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Section 1: WELCOME

University information

You are part of one of the largest universities in the country; Birmingham City University has around 25,000 students spread across eight learning campuses and six Faculties. The University is managed by the Vice-Chancellor and a team of deputies called Pro-Vice-Chancellors.

Faculty information

Birmingham School of the Built Environment is part of the Faculty of Technology, Engineering and the Environment.  The Faculty is made up of four schools in total which are as follows:

· Engineering Design and Manufacturing Systems
· Birmingham School of the Built Environment
· Computing, Telecommunications and Networking
· Digital Media Technology 
Welcome notes

Welcome to the Postgraduate Programme of the Faculty of Technology, Engineering and the Environment, one of the six faculties of Birmingham City University.

The Faculty’s programme is designed to respond to the demand from industry for highly trained professionals and practitioners and provides the skills and knowledge required for entry into a wide range of career paths.  We hope that the course will provide you with the knowledge and skills you require to fulfil your career aspirations and that it will be of immediate interest and value. 

Please read through the Handbook carefully so that you are familiar with its contents and are able to find it a useful source of reference later on.  

If you have any queries about the contents of this Handbook, or if you would like further information, or at any time during your studies you have any concerns, please let us know.  Module tutors, identified on the course timetable provided at enrolment, and your course director, will be pleased to help. In addition, please visit the University’s webpages for further detailed information about the University, life in Birmingham and the advice and support available to all students – this can be found at: http://www.bcu.ac.uk/student-info/current-students
We look forward to participating in your education over the coming year(s) and wish you all the best in your studies.

Professor Mel Lees

Dean of Faculty

Welcome to Birmingham School of the Built Environment

On behalf of the Faculty and Birmingham School of the Built Environment, I would like to welcome you to the University and wish you luck on your chosen course.

Environment and Sustainability are key themes that run through all of our Undergraduate and Postgraduate courses. However, different disciplines often need to interpret these terms in different ways. MSc Environmental Sustainability aims to give you the breadth of knowledge and understanding required to evaluate and appraise these different ideas. It will prepare you for the challenges of leading interdisciplinary teams where the bringing together of different skills and opposing viewpoints is essential to success. I hope you find it to be an interesting, stimulating and exciting course.
During recent years, the city of Birmingham has undergone significant changes as part of the process of urban regeneration; a process which has been led and supported by the property, construction and planning sector through schemes such as the International Convention Centre, National Indoor Arena, Star City, the Mailbox, Brindley Place, the Bullring, the Cube and currently Eastside (including a new campus for the University).

Many of these initiatives have involved graduates from the School in a wide variety of senior management and technical roles.  The future for employment within such a currently dynamic industry remains buoyant, so work hard and you will find the opportunities are out there.

Courses are regularly reviewed and updated to meet the needs of industry and professional bodies and, generally, you will complete the modules on your course as validated prior to your enrolment. Occasionally updates may be led by the University and you will be consulted on any such changes before they occur. 

Please ensure you read this handbook and keep it safe.  There is a wide range of information contained within it that you will need to be familiar with.

Best wishes.

Dr. Nick Morton

Head of School

Who’s who? 
Access to iCity, MyTEE, My Course, Moodle and the Faculty’s staff directory is available once you are fully enrolled, have been issued a Building Pass, Student ID and Computer Network ID.

The Staff Directory allows you to search for staff and view their contact information. 
See http://www.bcu.ac.uk/tee/pcp/our-staff
The followings tables give you a brief overview of who’s who within the School:

BSBE Contacts
Management Team Email addresses are firstname.secondname@bcu.ac.uk
	Dr Nick Morton
	Head of School

	Peter Barrett
	Deputy Head of School

	Ken Crawford
	Associate Head – External Activities

	Chris Conway
	Operations Director 

	Richard Jordan
	Associate Head – Academic

	Professor Peter Larkham
	Associate Head – Research - Faculty Director of Research


PG Course Leaders Email addresses are firstname.secondname@bcu.ac.uk
	Denise Bowes 
	MSc Construction

	Dr Rachel Curzon
	MA Environmental and Spatial Planning

	Dr Julian Lamb
	MSc REM/PD

	Roger Wall
	MSc Environmental Sustainability

	Dr Hong Xiao
	MSc Construction Project Management


Academic Staff Email addresses are firstname.secondname@bcu.ac.uk
	David Adams
	

	Abdul – Rasheed Amidu
	

	Ken Blackhurst
	

	Professor David Boyd
	Director Centre for Environment & Society Research

	Claudia Carter
	

	Professor David Chapman
	

	Ken Cronin
	

	Micahla De Cann
	

	Julian Sidoli del Ceno
	

	James Gaytten
	

	Sue Hayhow 
	Course Leader BSc (Hons) Building Surveying 

	Susan Johnson
	Course Leader BSc (Hons) Quantity Surveying

	Angela Kilby
	Course Leader BSc (Hons) Construction Mgt & Economics 

	Paul Laycock
	Course Leader BSc (Hons) Architectural Technology

	Danny Metcalf
	

	Amanda Mundell
	

	Dan Roberts
	

	Nicki Schiessel
	Course Leader BSc (Hons) Planning & Development

	Professor Alister Scott
	

	Dr Ghasson Shabha
	

	Matthew Smith
	Course Leader BSc (Hons) Real Estate

	Antony Taft
	Course Leader HNC Construction

	Niraj Thurairajah
	

	David Wilkin
	


Section 2: YOUR CAMPUS

2.1 
Maps and Campus Information

The Faculty is situated at Millennium Point in the City Centre Campus and further information about the campus can be found at http://www.bcu.ac.uk/university/findus.html, along with directions to the other campuses of the University, the Halls of Residence and the City Centre.

Room maps showing the layout of Millennium Point are available from the main reception at the entrance on Level 2.  Information regarding specific Faculty facilities to support and advise students can be found in Section 5.3 of this Handbook whilst further details about general University library facilities can be found in Section 8.2 .  The Student Union provides support and services to students at all campuses and a Student Union office can currently be found at Millennium Point in Room 412.

2.2 
Building Pass and IDs

Following enrolment you should have:

· Student ID & Building Pass for access to the Faculty and University facilities.  You should have your ID with you at all times.  It will be required for identification when attending examinations.


· Computer Network ID, comprising username and password for access to the Faculty’s computing facilities, including email.  If you have not received a log-in ID after enrolling, please contact the Level 3 IT Helpdesk.

When you have a Computer Network ID much of the information you will need is available via the University intranet 

2.3
Information Sources

2.3.1 
iCity

Much of the information about the course, procedures and facilities, etc, is available via the University and Faculty intranet which is accessed by http://iCity.bcu.ac.uk using your university username and password.  Enquiries can be made at either the main entrance reception or at the Faculty Office reception on Level 3.  

iCity provides a single point of access for everything you need when starting at the University.  It is the default web page on all University computers and allows quick and easy access to key services, including:

· Email 

· Printing 

· Moodle 

· IT Service Desk 

· Library 

· Student Services 

· Students’ Union website

· MyTEE / MyCourse

· Timetables


                          …… and much more.
Important Faculty and University information will be communicated via iCity in the form of news, notices and events listings. You can also access all the course-related information from your Faculty. It's easy to personalise iCity to make sure all the information displayed is relevant to you. 

As a student of the University you will have access to a wide range of IT facilities, systems and services.  An essential guide to ICT can be found at:http://portfolio.bcu.ac.uk/view/view.php?id=9
If you have problems in accessing the intranet homepage, please contact the IT Helpdesk on Level 3.  You should regularly access the intranet site, for messages and additional course resources and your Faculty email.

2.3.2 
MyTEE

MyTEE is an Electronic Course Management System (ECMS) and is the Faculty’s intranet portal that will allow you to view information specific to your course including timetables, a list of modules that you are enrolled on and presents a record of coursework due and handed in. 

It can be accessed from iCity or directly at https://mytid.bcu.ac.uk/, where you will see the  MyTEE tab in the top right-hand corner of the window.  

My Course is an option within MyTEE that enables you to display all your modules and to access module descriptions (Module Guide) and assignment briefs.  There may also be links to learning resources for your modules held in Moodle.

Central to My Course is the assignment tracking system.  For each of your coursework assessments, My Course will display details of the assignment brief and the deadline for submission of the work.  A facility is provided to allow you to print a personalised “Coursework Submission Form”.  This contains both your personal details and the module and assignment titles.  The form contains a bar-code that uniquely identifies your assignment.

When you submit your work via the collection point on level 3 the submission form will be scanned to record the fact that you have handed in the work.  You will be sent an e-mail receipt and you will be able to use My Course to track your work as it is marked by your tutor and then returned to the learning centre for you to collect.  Once the assignment marks have been recorded you will then be able to view them via My Course.

2.4
 Key Information

Students should use iCity as the starting point for information.  The table below provides a summary of key information sources for students based at Millennium Point.

	Information


	Location

	General information and contacting course directors and module tutors.


	Main reception at the entrance on Level 2.

Telephone 0121 331 5400.  

Course directors and tutors can also be contacted by email, address format is: firstname.surname@bcu.ac.uk 



	Academic records, admissions, enrolment, fees, LEA issues.


	Faculty Office – reception on Level 3.

Normal opening: Monday – Friday 11am – 3pm

	The IT Help Desk is located on Level 3 and will assist you if you have an IT query or require technical support.


	0121 202 2468


Section 3: YOUR COURSE

3.1
Course aims and objectives
The University’s Academic Regulations and Policies set out generic statements of the outcomes students will be expected to achieve in order to qualify for their award.
Each programme of study has more detailed learning outcomes which are related to the particular area of study and include the specific subject and practical skills students will be expected to demonstrate. The outcomes are recorded in the separate programme specifications for the course.

The learning outcomes reflect the requirements of the subject benchmarks published by the Quality Assurance Agency and those of appropriate professional bodies to satisfy accreditation requirements.

The aims of each course and the Learning Outcomes for each module are outlined in the programme specification and syllabus documents, available on the Faculty intranet.

The Faculty’s honours degree courses are designed to enable students to achieve their potential through a stimulating learning experience, relevant to career development and supported by up-to-date technical and computer-based systems.  Aims and learning outcomes of individual modules are detailed in module guides.  Copies of module guides for your courses can be found in MyTEE.

3.2 
Course titles, awards and credits - overview


There are three available pathways or routes through the MSc Environmental Sustainability. Depending on which modules are studied, you will obtain one of the following qualifications:
· MSc Environmental Sustainability

· MSc Environmental Sustainability (Design and Construction)

· MSc Environmental Sustainability (Planning and Policy)
Full details of the module requirements for successful completion of each of these pathways are available from the Programme Specification (see link below).

Regardless of the pathway followed, full-time students take 4x15 credit modules during semester 1 and 4 x 15 credit modules during semester 2. Part-time students normally take 2 x 15 credit modules per semester and follow the programme for two years. The final award of the Masters degree follows successful completion of a research methods module and research paper worth a combined total of 60 credits. Students choosing to follow the Design and Construction pathway may choose to complete a design methods module and design project instead. 
The requirements for awards are specified in more detail in the assessment regulations.
3.3
Course Details

Please refer to the programme specification and module syllabus documents for specific details of course content.  Every course offered by Birmingham City University has a programme specification. A programme specification sets out the knowledge, understanding and skills that a student who finishes the course will have gained. The programme specification also gives details of the teaching methods which will be used on the course together with information about how students will be assessed (for example by written examination or coursework assignment).

The programme specification for your course can be found at:  
http://www.bcu.ac.uk/courses/programme-specs
Section 4: LEARNING & TEACHING
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4.1 
Learning and assessment 
Approaches to teaching and assessment are designed to 

encourage achievement of module learning outcomes which are relevant to current and future workplace needs.

Reflecting the variety of skills and knowledge relevant to the diverse destinations of graduates, teaching and assessment approaches span a range of activities, with the balance and emphasis dependent on the course title area.

The courses within the Faculty encompass MSc engineering programmes, which have an emphasis on technical knowledge and analytical skills; MSc courses that combine an integrated study of technology with other disciplines (including MSc Environmental Sustainability); and the MA Environmental and Spatial Planning. The outcome skills and abilities differ and module learning and assessment activities are designed accordingly. A separate overview is therefore provided on teaching, learning and assessment in each course description in the programme specifications.

Although courses are module based, each module forms part of one of the course themes. This ensures that module design and associated teaching and assessment approaches link together in progressive subject development.

Assessment is intended to be appropriate to the needs of demonstrating achievement of module learning outcomes. It is designed in the context of university policy, as outlined in the Standard Postgraduate Assessment Regulations and within the Faculty’s guidelines outlined below.

The Faculty’s assessment strategy seeks to encourage a balance of assessment variety, appropriate to course aims but which avoids domination of the learning process through too many traditional examinations.  Policy is reviewed and updated in the light of feedback and debate through meetings of Boards of Study and following university guidance.

4.2 
Module descriptions and delivery 

Module descriptions (syllabuses) may be found within the module guides, provided at the start of module delivery, which include a schedule of assessment.

Module syllabuses include notes on teaching and assessment methods with approximate hours breakdown within the following categories of activity:

Scheduled teaching activity totals approximately 72 hours per 30 credit module and includes:-

Lectures - used to introduce new topics and specialist knowledge in a large group setting and normally not more than about 24 hours per 30 credit module, that is 1 hour per week.

Tutorial/practical - is allocated hours dependent on the module, normally not more than about 48 hours per 30 credit module, that is 2 hours per week, and involves typically group sizes of up to about 20 students.  Tutorial sessions provide opportunity for small group activity and individual tutor attention.  Practical sessions can be based in the Faculty’s specialist subject-based laboratories, or computer suites.

For a 15 credit module the scheduled hours total approximately 36 hours, typically scheduled as a combined lecture/tutorial session of 1.5 hours weekly.

Non-scheduled learning and summative assessment activities total approximately 220 hours per 30 credit module and include:-

Assessment - for coursework assignments the allocated hours include time to follow the task instructions (research/investigate/experiment, etc.) and to produce deliverables (report/in-course test, etc.).  The time assumes the required module learning has occurred prior to undertaking the task.  For examinations the time includes both the actual duration and prior revision/preparation time.  For a 30 credit module, the total assessment time should normally be in the range of 40-60 hours.

Lecturer guided study - this includes structured exercises such as problem sheets, specific directed exercises and any formative assessment and should normally be in the range of 40-60 hours for a 30 credit module.

Student-directed study involves the balance of hours to make up the total of 222 non-scheduled hours, typically 102 hours.  This allocation is for wider investigation by the student to pursue self-identified needs and interest and to prompt learning in the wider context within which specific module content is set.  Tutors may suggest recommended sources.

For 15 credit modules the non-scheduled hours are typically half the values given above for 30 credit modules. 

For detailed information on the delivery and assessment for each module, refer to the module guide and assessment briefs.  Module guides are published on the Faculty intranet via the MyTEE portal and comprise:

· a module syllabus with reading list

· a week by week scheme of work

· a timetable for assessment activities/hand-in dates

· how the module is assessed and marks awarded.

4.3 
Timetables and course groups 

Timetables may be viewed by clicking on the Timetable link from MyTEE.  If your course has a large number of students, it will be split into several groups (e.g. A, B & C) identified on the My Course page.

4.4 
Mechanisms for student feedback

The formal committee responsible for the academic management of a group of courses is the Board of Studies. The Board of Studies comprises the course director, tutors, senior academics associated with the course and student representatives. It is chaired either by a course director or a nominated senior academic.

The Board of Studies meets formally once per semester and considers academic and other operational issues including:

· the teaching programme and its effectiveness and possible modifications;

· course and module syllabus development;

· monitoring and reviewing of the delivery of the course;

· obtaining and responding to student feedback and external examiners comments.

There are two mechanisms for students to have their voice heard on the Board of Studies. Firstly, the course director (or a course tutor) can carry forward views and suggestions to the Board of Studies meetings. Secondly, matters can be raised via the elected student representatives who attend meetings.

If you are interested in becoming the student representative for your course, please speak to your course director.

Student feedback on course and module operation is also obtained from questionnaires distributed at various times during the year.

4.5
Attendance and participation

It is important to attend all lectures, tutorials and laboratory sessions scheduled on your timetable. If you are absent from a class, or you foresee problems, please see the module tutor in the subject module concerned, and if you know in advance that you have to be away, then you should explain the situation in advance.

If you are absent for a longer period of time, for example because of illness or personal problems, you should let your course director know.  Holidays should not be arranged during term-time weeks or re-assessment period identified in the term dates, section 3.4 of this Handbook.
Absence from timetabled sessions is one of the main factors leading to failure in module assessments, and you should make every effort to attend.  Recognising the importance of participation in timetabled activities for successful completion of modules and courses, the Faculty aims to be proactive in monitoring attendance and addressing any issues that students may have preventing their full participation.  The Faculty monitors participation through the following mechanisms: tutorial class and examination attendance registers, building pass entry turnstiles, coursework submission records and computer network logging-on records.

Students who have been absent for more than one week, or for whom there is concern regarding non-submission of work or non-participation in timetabled sessions, will be contacted informally by their course director (and/or the Student Support Officer – see below) via email, mobile phone/text message, etc.  Students responding are provided with guidance and advice, as required, on Faculty and University services and facilities appropriate to their needs.  Students not responding to informal contact are sent a letter requesting them to meet with their course director.

4.6 
Student Support Advisor

The Faculty has a Student Support Advisor, based in the Learning Centre at Millennium Point, to provide advice to students with problems that affect their ability to fully participate in their study programmes.  The Student Support Advisor also assists course directors in contacting students who appear to have problems.  You are welcome to contact the Student Support Advisor, either by phone, email or in person.  

4.7 
Withdrawal from the Course

It is important that if you intend to withdraw from your course after enrolment you inform either the Faculty Office or your course director.  You should state in writing that you wish to withdraw, and you should indicate your last date of attendance. The University is required to notify local education authorities (LEA), the Students Loan Company (SLC) and other awarding bodies of a student’s withdrawal from a course.

Students who do not respond to communications from their course director and/or the Student Support Advisor, or for whom there is evidence of no participation during a continuous period of one month, are sent a letter requesting them to attend a meeting with the programme manager.  If there is no response, or a response that indicates that the student is not participating on the enrolled programme, the student will be withdrawn and a letter sent to him/her to confirm this action. 

4.8 
Academic Ethics

During the course of your studies you may become involved in research, projects, placements etc that have potential ethical implications which would need to be reviewed by the Faculty Academic Ethics Committee.  When you need to conduct research your [course tutor – insert name of person and their role] will discuss with you how to make ethical considerations and the process of applying for ethical approval. The University’s Ethical Principles and Practice Policy Statement and the University’s Research Ethical Framework can be found on the University website at:  http://www.bcu.ac.uk/about-us/policies-and-procedures/ethical-principles-and-practice-policy
Section 5: ASSESSMENT INFORMATION

5.1
How will you be assessed?

Assessment is designed to be appropriate to the needs of demonstrating achievement of module learning outcomes. It is designed in the context of University policy, as outlined in the Standard Postgraduate Assessment Regulations and within the Faculty guidelines outlined below.

The assessment package for a module can be either a combination of in-course assessments and an end of module examination or in-course assessments only.  The weighting given to the end of module examination, if applicable, is shown in the syllabus and when you display the module and assessment details via the MyTEE intranet portal.  In-course assessments can include written reports, drawings, case studies, practical exercises, as well as in-course tests and presentations.  The timing, weighting, and submission dates for coursework assessments are given via MyTEE.  Also accessible via MyTEE are module guides and assessment briefs that contain information including assessment criteria and details of practical and presentation assessments. 

5.2
Assessment Regulations

The way in which your work on the course is assessed is governed by the University’s Assessment Regulations.

The regulations include information about:

· modules, levels of modules and the credits which attach to them;

· requirements for passing modules;

· requirements for progression to the next level of your course;

· how to achieve an award with Commendation or Distinction and how degree classifications are calculated;

· what happens if you fail a module.

The regulations which govern your course are the Standard Postgraduate Assessment Regulations (SPAR), Version 2.  You’ll receive information about the University’s regulations from your course team, and you can access the regulations for yourself via the University’s website www.bcu.ac.uk/student-info by clicking on ‘Academic Regulations and Policies’. Follow the on screen instructions to get to the regulations which you’ll find in the ‘Part I’ folder.  

If you cannot access the electronic version and would like a paper copy, ask your Course Director or go to your Faculty Office.

Learning outcomes are syllabus statements of what you should be able to demonstrate on completion of the module and can be found in the module description (syllabus) for each module.  They are designed to relate to the course aims and be consistent with the University awards descriptor statements.  Assessment criteria, which are provided in each assignment brief, are statements of what you should do in order to demonstrate that a learning outcome has been achieved.   They reflect the learning outcomes and are contextualised for the particular assessment. 

5.2.2 
Grading criteria

Statements of grading criteria for each of the assessment criteria describe performance associated with the assessment criteria.  The grading criteria are the basis upon which marks are accorded.  Grading criteria for each module assessment are provided in the relevant assignment briefs, accessible via the MyTEE. 

5.3
Support and Advice 

5.3.1
 Faculty and Study Support

You will be introduced to the resources of the Faculty during induction. The Faculty has computers which are available six days a week (plus the occasional Sunday) which can be used for Internet, printing and general computing. The IT Helpdesk on Level 3 is staffed during opening hours.  Opening hours for can be found at the main reception desk and on the intranet: https://mytid.bcu.ac.uk/information/openinghours.aspx
We aim to provide an effective learning environment, but it would be unrealistic not to recognise that you may encounter problems at some time during your studies.

5.3.2
Booking time with your tutor

Staff at Millennium Point have allocated a minimum of 2 hours per week which is set aside to meet with their students. If you wish to meet with a tutor outside this time contact the main entrance reception.

Communication between tutors and students is very important.  To contact a tutor:

Check the times during the week when the tutor is available to see students by looking at the tutor’s timetable.  These times are also available from the main entrance reception.

The receptionist can make an appointment for a time designated by that particular member of staff to meet with students.  Appointments will normally be for 15 minutes duration.  You can contact reception:

· in person,

· by phoning 0121 331 5400 or

· Alternatively use the email system.  Staff can be contacted at firstname.lastname@bcu.ac.uk  or, if you wish to contact a member of staff by telephone you may use the facilities at the Information Desk on G0 at the entrance on Level 2.

If, for any reason, you cannot get in touch with a member of staff, leave a written message at Reception (G0) for that person.  As well as teaching on your programme, tutors also teach on other courses in the day and in the evening, and sometimes at weekends. They attend a variety of internal and external meetings and they are also engaged in research and consultancy, so their availability to see students at certain times of the week is limited.  

Module co-ordinator 

The module co-ordinator has overall responsibility for coordinating the delivery of a module. The module guide will contain the name of the co-ordinator and other tutors teaching on the module.

Module tutor

A number of module tutors may support the module coordinator in the delivery of a module. Module tutors are mainly based at City Centre Campus, but some may be based at City North or may be visiting lecturers.  Most full-time staff teach on a variety of courses in both the day and evening, while Visiting Lecturers may teach at other institutions or work elsewhere.  If you are having problems concerning any class, contact the module coordinator.

Course director

The course director oversees the academic direction and management of the course. Course titles and associated course directors are listed at:

https://mytid.bcu.ac.uk/timetable/CourseDirectors.htm
5.3.3
 Learning Centre

The Learning Centre at Millennium Point is a resource and support facility located on Level 4.  It is open Monday -Thursday from 0830-2200, Friday 0900-1900 and Saturday and Sunday 1000-1600.  Learning Centre staff provide support in the following areas:

•
IT, computing and software

•
www and intranet

•
information and library resources

•
learning skills

The Learning Centre also offers printing, photocopying and facilities for binding projects.

The library is located in the Learning Centre and offers a range of books and materials on computing, engineering, technology and business.  Details of Learning Centre services and resources should be provided during induction.  The facilities are generally available to all students on an open access basis.

5.3.4
What to do in the event of personal problems

If you have problems that affect or might affect your studies then please let your personal tutor (this may be your course director) know.  Your personal tutor might advise that you contact one of the specialists of Student Services, as described in section 8 of this Handbook.  You can contact Student Services in the Learning Centre on Level 4.   The Students Union can also provide advice for personal problems through its Advice Centre, section 8 of this Handbook. 

The Faculty has a Student Support Advisor, based in the Learning Centre at Millennium Point, to provide advice to students with problems that affect their ability to fully participate in their study programmes.  The Student Support Advisor also assists course directors in contacting students who appear to have problems.  You are welcome to contact the Student Support Advisor, either by phone, email or in person.  

5.4
Submitting coursework – 14:00 hrs deadline


When you view details of coursework assessment for one of your modules in My Course you will see a Print Cover Sheet button.  If you click on this a personalised Coursework Submission Form will be produced which includes your personal details and the module title and assignment title.  

The Coursework Submission Form contains a bar-code that uniquely identifies your assignment.  You can only produce the form when logged into the intranet using your own account details.  You cannot get a friend to print it for you as it will then contain his/her personal details.  

You can print the Coursework Submission Form at any time after the assessment has been set.  Do not leave it until immediately before you need to submit the work and risk joining a queue at the printers, which might cause you to miss the deadline.

To submit your work, securely attach the Cover Sheet to the front of your work, ensuring that the Cover Sheet is on top, has the top right corner folded and stapled (for anonymous marking)  and that the bar-code is clearly visible.

To be on time, you must submit the work to the collection point before 14:00hrs on the date stated in the assignment brief.  You may, of course, submit the work at any time of day on a date prior to the final submission date. You will be sent an e-mail receipt for your work to your Faculty e-mail address.

Work submitted up to 5 working days late, without an approved claim for extension, will receive a maximum mark of 50% in accordance with the assessment regulations. Work submitted more than 5 working days late will not be marked (unless you have authorisation through special needs assessment – contact the Disability Advisor, Learning Centre, Millennium Point room 411).  ‘Working days’ are Monday - Fridays including vacation days, but not days when the University is closed such as Bank holidays.

5.4.1  Late coursework

If you submit your first attempt at an assessment after the published deadline the maximum mark you can be awarded will be 50%, provided you submit your work by 14:00 hrs no more than 5 working days after the published deadline.  ‘Working days’ are Monday – Fridays including vacation days, but not days when the University is closed such as Bank holidays.  Work submitted after 14:00 hrs of the fifth day after the published deadline is not valid and will be returned unmarked. 

Exceptions to the hand-in deadline apply if:

•
you have a special extended deadline following special needs assessment – contact the Disability Advisor, Learning Centre, Millennium Point room 411, or

•
you submit a claim for extenuating circumstances which is upheld.  Claims should normally be submitted at least 7 days in advance of the coursework hand-in deadline.  Refer to section 5.8 for an overview of extenuating circumstances.
5.4.2
Coursework Extensions

If you think that you may not be able to complete a coursework assessment on time, you may be able to ask for an extension to the deadline under the University’s Procedures for the Consideration of Exceptional Circumstances.   

You must submit your request for an extension at least 7 working days BEFORE the assessment deadline.  Students whose requests are not upheld will know the outcome in advance and so will have the opportunity to submit coursework by the original assessment deadline. 

If you have exceptional circumstances that arise later than 7 working days before the assessment deadline, you can still submit a request for an extension but you may not get a decision before the assessment deadline.  

You cannot request an extension to a coursework deadline after the deadline has passed.  

If you do not have exceptional circumstances but submit your first attempt at an assessment after the published deadline the maximum mark you can be awarded will be the minimum pass mark for the module, provided you submit your work no more than 5 working days after the published deadline.  Work submitted more than 5 working days after the published deadline will not be marked and you will be deemed to have failed an attempt at the assessment.  Where you submit a re-assessment attempt after the published deadline you will be deemed to have failed the re-assessment and the coursework will be returned to you unmarked.

Guidance on the procedures is available from your Faculty, Student Services and the Students’ Union.

5.4.3
Anonymous marking

Your work will be forwarded to the tutor who will mark it and provide feedback comments on the coursework record form before revealing the name and recording the marks.  Work will normally be returned to you via the coursework return system within four weeks of the hand-in date.  You will be able to use My Course to track that your work is ready to collect.  You will also be able to view marks via My Course.

5.5 
How will feedback be given on assessed work?

Coursework/assignments

Feedback on assessed coursework should be provided to you within four weeks of the hand-in date.  The coursework tracking system identifies when work is ready for collection. 

Examinations

Feedback on examinations is available via the Learning Centre following publication of the results.  You may apply to view your marked work and can compare it with the exam marking scheme on application to the Learning Centre.

5.5.1
Notification of marks and module results

Provisional results and, if applicable, notification of re-assessments, are published on the intranet after the final assessments.  Examination boards to consider and confirm module and award decisions are normally held in June - July.  Following the examination board meeting, an award or progression decision, and transcript of module marks, are posted to each student at their home address. 

Please ensure that you have received your results at the expected time.  You should contact the Faculty Office if you have a query or if you change your ‘home’ address, which is used for sending results information.

5.6 
Examination boards

The Faculty operates a tiered structure for Examination Boards. There is a two stage examination board: first, there is a Moderation Examination Board to determine marks for each student taking the modules it considers before the results are considered by the Programme Examination Board Programme Examination Board which meets at the end of the academic year to consider progression of continuing students and the recommendation and classification of awards.  Programme Examination Boards may, at their discretion, delegate some of their powers to a sub-committee but in such a case, decisions must be ratified in writing by the appropriate examiners. 

The Examination Boards are normally chaired by the Head of School or a senior academic and comprise course directors, module coordinators, various senior staff of the Faculty and external examiners.  The role of external examiners is described below in section 5.6.2 below.
5.6.1
Internal Moderation

Each faculty has in place procedures for checking the outcomes of the assessment process.  For more information, contact the Faculty office about its moderation procedures.

5.6.2
Role of External Examiners

The University appoints external examiners to all of its courses in order to ensure that the courses are comparable to similar courses in other universities and that the quality and standards of the provision are maintained at an appropriate level.  External examiners do not mark students’ work.  External examiners do, however, see the assessed work of a sample of students across the full range of attainment (including failed work) in order to check the appropriateness of standards and the marks awarded.  They might also meet students in order to find out their views about the provision. External examiners attend the examination boards where marks are determined.  

Following the examination board meeting, examiners are asked to complete a report in which they comment on the course content, delivery and assessment.  Course teams are required to respond to any problems or weaknesses identified in the external examiners’ reports. 

5.7 Why is it important to take all of your assessments? 

It is very important that you go to all of the exams or hand in work and assignments on time for every module that you’ve registered to take in the year. If you fail to achieve at least your opportunities to be assessed for a module by not turning up to an exam or not 40% in every assessment you will fail the module even if the overall module mark is greater than 50%.

Even if you think that you have got enough credits to progress already, you should still attempt all of the assessments for all of the modules which you‘ve registered for because you might not have done as well as you thought and so you might not get all the credits you need to carry on with the course or you might be able to increase your overall mark and improve the classification of your award.  

If you do not go to an exam or hand in an assignment for a module that you’ve registered for at the first opportunity, the University’s rules state that you cannot get more than the minimum pass mark for the module when you do take the assessment later on.  This means that you may pass the module when you do it – but only just (the maximum mark you can get is called a ‘cap’). The capped mark can have an effect on the classification of your final award. It might mean, for example, that it is not possible to get a distinction.

Also it’s important not to waste handing in an assignment. The University’s rules put a limit on the number of times that you are allowed to take module assessments. If you don’t turn up for an exam or hand in a coursework assignment, you have wasted an opportunity to be assessed (it still counts as an attempt). This is especially important if the module is a core module for the course which you must pass.

If you fail any of the modules which you have taken, you will have to re-take them.  There are limits on the number of times that you can re-take.  Having to re-sit or restudy modules means that your workload will be increased and you will be putting yourself under more pressure.  If you are a part-time student and you have to restudy a module you will be charged the fee for that module.  If you are a full-time student and you do not complete your programme within the normal registration period you may have to re-study outstanding modules as a part-time student, incurring a part-time fee.  Exceptionally, if you fail a lot of modules in one year you may have to become a part-time student, incurring part-time fees, to re-study those modules before you can take modules from the next level of the course.

[image: image4.jpg]



5.8
Exceptional extenuating circumstances

If you feel that you have exceptional circumstances, such as illness, that are affecting your academic performance or will prevent you from completing an assessment, you may be able to submit a claim under the University’s Procedures for the Consideration of Exceptional Circumstances.  Under the procedures you can request either of the following:

· to put off taking an assessment until the next time it takes place.  This is called a deferral


· an extension of 10 working days to the deadline for coursework (see 5.4.2 above)

Please note, you cannot ask for both an extension and a deferral at the same time for the same assessment.  

Under the arrangements you must submit a claim of exceptional circumstances at least 7 working days BEFORE the assessment deadline.  This is beneficial as it allows students to have their circumstances considered as soon as they arise.  Students whose claims are not upheld will know the outcome in advance and so can decide whether to take the assessment.  If you have exceptional circumstances that arise later than 7 working days before the assessment deadline, your claim will be considered but you may not get a decision before the assessment deadline. 

Guidance on the procedures is available from your Faculty, Student Services and the Students’ Union.  

If you have longer term problems which you think are likely to last more than 3 weeks, you should ask your Course Director whether you should apply to withdraw temporarily from the programme – the University calls this ‘taking an interruption of studies’.  

5.9 Error in the conduct of an assessment or of an examination board

If you consider that there has been an error or irregularity in an assessment, or at an examination board, you may submit a claim under the “Procedure for considering Claims of Error in the conduct of Assessment Processes”.  To submit a claim you should complete a form called “Claim of an Error in the Conduct of Assessment Processes” which is available from the Faculty Office or the Academic Registry.  The completed form must be submitted to the Senate Secretariat in the Academic Registry.  

If you wish to make a claim you must do so within 15 working days of the publication of your results.  If, for good reason, you cannot submit a claim within this timescale you should contact the Academic Registry to explain your situation.

For further information contact: Forms and notes of guidance are available from your Faculty Office, the Academic Registry and the Advice Centre of the Students’ Union.  The Advice Centre can help you to prepare your claim.

5.10
Examinations
When it comes to examinations and assessment you must take care that you fully understand what is required of you and if anything is unclear, ask your course tutors.
5.10.1
Examination Stress

Examination time can be very stressful. The University recognises this and Student Services provide advice on dealing with examination stress (see Section 8 of this Handbook for more information about Student Services).  

The Academic Skills Centre offers training on examination and revision techniques including writing and note taking skills (see section 8 of this Handbook for more information about the services offered by the Academic Skills Centre).

If you have particular problems – including an illness, disability or injury - which affects you when taking examinations, tell your tutor or Course Director as soon as possible and definitely before the examination.  S/he may suggest you seek specialist help from Student Services.

5.10.2
Written Examinations

The University issues instructions for students to follow when taking written examinations. These instructions cover:

[image: image5.jpg]



· proof of identity;

· late arrival;

· items you can and cannot take into the examination room with you;

· leaving the examination early;

· suspected cheating.

The instructions are published in the Faculty at the time of the written examinations.

For more information contact: Your Faculty/Department Office.
Examinations are held towards the end of the academic year, during the weeks given in the calendar in Section 3.4 of this Handbook.  It is your responsibility to make sure you know the date, time and place of your examinations. Please refer to:https://mytid.bcu.ac.uk/timetable/.  This is the only authorised source for exam timetable information.   You should not rely on other sources, such as word-of-mouth or messages.

Part-time students should note that they are likely to have examinations on days and at times different from their normal attendance day/times.

You must attend examinations on the scheduled days and at the times published.  Students will not normally be permitted to take examinations at other times or in other locations.  

Please arrive at the examination room 10 minutes before the start time.

The Faculty has published procedures for the conduct of examinations, a copy of which is available from the Faculty Office on Level 3.  

Please talk to your Course Director if any examinations are scheduled during a major religious festival that you observe.

5.10.3 Guidelines for calculators used in exams

Unless otherwise specified in the course student Handbook, calculators used in examinations must have a volatile memory, be cordless and silent.  You must not bring pre-prepared programs into the examination room on calculators possessing a programmable capacity.  

Some examinations may specify that the use of a calculator is not permitted.  In such cases, candidates will be informed by their subject tutors and an appropriate announcement will be made before the start of the examination.  Calculators with a graphical display may not be used in mathematics examinations.  It is your responsibility to ensure that the calculator is in working order.

You may not use any data storage or transmission device incorporating a calculator function, including, but not limited to:

· personal information organisers

· mobile phones

· personal digital assistants (PDAs) with an operating system that supports office productivity programmes

Rigorous checks will be made by examination invigilators, to ensure that this policy is adhered to.  Where it is found that a candidate has not conformed to this policy, the University will institute its disciplinary procedures for dealing with cases of alleged cheating.

5.10.4
Dictionaries – not allowed in examinations

Dictionaries (including electronic devices incorporating a dictionary function) are not permitted to be used in exams.  The items that are allowed to be brought into an examination, apart from writing materials and an electronic calculator, will be specified on the examination front cover sheet. 

Regarding electronic calculators, devices incorporating a dictionary or other stored data are not allowed in examinations. 

5.11
Allegations of Cheating

The University takes allegations of cheating, in any form of assessment, very seriously.  We class it as a disciplinary offence if a student attempts to gain or helps someone else to gain an unfair advantage over other students.  Students who are suspected of cheating will have to attend a formal hearing to explain their case, and if found guilty of cheating the penalties can be severe.   You can look at our Disciplinary Procedures on the website at:

http://www.bcu.ac.uk/student-info/academic-regs
The procedures are in Part II.

Avoiding Allegations of Cheating:

In examinations 

· Don’t attempt to see the examination paper before it is published.

· Don’t take unauthorised materials into the examination room.

· Make sure you know what sort of calculator and other technological aids are allowed.

· If it is an open-book examination, be certain of what materials you are allowed to use in the examination. If you are not sure, ask the invigilator.

· Don’t try to ask another student for help in the examination or copy another student’s work.

· Don’t let another student copy your work.

· If you’ve been reading revision notes before the examination, leave them at the front of the examination room before you go to your desk.

· Make sure that any permitted materials (e.g. ruler, calculator, text) are clear of additional notes and other recorded information.

In coursework

· Don’t pass off someone else’s work as your own.  This is plagiarism and viewed very seriously by the University.

· Don’t submit a piece of work in whole or in part that has already been submitted for assessment elsewhere.  This is called duplication and, like plagiarism, is viewed very seriously by the University.

· Acknowledge all of the sources that you have used in your coursework assignment or project.

· If you are using the exact words of another person, put them in quotation marks.

· Check that you know whether the coursework is to be produced individually or whether you can work with others.

· If you are doing group work, be sure about what you are supposed to do on your own.

· Never make up or falsify data to prove your point.

· Never allow others to copy your work.

· Never lend disks, memory sticks or copies of your coursework to any other student in the University, this may lead you being accused of collusion.

For more information about referencing see: the Library’s web pages at

http://library.bcu.ac.uk and contact your Course Director.

Section 6: HAVE YOUR SAY!

It is important to us that you have the best student experience possible whilst studying at Birmingham City University.  There are a number of ways you can express your opinion about your time studying here.  You can speak directly to your course staff or you can ask the student rep on your course to raise issues on your behalf at meetings with the course team (called Boards of Studies) throughout the year.  To find out more information about how to become a student rep and what they do, have a look at Section 7.   

You will also be given the opportunity to comment on the modules you have taken during the year, and your course team may ask you to participate in focus groups.  Other formal opportunities for you to comment on the quality of your student experience include: 

· Students’ Union Student Council

The Students’ Union Student Council is a forum for students from all Faculties and backgrounds to get together and set the direction of the Union. Council meetings take place six times a year. At the meetings members of Student Council get to vote on decisions the Union needs to make. 

· Student Surveys

· National Student Survey

The National Student Survey (NSS) is an annual survey that targets final year undergraduates throughout the UK and asks questions about their student experience. Feedback from the survey is used by both the University and Students’ Union to improve the experience of students. 

· Student Experience Survey

The Student Experience Survey for first and second year undergraduates is carried out by independent research agency, Ipsos Mori.  Should you be selected, you will receive an email from them asking you to participate online and share your experience about life at Birmingham City University. 

· Postgraduate Taught Experience Survey

The Postgraduate Taught Experience Survey (PTES) is carried out every 2 years. It targets students studying taught postgraduate courses throughout the UK, asking questions about their learning experience. It is run, independently of the University, by the Higher Education Academy.  All data collected in this survey will be held anonymously and securely. 

Section 7:  ADD MORE VALUE TO YOUR STUDIES

Get the most out of your studies by getting involved in aspects of student life outside the classroom, for example, by joining one of the many sports clubs or societies.  There are also some more formal roles and groups you can get involved in:
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· Student groups 

The Students’ Union supports a wide range of societies, student groups and special interest groups from football to chess, from the Christian Union to Musical Exchange. The Union also supports a wide range of volunteering activities and placement opportunities.
· Student Representatives (or Student Reps) are elected by students at course level.  They gather opinion from their fellow students, represent their views at University meetings and feed back the outcome of these meetings to students to improve the quality of their experience.  Reps also act as a link between students and the Students’ Union.

· Faculty Representatives (Faculty Reps) are like Student Reps but they work at Faculty level.  They work with the Students’ Union and the University and gather feedback from all students in their Faculty, representing their views at Faculty level meetings.  This is a paid position.
· Part-time Senate Representatives.  There are two positions available on Senate each year for part-time students to represent the specific needs of studying a course alongside wider commitments, such as full-time work. Senate is one of the University’s main decision-making Committees.
· Student Mentors

Peer mentors are current students in their second, third or fourth year of study who are trained to provide extra peer support to new arrivals. As a mentor you will have had personal experience of starting out at university and would be willing to share with your mentee the challenges you faced during your first year of studies. Get in touch with Student Services for more information.

· Student Academic partners 

The Student Academic Partners Scheme is a joint initiative between the University and the Students’ Union.   It offers an opportunity for paid employment (for up an agreed number of hours) to enable students to work in equal partnership with faculty staff to strengthen the learning and teaching development of the University. The Scheme invites students and staff to identify educational development projects in which a student will play an active role. Each project is designed to develop a specific aspect of learning and teaching practice. Typically, these may result in new learning resources, developments in curriculum design or the evaluation of innovations and changes that have already been made.

For more information about these opportunities refer to the Birmingham City Students’ Union website http://www.birminghamcitysu.com/ or further contact details for all services can be found in Section 8: Student Resources.

Section 8: STUDENT RESOURCES

Have a look at our website for detailed information on the following departments, and much more!  http://www.bcu.ac.uk/student-info/current-students 

8.1 
Birmingham City University Network

The Information and Communications Technology team is responsible for the data network, email and access to the Internet.  To be able to access these you require a Network ID and password.  These will be issued to you before or soon after you enrol and accept the conditions of use under our Code of Conduct.  
When you have access to the network you will have a personal email address (account) available to you.  This email address may be used by your Course team and other departments of the University to communicate useful and official information.  You can access this email address from anywhere on the internet at http://owa.bcu.ac.uk. You should check this email account on a frequent basis.  
All polices relating to IT equipment and usage are located on the ICT Policy Repository on SharePoint https://intranet.bcu.ac.uk/ict/teamsites/policies/default.aspx.

8.2 
Library and Learning Resources

The University’s libraries offer a range of printed and electronic resources and services to help you through your course.  

There are 8 libraries sited at different University locations:

· Kenrick library  is located on the City North Campus and serves all or part of five of the University's faculties - the Business School, Faculty of Performance, Media and English (North), Faculty of Education, Law and Social Sciences, Faculty of Health, Faculty of Technology, Engineering and the Environment (North);

· Gosta Green library houses material on three-dimensional design, fashion and textiles, visual communication and art history;

· Margaret Street library covers the subject areas of fine art and art education;

· Vittoria Street library has material relating to jewellery;

· Bournville Centre for Visual Arts houses material to support courses delivered at Bournville;

· the Mary Seacole library supports Faculty of Health at the City South Campus 

· the Conservatoire library contains a wide range of scores, recorded music and books as well as providing equipment to use the AV resources;

· the Learning Centre at Millennium Point, supporting the Faculty of Technology, Engineering and the Environment and the Birmingham School of Acting.  

For more information: Help in using the library and its extensive range of services is available on the library web pages at http://library.bcu.ac.uk. Alternatively, you can go to any Enquiry Point located in every library and ask staff to help.

From the library web pages, you can access the Birmingham City University catalogue of stock held (including all electronic resources on the UCEEL (Birmingham City University Digital Library), check out your subject pages and the study and research support available, search reading lists and take a virtual tour of the library. The My Library Record option in the library catalogue allows you to reserve and renew books over the internet. 

As part of the University’s learning environment (http://www.moodle.bcu.ac.uk/ ), Library and Learning Resources has developed an information literacy package called  EyeLit.  This is available for you to access independently, as well as via links from subject modules to which your Faculty tutors will direct you.  

Librarians carry out introductions to Library and Learning Resources for groups of new students and will give more in-depth sessions if requested (such as training on searching and using the electronic resources). In addition, they can provide individual tutorial sessions. They attend Boards of Studies, Faculty Boards and other meetings to receive and give feedback about library issues.

In order to borrow material from any of the University’s Libraries, you will need your ID card and current validation slip. Postgraduate students may borrow up to 15 books.  The normal loan period is 5 weeks but there are a number of more restricted loan periods for books in high demand.

As soon as you register as a library user, you will be able to place reservations for material and check details about your other loans, reservations or charges. You are also able to issue, return and renew items by yourself in the library (using the self issue machines) or at home via the internet.  You can also return books through the book boxes in the libraries, and renew items using the automated phone renewal service.

Library and Learning Resources works closely with Student Services to make the services as accessible as possible.  To be able to make full use of these services, you need to disclose your disability and have an assessment of your needs carried out by Student Services.  There is a range of equipment, software and other items in the libraries to help users with mobility difficulties, visual and aural impairments and dyslexia.

For more information go to: http://library.bcu.ac.uk/frameDisability.htm
Library and Learning Resources is responsible for the maintenance and development of the University’s digital library (UCEEL).  UCEEL is designed to help support research, teaching and learning across the University by providing access to a range of materials, including resources not previously available electronically. UCEEL provides access to extracts and chapters from key textbooks and journal articles as requested by course tutors. It is the central repository for all University produced past exam papers and abstracts of Birmingham City University Research Degrees (PhD and MPhils).  UCEEL hosts digitised special collections, full text student dissertations (up to Masters level), visual images and illustrations. Video and audio material is available under exclusive license agreements. 

Most UCEEL collections are only accessible to current staff and students of the University and you need your library borrower card number and PIN to access them all.  

For more information about Library and Learning Resources contact: A full list of contact details is given at the end of this Handbook.

All Birmingham City University libraries offer a wide range of printed and electronic resources and services to help you through your course.

For more information about the library you can visit their website http://library.bcu.ac.uk/
8.3 
The Centre for Academic Success

The Centre for Academic Success (CAS) runs workshops throughout the year on a range of subjects such as referencing, essay & dissertation writing, presentation skills and maths.  There is also an extensive list of free study guides, and one-to-one tutorials can be arranged if you need additional study skills support, including maths.  The Centre also runs English classes for international students.

For more information about what the Centre for Academic Success has to offer, you can access information via the library’s website at http://library.bcu.ac.uk/.

8.4 
Student Services

Student Services is here to help you make the most of your time at the University.  They can provide advice and guidance on a wide range of matters such as careers, child-care, finance and health and wellbeing.  They can also provide visa and immigration advice and information for international students.
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The Student Services main office is in the first floor of Baker Building at City North campus, but there are also offices at City South (Edgbaston), Gosta Green and Millennium Point.

Have a look at their pages on iCity to find out what Students Services can do for you: https://icity.bcu.ac.uk/Student-Services 

or email them at student.services@bcu.ac.uk.

8.5 
Disability Services

The Disability Support team, part of Student Services, includes disability advisors, dyslexia support tutors, mentors, BSL interpreters, note-takers and administrative support staff, providing a comprehensive range of support to disabled students.

 
More information can be found at:

 https://icity.bcu.ac.uk/student-services/Health-and-Wellbeing/Disability-Support. 

If you have any specific queries you can email them at: disability@bcu.ac.uk.

8.6 
Information for International Students 

Useful information for International students can be found on the University website at: http://www.bcu.ac.uk/international. 
Complying with the UK Border Agency’s regulations

International students have to comply with the UK Border Agency’s (UKBA) Tier 4 Points Based System.  As an international student, it is essential that you inform your Faculty immediately if you withdraw from your course or interrupt your studies or if your circumstances change.
You must also comply with the University attendance monitoring arrangements. This is because the University is legally required to report to the UKBA any students who are not attending their course regularly.

8.7 
Students’ Union
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All students at Birmingham City University are automatically members of the Union. You can opt out, but as a member you will benefit from the Union’s services and facilities including bars, shops and societies.  The Advice Centre is part of the Students’ Union and provides confidential help and support on issues ranging from money matters to academic welfare.

The Students’ Union’s main offices are at City North Campus but the Union is present at Gosta Green, Millennium Point, City South, Birmingham Conservatoire and Bournville campuses.

More information about the Students’ Union can be found at their website: http://www.birminghamcitysu.com or you can email them at students.union@bcu.ac.uk.

8.8 
Accommodation Services

Accommodation Services is based in Howes Building at City North Campus.  The team manage the University accommodation and can also give some advice about private accommodation.  The Advice Centre at the Students’ Union can also give advice in this area. Their contact number is: 0121 331 5191/5192.
For more information on student accommodation visit: 

http://www.bcu.ac.uk/student-info/accommodation or email them at accommodation@bcu.ac.uk.

Section 9: Frequently Asked Questions
Illness and Emergency 

· What if I am ill and unable to attend my class?

You are expected to attend all of your classes to fully participate in the course – remember, the more you put in, the more you will get out!!  But, if you have a valid reason for being absent then you must let your module leader or course director know as soon as possible by phone or email.  Their contact details can be found in Section 1 under ‘Who’s who?’ 

· What happens if I am too ill to hand in my assignment?
If you can’t submit an assignment or attend an exam for valid reasons beyond your control you can apply for either a deferral of assessment or a coursework extension.  Have a look at Section 5 ‘Submitting Coursework and Attending Exams’ for more details on how to apply.

· How do I find a doctor if I’m ill?

It’s important that you register with a doctor while you’re at University.  To be seen by a doctor you must be registered, so don’t wait until you feel unwell – register as soon as you arrive!  Student Services provides a range of healthcare services. For more information visit: http://www.bcu.ac.uk/student-info/health-and-wellbeing/healthcare/overview 

Attendance

· What if I want to change or leave my course?

If you think you want to leave your course, it’s a good idea to talk it through with your Personal Tutor/Course Director before making any final decisions.  They can discuss your options with you, which could include transferring to a more suitable course within the University.  You can also get support from the Students’ Union Advice Centre and Student Services.

· What if I want to take some time out from the course?

Taking time out is called ‘an interruption of study’, which is an approved leave of absence from all study and may be taken for a number of reasons e.g. health, financial, academic or personal.   If you’re thinking about interrupting, you should talk to Personal Tutor/Course Director first before completing the necessary paperwork.  It is also vital that you let funding bodies, such as the Student Loans Company, know you’re interrupting your studies.  Have a chat with Student Services for more advice.

Problems 

· Who can I speak to for financial advice?

For financial advice from Student Loan information to council tax issues you can either speak with a trained advisor from the Students’ Union Advice Centre or Student Services.

· I’m struggling with my work and think I may have a disability, such as dyslexia. Where can I find out more information?

You can contact Student Services, who will arrange an assessment for you and if necessary, discuss the provision of any support you may need. You should do this as soon as possible if you think you will need this type of support.

· How do I make a complaint?

If you’re unhappy about any aspects of your experience at Birmingham City University, we want to know about it so talk to your Personal Tutor/Course Director.  In many cases, they will be the best person to help you but if they are unable to resolve matters for you, you may need to refer to the University’s formal complaints procedure (contact Student Services for more information).   You should also seek some advice from the Students’ Union Advice Centre who can discuss your case with you and advise you on the processes involved in making a complaint.  

Campus 

· Where can I smoke on my campus?

All University buildings, except student bedrooms, are smoke-free areas. Some campuses have covered designated smoking areas – if in doubt contact security or building services. Smokers are required to respect the need for staff and students to be able to work in a smoke-free environment and, therefore, must smoke well away from office and classroom windows.  Anyone who smokes in a designated smoke-free area is liable to be fined up to £200 by the Local Authority and could also face disciplinary action from the University. Please, always be respectful of non-smokers around you.

· Where can I go for lunch?

All our campuses have canteen facilities or Students’ Union bars except for Margaret Street and Vittoria Street.  All our campuses are located close to local eateries and supermarkets.  More information can be found in the ‘Your Campus’ section.

Course  

· What will happen at induction?

You may have already heard about Freshers’ Week that the Students’ Union offers, where you can sign up to the sports clubs and societies.  There are also organised evening events, but your University induction offers much more than that. It includes:

· a chance to meet staff and other students 

· information on what it's like to be a student 

· an introduction to academic activities 

· an introduction to your course

· guidance on using the libraries and services

· guidance on where to go for help and advice 

· tips on making the most of your time at Birmingham City University

· Who can I talk to about problems on my course?
Have a chat with Personal Tutor/Course Director at first to tell them your situation and how it may affect your work.  You can also book to see an advisor from the Advice Centre at the Students’ Union or speak to a counsellor at Student Services for help and support (see Section 8 for their contact details). 

If you have any other questions please contact your Personal Tutor/Course Director. Alternatively the services listed in Section 8 ‘Student Resources’ have trained advisors who can help with most queries.  Student Services also offer an online ‘Ask Us’ service where you can send a question and you will get a reply within 3 working days.

Change in Personal Details

· What should I do if I change my name during my time at University?

If you change your name during your studies and would like your new name to be used on your University records and award certificates, you must make a formal request to your Faculty. You must make the request before you finish your course. No changes can be made to your student record after the final examination board for your course has met.

You must provide evidence of your change of name. Acceptable forms of evidence are:

· Passport

· Marriage certificate

· Birth certificate (original birth certificate issued within 12 months of birth)

· Divorce decree absolute.

Please note that your student number will remain the same throughout your course, even if you change your name. For more information contact your Faculty Office or Academic Registry.

Section 10: 10 TOP TIPS

1. ‘Speak to everyone!  It’s hard, especially if you’re shy but everyone is in the same situation when they arrive so the best way to get to know people is to talk to them. Whether they’re students or lecturers, the people you get to know can help you settle in to University life and could be really useful in helping you to secure a job at the end.’

2. ‘You may think that it will interrupt your studies or social activities but a part-time job (only 8 or 12 hours a week) can really help your finances and you’ll appreciate the money when your loan runs out!  It can also help to organise your week, prevents you from putting things off until later and looks great on the CV to be multi-skilled and shows a strong work ethic.’

3. ‘Places like the Centre for Academic Success are your friend. There are so many free resources that many students don't discover until the end and they can help with a number of issues such as referencing and structuring essays.’

4. ‘Make sure you engage with the tutorial seminars and groupwork. The teamworking and interpersonal skills you learn will prove invaluable when you’re looking for a job.’

5. ‘If you’re on a full-time course then try to think of it like a full-time job.  If your timetable says that you’re only in University 10 hours a week, then you are still expected to make up time by reading around the subject and researching your area. The hard work will definitely pay off later.’

6. ‘If you’re struggling with anything then talk to somebody.  Student Services, the Students’ Union and the Centre for Academic Success are all there to help. If you have money worries then the University has funds that can help which you may have access to.  If you have problems with your assignments then your tutors or the Centre for Academic Success could help - don’t hesitate to contact them.’

7. ‘Student bank accounts are great and the overdraft they offer proves very useful, but try to manage your money as well as you can.  The student loan will be a lot to pay back so try not to add to the debt by having credit cards and other overdrafts.’

8. ‘Keep your loose change.  It is very useful when it comes to laundry day, if you’re in halls, and great for bus fare as they don’t give change.’

9. ‘When on a night out always book your taxi in advance – even when you’re out in town.  Most firms offer a student discount so are much cheaper than the black cabs in town.’

10. ‘Get involved!  There’s so much to do other than the work on your course, such as being a student rep, starting up or joining a society or sports club or joining the Student Council. The extra-curricular stuff looks great to potential employers and is a great way to meet new people.’

MSc Environmental Sustainability








You are strongly advised to take all of the assessments for which you are registered at the first opportunity. If you don’t: 





You risk not being able to carry on with your course.


You risk limiting the classification/differentiation of your final award.


You risk increasing your workload and putting yourself under more pressure.





Don’t take the risks!
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