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University of Birmingham 
 

Regulatory Framework 
Academic Session 2012-2013  

 
This is an overview of University Regulations, Codes of Practice, and core quality 
assurance processes which every School should have in place.  The document is 
intended as a signposting and reference paper. Schools should refer directly to individual 
Codes of Practice or legislation when undertaking any of the processes outlined. 

 
Processes concerning Postgraduate Registered Students specifically can be found in 
Section 5. 
 

Please note that as Codes of Practice are updated regularly, it is important to 
ensure that you refer to the most up-to-date Codes of Practice, which can be found 
on the website:  http://www.as.bham.ac.uk/legislation/codesofpractice.shtml  

 
Links to useful forms can be found in Appendix 3. 

 
Acronyms: 
CAPP College Academic Policy Partner 
CLTC  College Learning and Teaching Committee   
CQAEC College Quality Assurance and Enhancement Committee 
DoE College Director of Education 
HoS Head of School 
PGR Postgraduate research 
PSRB Professional, Statutory and Regulatory Body 
PVC Pro-Vice Chancellor (Education) 
UQAC University Quality Assurance Committee 
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1. Management of Programmes and Modules 

1.1. Learning and Teaching Strategy 

 
Each College should have a Learning and Teaching Strategy in place that is reviewed 
annually under the guidance of the DoE.  Schools may develop local versions of the 
Learning and Teaching Strategy but these must be consistent with the University 
Learning and Teaching Strategy or a specific College Strategy. 

1.2. Approval, Modification and Withdrawal of Modules and Programmes 

Curriculum Management Guidance  
Collaborative Provision Policy  
Policy on Consulting Students about Major Changes 

 
The University’s procedures for approval, modification and withdrawal of modules and 
programmes are described in Appendix 1.  The DoE is responsible for local 
implementation of these procedures.  The relevant CDU contact for each College can be 
found on the Curriculum Management web pages. 
 
Collaborative provision normally involves the development and delivery of a programme 
of study (or module) by another organisation or body, in the UK or overseas, leading to a 
University of Birmingham award or the award of University of Birmingham credit.  Each 
potential collaborative provision arrangement must be approved in principle by the 
University’s Programme Approval Review Committee (PARC) and then via University 
programme or module approval mechanisms and is formalised by a legal agreement.  If 
you need advice on Collaborative Provision, please contact: 
 
Margaret Cannadine 
Collaborative Provision Manager 
E-mail: m.e.cannadine@bham.ac.uk 
Ext.: 44891 

 
The University has a policy on consulting students about major changes. A major change 
is defined as a change that materially impacts on a cohort of students. 

1.3. Vice-Chancellor’s Review 

 
The Vice-Chancellor’s review is a periodic review process and replaces the Vice-
Chancellor’s Review (from 2011/12).  The Vice-Chancellor’s Review encompasses an 
overview of teaching quality and performance; research quality and performance (service 
performance for Corporate Services); and market demand, structure, people, resources 
and strategic integration. 
 
For more information on the Vice Chancellor’s Review, please contact Olivia Kew Fickus 

in the Planning Office (o.m.kewfickus@bham) 
 

1.4. Annual Review 

1.4.1 Undergraduate/postgraduate taught Annual Review 

 
 The Annual Review process provides Schools with an opportunity to reflect on and 

evaluate the effectiveness of their teaching portfolio, both at the modular and 
programme level, with a view to the continual enhancement of provision for students.   

 
 
 
 

https://intranet.birmingham.ac.uk/as/claddivision/clad/documents/public/landt-strategy.pdf
https://intranet.birmingham.ac.uk/as/registry/policy/programmemodule/index.aspx
https://intranet.birmingham.ac.uk/as/registry/policy/collaborative/index.aspx
http://www.birmingham.ac.uk/Documents/university/legal/consulting-students.pdf
https://intranet.birmingham.ac.uk/as/registry/policy/programmemodule/index.aspx
https://intranet.birmingham.ac.uk/as/registry/policy/collaborative/index.aspx
mailto:m.e.cannadine@bham.ac.uk
http://www.birmingham.ac.uk/Documents/university/legal/consulting-students.pdf
mailto:o.m.kewfickus@bham
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The objectives of Annual Review are: 
 

 To enable academic staff to reflect on the effectiveness of the programmes and 
modules within their remit, assessing the success of students against the 
intended learning aims and outcomes; 
 

 To provide an effective mechanism for identifying and minimising areas of risk 
and to capitalise on opportunities for innovation and enhancement in relation to 
teaching and learning; 
 

 To provide an efficient system for reporting the outcomes of review and 
monitoring accountability for academic provision at different levels in the 
University, demonstrating the University’s commitment to improving academic 
quality. 

 
The primary inputs to annual review are: 

 
a) Statistical datasets  

 
The datasets provided by the Planning Office provide programme and module 
data for 2011/12 and preceding years on a number of key indicators for Schools 
(e.g. numbers of entrants, first year non-continuation, completion rates, 
classification of degrees and employability).  The School summary (and, where 
requested, programme review) forms will be populated with the key elements of 
the data before they are sent to Schools for completion.  

 
The full datasets will be provided in the form of Excel pivot tables, available at 
https://intranet.birmingham.ac.uk/planning/studentdata.aspx 

b) BOXI reports on: student performance for the current academic session at the 
module and programme level in terms of progression, withdrawal, failure and 
degree classifications 

 
c) External Examiner feedback 
 
d) Student feedback 

 
Information gathered through module evaluation questionnaires, Staff Student 
Committees (SSCs), including the annual SSC report, and both internal and external 
student surveys (e.g. National Student Survey, Birmingham Student Survey and 
Postgraduate Taught Experience Survey). 

 
There are 3 key templates for Schools to complete during Annual Review: 
 

1 Module Review 
2 Programme Review 
3 School Summary 

 
The University requires that module reviews to be carried out are considered in the 
early summer so that any actions necessary may be undertaken before the next 
session, whilst programmes are considered in the Autumn when full examination data 
(including Resit results)  and some if not all External Examiner reports will be 
available.  Precise deadlines can be found on the Annual Review web pages. 
 
Minutes should be kept of Annual Programme Reviews and these minutes should be 
considered by School Teaching Committee or equivalent.  In addition all Annual 
Review forms should be kept; and all minutes and forms should be kept in electronic 
and/or hard copy.  Outcomes of Annual Programme Reviews should be reported to 
students.  

https://intranet.birmingham.ac.uk/planning/studentdata.aspx
http://www.as.bham.ac.uk/aqu/annualreview/index.shtml
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1.4.2 Research annual review  

The PGR annual review process provides Schools with an opportunity to reflect on 
and evaluate the effectiveness of their postgraduate research programmes and 
support for PGRs, with a view to the continual enhancement of PGR provision.  It 
covers all PGR programmes (MRes, MPhil, PhD and Professional Doctorates) 
including PGR degrees with taught elements.   

Each School is required to complete one annual review form for its postgraduate 
research provision, unless it has been agreed in advance with the Graduate School 
Management Board (GSMB) and the University Quality Assurance Committee 
(UQAC) that a College level Annual Programme Review can be completed instead.  
Please note, in these circumstances Colleges should complete a School Annual 
Review form but provide the requested information for all Schools within the College. 
A College Summary form should also be completed by each College.   

1.5. Accreditation 

Policy on Professional, Statutory and Regulatory Bodies 
 
Accreditation is a School-led process.  Dates of Accreditation visits must be provided to 
the University and College Quality Assurance Committee as soon as known, and the 
Head of College should be invited to such visits. 
 
The outcomes of Accreditation visits are reported to CQAEC and CAPPs.  It is vital that 
any outcome that may affect the accreditation status of graduates is reported 
immediately to the DQAE and the PVC (Education). 

2 Student Progress and Support 

2.1 Admissions 

Code of Practice for the Admission of Students to the University of Birmingham 
Policy and Procedures for the Accreditation of Prior Learning (APL) 

  
Admissions procedures must be operated in accordance with University legislation and 
the Codes of Practice.  For advice on Admissions, please contact: 
 
Roderick Smith 
Director of Admissions 
Email: r.m.smith@bham.ac.uk   
Ext: 43714  
 
There are University procedures for accrediting a person’s prior learning or experience for 
either admissions purposes or admission with credit i.e. APL.  Please refer to the 
guidance above for University procedures. 

2.2 Induction 

Code of Practice on Personal Tutoring and Academic Feedback  
Learning and Teaching Strategy  

 
All new students must be inducted and returning students (including those entering at 
non-standard start times) must be re-inducted.   

 
Induction arrangements should be reviewed annually.   

2.3 Student Handbooks 

Code of Practice for Personal Tutoring and Academic Feedback  
Learning and Teaching Strategy  

 

https://intranet.birmingham.ac.uk/as/registry/policy/quality/annualreview/postgraduate-research-annual-review.aspx
http://www.birmingham.ac.uk/Documents/university/legal/professional-statutory-regulatory-bodies.pdf
http://www.birmingham.ac.uk/staff/profiles/university/karen-obrien.aspx
http://www.birmingham.ac.uk/Documents/university/legal/admission-students.pdf
https://intranet.birmingham.ac.uk/external/admissions/index.aspx
mailto:r.m.Smith@bham.ac.uk
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
https://intranet.birmingham.ac.uk/as/claddivision/clad/documents/public/landt-strategy.pdf
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
https://intranet.birmingham.ac.uk/as/claddivision/clad/documents/public/landt-strategy.pdf
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Each School is responsible for providing students with comprehensive handbooks.  These 
should be reviewed annually and contain links to relevant University Regulations and 
Codes of Practice. 

2.4 Student Support Policy  

 Code of Practice on Personal Tutoring and Academic Feedback  

 
2.4.1    General 
 
The newly implemented Code for 2012-13 replaces the Code of Practice for Student 
Development and Support.  The new Code is a minimum specification for the 
personal tutoring of students on all taught programmes.  Responsibilities are set out 
for the School, the University Senior Tutor, Corporate Services and the students 
themselves.  The Code outlines issues that may be covered by personal tutorials and 
provides a role specification for Welfare Tutors.  Arrangements must be reviewed 
annually and Schools are responsible for ensuring that the support structures are 
efficiently communicated to students. 

2.4.2   Welfare Support  

Student Maternity Guidelines 
Accommodating Students’ Religious Observances Policy 

 Code of Practice on Suspension from Study on Health Grounds 
 Code of Practice on Reasonable Adjustments 

 
Welfare support must be provided for all students (including specific provision for 
Joint Honours students, and students taking programmes with different modes of 
delivery e.g. distance learning). 

 
Extenuating Circumstances: see Section 3.3. 
 
There are Codes of Practice on Religious Observances and suspension from study 
on health grounds.  Please also refer to the Student Maternity Guidelines. 
 

 The University has a duty to anticipate reasonable adjustments in the design of its 
 programmes and their assessment, and in the development and provision of other 

facilities and services that support students and their learning.  Please refer to the 
Code of Practice on Reasonable Adjustments for information and advice on how to 
implement reasonable adjustments. 

2.4.3 Progress Tutorials 

Twice-yearly progress tutorials must be provided for students.  Students must be told 
how to contact their tutor at other times of the year. 
 
Students must be supported in their use of PDP tools (i.e. >>Progress>> WebCT 
Section). 
 
2.4.4 Leave of Absence 
 
 During their period of registration, students may experience a range of significant 
 challenges that may compromise their ability to continue to fully engage with their 
 programme of study and to maximise their academic potential. In certain  situations 
 the most viable course of action may be to take an authorised break from study, 
 known as Leave of Absence.  Please refer to the Code of Practice on Leave of 
 Absence for more information on this procedure. 
 

2.5 Teaching by Students 

Code of Practice on the Teaching and Academic Support of UG and PGT students by 
Postgraduate Teaching Assistants and Undergraduates 

http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-maternity.pdf
http://www.birmingham.ac.uk/Documents/university/legal/accommodating-religious-observance.pdf
http://www.birmingham.ac.uk/Documents/university/legal/suspension-health-grounds.pdf
http://www.birmingham.ac.uk/Documents/university/legal/reasonable-adjustments.pdf
http://www.birmingham.ac.uk/Documents/university/legal/accommodating-religious-observance.pdf
http://www.birmingham.ac.uk/Documents/university/legal/suspension-health-grounds.pdf
http://www.birmingham.ac.uk/Documents/university/legal/suspension-health-grounds.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-maternity.pdf
http://www.birmingham.ac.uk/Documents/university/legal/reasonable-adjustments.pdf
http://www.birmingham.ac.uk/Documents/university/legal/leave-of-absence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/leave-of-absence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
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Centre for Learning and Academic Development (CLAD) 
 
The HoS should appoint a School Coordinator with responsibility for postgraduate and 
undergraduate students involved in teaching.  The Coordinator must ensure that the 
conditions of work for postgraduate and undergraduate students employed to provide 
teaching and academic support are in compliance with University legislation or that formal 
exemption(s) from the Code of Practice have been obtained.  If repeated requests are 
being made for such exemptions, Schools are encouraged to reconsider the assessment 
methods. 
 
Postgraduate Teaching Assistants and undergraduates involved in academic support 
must receive appropriate training and support for the duties they are required to perform. 
This shall include attending generic training provided by the University via the Centre for 
Learning and Academic Development (CLAD) but should also include discipline specific 
and module specific training provided by the School/College. 
 
2.6 Placement Learning 

A new Code of Practice on Placement Learning has been introduced for the 2012-13 
academic session.  It provides a template for planning new placement learning 
opportunities and is designed to be helpful for the management and review of existing 
placement learning provision. 

 
2.7 Distance Learning 

 
The Code of Practice on Distance Learning has been developed in order to provide 
Colleges with the framework to increase the opportunity for distance learning 
provision.  This Code is newly implemented in 2012-13. 

2.8 Careers Provision  

 
There must be an annual review and planning of careers provision for students.  
See the Careers Network web pages for more information. 

2.9 Student Concerns and Complaints 

Student Concerns and Complaints Procedure 
 
The Student Concerns and Complaints Procedure details the stages and scope of the 
University’s process for dealing with student concerns and complaints. Concerns raised at 
the informal (School-level) stage must be investigated in accordance with the steps set 
out in the Procedure.  These include arranging a meeting with the student to discuss 
issues, followed by a written response within a specified time period.   

2.10 Student Representation 

Student Representation System Policy  
Regulations Section 2 - Organisation and Governance 

 
The Student Representation System is a partnership between the University of 
Birmingham and the Guild of Students. The aim of the SRS is to ensure that every 
student at Birmingham is effectively represented to the University and the Guild by at 
least one fellow student.  The University of Birmingham will provide appropriate levels of 
academic and administrative resources to facilitate student representation locally in 
Colleges and Schools   

 
There shall normally be at least one Staff/Student Committee within each Principal 
Academic Unit and there should be student representation on relevant internal 
committees, such as College Assembly.  Student members of University committees and 
other bodies shall take no part in discussion or decisions, or receive papers, concerning 
the admission, academic assessment and withdrawal on grounds of academic failure of 
individual Registered Students. 

https://intranet.birmingham.ac.uk/as/claddivision/clad/index.aspx
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
http://www.hr.bham.ac.uk/development/courses/landt/CLAD_home_page.shtml
http://www.hr.bham.ac.uk/development/courses/landt/CLAD_home_page.shtml
https://intranet.birmingham.ac.uk/as/claddivision/clad/index.aspx
http://www.birmingham.ac.uk/Documents/university/legal/distancelearning.pdf
https://intranet.birmingham.ac.uk/as/employability/careers/index.aspx
http://www.as.bham.ac.uk/legislation/complaints.shtml
http://www.as.bham.ac.uk/legislation/complaints.shtml
http://www.birmingham.ac.uk/Documents/university/legal/student-representation-system.pdf
http://www.birmingham.ac.uk/Documents/university/legal/regulations-part2.pdf
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3. Assessment 

3.1 Taught Programme and Module Assessment 

Code of Practice on Taught Programme and Module Assessment 
Adjusted Regulations (Bachelors) 
Adjusted Regulations (Undergraduate Masters) 
Code of Practice on External Examining  
Code of Practice on Personal Tutoring and Academic Feedback  
 
Assessment setting and submission procedures must be operated in accordance with 
University legislation and the Codes of Practice.  
  
Marking should be undertaken and moderated in accordance with School policy, which 
should be based on the guidance provided in the Code of Practice on Taught 
Programmes and Module Assessment, Section 10.3, Marking Practices. Widespread use 
should be made of anonymous marking. 
 
Schools must have clear submission procedures for assignments that form part of the 
assessment of a module (Code of Practice Section 11.1 and 11.2), including procedures 
applying penalties for late submission (Sections 11.4 and 11.5).   Extensions to 
assessment deadlines may be granted where appropriate but the procedure must be in 
accordance with the Code of Practice Section 11.3, Extensions. 

 
There should be prompt and constructive feedback to students on their academic work in 
accordance with the Code. The Code of Practice on Personal Tutoring and Academic 

Feedback states that feedback should be given feedback within 20 working days of 
the submission date including periods when the University is not in session, but 
excluding University closed days. Full details of exceptions and exemptions are set out 

in the Code. 
 

The Code of Practice on Taught Programme and Module Assessment lays down the 
requirements for Boards of Examiners including the membership, meeting and 
documentation (Section 3.1), roles and powers (Section 3.2), the role of External 
Examiners (Section 3.4) and consideration of extenuating circumstances (Section 3.5).  
Also see the Code of Practice on the External Examiner System (for taught programmes) 
and Extenuating Circumstances and Fit to Sit Procedure. 
 
Minutes of Board of Examiners’ meetings must be returned to Vicki Phillips 
(v.h.phillips@bham.ac.uk) Registry, with Chairs’ statements. 
 
Requirements for the provision of information to students can be found in the Code of 
Practice on Taught Programme and Module Assessment Section 6, Provision of 
Information to Students.   
 
Schools must review the assessment strategy and criteria for taught modules regularly.  It 
is recommended that this is done during Annual Programme Review (Section 1.3.1.).   

3.2 Student Misconduct 

Code of Practice on Misconduct and Fitness to Practise Committee 
 
The operation of College Misconduct Committees is covered by a Code of Practice. The 
Code of Practice sets out the procedure for: 
 

 Misconduct cases referred to the College Misconduct and College Fitness to 
Practise Committees; 

 Appeals to the University Misconduct and Fitness to Practise Committee 
against decisions of the College Misconduct or College Fitness to Practise 
Committees; 

http://www.birmingham.ac.uk/Documents/university/legal/taught-programme-module-assess.pdf
http://www.birmingham.ac.uk/Documents/university/legal/adjusted-regulations-bachelor.pdf
http://www.birmingham.ac.uk/Documents/university/legal/adjusted-regulations-undergrad-masters.pdf
http://www.birmingham.ac.uk/Documents/university/legal/external-examiner-system.pdf
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
http://www.birmingham.ac.uk/Documents/university/legal/taught-programme-module-assess.pdf
http://www.birmingham.ac.uk/Documents/university/legal/taught-programme-module-assess.pdf
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
http://www.birmingham.ac.uk/Documents/university/legal/taught-programme-module-assess.pdf
http://www.birmingham.ac.uk/Documents/university/legal/external-examiner-system.pdf
http://www.birmingham.ac.uk/Documents/university/legal/extenuating-circumstances.pdf
mailto:v.h.phillips@bham.ac.uk
http://www.birmingham.ac.uk/Documents/university/legal/taught-programme-module-assess.pdf
http://www.birmingham.ac.uk/Documents/university/legal/taught-programme-module-assess.pdf
http://www.birmingham.ac.uk/Documents/university/legal/misconduct-fitness-practice.pdf
http://www.birmingham.ac.uk/Documents/university/legal/misconduct-fitness-practice.pdf
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 The review of cases where the decision of the College Misconduct or College 
Fitness to Practise Committees is to require the student to withdraw from the 
programme of study or withdraw from the University. 

3.2.1 Plagiarism 

Code of Practice on Plagiarism 
 
Suspected or alleged plagiarism must be handled in accordance with the Code of 
Practice. 
 
The definition of ‘Registered Student’ has been broadened for 2012-13 to include; 
‘registered student, external resit student, a student with Thesis Awaited Status or 
Graduand. 

3.2.2 Reasonable Diligence  

Code of Practice on Student Attendance and Reasonable Diligence 
 
Robust reasonable diligence and attendance procedures must be implemented and 
students must be made aware of these procedures.  There should be a procedure for 
recording and monitoring student absences and engagement with studies  

3.2.3 Points Based System for Tier 4 Students 

The Code of Practice on Student Attendance and Reasonable Diligence 
 

The University has obligations relating to the points-based system and the monitoring 
of Tier 4 students.  The Code of Practice on Student Attendance and Reasonable 
Diligence is to be used to underpin these obligations, and attendance/engagement 
monitoring for all overseas (non-EEA) students should be recorded via BIRMS within 
the specified timeframes for each academic session. 

3.2.4 Other Policies 

Drugs and alcohol 
Harassment and bullying 

 

3.3 Extenuating Circumstances and Fit to Sit Procedure 

Code of Practice on Extenuating Circumstances and Fit to Sit Procedure 
  

3.3.1  Extenuating Circumstances 
  

Illness or other unexpected adverse events may affect any student at some time to a 
greater or lesser extent.  The guidelines assist staff to deal with such situations in a 
fair and systematic manner and to assist students in understanding their rights and 
responsibilities.  
 

 3.3.2 Fit to Sit Procedure 
 
 A Registered Student may request a deferral of one or more centrally co-ordinated 
 examinations based on Extenuating Circumstances using the Fit to Sit Procedure.  If 
 the request is granted by the School, the Registered Student’s sitting of the 
 examination(s) will be deferred to the next appropriate opportunity.  By being present 
 at an examination, a Registered Student is deemed to declare him/herself ‘Fit to Sit’.  

3.4 Aegrotat Degrees 

Regulations of the University of Birmingham - Section 7 - Assessment, Progression and 
Award 
 
In exceptional circumstances, where a Board of Examiners considers that a Registered 
Student is unable to complete the requirements of his or her programme due to serious 

http://www.birmingham.ac.uk/Documents/university/legal/plagiarism.pdf
http://www.birmingham.ac.uk/Documents/university/legal/plagiarism.pdf
http://www.birmingham.ac.uk/Documents/university/legal/plagiarism.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-attendance-reasonable-diligence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-attendance-reasonable-diligence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-attendance-reasonable-diligence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-attendance-reasonable-diligence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/drugs-alcohol.pdf
http://www.birmingham.ac.uk/Documents/university/legal/harassment-bullying.pdf
http://www.birmingham.ac.uk/Documents/university/legal/extenuating-circumstances.pdf
http://www.birmingham.ac.uk/Documents/university/legal/regulations-part7.pdf
http://www.birmingham.ac.uk/Documents/university/legal/regulations-part7.pdf
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illness, death or other significant cause, the Board may recommend the award of an 
aegrotat degree, diploma or certificate.  An aegrotat degree should be unclassified. 
Degrees which are subject to fitness to practise requirements shall not be awarded as 
aegrotat degrees. 

3.5 Student Appeals 

Code of Practice on Primary Appeals Procedures 
Code of Practice on Senate Review 
Student Concerns and Complaints Procedure 
 
Appeals are submissions by students seeking the amendment or reversal of a decision 
taken by the Progress and Awards Board of Senate and Boards of Examiners as a 
consequence of their academic performance.  The appeals process is not a method of 
circumventing or setting aside the professional academic judgment of examiners on the 
performance of students but it is a way of ensuring that as far as possible all relevant 
circumstances affecting a student’s academic performance are brought to light and taken 
into account before a final decision is taken on the student’s future.  
 
Investigations and responses to informal (School-level) complaints must be in accordance 
with the Student Concerns and Complaints Procedure (Please also refer to Section 2.9). 
 
3.6 External Examining 

 
Code of Practice on External Examining 
 
A new Code of Practice has been created following the Quality Assurance Agency’s 
newly published guidance on external examining, which forms Chapter B7 of the new UK 
Quality Code for Higher Education. 

4. Staff 

Learning and Teaching Strategy 
Peer Observation of Teaching 
Code of Practice on Personal Tutoring and Academic Feedback  

 
HoSs have specific responsibilities with respect to staff in matters of learning and 
teaching: 

 
Learning and Teaching Strategy  
The HoS shall ensure emphasis on teaching and the development of teaching in staff 
probationary plans, and in staff development reviews with existing staff. 

 
Guidelines on Peer Observation of Teaching: 
Each School must have a scheme for peer observation of teaching, including a Peer 
Observation Coordinator or equivalent. 

 
The HoS shall review Student Support Guidance for staff and provide appropriate staff 
induction and training in accordance with the Code of Practice on Personal Tutoring and 
Academic Feedback 

5. Postgraduate Research 

Code of Practice for Research 
Code of Practice on Admission of Students 
Code of Practice on the Supervision and Monitoring Progress of Postgraduate 
Researchers 
Code of Practice on Split Location Study for Postgraduate Researchers 
Code of Practice on Student Attendance and Reasonable Diligence 
Code of Practice on Assessment of Research Degree Theses 
Annual Programme Review  

Code of Practice on the Teaching and Academic Support of UG and PGT students by 
Postgraduate Teaching Assistants and Undergraduates. 

http://www.birmingham.ac.uk/Documents/university/legal/primary-appeals-procedures.pdf
http://www.birmingham.ac.uk/Documents/university/legal/senate-review.pdf
http://www.as.bham.ac.uk/legislation/complaints.shtml
http://www.as.bham.ac.uk/legislation/complaints.shtml
http://www.birmingham.ac.uk/Documents/university/legal/external-examiner-system.pdf
http://www.as.bham.ac.uk/study/assess/learnandteach.shtml
https://intranet.birmingham.ac.uk/as/registry/legislation/codesofpractice/peerobservation.aspx
http://www.birmingham.ac.uk/Documents/university/legal/personaltutoring.pdf
https://intranet.birmingham.ac.uk/as/claddivision/clad/documents/public/landt-strategy.pdf
https://intranet.birmingham.ac.uk/as/registry/legislation/codesofpractice/peerobservation.aspx
http://www.birmingham.ac.uk/Documents/university/legal/research.pdf
http://www.birmingham.ac.uk/Documents/university/legal/admission-students.pdf
http://www.birmingham.ac.uk/Documents/university/legal/split-location-postgraduate-study.pdf
http://www.birmingham.ac.uk/Documents/university/legal/split-location-postgraduate-study.pdf
http://www.birmingham.ac.uk/Documents/university/legal/split-location-postgraduate-study.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-attendance-reasonable-diligence.pdf
http://www.birmingham.ac.uk/Documents/university/legal/assess-research-degree-theses.pdf
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
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Student Representation System Policy 
 
The University of Birmingham expects all research carried out at the University or in its 
name to be conducted to the highest standards of integrity. The Code of Practice for 
Research provides a framework for the governance of all research throughout the 
University. It requires all those undertaking and/or contributing to research to adhere to 
the highest standards of performance and ethical conduct, and embed good practice in all 
aspects of their work. They must operate honestly and openly in respect of their own 
actions and in response to the actions of others involved in research. 
 
Admissions procedures for postgraduate research (PGR) students will be operated in 
accordance with University legislation and the Code of Practice on Admission of Students 
 
The University’s Code of Practice on the Supervision and Monitoring Progress of 
Researchers defines a minimum basis for supervising and monitoring the progress of 
PGR students.  Colleges through their Research Committees and equivalent may have 
recommended procedures and requirements additional to those defined in the Policy. 
 
The HoS or nominee must ensure that appropriate supervision and monitoring structures 
are in place for all PGR students (lead supervisor, academic supervisory support, and 
mentor or equivalent) in accordance with Code of Practice on the Supervision and 
Monitoring Progress of Postgraduate Researchers. An appropriate number of supervisory 
consultations must be provided for all PGR students.  A formal annual Progress Review, 
from which written records are retained, must also be provided.  Split-location PGR 
students must be provided with an appropriate level of support.  Every PGR student must 
be provided with an opportunity to comment on the standard of supervision, academic 
advice and mentoring received. 
 
The HoS must also provide appropriate induction and training for staff involved in the 
supervision and monitoring of PGR students. 

 
Skills training must be integrated into postgraduate research programmes. Graduate 
School guidance on Training and Skills Development is that effective use should be made 
of postgraduate research students’ training needs analyses (TNA).  TNA is compulsory 
for all postgraduate research students at the University. 

 
Where PGR programmes involve credit-bearing taught elements e.g. MRes, EngD and 
PhD with Integrated Studies, those elements must be subjected to BIQAES Review 
processes. 

 
Where PGR students are employed or used in teaching, this must be in accordance with 
the Code of Practice on the Teaching and Academic Support of UG and PGT students by 
Postgraduate Teaching Assistants and Undergraduates. 

 
PGR students are also included in the University’s Student Representation System 
Policy.  The University suggests separate Staff Student Committees for PGR students 
where this is justified by the number of PGR students. 

http://www.birmingham.ac.uk/Documents/university/legal/student-representation-system.pdf
http://www.birmingham.ac.uk/Documents/university/legal/research.pdf
http://www.birmingham.ac.uk/Documents/university/legal/research.pdf
http://www.birmingham.ac.uk/Documents/university/legal/admission-students.pdf
http://www.birmingham.ac.uk/Documents/university/legal/supervision-monitoring-postgrad-researchers.pdf
http://www.birmingham.ac.uk/Documents/university/legal/supervision-monitoring-postgrad-researchers.pdf
http://www.birmingham.ac.uk/Documents/university/legal/supervision-monitoring-postgrad-researchers.pdf
http://www.birmingham.ac.uk/Documents/university/legal/supervision-monitoring-postgrad-researchers.pdf
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/skills/index.aspx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/skills/index.aspx
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
http://www.birmingham.ac.uk/Documents/university/legal/teaching-academic-support-postgrad-assistants.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-representation-system.pdf
http://www.birmingham.ac.uk/Documents/university/legal/student-representation-system.pdf
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Appendix 1: Approval, Modification and Withdrawal of Modules and Programmes 

The Programme Approval Review Committee (PARC) has delegated responsibility from 
Senate to consider, and if thought appropriate, approve proposals for the addition, 
amendment or withdrawal of programmes of study at the University.  All requests for approval 
or withdrawal of programmes should be agreed at College level, and then submitted to PARC 
for approval via the appropriate college contact within the Curriculum Management Team. 

The process for new programme approval follows the process map below: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For PARC terms of reference, and details of the processes which feed into the Committee, 
please refer to the PARC web pages. 
 
All requests for modification to programmes, and approval, modification and withdrawal of 
modules should be agreed at College level and, if appropriate, advised by the Curriculum 
Management Team; however these do not need to be approved at any higher level than at 
College level.  Data on College approval activity is reported to University Programme 
Approval Review Committee. 
 
The only exception to this process is when extensive modification to a programme is 
proposed.  If the Curriculum Management Team feels that the modifications are so extensive 
as to change the very nature of the programme, the proposal will be referred to the University 
Programme Approval Review Committee as an ‘Exceptional Modification’. 
 
 
 
 
 
 

https://intranet.birmingham.ac.uk/as/registry/policy/programmemodule/index.aspx
https://intranet.birmingham.ac.uk/as/registry/policy/committees/parc/index.aspx
https://intranet.birmingham.ac.uk/as/registry/policy/contact/cmt.aspx
https://intranet.birmingham.ac.uk/as/registry/policy/contact/cmt.aspx
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Appendix 2: Useful Forms   

 
Please note that as forms are regularly updated, links have been provided to the web 
pages from where the most up-to-date versions of the forms can be downloaded, along 
with relevant guidelines. 

University Forms 

 
External Examiners 

 Nomination of External Examiners for Taught Programmes 

 External Examiner Extension form 
 
 
Modules and Programmes 

Programme Forms 

 Plan to Develop a New Programme 

 New Programme Proposal 

 External Advisor Comments  

 Withdrawal of Programme 

 Modification to Programme  

 Research Title Descriptor 

 Programme Specification Form 

 Assessment Methods Matrix 

 Curriculum Map 

 Skills Audit 

Module Forms 

 New Module Proposal 

 Modification of Module 

 Withdrawal of Module 

 Module Specification Form 
 
Staff 
 

 Peer Observation of Teaching 
 
 
Student Forms 

Undergraduate Student Forms 

 Application for a leave of absence  

 Application to transfer degree programme   

 Application to return from a leave of absence   

 Application to permanently withdraw   

 Application for external students to repeat internally   

 Application to defer supplementary assessments   

 Notification of Extenuating Circumstances and Fit to Sit 

 Counselling and Guidance – Extenuating Circumstances Support Form 

 Medical Certificate 

 Student Concerns and Complaints Form 

Postgraduate Taught Student Forms 

 Application for a leave of absence  

 Application to transfer degree programme 

 Application for an extension to thesis submission deadline  

 Application for an extension to maximum period of registration  

https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/external-examiners/ee-nom-form.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/external-examiners/ee-extension-form.docx
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/developnewprogform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/programmeproposalform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/externaladviserform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/externaladviserform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/externaladviserform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/progmodificationform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/researchdiscriptorform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/researchdiscriptorform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/researchdiscriptorform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/assessmentmatrix.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/curriculummap.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/skillsaudit.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/moduleproposalform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/modulemodform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/modulewithdrawform.doc
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/progsmodules/modulespecform.doc
https://intranet.birmingham.ac.uk/as/registry/legislation/codesofpractice/peerobservation.aspx
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/ugleaveofabsence.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/ugtransfer.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/ugreturnleaveofabsence.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/ugwithdrawal.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/ugexternalrepeat.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/defer-exams.aspx
https://intranet.birmingham.ac.uk/as/studentservices/conduct/documents/public/extcircsform.pdf
https://intranet.birmingham.ac.uk/as/studentservices/conduct/documents/public/extcircsmedform(studentsupport).pdf
https://intranet.birmingham.ac.uk/as/studentservices/conduct/documents/public/extcircsmedform.pdf
http://www.as.bham.ac.uk/legislation/complaints.shtml#forms
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/pgtleaveofabsence.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/pgtprogrammetransfer.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/pgdissextensionapplication.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/pgmaxperiodextension.pdf
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 Notification of Extenuating Circumstances and Fit to Sit 

 Counselling and Guidance – Extenuating Circumstances Support Form 

 Medical Certificate 

 Student Concerns and Complaints Form 

Postgraduate Research Students 

 Postgraduate Research Student Records pages 

 Development needs analysis 

 The Personal Development Record 

 Monthly Planning Record (GRS2) 

 Progress Review (GRS3)  

 Application for Leave of Absence (PGR Students) 
 Head of School/Corporate Service Review Form 

 Student Concerns and Complaints Form 

Erasmus Student Forms 

 ERASMUS and Incoming Exchange Students Transcript Request  
 
 
 

 

 
 
 
 

https://intranet.birmingham.ac.uk/as/studentservices/conduct/documents/public/extcircsform.pdf
https://intranet.birmingham.ac.uk/as/studentservices/conduct/documents/public/extcircsmedform(studentsupport).pdf
https://intranet.birmingham.ac.uk/as/studentservices/conduct/documents/public/extcircsmedform.pdf
https://intranet.birmingham.ac.uk/as/registry/policy/complaint-appeal/complaints/index.aspx#forms
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/index.aspx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/dna.docx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/dna.docx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/dna.docx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/rsa/monthlysuprec.docx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/rsa/monthlysuprec.docx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/rsa/monthlysuprec.docx
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/documents/public/rsa/loa.docx
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/student-complaints/hos-cs-review-form.DOC
https://intranet.birmingham.ac.uk/as/registry/policy/documents/public/student-complaints/complaints-procedure.pdf
https://intranet.birmingham.ac.uk/as/studentservices/enquiries/documents/public/exchangetranscripts.pdf

