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1 General course information
1.1 Award title
MA Graphic Arts & Design
1.2 Programme code

MAGAD
1.3 Faculty

Faculty of Arts and Society
1.4 School

The Leeds School of Contemporary Art & Graphic Design
2 Welcome to the course
2.1 Letter from the Course Leader

Welcome to Leeds Metropolitan University and the Faculty of Arts and Society. In particular, welcome to the MA Graphic Arts & Design.

This handbook provides you with information about your Course, your Faculty, your responsibilities as a student, in addition to information about assessment and other regulatory issues. For a more detailed introduction to Leeds Met and information about all the facilities and services the University offers, see either the Student Handbook or the Helpzone website.

The team is looking forward to meeting you and hopes that your time in Leeds is both enjoyable and successful.
Best wishes to you in your future studies.

Alice Morgan
Course Leader

MA Graphic Arts & Design
2.2 About the Faculty

Introduction to the Faculty from the Dean

Welcome to Leeds Metropolitan University, and to the Faculty of Arts and Society.  

As you join your course you are becoming part of one of the largest academic communities in the country. The 5000 undergraduate, postgraduate and research students in the Faculty are based in the Civic Quarter Campus of the University, although many make regular use of the excellent sporting, social and learning support facilities at our Headingley Campus. Our courses are managed by staff in six Schools, and span a broad range of cultural, social and technical subjects. During the year we celebrate the achievements of our students in all fields, so you might easily encounter a performance, an exhibition, a student-led conference, or a volunteering project. If you like what you see, there are many opportunities to become involved outside or within the curriculum. As a student of Leeds Met you are entitled to make your voice heard through our committee structure, as a student representative, and through participation in one of the many student societies, and through Student Senate, a regular, open meeting convened by the Students Union.

The Civic Quarter Campus is changing rapidly as we develop a truly excellent learning environment through investment in new and refurbished buildings. Following the move of Film, Television and Performing Arts to Electric Press and Queen Square, and of Built Environment to Northern Terrace, the remaining four schools are preparing to transfer to Broadcasting Place, a brand new development around Old Broadcasting House and a dominant landmark on the skyline of the city. With new residential blocks also being constructed close to the city centre, opportunities for study and leisure seem bound to increase. 

We encourage you to use the whole of Civic Quarter and to get acquainted with the city of Leeds. As the travel guides confirm, Leeds is a fantastic place to be a student with a distinctive and unequalled choice of cultural and social attractions. Amongst these, our own Leeds Met Gallery and Studio Theatre enjoys an international reputation for its year round programme of professional theatre and visual arts. Many of our cultural and sporting partner organisations offer special concessions, so this might be the time to try something new, whether that’s a rugby league match, a contemporary dance performance or the latest movie from India or Brazil. 

As staff committed to supporting your learning we believe that getting to know you as an individual is crucial to your, and our, success. We place great emphasis, for this reason, on the personal tutor relationship, and stress the part that you must play if this is to be effective. As you plan your personal development you will find many sources of support are available, whatever your concerns or difficulties. 

Our teaching staff, in addition to offering a stimulating curriculum, are often leaders in their field, and are expected to maintain an individual profile in research and professional activity. This in turn, nourishes teaching and brings students into contact with excellence in its many shapes and forms, provides opportunities for work-based learning and builds links with potential mentors. 

This Course Handbook is your key to much more information about the University. You will find it helpful to keep up to date with our web site as we constantly add news of forthcoming events and recent achievements. As you will see from the daily Reflections pages, we are proud of what we have done, but we are not complacent and are always looking for ways of improving the student experience. 

I hope that you enjoy your time with us at Leeds Met.

Professor Christopher Bailey

Dean of the Faculty of Arts and Society

The Faculty provides academic and vocational education for those seeking a career in a range of disciplines and professional areas. There are currently 170 academic staff and 80 administrative and technical staff supporting a student population of almost 6,000 students, of which three-quarters are full-time. 

The Faculty is committed to providing access to our courses for a wide range of students drawn from different educational and social backgrounds. The design of full-time and part-time courses seeks to reflect this commitment. Similarly the Faculty is committed to assisting in the development of the professional occupations with which it is associated and, to this end, has where appropriate established programmes of short courses and consultancy.

All schools seek to create and maintain a stimulating educational environment that enhances individual creativity and optimises the acquisition of skills and knowledge. Members of Staff are active in research and consultancy which ensures courses are academically sound, relevant and up to date. Recent quality reviews have covered most of the work of the Faculty and scores have been excellent in particular emphasising the high quality of teaching and student support. The Faculty provides extensive facilities relevant to all practical elements of its provision.
Faculty statement of Health and Safety Policy

The Health and Safety Policy of the Faculty of Arts & Society is that the Management shall seriously address its responsibilities within the terms of the 1974 Act and under the aegis of the Leeds Met University Statement of Health and Safety Policy. The Faculty will comply with relevant statutory provisions and will observe the relevant Approved Codes of Practice published by the Health and Safety Executive.  It will produce and implement its own complimentary Codes of Practice, particularly in the fields of Construction, Art, Design, Film, Television and Fieldwork. 

The aims of this Policy are:

1.
to provide safe premises and a safe environment for students, staff,    contractors and visitors in all aspects of the life of the Faculty;

2.
to promote positive attitudes towards health, safety and welfare amongst all Faculty staff and students;

3.
to equip students working in the Faculty with the knowledge and ability to take care of themselves and others whilst at work, both now and after they have left the University.

To achieve these aims, all staff within the Faculty will be given a copy of this Policy Document.  Staff with specific responsibilities and especially those who supervise students will bring these provisions and any relevant Statutory Regulations or Codes of Practice to the notice of students working in the Faculty and, where appropriate, to contractors and visitors to the Faculty. Where work is undertaken by other University Staff (e.g. by the Facilities Management Division) on the Faculty premises, or areas ordinarily managed by the Faculty, Managers will ensure that effective liaison is put in place to address Health and Safety matters which may for example require specific permits to work.

Staff in charge of a specified area of the Faculty must ensure that relevant instructions and advice are displayed at all times in that area.  Individual members of staff are to use all sources of information available to them to keep up to date with changes in health and safety matters in their own specific areas of expertise.  Reference copies of any relevant documents will be purchased by Faculty funds as required.

Under the Health and Safety at Work Act 1974, employees are obliged to look after their own safety and that of others (colleagues, students and visitors). The provisions set out therein are binding upon all members of the Faculty.  All staff and students are therefore required to implement its provisions both in action and in spirit. 

This Health and Safety Policy Statement and its detailed provisions are to be reviewed regularly by the Faculty Occupational Health and Safety and Environmental Management Advisory Group and updated as changing circumstances demand.
2.3 About the School
The Leeds School of Contemporary Art and Graphic Design has its origins in the prestigious Leeds College of Art, which in 1970 became one of the founding institutions of what is now Leeds Met.  The School has undergraduate courses in Contemporary Creative Practice, Fine Art, Graphic Arts and Design and postgraduate courses in Contemporary Fine Art practice and Graphic Arts and Design, it also has students studying   for research degrees.  It is located in the Faculty of Arts and Society where it has close affinities with the Leeds School of Architecture, Landscape and Design and the School of Film, Television and Performing Arts.
The School supports your personal, academic and professional development by providing you with the opportunity to acquire the necessary practical skills, knowledge and personal attributes which are necessary for you to perform successfully as a creative professional in your particular field of contemporary art and graphic design.  In doing this it promotes independence and choice in your approach to study to allowing you to work according to your particular needs and aspirations.

Your course will situate your studies within its professional contexts and in doing so it places a high value on the input to your learning made through the professional practice, research and scholarship of staff.  Where possible you are encouraged to participate in organised external activities such as exhibitions, live briefs, commissions and competitions.  Students have had a high level of success and achievement at national and international levels in these opportunities.

The courses provide opportunities for overseas links with organised visits to a range of overseas centres, these have included Beijing, New York, Havana, Madrid, Barcelona, Prague and Venice.  There are some study opportunities at Universities in Madrid, Barcelona and Hiroshima.

Whatever your programme of study, you are supported by the School’s extensive learning support facilities which include; studios, workshops, IT and I.C.T. labs all of which have experienced and skilled learning officer support associated with them.  Further learning support is provided by the University’s, libraries, media services and P.C. labs.

The School has a central concern for the academic and personal well-being of its students and you should feel confident in bringing any difficulties to the attention of your Course Leader or to the Head of School.  Remember all staff, whether academic, administrative or learning support are here to help you meet your aspiration.
2.4 Skills you will gain during the course
The School has identified the following key skills as integral to study.

1.
Self-confidence

2.
Self motivation and time management

3.
Listening and attentiveness

4.
Listening and speaking

5.
IT skills

6.
Technical and media skills

7.
Researching, compiling and analysing information

8.
Presentation of information and ideas (textual and visual)

9.
Critical evaluation of information and ideas

10. Critical evaluation of images, objects and artefacts

11. Self-critical evaluation and appraisal

12. Problem solving

13. Collaborative abilities and teamwork

14. Articulacy in the communication of information and ideas (textual and visual)

15. Articulacy in the communication of information and ideas (verbal)

16. Institutional, industrial and business awareness

Within each Course the identified key skills are included within its curriculum strategy and are located within the modular curriculum structure.

Key skills are identified on Module Descriptors.
3 Welcome to Leeds Met
3.1 Libraries
To help you study we provide a resource-packed library on each campus. Here you can access internet-based resources, audio-visual equipment and services such as TV studios and media editing suites, computing facilities with standard and specialist software and adaptive hardware/software for dyslexic and disabled students, different study environments with over 2,100 study places and around half a million books, journals and media resources.
Opening times

Monday to Thursday: 24 hours a day, (on Fridays we close at 10pm). Weekends: 10am-10pm. Self-service overnights and during weekend evening hours. If in doubt, check on Library Online.

How to join
Your Leeds Met student ID card enables you to use our libraries at Civic Quarter, Headingley Campus and Leeds Met Harrogate. You should bring it with you whenever you want to use any of the library facilities.
Induction sessions are offered for new students, which we strongly recommend that you attend. These are organized as part of your school’s induction programme during Freshers’ Festival, and you’ll find the date and time on your induction week timetable. If you do miss it you should contact your course administrator or your learning adviser within your campus library.
International students

In addition, international students can take part in library tours and induction sessions during the International Welcome Programme which will take place as part of the first week of the Freshers’ Festival. Please refer to the International Welcome Programme information for dates and times.

Help and advice

Each course has a specific learning adviser who has specific knowledge about your chosen subject. Your learning adviser will buy all the resources for your subject in the library and will teach you how to make the most of the information available to you during your course. You will meet them at your induction. Further help is available at the information desk in each library.
Part-time and distance-learning students

If you are one of the many Leeds Met students who doesn’t come onto campus very often, Library Online can help you. It offers a wide range of electronic databases and journals that have been especially selected for your course.

If you are registered on a distance-learning course, there is a special service called Offsite that you can contact for help and advice. Offsite is a tailored package of services to support you when you are seldom or never required to attend classes. Included in this package are postal loans and database searches. You’re eligible for this service if your course requires attendance on campus three times a semester or less and if your course if of longer duration than one academic term. All registered research students who do not live in the Leeds area, and international students who return home during vacations, can also use this service.

Online resources
Library Online provides access to information and resources via the internet. You can find out about our facilities and access our extensive collection of electronic databases, e-journals and e-books at any time day or night, while at the University, home or work. 

The Student Portal will give you one-stop access to lecture notes, course materials and your university e-mail, as well as to Library Online.

Library Online: www.leedsmet.ac.uk/lis/lss.
3.2 The academic calendar
See also http://helpzone.leedsmet.ac.uk/downloads/2007-8-Final.doc.

Calendars for individual schemes or courses might differ from the one below.
	
	Week beginning
	UG

week
	M
	T
	W
	T
	F
	S
	S
	Notes

	1 
	27-08-07
	
	September Festivals
	Bank Holidays

Staff Development

Festival Fortnight

	2
	03-09-07
	
	
	

	3
	10-09-07
	
	
	

	4
	17-09-07
	
	
	Student Welcome

Festival Fortnight

	5
	24-09-07
	
	
	

	6
	01-10-07
	1
	First teaching period
	

	7
	08-10-07
	2
	
	

	8
	15-10-07
	3
	
	

	9
	22-10-07
	4
	
	

	10
	29-10-07
	5
	
	

	11
	05-11-07
	6
	
	

	12
	12-11-07
	7
	
	

	13
	19-11-07
	8
	
	

	14
	26-11-07
	9
	
	

	15
	03-12-07
	10
	
	

	16
	10-12-07
	11
	
	

	17
	17-12-07
	12
	
	

	18
	24-12-07
	
	
	UG Christmas Break

	19
	31-12-07
	
	
	Bank Holidays

	20
	07-01-08
	13
	
	

	21
	14-01-08
	14
	
	

	22
	21-01-08
	
	Student Welcome Week
	

	23
	28-01-08
	15
	Second teaching period
	

	24
	04-02-08
	16
	
	Period

	25
	11-02-08
	17
	
	

	26
	18-02-08
	18
	
	Poe-as

	27
	25-02-08
	19
	
	

	28
	03-03-08
	20
	
	

	29
	10-03-08
	21
	
	

	30
	17-03-08
	
	
	UG Easter Break

	31
	24-03-08
	
	
	Bank Holidays

	32
	31-03-08
	22
	
	

	33
	07-04-08
	23
	
	

	34
	14-04-08
	24
	
	

	35
	21-04-08
	25
	
	

	36
	28-04-08
	26
	
	

	37
	05-05-08
	27
	
	May BH Monday

	38
	12-05-08
	28
	
	

	39
	19-05-08
	29
	
	

	40
	26-05-08
	30
	
	Spring BH

	41
	02-06-08
	
	
	Boards and

Committees

	42
	09-06-08
	
	
	

	43
	16-06-08
	
	Early summer schools
	

	44
	23-06-08
	
	
	

	45
	30-06-08
	
	
	

	46
	07-07-08
	
	
	

	47
	14-07-08
	
	Graduation Celebrations
	

	48
	21-07-08
	
	Late summer schools
	

	49
	28-07-08
	
	
	

	50
	04-08-08
	
	
	

	51
	11-08-08
	
	
	

	52
	18-08-08
	
	Teaching continues for 45-week programmes
	


3.3 Skills for Learning

The Skills for Learning website offers help with conducting research, writing assignments, bibliographic citation and general study skills. It also gives advice on IT skills and personal development sich as time-mangement skills. Skills for Learning information (which you may find especially useful if you are returning to study after a break) is designed to assist you while you study and is available in print or on the web.
3.4 General advice

Whenever you change your address and contact details, you should inform your Faculty immediately. This will ensure the University can always contact you in an emergency. You can also do this yourself via the Update My Data section of the Student Portal (under the My Account tab).
3.5 The Student Handbook

The University has also produced a Student Handbook, which complements your course handbook. It addresses the broader context of University life and contains information on the University and its services. You will be provided with a copy of the Student Handbook at the beginning of every year of study.
4 About your course
4.1 Introduction to the course
The Graphic Arts and Design group, offering both undergraduate and postgraduate degrees, in full or part-time modes, is well known for its exciting breadth of engagement and its inclusive concern for the exploratory development of personal approaches across the full spectrum of what is, or might become, the field of graphics.  In fact, the course philosophy refers to this field as “a form of cultural environment”, and the programme encourages participants “to actively locate their creative motivations, personal concerns, evolving practices or professional ambitions within this environment”.
We welcome practitioners from both the graduate and professional arenas, working in Typography, Illustration, Photography, Design for Print, Printmaking, Bookwork, Identity Design, Exhibition and Information Design, Design for Broadcast, Titling, Animation, Multimedia and Interactive Design, Design for Advertising, and Script- and Copy-writing, and any of the many hybrids and footholds into emergent technologies associated with the field. 

In common with the other art and design programmes each participant’s personal study is undertaken through a self-identified Project.  The Project is negotiated by means of a Learning Agreement which sets out the participant’s aims, concerns and intentions along with the means of achieving them and its  possible outcomes.  The Agreement is reviewed along the way, and allowed to evolve over the course of the programme. 

Proposals for work with a research bias are strongly welcomed, as is intended work that seeks to integrate disparate techniques, or to explore the convergence of any of the various disciplines.  However, the course’s central concern is to support and encourage self-defined approaches, in whatever media, and to inform and nourish this work through an open, but structured, programme of critical review and discourse, in individual and group tutorials and seminars.  Participants are encouraged to personally tailor their studies to their own interests, developing skills, and awarenesses of contemporary issues.

4.2 Aims and objectives
The aims of the programme are to provide:

Through appropriate learning strategies, the opportunity for sustained development of a project determined by the student as being relevant to his/her professional concerns in graphic arts and design.

The means whereby the student can identify and consider questions about, or within, their practice and professional concerns through an organised  programme of critical reflection.

The opportunity for students to develop their practice and professional concerns through an individually negotiated programme of study.

The opportunity for the student to acquire knowledge and understanding of subject-specific contemporary theory and to develop strategies and methodologies for the investigation of professionally orientated research problems.

The opportunity for the student to acquire knowledge and understanding of the wider social, cultural and professional contexts of practice with graphic arts and design and to locate it in relation to these.

The Teaching and Learning Strategies 

Throughout the course the emphasis is on an interactive approach to teaching and learning that encourages flexibility, negotiation and reciprocity and recognises that students can take responsibility for their own learning.  Teaching and learning strategies aim to enhance collaborative and group skills as well as the abilities of the individual student to undertake independent study and research.

The Project, which is negotiated, implemented and evaluated through the Learning Agreement, is supported by a programme of individual tutorials and provides the formal means for mutual exchange between students and the course team and for the clear statement and definition of the individual student’s programme of study and projected outcomes.

Plenary Seminars

All participants of the student cohort are expected to meet regularly during the semesters to explore issues of common concerns and interests.  These group tutorials also function as a forum for the establishment of smaller group seminars, talks, invitations, workshops, study visits and the like, as may be determined by the group during the seminars – it is intended that such an evolving programme be responsive to group and individual needs.

Individual Tutorials

These provide the means by which the Project is negotiated through the Learning Agreement and learning is supported and progress monitored.  These individual tutorials are attached, in terms of frequency and mutually convenient arrangement, to the specific modules undertaken.

4.3 Assessment, Learning and Teaching Strategy

Please see section 4.4 on Course Structure and section 7 on Assessment.
4.4 Course structure
Structure 

The programme may be followed by either full-time or part-time mode.

For the full-time mode the programme is organised over three semesters of study. Each semester is normally fifteen weeks duration in one calendar year. 

Semester One runs from October to January 

Semester Two runs from February to May 

Semester Three runs from June to September 

In the full-time mode students will study the equivalent of three single modules of 20 credit points in each semester; this equates to 60 credit points, 600 hours of notional student learning in each semester. 

Overall the full-time mode comprises the equivalent of 9 modules of 20 credit points producing 180 credit points through 1800 hours of notional student learning. 

The modules are organized into four units; MAGAD 1 (40 credits), MAGAD 2 (20 credits), MAGAD 3 (60 credits), and MAGAD 4 (60 credits)

For the part-time mode the programme is organised over six semesters of study in two calendar years. Each semester is normally fifteen weeks duration.

Year One:

Semester One runs from October to January 

Semester Two runs from February to May 

Semester Three runs from June to September 

Year Two: 

Semester One runs from October to January

Semester Two runs from February to May 

Semester Three runs from June to September

For the part-time mode students will study the equivalent of one and a half modules in each of six semesters over two years; this equates to 30 credit points, 300 hours of notional student learning in each semester. 

Overall the part-time mode comprises the equivalent of 9 modules of 20 credit points producing 180 credit points through 1800 hours of notional student learning. 

The modules are organized into four units; MAGAD (40 credits), MAGAD 2 (20 credits), MAGAD 3 (60 credits), and MAGAD 4 (60 credits)

Awards

The contained award of Postgraduate Certificate is awarded for the achievement of 60 credit points in the first two units. 

The contained award of Postgraduate Diploma is awarded for the achievement of 120 credit points in the first 3 units.
The Masters degree is awarded for the achievement of 180 credit points over the 4 units.
Programme Units 

MAGAD 1 Critical Reflection and Research Methodologies

40 credits

MAGAD 2 Project Origination 

20 credits

MAGAD 3 Project Mediation 

60 credits 

MAGAD 4 Project Realisation

60 credits 
4.5 Course Management Team
Academic Staff 

Jill Morgan

Head, Postgraduate Studies

H707

Tel: 0113 2832600 ext. 3994

e-mail: j.morgan@leedsmet.ac.uk

Alice Morgan

Head of Graphic Arts and Design

Room H920

Tel. O113 283-2600 Ext. 3317

E-mail a.h.morgan@lmu.ac.uk

Geoff Teasdale

Head of School

Room H708

Tel. 0113 283 2600 ext. 3329

E-mail g.teasdale@lmu.ac.uk

Ian Truelove

Room H912

Tel: 0113 283 2600 ext. 3315

E-mail i.truelove@lmu.ac.uk

Andy Edwards

Room H.902

Tel: 0113 283 2600 ext. 3323

E-mail a.edwards@lmu.ac.uk

Aiden Winterburn

Room H912

Tel: 0113 283-2600 ext.3315

E-mail a.winterburn@lmu.ac.uk

Learning Officer Staff

Terry Collins

Principal Learning Officer, Graphic Arts and Design

Room 

Tel. 0113 283 2600 ext.5818

Email  t.collins@leedsmet.ac.uk
Your Course Administrator is: Gill Kirk.

Telephone number: 0113 812 9094
E-mail address: G.Kirk@leedsmet.ac.uk
5 Your responsibilities as a student
5.1 General responsibilities

It is your responsibility as a student to comply with the Scheme, Course and Module requirements for attendance and for completion of assessments.
5.2 General and Other Student Regulations

These are available at:
http://www.leedsmet.ac.uk/metoffice/gov/index_procedures.htm.

5.3 If you are absent from the University
Absence of more than one day

You must notify the University if you are absent for more than one day.

Absence due to illness

If you are absent from the University because of illness for more than seven consecutive days (including weekends), you must provide the University with a medical certificate.
If you are absent through illness immediately prior to an examination or assignment deadline and wish to submit a case for extenuating circumstances to the Board of Examiners, you must provide the University with a medical certificate as soon as possible.

If you are absent through illness on the day of an examination or assignment deadline, you must also provide the University with a medical certificate as soon as possible.

You can hand in or send medical certificates to your Course Leader or Course Administrator.
Notification of infectious disease

If you have been diagnosed with or have had contact with an infectious disease, you must notify the University in writing within 24 hours of diagnosis. You must not return to University until a medical practitioner’s certificate of clearance has been submitted.

5.4 What to do if you are absent
In case of absence from the University, students should contact their Course Administrator or Student Liaison Officer (if applicable) on 0113 812 9094 or e-mail at G.Kirk@leedsmet.ac.uk
5.5 Withdrawing from your course
If you decide to withdraw from your course or programme of study, you must notify the University in writing. This notification must be sent immediately to your Faculty Office and be copied to the Registrar and Secretary’s Office. You must also return your student card to the Registrar and Secretary’s Office (see also Regulation 13.6).
5.6 Scheme or course notice boards

You are advised to check your notice board regularly, as they are used to display results from Boards of Examiners and assessment and examination schedules. Your notice board is located opposite H708 on the 7th floor of H building. In addition, information may be provided to your student and personal e-mail accounts and/or the Student Portal, so you are also advised to check these regularly.
5.7 What is expected of you (anything over and above the student academic regulatory statements)
You are expected to conduct yourself in an appropriate manner and exercise consideration to fellow students and staff. In addition you must take responsibility for ensuring that any Scheme or Course and/or University deadline is met.
5.8 Specific Scheme or course requirements (e.g. placements)
Not applicable
6 Academic and student regulations
6.1 University Academic Regulations
The University Academic Regulations and Principles can be found at: http://www.leedsmet.ac.uk/uso/regs/AssessmentRegulations.pdf. You will also receive a copy of the Regulations on CD-ROM at the beginning of each academic year.
The following is a list of sections found within the University Academic Regulations and Principles. Highlighted for information are: cheating, plagiarism and other forms of unfair practice; extenuating circumstances and mitigation; and appeals.

Assessment – general provisions

Achievement of credit

Student progression

Conferment of awards

Management of assessment

Conduct of assessment: coursework and other assessed work
Administration and conduct of examinations

Written examinations: regulations for candidates

Cheating, plagiarism and other forms of unfair practice

Disabled students and students with specific learning difficulties

External examiners and advisers
Boards of Examiners and Examination Committees

The conduct of Boards of Examiners and Examination Committees

Disclosure of assessment results

Extenuating circumstances and mitigation
Appeal against a decision of a Board of Examiners or Examination Committee
6.2 Student Regulations

Student regulations are available at:
http://www.leedsmet.ac.uk/metoffice/gov/index_procedures.htm.
The following regulations are available at this location:

General regulations – Leeds Metropolitan University students

Guidance on the University’s use of your personal information

Student complaints procedure

Formal complaint form

Complaints review form

Student code of discipline

Making an allegation(s) against a student

Appealing against a formal disciplinary decision

Protocol on handling cases of alleged student misconduct in which mental illness may be a factor

Policy, regulations and procedures relating to professional suitability or professional misconduct

Regulations for the use of institutional Learning and Information Services facilities and institutional IT facilities

Policy and procedures for appropriate student use of University electronic information and communications facilities and services

6.3 University Assessment Regulations

As a student you will receive a CD-ROM at the beginning of each year of study, which contain the University’s assessment regulations. They are contained within the University’s Academic Principles and Regulations and within the Procedures for Academic Regulations. These are available at: http://www.leedsmet.ac.uk/uso/aqs/acad_framework.htm. Alternatively, these are available for reference in your Faculty Office.

6.4 Course-specific Assessment Regulations and PSRB requirements

Not applicable
6.5 Where to go for help
You should contact your School Office on 0113 812 3108 in the first instance. They will be able to provide you with forms for extenuating circumstances, assignment hand-in forms, etc.
7 Assessment

7.1 Your responsibilities
It is your responsibility as a student to comply with the Scheme or Course and Module requirements for attendance and completion of assessments.

7.2 How and where to hand in an assignment

Details of how and where to hand in work will be provided with each piece of work set.
All courses provide formal arrangements for students to be made aware of their progress and for their studies to be supported and guided by identified feedback means.  Students’ progress is reviewed through formative assessment at identified points of the level. Students are provided with indicative grades on their performance set against the level outcomes as they are appropriate to that point of the level.  Feedback is formally provided in written form following both formative assessment and summative assessment. 

7.3 What to do when handing in an assignment late
Extensions to submission date

Students requiring an extension after the submission date should complete an extension form which is available from the School Office.  The extension form should be completed and return to your Course Administrator.  See section 6.8 for more details.

Late submission

If you submit work after the submission date without approval, your work will be subject to the penalties listed in section 6.5 below.

7.4 What will happen if i hand in my work late?

The following has been taken from the Academic Regulations, section C1.5.7:

Students who fail to submit assessments by the prescribed date without good cause shall be penalised as given below. Any work not submitted within these limits may not be submitted at that opportunity.

“Days” include weekdays and include vacations, but exclude weekends, bank holidays, customary days and other days when the University or designated collaborative institution is closed.

Full-time Students

1 day late: 5% of the possible total mark will be deducted from the mark achieved by the student. 

2 to 9 days late: 5% of the possible total mark will be deducted from the mark achieved by the student for every day on which the work remains unsubmitted.

10 days late or more: a mark of zero will be recorded.

Part-time Students

1 to 2 days late: 5% of the possible total mark will be deducted from the mark achieved by the student.

3 to 10 days late: 5% of the possible total mark will be deducted from the mark achieved by the student for each two days on which the work remains un-submitted (i.e. 5% for days 3-4; 5-6; 7-8; 9-10).

11 days late or more: a mark of zero will be recorded.
Cases of persistent late submission shall be brought to the attention of the Board of Examiners or Examination Committee.

7.5 Assessment schedule

Coursework

he coursework assessment schedule is emailed to all students and can be located on the course notice board on the 7th Floor of H Building.
Examination

The examination schedule is emailed to all students and can be located on course notice board on the 7th Floor of H Building.
7.6 plagiarism

Plagiarism, in short, means taking another person’s work and incorporating it into your own work without proper acknowledgement.

The University has produced a booklet called The Little Book of Plagiarism, available at:

http://www.leedsmet.ac.uk/uso/aqs/docs/Little_Book_of_Plagiarism.pdf
This booklet explains what plagiarism is, but more importantly explains how to avoid it. It is strongly recommended that you read and familiarize yourself with the contents of this booklet.
7.7 Extenuating circumstances and mitigation

It is most important that you submit mitigating circumstances if you feel your work or performance has been affected by personal, medical or other matters you have experienced, so that these circumstances can be taken into account in considering your assessment, particularly by Boards of Examiners or Examination Committees. You should register mitigating circumstances as close as possible to the time to which they apply
At all times, the process of dealing with mitigating circumstances presented by students is treated sensitively and in confidence, but only mitigation submitted via the proper process can be considered by the Board of Examiners.

In the first instance students should contact the Course Leader or School Office for advice about mitigation.

Mitigating Circumstances forms are available from the School Office. The date for final submission of mitigation will be displayed on all the Course Notice Boards at the appropriate time.
8 Representing your course
8.1 Role of Scheme or Course Committees

The following has been taken from the University Academic Regulations, section B3.3.

Monitoring and management of Schemes and Courses

Establishment

A Scheme or Course Committee shall be established for each Scheme or Course.

Remit

The Scheme or Course Committee is the body, representative of students and staff, responsible for the overall policy on the Scheme or Course including conduct, monitoring, review and development. 

Membership

Membership of Scheme or Course Committees shall be as set out in the University Procedures. The Scheme or Course Committee may not be augmented other than in accordance with University Academic Regulations and Procedures.

Election of representatives

The election of representatives to serve on the Committee shall be in accordance with University procedures. 

Reporting

The Scheme or Course Committee will report to the Head of School/Associate Dean/Scheme Leader, and then onto the Faculty Committee.

Meetings
There shall be a formal, minuted meeting of the Scheme or Course Committee at least twice in each academic year.
Consultation
Student representatives shall be given adequate notice of meetings so that they can consult with their fellow students. Guidance on notice periods is as found in the relevant University Procedures.
Consideration of Modifications to the Scheme or Course

Consideration and approval of the Scheme or Course documentation relating to proposed modifications to the Scheme or Course prior to its submission to approval and validating procedures of the Faculty, University and any external validating body.

Other Matters for Consideration
In addition to its formal remit the Scheme or Course Committee meeting will be concerned with other matters as specified in the University Procedures.
8.2 Specific Scheme or Course statement (if appropriate)
There shall be a formal, minuted meeting of the Course/Scheme Committee at least once in each semester.  The School will provide secretarial support for the meeting. Further information on the role and responsibilities of the Scheme Committee is located in the Postgraduate Framework Document  Section 12, School and Programme Management and Review.
8.3 Planned dates and times of meetings 
Course Committees will be held in November 2007 and June 2008.
8.4 Student representation

Generic statement

Student representation on and input into Scheme or Course Committees is a key part of the quality enhancement strategy of the University. Each Scheme or Course Committee shall include at least one member of the student body for that Course.

Specific Scheme or course statement (if appropriate)

The course wishes to involve students in the quality enhancement and development of the programme of study – to this end students are able to elect representatives to participate in the scheme committee which monitors the quality of the student experience and the effectiveness of the programmes.

Procedures shall be established so that students on the course may elect, from their number, representatives to serve on the Course/Scheme Committee. Information and support on the role of student representatives is available on the Student Union website www.leedsmetsu.org.uk/ Arrangements will be made to elect representatives during the first semester of study.
9 Help, advice and information
9.1 Helpzones
On each of our three campuses we have a Helpzone, which serves as a one-stop shop for all our support services. Here you can talk to friendly staff who can either help you straight away, or put you in touch with the right people to do so. The Helpzones were established as a result of student feedback and suggestions (so make sure you keep filling in the student surveys). They’re really useful, as they save you having to remember lots of different contact details – you just go to the Helpzone and they will help you out. 
Helpzones are a good starting point for general advice, information on support services and specific enquiries not related to your course (your tutor or course administrator/leader can help you with enquiries about your course).

Each Helpzone also has an open information point, private interview rooms and a suite of computers that you can use to access the internet or student portal.
Helpzone drop-in (term-time)

Monday to Thursday: 8am – 8pm

Friday: 8am – 5pm

Saturday: 9am – 12noon

Civic Quarter Helpzone

Leslie Silver Building

Tel: 0113 283 3115

Headingley Campus Helpzone

Jean Monet Building

Tel: 0113 2833176
9.2 Students’ Union Advice
The Students’ Union provides a free and confidential advice service that is student centred, independent and non-judgemental, at both Headingley and Civic Quarter campuses. A team of professional staff are available to offer you advice, advocacy and representation, enabling you to make an informed decision on the best course of action, whatever the problem.
We can deal with enquiries about general topics such as housing, debt and employment, University policies, procedures and regulations including academic appeals, cheating and plagiarism, student complaints and disciplinary procedures.

You can get advice at our drop-in sessions, by pre-booked appointment or by contacting us on:

Tel: 0113 209 8408

E-mail: su.studentadvice@leedsmet.ac.uk
9.3 Health and Safety

Fire Safety Procedures

The following advice is taken from the Leeds Metropolitan University Fire Regulations and Procedures:

Fire prevention

Fire prevention is everyone’s responsibility. You can help to prevent fires by:

• Good housekeeping

• Safe use of electrical and gas appliances

• Observing the University no-smoking policy

Information

In each room and in many corridors there is a blue and red Fire Action notice that tells you what to do in the event of a fire. This tells you the location of the nearest Fire Alarm Break Glass Point, the University emergency telephone numbers, the location of fire-fighting equipment and the appropriate assembly area for fire evacuation. All fire doors and escape routes are clearly marked.

If you discover a fire

If you discover a fire, inform any available member of staff. If no-one is available you should operate the Fire Alarm and then evacuate the building. In addition you should call the emergency number indicated on the Fire Action notice.

Fire evacuation

On hearing the Fire Alarm, everyone should proceed calmly to the nearest escape route as indicated by the green signs bearing a white running man symbol. Follow this route to get out of the building and continue on to the nearest assembly point so as not to impede the Emergency Services. Do not stop to collect belongings and do not try to leave by your usual entry route unless this is the way indicated by the escape signs. Do not attempt to use the lifts. Evacuation is practised through fire drills. However, you should regard any sounding of the alarm as a fire incident and act accordingly.

Disabled students
You are expected to declare any disability that would affect your safety in the event of a fire, e.g. poor hearing may mean the alarm isn’t heard, or use of a wheelchair will prevent use of stairs to evacuate. If you are referred to the Disability Adviser, a personal Fire Evacuation Plan may need to be developed. This will then be used in any evacuation of the buildings.
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