS OF THE SANCTIONS
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In cases in which a student fails a module overall, because plagiarised work has been awarded a zero mark (second offence), the student forfeits the normal right of re-assessment in that module.
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Multiple pieces of work

For the first offence only, if a student has submitted more than one piece of work for assessment at the same time, and plagiarism is detected in more than one of those pieces of work, this shall be defined as one “offence” (the first major offence). After the first offence, each piece of work in which plagiarism is detected will count as a separate offence.
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“Second offence” means the next case of plagiarism to be confirmed after the student has received feedback on the consequences of the “first offence”. “Third offence” and “Fourth offence” are defined relative to feedback from earlier cases of plagiarism. 
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Retrospective detection

Whilst a department has the right to retrospectively check for plagiarism in any coursework submitted by a student registered with the University, the sanctions should not normally be applied retrospectively (ie after it has been returned to the student). The University reserves the right to review work retrospectively, and apply appropriate sanctions, if there are reasonable grounds for doing so (eg whistle-blowing by fellow students). Existing University Regulations allow for the University to rescind or change the classification of a degree after it has been awarded. 
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The decisions and recommendations of the Final Exam Board will normally be regarded as the cut-off point beyond which allegations of plagiarism will not be considered, and past which no sanctions will normally be applied. If the plagiarism detection procedures are sufficiently robust, after an initial transition period (2 year max for most undergraduates) once this new framework is introduced, this should provide adequate security for the Final Exam Board decisions.
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If the student does not accept the decision of the Academic Officer (for first and second offences), s/he can opt to appear before the Standing Academic Committee. The burden of proof is on the University to show that plagiarism has occurred. In all cases in which exclusion is the penalty for plagiarism (ie third and fourth offences), the student has a statutory right of appeal under Statute 21.
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Each department will have discretion to decide whether plagiarism should be mentioned if a request is received (particularly from another University or a professional body) for an academic reference for a Lancaster graduate, or whether to report plagiarism to professional bodies
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A Lancaster undergraduate with a record of plagiarism, who subsequently registers as a postgraduate student at Lancaster, will be given a ‘plagiarism amnesty’, for equity of treatment with other postgraduate students from elsewhere. 

Chris Park on behalf of the Plagiarism Working Party
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[bookmark: _Toc44471573][bookmark: _Toc44471654]MALPRACTICE IN UNDERGRADUATE AND POSTGRADUATE EXAMINATIONS AND COURSEWORK


Approved by the Senate on 28 May 2003.
These regulations also form Appendix two of the
Examination Regulations of the University
and the appendix to Ordinance 7.


A.1	Definition

1.1	The university values a culture of honesty and mutual trust (academic integrity) and expects all members of the university to respect and uphold these core values.

Cheating, a form of academic malpractice, includes: cheating in examinations, plagiarism, duplication and false declaration.

It is an academic offence for a candidate to commit any act (defined in paras. 1.2, 1.3, 2.2) designed to obtain for himself or herself an unfair advantage with a view to achieving a higher grade or mark than he/she would otherwise secure.  Any attempt to convey deceitfully the impression of acquired knowledge, skills, understanding, or credentials, shall represent a contravention of Rule 6 of the University, and may constitute grounds for exclusion.

1.2	Cheating in examinations

Occurs when: a candidate communicates, or attempts to communicate, with a fellow candidate or individual who is neither an invigilator or member of staff; copies, or attempts to copy from a fellow candidate; attempts to introduce or consult during the examination, any unauthorised printed or written material, or electronic calculating or information storage device; or mobile phones or other communication device, or personates or allows himself or herself to be impersonated.

1.3	Plagiarism

Plagiarism involves the unacknowledged use by a student of someone else’s work, usually in coursework, and passing it off as if it were his/her own.  This category of cheating includes the following:

1.3.1	collusion, where a piece of work prepared by a group is represented as if it were the student’s own;
1.3.2	commissioning or use of work by the student which is not his/her own and representing it as if it were:
· purchase of a paper from a commercial service, including internet sites, whether pre-written or specially prepared for the student concerned
· submission of a paper written by another person, either by a fellow student or a person who is not a member of the university;
1.3.3	duplication of the same or almost identical work for more than one module;
1.3.4	the act of copying or paraphrasing a paper from a source text, whether in manuscript, printed or electronic form, without appropriate acknowledgement;
1.3.5	submission of another student’s work, whether with or without that student’s knowledge or consent.

1.4	Fabrication of results

Fabrication of results, which is, when a student claims to have carried out tests, experiments or observations that have not taken place or presents results not supported by the evidence with the object of obtaining an unfair advantage.


A.2	Guidelines for use of Electronic Devices in University Examinations

2.1	The use in examinations of electronic calculators and other portable microcomputing and electronic devices (hereafter shortened to ‘electronic devices’) will only be allowed when permission has been granted by the appropriate department, subject (where appropriate) to the approval of the external examiner(s) and prior consultation with those students taking the course.  Any change in a department’s regulations for the use of electronic devices in examinations shall be announced not later than the beginning of the Lent term.

2.2	Carrying a mobile phone, or similar electronic device such as a pager in an examination is an academic offence.  If a candidate has such a device, it should be switched off and placed at the perimeter of the room with the candidate’s other belongings, or handed to an invigilator.

2.3	Electronic devices under 2.1, where permitted, must be of the hand-held type, quiet in operation, compact and having their own power supply.  External or user-written programs, or storage media, and/or instruction manuals may not normally be taken into the examination room and students must be able to demonstrate that internal user storage has been cleared before the start of the examination.  Candidates shall be entirely responsible for ensuring that their electronic devices are in good working order (e.g. fully charged), and for making alternative provision (e.g. slide rule) in case the instrument should fail.


2.4	Where required by a department, and so indicated on the examination question paper, candidates shall state the make and model of their electronic device on the examination script.

2.5	In setting questions for examinations in which candidates may use their own electronic devices examiners should take careful account of the different potentialities of such devices, and require candidates to show sufficient intermediate calculations to demonstrate that they understand what they are calculating.

2.6	Candidates shall not be allowed to borrow electronic devices from each other during examinations.

2.7	Departments, with the agreement of external examiners (where relevant) and after consultation with the students concerned, may introduce supplementary regulations (additional to these general regulations) for particular examinations.  Such regulations may specify or limit the types and facilities of electronic calculators or other electronic devices which can be used in particular examinations.


A.3	Procedure in Cases of Suspected Malpractice in Undergraduate and Postgraduate Examinations

3.1	Preliminary action and investigation

3.1.1	If a student is suspected of an academic offence under Section A.1.2, the invigilator shall at once telephone the Head of the Student Registry (or nominee) who will immediately go to the examination venue to investigate and will also inform the University Dean (or the Deputy Dean) or the relevant Academic Officer of the incident.  The student will be permitted to continue the particular examination in which he/she is suspected of malpractice, but the invigilator will request that the student remains behind at the end of the examination for interview by the Head of the Student Registry (or nominee), at which a representative of Lancaster University Students’ Union shall be invited to be present and written notes will be made.  If after this preliminary interview it is clear that no offence has taken place then the investigating officer(s) shall take no further action.  If it is decided to carry out a formal investigation the student shall be informed of this but also told that he/she will be permitted to complete all the examinations he/she would normally take at that stage in his or her course.  The invigilator shall, immediately after the examination, provide the Head of the Student Registry with a written report giving full details of the alleged offence and enclosing any material evidence relevant to the case.  The report and any material evidence shall be submitted to the Head of the Student Registry, who shall inform the head(s) of the student’s major department(s) and, if different, of the department responsible for the examination.


3.1.2	On receipt of the report, the University Dean or relevant Academic Officer shall investigate the alleged offence, making such enquiries as he/she sees fit and with access to all relevant documents.  The student shall be interviewed and asked whether he/she wishes to say anything or to provide any information relevant to the alleged offence.  If after preliminary investigation the University Dean or Academic Officer is not satisfied that there is a prima facie case to answer, he/she shall inform the student and the other parties concerned, and the matter shall end there.  If the University Dean or Academic Officer is satisfied that there is a prima facie case to answer, he/she shall formally notify the student in writing of the charge and inform him/her that the case will be referred to the Standing Academic Committee of the Senate.

3.2	The Standing Academic Committee of the Senate

3.2.1	The Standing Academic Committee shall investigate all cases of alleged examination malpractice referred to it by the University Dean or relevant Academic Officers and determine whether an academic offence as defined in Section A.1 has been committed.

3.2.2	The Standing Academic Committee shall consist of three members (including the Chairperson), each representing a different faculty.  In no case may a serving member of the Standing Academic Committee be a member of any of the departments in which the student has studied, or is studying, or be a witness for the Academic Officer or for the student.

3.2.3	The procedures of the Standing Academic Committee be as follows:

(a)	All hearings shall be held in private.

(b)	The Committee will be convened with all possible speed.  Once the time, date and place of its meeting are known the referred student shall be informed in writing:

(c)	(i)	that s/he is to be called to a hearing;
(ii)	of the nature, date and time of the alleged offence;
(iii)	that s/he may present evidence in his or her defence orally at the hearing and/or in writing;
(iv)	that s/he may be accompanied by a friend who will normally be a member of the University;
(v)	that s/he may call witnesses to support his or her case (whose identity must be notified to the secretary of the Committee prior to the hearing in order that their attendance can be assured).

(d)	The Committee shall have the power to adjourn, continue or postpone an investigation at its discretion but shall at all times endeavour to complete its examination of the matter at the earliest opportunity.  If the student does not appear on the date and time or at the place appointed, reasonable notice having been given, the Committee may proceed to investigate the matter in his or her absence.

(e)	If the student wishes to admit the charge, s/he may do so in writing to the secretary of the Committee.  In this event the student will be advised that s/he should still appear before the Committee for the formal presentation of evidence by the University Dean or relevant Academic Officers and for examination of the evidence by the Committee.

(f)	If the student wishes to deny the charge, s/he shall so inform the secretary of the Committee once notice of the hearing has been received.  If no letter of admission is received, it will be assumed that the charge is denied.  The University Dean or relevant Academic Officer will present the case to the Standing Academic Committee.

(g)	The Committee may hear evidence in any way it sees fit.  This includes the testimony of witnesses, and the production of documents or other relevant material evidence.  The University Dean or relevant Academic Officer and the student (or the person accompanying the student) shall be entitled at the hearing to make an opening statement, to give evidence, to call witnesses, to cross examine witnesses and to address the Committee.

(h)	The Committee will find the charge proven if all or all but one of its members agree, on the evidence before it, that it is beyond all reasonable doubt that the offence was committed.  If the Committee does not find the charge proven, it shall inform the student and all parties concerned immediately, and the matter shall end there.  If the Committee finds the charge proven, it may take one of the following courses of action:

3.2.3.1	decide that no further action is required;
3.2.3.2	require the student to resit the examination in which s/he cheated and if deemed appropriate other examinations or units of assessment;
3.2.3.3	award a mark of 0 for the examination;
3.2.3.4	award a mark of 0 for the entire unit of assessment;
3.2.3.5	direct that the student be awarded a classification lower than the one derived from the mark profile (after any 0 mark awarded under 3.2.3.3 or 3.2.3.4 has been included);
3.2.3.6	direct that the student be awarded no more than a Pass degree;
3.2.3.7	in addition to one of 3.2.3.2 - 3.2.3.6 temporarily exclude the student from the University;
3.2.3.8	permanently exclude the student from the University without a degree;
3.2.3.9	exceptionally not impose a specific penalty, but refer the case to the appropriate board of examiners with a full statement of findings together with suggestions for appropriate action.


3.3	Procedure where the Standing Academic Committee refers a case of malpractice in an examination to a board of examiners

Any student found by the Standing Academic Committee to be guilty of an academic offence under Section A.1.2, and whose case is referred to a board of examiners, shall have the right to submit to the board a written plea in mitigation but s/he shall not have the right to appear or to be represented by another before the board.  Boards of examiners have absolute discretion to take into account, in making their decisions, such evidence as they may consider relevant to a student’s academic performance and to decide whether to call for further oral or written evidence.  They may also take into account, but shall not be bound by, the suggestions of the Standing Academic Committee.  In considering the suggestions of the Standing Academic Committee, the decisions of boards of examiners shall be subject to ratification by the Committee of the Senate.


A.4	Academic malpractice (plagiarism) in coursework (undergraduate and postgraduate)

4.1	Definition of roles relating to plagiarism in coursework (and, where appropriate) examinations

4.1.1	Academic Officer

Each department or equivalent shall designate one senior academic member of staff, to be known as the Academic Officer, who shall take responsibility for the investigation of and subsequent action where appropriate for plagiarism in coursework at undergraduate and postgraduate levels.  A deputy Academic Officer shall also be designated.  The duties of the Academic Officer shall include reporting cases of plagiarism to the Student Registry, checking a student’s plagiarism record held by the Student Registry, and keeping a written record of all cases of alleged plagiarism, including the evidence presented and the outcome.

4.1.2	Academic marker

Each academic marker identified as such by a department or equivalent shall be responsible for detecting and reporting on suspected plagiarism in coursework on cases for which they have marking responsibilities to the relevant Academic Officer, and for producing evidence in support of such a claim.


4.1.3	Student Registry

Designated members of the Student Registry shall be responsible for record-keeping for all alleged and detected cases of academic malpractice, including plagiarism in coursework and cheating in examinations.  The duties of the officers, or approved alternates, will include keeping a written record of all cases, including reports from Academic Officers and from cases heard by the Standing Academic Committee, giving information and other support to Academic Officers to assist them in discharging their duties; communicating information between departments about academic malpractice as appropriate; and offering assistance to Academic Officers about the content of the warning letter appropriate to the stage reached.

4.1.4	LU Students’ Union

Any student who is alleged to have been involved in an act of academic malpractice shall have access to LU Students’ Union support and advice at all stages in the procedures that follow, and appropriate LUSU staff may accompany the student in any meetings or correspondence with the department or the Standing Academic Committee.

4.1.5	Standing Academic Committee

The Standing Academic Committee of the Senate shall:

(a)	hear cases relating to first or second offences where the student does not accept the decision of the Academic Officer;
(b)	hear cases relating to third and fourth offences.

The committee shall in all instances where it hears a case use the procedures set out in A.3.2 (above).

4.2	Prevention of plagiarism in coursework

4.2.1	Students shall (a) be educated about the meaning of plagiarism in coursework and the value of academic integrity; (b) be set appropriate assignments by staff to reduce the likelihood of plagiarism; and (c) be made aware of the penalties available to the university for use in cases of plagiarism.

4.2.2	The policy, criteria and guidelines relating to plagiarism in coursework shall be widely disseminated to all staff and students, particularly at matriculation and at the beginning of each academic year.

4.2.3	A distinction shall be drawn by the university between inexperienced academic study and writing skills, and cheating and deception, and the penalties for plagiarism in coursework shall reflect this distinction.

4.2.4	Each student shall be required to sign at least one academic declaration each year for every department or equivalent to whom he/she submits coursework, and each department shall exercise discretion over how many times thereafter a signed declaration is required.

4.3	Detection of plagiarism in coursework

[Procedures for the submission of coursework, for a two-stage process of detection, consisting of vigilance by the marker and verification by software of samples of work are in process of development and regulations for them will be submitted no later than the Summer Term, 2004.]

4.4	Procedures and penalties for plagiarism in coursework

4.4.1	Steps in the procedure

The following steps shall be followed in the sequence set out below.  The steps may be concluded at any point in the procedure.

(i)	All academic markers shall make a positive effort to identify possible plagiarism and shall inform their students of the procedures for detection.

(ii)	The academic markers shall, when suspected plagiarism has been identified, refer the relevant material to the course convenor for checking.

(iii)	The course convenor shall annotate any plagiarised material and shall submit a report, including a hard copy of the source used by the student, to the Academic Officer.

(iv)	The Academic Officer shall conduct an investigation of the alleged plagiarism and shall give the student an opportunity to discuss the allegation.

(v)	The Student Registry shall report to the Academic Officer whether the student concerned has previously been found guilty of academic malpractice.

(vi)	The Academic Officer shall if necessary arrange a meeting of a panel to discuss the allegations further with the student, including any admission of plagiarism, and shall set out the likely penalties.  The panel, if convened, shall be chaired by a non-member of the department nominated by the chairperson of the Standing Academic Committee and, in addition to the student and the Academic Officer, shall include either the academic marker or the course convenor, and may include a person nominated by the student as friend who will also act as a member of the panel.

(vii)	If the Academic Officer concludes, on the basis of discussion under (iv) or (vi), that plagiarism has occurred, he/she shall apply the appropriate penalty without the use of discretion (see A.4.4.2), and shall inform the student in writing.

(viii)	The Academic Officer shall make a report to the Student Registry on a report form supplied for the purpose.

4.4.2	Scale of penalties: first and second offences

The following scale of offences and related penalties shall be operated.

(i)	First offence.  The Academic Officer shall determine whether action requiring a plagiarism warning has taken place.

(ii)	Action requiring a plagiarism warning shall be defined as poor referencing, unattributed quotations, inappropriate paraphrasing, incorrect or incomplete citations, or up to several sentences of direct copying without acknowledgement of the source.

The academic marker shall indicate and set aside the sections involving the above problems.

(iii)	Major first offence plagiarism shall be defined as copying multiple paragraphs in full without acknowledgement of the source, taking essays from the Internet without revealing the source, copying all or much of the work of a fellow student with or without his/her knowledge or consent, and submitting the same piece of work for assessment under multiple modules.

The student whose work has been detected as a major first offence shall be required to repeat and resubmit the work, and shall be eligible to receive only the minimum pass mark appropriate to the piece of work.  If the student refuses or fails to repeat and resubmit the work, a mark of zero shall be recorded.  The student shall in any case receive the appropriate warning letter.

(iv)	Second offence: if a second alleged offence has been detected, using the procedures set out in A.4.3, the Academic Officer shall declare that a mark of zero has been awarded to the piece of work concerned, and that the student has no right of reassessment.  The Academic Officer shall in addition send the student the appropriate warning letter, confirming the decision and advising the student of the consequences of any further offence.

(v)	If the student does not accept the decisions related to first and second offences, he/she shall have the right to appear in person before the Standing Academic Committee.

(vi)	Third and fourth offences shall be considered by the Standing Academic Committee: see 4.1.5, and shall be treated as a serious academic offence (see also Statute 21).


4.4.3	Scale of penalties: third and fourth offences

4.4.3.1	If, after using the procedures set out in 4.4.1, the student has been found to have committed either a third or fourth offence, the Academic Officer shall refer him/her to the Standing Academic Committee with the recommendation that he/she be permanently excluded from the university.

4.4.3.2	If the Standing Academic Committee confirms the offence, the student shall have the right of appeal, to the Vice-Chancellor under Statute 21, using the procedures set out in Ordinance 7.

4.4.3.3	The Standing Academic Committee, having considered the evidence for a third offence, shall have the authority to confirm the recommendation for permanent exclusion, subject to 4.4.3.2, or to impose one of the following penalties:

(i)	to permit the student to repeat the work, subject to receiving only the minimum pass mark appropriate to the piece of work;
(ii)	to award zero for the work in question;
(iii)	to award zero for the whole coursework or dissertation;
(iv)	to award zero for the unit or course module;
(v)	to award zero as under (iv) and, where the inclusion makes no difference to the class of award, to recommend that one class lower than the one determined by the arithmetic be awarded;
(vi)	to exclude the student permanently from the university, where the offence is detected before the final assessment is completed;
(vii)	not to award the degree, where the offence is detected after the final assessment has been completed.

4.4.3.4	The student shall have the right of appeal under Statute 21 if either (vi) or (vii) are confirmed for a third offence.

4.4.3.5	The Standing Academic Committee, having overturned a recommendation for exclusion for a third offence, but a fourth offence having been detected, shall undertake a further hearing to consider the recommendation for the exclusion of the student from the university and/or the non-award of the degree.

The student shall have the right of appeal under Statute 21.



A.5	Appeals against penalties for academic malpractice

5.1	Malpractice in examinations

Where the Committee of the Senate approves the recommendation of a board of examiners that a degree or other university qualification shall not be awarded, and where this recommendation does not include the opportunity for re-assessment, a student may appeal as appropriate either to the Part II review committee for permission to be re-assessed for a Pass degree, or to the Postgraduate Review Panel.

5.2	Malpractice in coursework

A student who has been excluded from the university, either permanently or for a stated time, or who has been adjudged by the Standing Academic Committee to have committed a third or fourth offence of plagiarism, shall have the right of appeal under Statute 21, in accordance with the procedures set out in Ordinance 7.


APPENDIX 5

Problems and Complaints

The University aims to provide the services and facilities for academic study, and for living and working at the University to a high standard, and in line with the undertakings given above. 

The University recognises that students may from time to time face problems with the level or quality of provision. The procedures set out below are designed to treat such problems in a manner that is timely, simple, transparent and consistent. 

No complaint by a student will prejudice their future dealings with University staff or departments. 
[bookmark: commitments]
Our Commitments

The University undertakes to consider problems or difficulties which are raised, and to publicise the arrangements by which concerns should be addressed. 

Students who face problems should discuss them with the immediately appropriate person, who should seek to solve the problem on an informal basis in the first instance. 

Written records should be kept at each stage, however informal, to which reference can later be made if necessary. 

If meetings are held, to which the student and the person complained of are each invited to bring a second person, that person must be a member of the University. 

If informal discussion of a problem proves to be insufficient, the student should approach the appropriate line manager, or head of department or section, and ask that the problem be investigated. There should be no assumption about fault or blame. 

The University expects that the line manager, or head of department or section, will make every effort to investigate the problem and to resolve it, in a manner that is timely, transparent and sensitive. Students making complaints should not be subject to verbal or physical harassment. 

Students may be informed, in writing, after appropriate investigation and discussion, that they are not justified in taking a complaint further. 

If the procedures set out above do not lead to a satisfactory resolution, the formal complaint procedures may be invoked.  The appropriate head of department or section or equivalent will either investigate the complaint personally or nominate a relevant individual (who will not have been involved in the specific issues of the complaint but is aware of the relevant issues).  Following the investigation a written report will be produced summarising the evidence and proposing recommendations.  If these are acceptable to all concerned, they will be formally recorded as the resolved outcome of the complaints procedure.
If the recommendations are not acceptable to all concerned, a second stage institutional-level procedure is available.  The student may submit a formal complaint, and – following confirmation by the University Secretariat that the issue cannot be resolved by other means – this will be investigated by a member of the University Complaints Panel.  When the investigation is complete, the Panelist will write to the student with details of any findings and outcomes, which will carry the authority of the University.

If the student is not satisfied that the procedures have been followed properly, s/he has the right to appeal against the decision.  The only purpose of the appeal, however, is to review the process by which the complaint was considered; it is not an additional opportunity to have a complaint heard owing only to dissatisfaction with the outcomes.  

Once all internal complaints procedures have been exhausted, if the student is still not satisfied s/he has the right to take the case to the Office of the Independent Adjudicator (OIA) for Higher Education, for further review.

A complaint which is upheld may result in a formal apology or appropriate compensation.  Malicious complaints will be regarded seriously, and could lead to disciplinary or legal action. 
[bookmark: responsibilities]
Your Responsibilities

You should take problems about services or facilities to an appropriate person as close to the source of difficulty as possible. 

You should draw attention to problems promptly, and in as an informal a manner as possible. 

Students drawing attention to problems or pursuing complaints should not resort to verbal or physical harassment, which is a disciplinary offence. 

If you need to take a complaint to a line manager or head of department or section, you should keep a written record of your actions to date. 
[bookmark: conclusion]
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