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A PERSONAL WELCOME FROM THE HEAD OF COMMUNITY STUDIES
To all new students starting your studies welcome to Community Studies.  We hope that your time with us will be a rewarding and academically stimulating experience. To all continuing students, many congratulations on your achievements to date and our best wishes in your future studies.

We aim to offer the highest level of quality tuition in a supportive atmosphere where each individual is treated personally. We pride ourselves on the individual attention students are given, with excellent supervision of independent studies and personal study skills support if needed. Class sizes are small and students benefit from small group teaching and good staff – student relations. 

If there are things that could be changed for the better please let us know. We welcome comments and suggestions from all students on any aspect of what we do.

The prior experience of students on our Community Studies degree is highly valued. We acknowledge that your lives as parents, volunteers and members of varying types of communities, gives you insights and understandings. We want to draw on these important aspects of daily living and lead you into new but connected academic areas .You will be encouraged to reflect in a social science way using ideas and theories from sociology and social policy. The course is very much an interdisciplinary one. There is the chance to dip into a range of other disciplines such as politics, geography, economics, history and psychology. 

You will be learning about social policy and Government interventions.  You will have the opportunity to identify what is involved in working in the community and to consider various contexts such as young people groups or the needs of older Asian women.

This handbook is intended to be used alongside the University of Bolton Student Handbook which contains important information about the modular scheme as a whole, regulations and overall course structure. It will be assumed that you have read and understood these. There is a lot of information in this handbook which we hope you can use as a reference over the year.

We pride ourselves on valuing diversity and encouraging lively but informed debate. So whatever your background we welcome you onto the programme!!!!

Lesley Groom

Pathway Leader Community Studies
Academic Leader Community, Sport, and Biology
INTRODUCTION
Welcome to the 2009/10 academic year. This Programme Handbook is designed to ensure that you can find key information about your programme of study. It should be read in conjunction with your Student Diary, as well as University policies, procedures and regulations which can be accessed via the Student Services homepage. Please read these documents carefully, as you will need to refer to them throughout your time at the University.

Community Studies is part of the school of Health and Social Sciences, which represents the core of the Social Science teaching at The University of Bolton.  Our Community Studies staff have many years experience of teaching and working in the community and we have established relationships with local, national and regional providers.

1.

COMMUNITY STUDIES STRUCTURE AND CONTENT

1.1

Aims of the Community Studies Programme
The aims of the programme are to enable students to develop the following:

The ability to analyse contemporary social issues in a systematic way through an examination of policy and practice;

Many current social problems such as poverty or unemployment can be understood on two levels. There are apparently commonsense or simplistic explanations for them which might refer to individual traits such as idleness or family characteristics. The second approach, however, is to be more balanced and to stand back from prejudgements. A number of questions might be asked to `unpack` the issue. Who says poor people are a problem and why? What is the role of the media in making private concerns public? What different explanations might be offered for the situation such as the state of the national economy or the international market? Are state benefits inadequate or is poverty of relative rather than absolute importance? We can explore various ways in which issues are `socially constructed` or are the products of the nature of the society in which we live. An examination of the effect of Government policy is crucial in this respect.

The development of skills of social scientific investigation and research;

Social science research uses a variety of methods to investigate human beings in their social context. These methods include interviewing, surveys, participant observation, data handling, fieldwork, archival study and literature reviews. You will look into the advantages and disadvantages of these techniques and be given advice on employing them in the field. For your Independent Study you may be actually employing some of these methods in the local area.

Familiarisation with issues concerning the welfare of people in community settings;

The courses that you will study will equip you with an understanding of the application of theory to real group situations. The themes you may choose to follow through could include, Women, Gender and Care, Conformity and Deviance, Ethnicity and Race, Mental Illness (in the second year) and Young People, Children, Housing Problems and Older People (in the third year).

The development of powers of critical analysis and independent thinking which enhance commitment to appropriate values promoting participation in a democratic society;

One of the basic ideas of an Honours degree is that you are developing not just a basic descriptive understanding of theory and research in your chosen subject but a capacity to make informed judgments. Different perspectives may offer varying theories and you will soon be able to draw your own informed conclusions. You will learn how to apply a critical stance to lectures and reading by evaluating the evidence presented. Increasingly you will work on your own initiative, especially in the third year.

In addition for Applied Community Studies Students:

The application of the relationship of theory to practice through a large element of applied fieldwork in the third year in community contexts and settings;

Some students may wish to put theory into practice in a systematic way and to be assessed on skills of working and researching in the community.  We have designed modules that will enable you to undertake a substantial part of the third year working with a community group or activity. This is a real challenge but an exciting one and direct experience in a community context will directly enhance your career prospects at the end of the course.

1.2  

Programme Structure
Both Community Studies and Applied Community Studies courses are designed to establish links between your everyday lived experiences in society and changing Government social policies. The Applied Route takes the vocational element a stage further in building work based experience as a substantial proportion of third year studies, thus enabling you to make a strong link between policy and practice 

Our programme has been scrutinised by colleagues at similar departments from Universities elsewhere and we have been assured that our standards are comparable with theirs. The programme is based on the Quality Assurance Agency standards which have national recognition. We base the design of our modules on appropriate learning outcomes which lead to useful graduate skills such as team work, analytical abilities and communication skills.

1.3 Levels of Study

Modules are allocated to each of three academic levels: level HE4, level HE5 and Level HE6, corresponding broadly to years 1, 2 and 3 of the full time degree programme. You would normally complete each level before being allowed to select modules from the next.  You may be allowed to bring one or two modules forward but this would be dependent on you having completed any prerequisite requirements for those modules. Each level involves greater academic challenge and progressively higher levels of intellectual comprehension and analysis together with the application of subject specific and transferable skills. Each successive level involves more independent academic activity on the part of the student.

Community Studies Level Descriptors
Level HE4 Modules

At level HE4 Students are expected to demonstrate knowledge of the underlying concepts and principles associated with their areas of study, and an ability to evaluate and interpret these within the context of community.  Students should be able to evaluate the appropriateness of different perspectives to the study of communities; and to communicate the results of their study/work accurately and reliably, with structured and coherent arguments.  They should demonstrate skills of describing, defining, illustrating, comparing, contrasting and applying, and the development of skills of analysing and evaluating.  Students should be able to summarise the outcomes of their learning and draw conclusions.  This should demonstrate an ability to identify, present, and evaluate relevant information from appropriate sources.  They should be prepared to progress to undertake further learning and the development of new skills and knowledge within a structured and managed environment.

Level HE5 Modules

At Level HE5 students are expected to demonstrate a grasp of basic concepts, theories and relevant evidence.  They are expected to apply these to appropriate contexts and to critically analyse them in relation to such contexts including practice.  They are also expected to critically analyse practice in relation to appropriate concepts, theories and evidence.  This should demonstrate an ability to identify, present, evaluate, and interpret relevant qualitative and quantitative data, to develop lines of argument and make sound judgements that support the delivery of community work in a range of different contexts. Skills of comparing, contrasting, defining, applying, illustrating, analysing and evaluating should be in evidence.  Students should be able to summarise the outcomes of their learning and draw conclusions based upon critical analysis of subject matter.  Level HE5 work builds upon Level HE4 abilities, demonstrating understanding, application and critical analysis.

Level HE6 Modules

At Level HE6 students are expected to demonstrate Level HE5 criteria.  In addition, students should demonstrate synthesis and independent judgement.  Synthesis involves developing arguments, perspectives and drawing conclusions based upon critical analysis over and above that which can be directly inferred from the subject matter.  Evidence for this includes formulating proposals, deploying concepts or theories to a wider range of contexts, making judgements about the selection of material for inclusion and generating alternative perspectives.  Such synthesis should be characterised by explicit justification based upon logical argument and, where appropriate, sound evidence.  It requires the exercise of independent judgement, originality and creativity in relation to analysis of theory and practice.  Level HE6 work should demonstrate critical analysis, synthesis and a degree of originality.

1.4
Regulations Concerning Programme of Study

We aim to offer both flexibility and choice in the curriculum and you are able to take Community Studies as a full-time or part-time student. The structure of the Modular scheme as a whole is described fully in the Modular Degree Programme General Handbook. A few definitions might help you work your way around the system, which can be bewildering on first sight!

	Honours Degree
	In order to obtain a classified Honours degree full-time students take six Part 1 modules (three per semester) in year one, six Part 2 in year two and six Part 3 in year three (three per semester). The Independent Study is taken in the third year.

The degree classification is based on an aggregate of the 240 credits (usually 12 standard modules) taken in Parts 2 and 3.

To graduate with an honours degree all students must attain 120 credits at H1 (Part 1) and go on to 240 credits at levels H2 and H3 (Parts 2 and 3) to graduate with an Honours degree.

	Levels
	The three years of study is built around the idea of three academic levels of attainment. These levels represent degrees of academic difficulty and progress from foundational concepts at H1 in year 1 to greater levels of complexity at H2 in the second year. You are expected to show a high level of independent thinking and application of theory to practice at H3 in the third year.

	Mode of Study
	Community Studies can be taken as a Single Honours degree, as a Joint, Major or Minor degree (that is with another combination of subjects such as Psychology or Education). 

	Single Honours


	As a Single Honours student you would take three Community studies modules in your first semester and three in your second, to include the core modules of Community Studies, Exploring Contemporary Society, Learning to Learn and Welfare and Social Policy 1.

These are all modules which give you a firm basic background in ‘learning to learn’ as well the foundations of an understanding of community and social policy on which you can build in Part 2. These modules are all at level H1.

In year two Single Honours students would all take three H2 Community Studies in semester one and three in semester two, to include the core module ‘Approaches to Investigating Society’ which covers the fundamentals of how to undertake research and to criticise other people’s evidence.

In year three you would take Independent Study 1 in semester one and Independent Study 11 in semester two (both compulsory) plus four other level three modules.

	Major
	A Major student would take four Community Studies modules (to include the core modules, Community Studies, Contemporary Social Issues and Welfare and Social Policy 1), plus two modules from their Minor pathway over the first year.

In their second year they would take ‘Approaches’ as a core and three other Community Studies modules, plus two of their other subject.

In year three you would take Independent Study 1 in semester one and Independent Study 11 in semester two (both compulsory) plus two level three modules from their Minor pathway.

	Joint Honours
	A Joint student would take three Community Studies modules and three of their other subject over the first year (to include the core modules, Community Studies, Exploring Contemporary Society, Reflecting on Self and Learning to Learn, and Welfare and Social Policy 1). 

In their second year they would take ‘Approaches’ as a core and two other Community Studies modules, plus three of their other subject. In year three they could chose to do an Independent study with Community Studies or a project with their other chosen subject.

	Minor
	Minor students would take two Community Studies modules out of six in each year.

	Part-Time
	If you are a part-time student you will be usually studying two modules per semester, per year either in the evening or daytime, so taking four and a half years to complete your degree rather than three. You would be expected to take all the core modules mentioned previously if the timetable permits. We do try to operate a planned approach to ensure there are a variety of appropriate modules on offer each year especially in the evening. Sometimes it is difficult due to staffing and you might like to take an odd elective module from another pathway within the Modular Degree Programmes.

	Semester
	is a fourteen week term and there are two in a year; running  September to January and, after a week’s break, February to June

	Modules
	are courses on a particular topic.  You need to complete six 20 credit modules to pass Part 1 of your honours degree and twelve 20 credit modules to pass Part 2 (giving a total of 360 credits)


1.5 Programme Specification Document
	1. Qualification

 BA Honours


	2. Programme Title

Community Studies  
	3. UCAS Code


	4. Programme Type

Modular, Single Honours, Major, Minor and Joint, Full –time & Part-time 

	 Main Purposes and Distinctive Features of the Programme:

The BA in Community Studies enables full - time  and part- time students, to select and plan, on the basis of structured guidance from academic staff, an individual programme of study which meets their needs and enables them to achieve the aim of becoming  reflective and  knowledgeable   graduates .The programme aims to enable students to acquire and demonstrate:

1.  The ability to systematically analyse contemporary social issues through an examination of   social policy and practice.

2.   The development of skills of social scientific investigation and research.

3.   Familiarisation with issues concerning the welfare of people in community settings, relevant to those entering the caring professions e.g. social work, health care, probation and Youth and Community work.

4.  The  development of  powers of critical analysis and independent thinking which enhance commitment to appropriate values ( anti discriminatory ) , promoting  participation in a democratic society  



	6. What a graduate should know and be able to do on completion of the programme

	Knowledge and understanding in the context of the subject(s)

1.   Awareness of major foundational concepts/theories re community, state, social policy, ethnicity, class.

2.   Understanding of application of concepts in context of education, health, religion, etc.

3.   Ability to evaluate policies implemented in specific contexts such as with children, young people in UK and elsewhere.

4.    Ability to analyse social issues and structures and make theoretically informed critical judgements.

Cognitive skills in the context of the subject(s)

1.   The capacity for critical reasoning and analysis.

2.   Synthesis of data /maps and interpretation of findings.

3.   Application of concepts. 

4.   Identification and solving of problems. 

5.   Evaluation /analysis of ideas, theories and ideologies.

6.   Application of theories to group situations.
	Subject-specific practical/professional skills:

1.   Competence in use of qualitative and quantitative research methods e.g. social surveys, interviews, statistical analysis, ethnography as well as information technology. 

2.   Ability to carry out social science research and develop conclusions in an essay; report writing and dissertation styles.

3.   Problem solving in real and simulated situations.

4.   Skills connected with community work – outreach techniques.

Other skills (e.g. key/transferable) developed in subject or other contexts

1.   Capacity to learn and investigate.

2.   Effective communication, orally and in writing. 

3.   Numerical and quantitative skills appropriate to the social scientist.

4.   Competent use of information technology to retrieve data and communicate.

5.   Ability to work as part of a team.

6.   Social and political awareness and participation where appropriate. 

7.   Ability to recognise, value and evidence own learning in academic and non-academic contexts. 

	7. Qualities, Skills & Capabilities Profile:

Producing written coursework and to be evidenced by PDP



	A Cognitive
	B Practical
	C Personal & Social
	D Other

	Critical reasoning
	Writing skills 
	Self expression
	

	Theoretical and conceptual thought
	Research methods e.g. Interviewing/

participant observation
	Self motivation

Ability to recognise opportunities for new learning
	Demonstrate a responsible attitude to own personal, educational and career development

Ability to justify and account for personal strategies

	Social problem solving
	Use of communication technology
	Organisation and time management

Ability to create a strategy for self-improvement

Ability to monitor and review progress towards the achievement of goals and targets
	

	Analytical ability
	Processing data
	Teamwork and leadership
	

	Application of theory to real group situations
	Problem solving
	Social interaction and communication
	

	Ability to justify and account for personal strategies
	Ability to develop and review personal strategy
	Ability to evaluate and recognise own strengths and weaknesses and identify ways in which perceived weaknesses might be improved and make best use of strengths
	


	8. Duration and Structure of Programme/Modes of Study/Credit Volume of Study Units

The course is three years full time, 4-5 years part time, organised on a two semester per year basis. Part 1 comprises 6 level 1 20 credit modules. Part 2 comprises 12 level H2 and H3 20 credit modules. Single honours requires 12 Part 2 modules ( 6 H2 and 6 H3 normally ) in Community Studies , Major 8 modules in Part 2  ( 4 in H2 and 4 in H3)in Community Studies, Joint requires 6 modules  in Part 2 ( 3 in  H2 and 3 in  H3) in Community Studies, Minor 4 modules in Part 2 ( 2 H2 and 2H3) in Community Studies



	Part II  

	H3 Honours

Modules


	Core Modules

Independent Study 1 and 2 
	Optional modules: (NB not all optional modules run each semester/year)
Children in the Community

Communities in Conflict

Education in the Community

European Perspectives

Housing Problems and Society

Leisure, Consumerism and Popular Culture

Older People in the Community

Young People in the Community

Community Project I and II

Neighbourhood, Community and Regeneration

Gender and Crime

Health and Illness in the New Millennium 

Project Management in the public/voluntary sector

	Project Work



	H2

Honours Modules


	Approaches to Investigating Society
	Optional: (NB not all optional modules run each semester/year)
Access to Education

Conformity and Deviance
Dynamics of Community Work
Dynamics of Gender and Community

Ethnicity and Race

Mental Illness

Popular Action

Voluntary and Community Work

Work
	Optional ctd;

Poverty and the Community

Religion in the community

The Local State

Politics of Disability

Welfare and Social Policy 2



	Part I (Level 1)  

	First Year 
	Community Studies

Exploring Contemporary Society

Welfare and Social Policy 1

Reflecting on Self and Learning to Learn


	Optional: (NB not all optional modules run each semester/year)
Culture and Community

Introduction to Modern British Politics

Sacred within the Secular

Working with Groups

Volunteering (restricted availability)

Working with Individuals and Groups in Youth Work (restricted availability)

Purpose and Values of Youth Work (restricted availability)

Management and Support of Youth Work (restricted availability)
	

	9. Learning, Teaching and Assessment Strategy

Learning and Teaching Methods

Active learning is promoted by seminars, self directed study, lectures, video viewing and analysis, tutorials, IT sessions, library and guided study, visits to community settings, simulation of bidding exercise.  

Assessment Methods

Assessment tasks are linked to the learning outcomes of each module and are normally completed during and at the end of each semester

Part 1 2,3000 word essays, reports, ethnographic files

Part 2 4,5000 word essays seminar presentations, case studies, Independent Study 10-12,000 words

Assessment Classification System

Pass mark for individual assessment 40%

Final degree classification is based on aggregated performance in 10 Part 2 modules and profile information for marginal candidates

(Marginal criteria operate within 2% each category).  

Honours Classification Bands

Work judged to be First quality:  70%+

     


Work judged to be Upper Second quality: 60 – 69%

Work judged to be Lower Second quality: 50 – 59%


Work judged to be Third quality:
40 – 49%

Work judges to fail Below 40%
	10. Other Information (including compliance with relevant Institute policies)

Date programme first offered:  

March 1994 

Admissions Criteria

2 Advanced level passes in Social Science related areas

Appropriate GNVQ or BTEC qualifications
Successful completion of Access to HE Diploma

Access level 3 min. 12 credits

Non Standard entry : 

Experience and Interview/ diagnostic essay/completion of written personal statement.
Indicators of Quality and Standards : 

1. Validation by panel with external subject specialists.  

2. Quinquennial Review  1999

3. Four  external examiners ( from Sheffield Hallam, Manchester, OU  and Central Lancs Universities) moderate all assignments

4.   Successful QAA Developmental Engagement in   2004

5.   Successful Internal Subject Review 2008-09



Programme Specification Document – Applied Route
	1. Qualification

 BA Honours


	2. Programme Title

Applied Community Studies 
	3. UCAS Code


	4. Programme Type

Modular, Single Honours, Full -time 

	Main Purposes and Distinctive Features of the Programme

The BA in Community Studies/Applied Community Studies enables full - time and part time students, to select and plan, on the basis of structured guidance from academic staff, an individual programme of study which meets their needs and enables them to achieve the aim of becoming  reflective and  knowledgeable   graduates .The programme aims to enable students to acquire and demonstrate:

1.   The ability to systematically analyse contemporary social issues through an examination of social policy and practice.

2.   The development of skills of social scientific investigation and research.

3.   Familiarisation with issues concerning the welfare of people in community settings, relevant to those entering the caring professions e.g. social work, health care, probation and Youth and Community work.

4.   The development of powers of critical analysis and independent thinking which enhance commitment to appropriate values (anti discriminatory), promoting participation in a democratic society.

In addition for Applied Community Studies students:

5.   The application of the relationship of theory to practice through a large element if applied fieldwork in third year in community contexts and settings



	6. What a graduate should know and be able to do on completion of the programme

	Knowledge and understanding in the context of the subject(s)

1.   Awareness of major foundational concepts/theories re community, state, social policy, ethnicity, class.

2.   Understanding of application of concepts in context of education, health, religion, etc.

3.   Ability to evaluate policies implemented in specific contexts such as with children, young people in UK and elsewhere.

4.   Ability to analyse social issues and structures and make theoretically informed critical judgements.

5.   Knowledge in particular of non oppressive and anti discriminatory practice.

Cognitive skills in the context of the subject(s)

1.   The capacity for critical reasoning and analysis.

2.   Synthesis of data /maps and interpretation of findings.

3.   Application of concepts. 

4.   Identification and solving of problems. 

5.   Evaluation /analysis of ideas, theories and ideologies.

6.   Application of theories to real group situations.
	Subject-specific practical/professional skills:

1.   Competence in use of qualitative and quantitative research methods e.g. social surveys, interviews, statistical analysis, ethnography as well as information technology.

2.   Ability to carry out social science research and develop conclusions in an essay; report writing and dissertation styles.

3.   Problem solving in real and simulated situations.

4.   Skills connected with work in a community based context (pro active perspectives).

Other skills (e.g. key/transferable) developed in subject or other contexts

1.   Capacity to learn and investigate.

2.   Effective communication, orally and in writing. 

3.   Numerical and quantitative skills appropriate to the social scientist.

4.   Competent use of information technology to retrieve data and communicate.

5.   Ability to work as part of a team.

6.   Social and political awareness and participation where appropriate. 

7.   Ability to recognise, value and evidence own learning in academic and non-academic contexts.

	7. Qualities, Skills & Capabilities Profile:

Producing written coursework and to be evidenced by PDP.



	A Cognitive
	B Practical
	C Personal & Social
	D Other

	Critical reasoning
	Writing skills 
	Self expression
	Vocational /professional insight at undergraduate level 

	Theoretical and conceptual thought
	Research methods e.g. Interviewing/participant observation
	Self motivation

Ability to recognise opportunities for new learning
	Demonstrate a responsible attitude to own personal, educational and career development

Ability to justify and account for personal strategies

	Social problem solving
	Use of communication technology
	Organisation and time management

Ability to create a strategy for self-improvement

Ability to monitor and review progress towards the achievement of goals and targets
	

	Analytical ability
	Processing data
	Teamwork and leadership
	

	Flexibility and application of theory to real group situations
	Problem solving
	Social interaction and communication
	

	Ability to justify and account for personal strategies
	Ability to develop and review personal strategy
	Ability to evaluate and recognise own strengths and weaknesses and identify ways in which perceived weaknesses might be improved and make best use of strengths
	


	8. Duration and Structure of Programme/Modes of Study/Credit Volume of Study Units

The named award of Applied Community Studies is three years full time, organised on a two semester per year basis open to single honours Community studies students only. Part 1 comprises 6 level 1 20 credit module and is common to all Community Studies students. Part 2 comprises 12 level H2 and H3 20 credit modules. It requires 12 Part 2 modules (6 H2 and 6 H3 normally) in Community Studies, choice as below



	Part II  

	H3 Honours

Modules


	Core Modules

Independent Study 1 

Independent study 2

Working with Community Groups 1 

Working with Community Groups 2 
	Optional modules:(NB not all optional modules run each semester/year
Children in the Community

Communities in Conflict

Education in the Community

European Perspectives

Housing Problems and Society

Leisure, Consumerism and Popular Culture

Older People in the Community

Young People in the Community

Community Project I and II

Neighbourhood, Community and Regeneration

Gender and Crime

Health and Illness in the New Millennium 

Project Management in the public/voluntary sector


	Project Work

All core modules are project work

	H2

Honours Modules


	Core:
Approaches to Investigating Society

Dynamics of Community Work  
	Optional modules:(NB not all optional modules run each semester/year
Access to Education

Conformity and Deviance

Mental Illness

Popular Action

Poverty and the Community

Religion in the community

The Local State

Welfare and Social Policy 2

Dynamics of Gender and Community

Politics of Disability

Ethnicity and Race

Voluntary and Community Work

Working with Individuals and Groups in Youth Work (restricted availability)

Purpose and Values of Youth Work (restricted availability)

Management and Support of Youth Work (restricted availability)
	Optional ctd:



	Part I (Level 1)  

	First Year 
	Core:

Community Studies

Exploring Contemporary Society

Welfare and Social Policy 1

Learning To Learn


	Optional modules:(NB not all optional modules run each semester/year
Culture and Community

Introduction to Modern British Politics

Sacred within the Secular

Working with Groups

Social Inequalities in Britain

Volunteering (restricted availability)

Youth and Community Work (restricted availability)
	

	9. Learning, Teaching and Assessment Strategy

Learning and Teaching Methods

Active learning is promoted by seminars, self directed study, lectures, video viewing and analysis, tutorials, IT sessions, library and guided study, visits to community settings, simulation of bidding exercise.  

Also action research and work in community settings

Assessment Methods

Assessment tasks are linked to the learning outcomes of each module and are normally completed during and at the end of each semester

Part 1 2,3000 word essays, reports, ethnographic files

Part 2 4,5000 word essays seminar presentations, case studies, Independent Study 10-12,000 words, community work evaluations 

Assessment Classification System

Pass mark for individual assessment 40%

Final degree classification is based on aggregated performance in 10 Part 2 modules and profile information for marginal candidates

(Marginal criteria operate within 2% each category).  

Honours Classification Bands

Work judged to be First quality:  70%+

     


Work judged to be Upper Second quality: 60 – 69%



Work judged to be Lower Second quality: 50 – 59%


Work judged to be Third quality:
40 – 49%

Work judges to fail Below 40%
	10. Other Information (including compliance with relevant Institute policies)

Date programme first offered:  

September 2000

Admissions Criteria

( as all Community Studies students )

2 Advanced level passes in Social Science related areas

Appropriate GNVQ or BTEC qualifications

Successful completion of Access to HE Diploma

Access level 3 min. 12 credits

Non Standard entry : 

Experience and Interview/ diagnostic essay/completion of written personal statement.
In addition ACMS students must satisfactorily complete level 1 and apply in writing to join route in year 2.

Indicators of Quality and Standards : 

1. Validation by panel with external subject specialists. 

2.  Four External examiners (from Sheffield Hallam, Manchester, OU and Central Lancs Universities) moderate all assignments

3. New award validated April 1999 by two External Examiners

      4.   Successful QAA Developmental Engagement in 

            2004

      5.   Successful Internal Subject Review 2008-09



MODULE CHOICE:

At the beginning of your studies, you will be given advice and information on the modules that are on offer to you. You will find that on registering for your studies, your First Year Tutor will be there to advise and guide you through the process of enrolling for your chosen modules.

Near the beginning of the second semester you will be notified about dates and times when you should enrol for modules for the coming year. At module enrolment, your First Year Tutor, Module Tutor, Personal Tutor, and Pathway Leader will be there to offer guidance in choosing your modules, whether you are Full-time, Part-time, Single Honours, Joint, Major, or Minor. You will be given information on all modules by module tutors, and it is hoped that you will make your module choice based on your preference and career direction. So, for example, if you have decided that you want to be a social worker, a teacher, a community development worker, a housing worker, or are not yet decided, you will be given advice and guidance on which modules might be the most appropriate or relevant.

At the beginning of the second semester in your second year, again you will be advised and guided through the module choice selection process. Notices will be posted and module tutors will be there to answer any questions you may have regarding module selection
1.7 AT A GLANCE MODULE CHOICE:

COMMUNITY STUDIES - FULL TIME STUDENTS

LEVEL 1

Single Honours - Community Studies Full Time Students – Level 1

All students must take the 4 core modules and 2 optional modules over the academic year.

For Example: 

Exploring Contemporary Society (core)

Community Studies (core)

Welfare and Social Policy 1 (core)

Learning to Learn (core)

Plus 2 optional modules

Joint Honours - Community Studies Full Time Students – Level 1

All Joint students must take 2 core modules in Community Studies and 1 optional module over the academic year. 

For Example:

Community Studies (core)

Learning to Learn (core) or Welfare and Social Policy 1 (core)

Plus 1 optional module

Major - Community Studies Full Time Students – Level 1 

All Major Community students must take 3 core modules and 1 optional module over the academic year.

For Example:

Community Studies (core)

Learning to Learn (core)

Welfare and Social Policy 1 (core)

Plus 1 optional module

Minor – Community Studies Full Time Students – Level 1

All students must take 1 core module and 1 optional module over the academic year.

For Example:

Community Studies (core) or Learning to Learn (core) or welfare and Social Policy 1 (core) 

LEVEL 2

Single Honours - Community Studies Full Time Students – Level 2

All students must take the Level 2 core module and 5 optional modules.

For Example:

Approaches To Investigating Society (core)

Plus 5 level 2 optional modules

Joint Honours - Community Studies Full Time Students – Level 2

All Joint students must take the Level 2 core module in Community Studies and 2 optional modules over the academic year. 

For Example:

Approaches To Investigating Society (core)

Plus 2 level 2 optional modules

Major - Community Studies Full Time Students – Level 2 

All Major Community students must take the Level 2 core module and 3 optional modules over the academic year.

For Example:

Approaches To Investigating Society (core)

Plus 3 optional modules

Minor – Community Studies Full Time Students – Level 2

All students must take 1 core module and 1 optional module over the academic year.

For Example:

Approaches To Investigating Society (core) plus 1 optional module 

LEVEL 3

Single Honours - Community Studies Full Time Students – Level 3

All students must take the Level 2 core module and 4 optional modules.

For Example:

Independent Study 1 (core)

Independent study 2 (core)

Plus 4 level 2 optional modules

Joint Honours - Community Studies Full Time Students – Level 3

All Joint students must take the Level 3 core modules in Community Studies and 1 optional module over the academic year. OR 3 optional modules in Community Studies and an honours project with the other pathway. You must ensure that you complete an honours project either with Community studies or your other pathway.

For Example:

Independent Study 1 (core)

Independent Study 2 (core)

Plus 1 level 3 optional module

Major - Community Studies Full Time Students – Level 3 

All Major Community students must take the Level 2 core modules and 2 optional modules over the academic year.

For Example:

Independent Study 1 (core)

Independent Study 2 (core)

Plus 2 optional modules

Minor – Community Studies Full Time Students – Level 3

All students must take 2 Level 3 optional modules over the academic year. 

In ALL cases you will need to consult with your major pathway as to their requirements.

PART TIME STUDENTS

LEVEL 1

Single Honours - Community Studies Part Time Students – Level 1

All students must take the 4 core modules and 2 optional modules over 3 Semesters.

For Example: 

Exploring Contemporary Society (core)

Learning to Learn (core)

Community Studies (core)

Welfare and Social Policy 1 (core)

Plus 2 optional modules

Joint Honours - Community Studies Part Time Students – Level 1

All Joint students must take 2 core modules in Community Studies and 1 optional module over 3 semesters. 

For Example:

Community Studies (core)

Learning to Learn (core) or Welfare and Social Policy 1 (core)

Plus 1 optional module

Major - Community Studies Full Time Students – Level 1 

All Major Community students must take 3 core modules and 1 optional module over 3 semesters.

For Example:

Community Studies (core)

Learning to Learn (core)

Welfare and Social Policy 1 (core)

Plus 1 optional module

Minor – Community Studies Full Time Students – Level 1

All students must take 1 core module and 1 optional module over 3 Semesters.

For Example:

Community Studies (core) or Learning to Learn (core) or Welfare and Social Policy 1 (core)

APPLIED COMMUNITY STUDIES – FULL TIME STUDENTS

LEVEL 1

All Applied Community Studies students follow the same path and module requirements as Community Studies students.

For Example:

Learning to Learn (core)

Community Studies (core)

Welfare and Social Policy 1 (core)

Exploring Contemporary Society (core)

Plus 2 Level 1 optional modules

LEVEL 2

All students must take 2 core module and 4 optional modules.

For Example:

Approaches To Investigating Society (core)

Dynamics of Community Work (core)

Plus 4 level 2 optional modules

LEVEL 3

All students must take 4 Level 3 core modules and 2 optional modules.

For Example:

Independent Study 1 (core)

Independent Study 2 (core)

Working with Community Groups 1 - Placement (core)

Working with Community Groups 2 - Placement  (core)

Plus 2 optional modules
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1.8 Assessment Summary Table

1.9
Module Templates
Full module detail can be found in the Community Studies Modules Handbook
2.
PROGRAMME SUPPORT FOR STUDENTS
2.1 Programme Management and Delivery
Your programme is managed by Lesley Groom, the undergraduate Community Studies degree Course Leader. The modules are delivered by Module Tutors.  The Course Leader is responsible to the Academic Leader and the Director of the School of Health and Social Sciences.   
2.2 Programme Support

All Programme staff are keen to help to make the time you spend with us as academically stimulating and rewarding as possible. Programme staff have a well deserved reputation for being approachable and being interested in our students’ progress. We also know from experience that students can, often through no fault of their own, face difficulties that may hinder their capacity to perform to the best of their ability. It is our aim to make sure we do everything to help such students achieve their potential despite these difficulties. We will work with students to tackle these difficulties and we will make sure that such difficulties are taken into account in relation to assessments. We provide a range of support mechanisms for our students including the following:

Pastoral Support and Guidance: When you join us, you will be allocated a Personal Tutor who is responsible for ensuring that any personal problems that may affect your ability to study are given due consideration, and that you are given appropriate advice. Normally you will have the same Personal Tutor throughout your years of study with us. This system attempts to provide some continuity for you, as you will get to know one member of staff to whom you can call on for advice. We strongly advise that you keep your Personal Tutor informed of any problems you may be having. Your Personal Tutor will normally indicate which times of the week they are available for consultation.

Academic Support and Guidance: The Course Leader deals with student academic queries or problems that relate to the requirements of the programme over and above those of individual modules. The Course Leader’s role also involves ensuring that all students are allocated Personal Tutors, and that students fulfill the module requirements for their Programme.

Module Tutor: This is the member of academic staff responsible for the day-to-day management of a particular module. The module tutor organises the module teaching structure, organises and collates module assessments, ensures that all students in the module are aware of attendance and assessment requirements of the module, ensures that attendance registers are maintained and acts as the identified individual who you can consult if you experience academic problems in the module. All academic staff act as module tutors for particular modules.

Academic Tutoring:

First year of study: You will find that in your first year of study, whether you are full-time or part -time, you may need academic advice and guidance. For instance, for particular study skills, or how to approach the writing of an essay, or how to go about presenting a seminar paper, in fact, all aspects of writing an academic piece of work. The first person you should see if you are worried about any of the above is your module tutor. Time is given, within each session/class, to helping those students who might need academic guidance. Many of the modules incorporate study skills and essay writing techniques as part of the sessions. You can also see your Personal Tutor about anything that is concerning you about your academic learning. There is also help and guidance available through the Learning Support Service and through our Student Liaison Officer. Your First Year Tutor will arrange for you to visit Learning Support and the Library facilities early on in your first semester. You will be able to find out about what Learning Support has to offer in terms of learning to learn, IT Workbooks, accessing the Internet and e-mail.

Second Year of Study: Again, in your second year of study, all module tutors will be only too happy to help you with any academic problems you have. They are the ones who can help with essay titles and essay content. It is normal practice in most of the module sessions that the last hour is given over to individual academic tutorials. This is where students can have a one-to one tutorial with their module tutor, who will provide help and guidance over any aspect of your work that you may be having difficulties with.

Independent Study: Towards the end of the second semester in your second year, all Single Honours, Major, and Joint students are given information regarding the Independent Study. This is your dissertation, and you will do this in your final year. You will be given an Independent Study Guidelines book to help you in your studies, and you will also be allocated a Supervisor who will advise and guide you while you are undertaking your study. In addition, the Independent Study Co-ordinator will give academic and practical sessions at the beginning of the first semester when you are doing Independent Study 1. All detailed information regarding the Independent Study will be given in the semester before you embark on your study. If you experience any problems or difficulties while doing your study, the Independent Study Co-ordinator is there to help and guide you. Do not hesitate to ask for help.

Applied Community Studies:

During the second semester, and before module enrolment, a meeting is held for all students in the first year. The Applied Community Studies Pathway Leader will give you information and answer any questions regarding the opportunity for students to enrol on the Applied Community Studies Pathway. 

This route is open to all students doing Single Honours Community Studies. However, it has been known, that once students find out about this opportunity, some have transferred from other Joint Pathways onto the Community Studies Single Honours Pathway, so as to enable them to transfer to the Applied route.  If you are thinking of doing this with a view to opting for the Applied Community Studies route, please speak to Elaine Gillibrand to find out if your current studies will be acceptable to this route. 

The Applied Community Studies programme is a new innovation, and has been running since 2000. It gives students the opportunity to gain valuable work based experience, and a chance to do some real research for a community project or for an agency/organisation. You will be given the opportunity to work within a community, voluntary, or local organisation setting. You will have experience of putting into practice, what you have learned from you academic studies. If you are already working within this type of setting, either voluntary or paid, there is also the opportunity for you to transfer to the Applied Community Studies route and include your work experience within the modules on offer. If you have not had experience of working in this setting, and you think that it would enhance your career opportunities, then this programme could be just what you want. Throughout your placement, you will be given supervision and guidance by the placement provider and by an Applied Community Studies tutor. Academic guidance and placement guidance will be continual throughout your time on this programme.

At the beginning of the second semester in your second year, again you will be advised and guided through the module choice selection process. Notices will be posted and module tutors will be there to answer any questions you may have regarding module selection.                     

Part time students:  If you are a part-time student, or a student doing a minor with Community Studies, we recognise that it is not always possible for you to attend meetings that have been arranged during times that are not convenient for you. To this end, we ask you to contact the Pathway Leader, your Personal Tutor, or your Year Tutor. You can let them know that you are unable to attend, and an alternative meeting will be arranged for you. If you are unable to contact either of these tutors then contact the Student Programmes Office. It is important that we are made aware of your circumstances. We can overcome most difficulties if we have your details, so please let the Pathway Leader, your Year Tutor, your Module Tutor, and Personal Tutor know any information that can help us make your time with us as least pressured as we can make it.

Student Programmes Office: This is situated on floor T3-58a. Student Programme Office staff are available to assist with administrative matters. For example, they will issue and receive mitigating circumstances envelopes. The Student Programme Office staff will also pass on written messages to tutors and deal with other administrative queries, for example module change forms, forms to change from full time to part studies and visa versa, forms for suspending studies etc.
Student Services and the Student Centre: Student Services is based in the Student Centre, in the Mall. The team of Student Advisers offer information, advice and guidance on a wide range of student support issues. These include Accommodation, Careers, Chaplaincy, Counselling, Disability, Enrolment and Student Finance. They can also refer you and make appointments for you to see specialist staff.

2.3
Student Representatives

In relation to the management of the programme, you will be represented by your year’s elected representatives on the Community Studies Programmes Committee, the body responsible for planning and monitoring the operation of this programme. 
As well as student representatives, this committee comprises the Community Studies Course Leader (chair) as well as module tutors and representatives from Learning Support and Development. The proceedings of the Programme Committee are reported to the School of Health and Social Sciences Board of Study.

Matters raised by student representatives are always an item of business on the Programme Committee agenda. Information on what we are doing about issues raised by students may be found in these minutes and from Student Representatives. 

Elections for first year representatives are held early in semester one. A list of student representatives is displayed on the Programme notice boards on T3 opposite the doors to the lifts. 

(Also see section 7 Student Feedback)

… Become A Student Representative!

The Students’ Union believes that Student Representative play an important role in representing students and maintaining the quality of courses in the University.  As a Student Representative you are in an excellent position to influence the University.  You have the opportunity to express not just your own views, but to act as the spokesperson for all the learners on your course.  This gives you an opportunity to make a real impact and change the learning experience for learners on your course.
To provide a greater incentive for Students to volunteer to become Student Representatives, we have created a module which will give Students the opportunity to gain extra credits by completing the 'Professional Development Programme in Voluntary and Community Work'.  

Personal Development for Student Representatives.

Be Involved To Evolve! (BITE) 

by Helen Grailey and Lesley Groom

Code: CMS2600

10 credits at level HE5

Description and Purpose of Module

To enable students to broaden their experience and to develop personal and professional skills through undertaking voluntary work as a Student Representative.  The module is designed to develop students' employability by providing opportunities to enhance and apply aspects of knowledge and skills acquired in their academic courses in a professional, work-related environment.  The module will enable students to reflect on and appraise their own level of skills and knowledge identifying areas of strength and weakness. 

All Students Representatives at any level of their studies can take this module.  Students can choose this as an ‘elective’ module, or as an addition to their core modules which will not affect their final transcript.  The module is open to Full and Part time students, and February start students.  

Points to consider:

· You MUST be elected as the Student Representative for your Course BEFORE you can register for this module.  Recruitment of Student Representatives will take place during teaching weeks 1-4 please speak to your Course Leader or Programme Leader about this.

· The Introduction to the module will commence during Teaching Week 5.

· Any Students who signs up to be Student Representatives are eligible to sign up to this module.

· You can still become a Student Representative if you do not wish to take this module.

For more information email info@ubsu.org.uk or visit www.ubsu.org.uk
2.4 

Who do I contact if I have a problem?

General information about how you should deal with issues such as changing a module, or your programme of study etc. and whom you should consult for help when problems arise can be obtained from your Personal Tutor. If the problem relates to a specific module, you should contact your module tutor. In the majority of other cases we strongly recommend that you see your Personal Tutor in the first instance. No matter what the problem or difficulty is it is always better to contact staff earlier rather than later. This makes it easier for a solution to be found.
2.5 How do I make a complaint?
The University has a formal complaints procedure, and full details can be found on the Intranet via the Student Services homepage.
You may wish to initially explore an informal approach by discussing the matter directly with the person concerned, e.g. Module Tutor or Course Leader. If this is not possible or you fail to receive a satisfactory response, you may wish to talk to the Director of School, Dr Margaret Boneham.  Further details are also contained in the University Student Handbook.
2.6
Support for Part-Time Students

If you are a part-time student, you can follow the programme in the same way as full-time students. Part-time students receive essentially the same support through the same systems as full-time students, but there are some additional arrangements you need to be aware of.  As indicated, your attendance is restricted to a maximum of four modules each academic year. If you take more than that you become liable for full-time fees. This means that if you stay in part-time study throughout the course it will take at least 4.5 years to graduation, as opposed to 3 years, for full-time students.

The fact that part-time students’ module selection is affected by domestic and work commitments means that we sometimes have to be more flexible in relation to the normal ordering of modules. If you experience problems in relation to this, please contact your Course leader or Personal Tutor.  If you experience personal problems which interfere with your academic work, you should also talk to your Personal Tutor, who will help you resolve any difficulties. If you decide to change from part-time to full-time study, you may do so provided you can maintain yourself and find the fees, and provided you have successfully completed your studies to date. If you are thinking about going full-time, again you should discuss the move with your Personal Tutor first.

2.7
Students with disabilities, learning difficulties or specific learning needs

The University of Bolton welcomes students with disabilities, learning difficulties or specific learning needs and will make every effort to support those needs. We will help you to develop strategies, discover skills and independence by a multi team, student-centred approach.  We encourage you to work with us to achieve your full potential.  Students are also able to obtain and negotiate ‘Personal Learning Plans’ which once completed are shared with personal tutors.
We have contacts with local and national external bodies concerned with inclusion, disability awareness and disability provision. Advice is available from the University Disability Service on an individual and strictly confidential basis.
Support is available for full-time and part-time students through the Disabled Students Allowance (DSA). Please see the Department for Education and Skills website:

www.direct.gov.uk/en/DisabledPeople/EducationAndTraining/HigherEducation/index.htm. 

If you are not sure whether you qualify for DSA please contact the Student Disability Service.

We have enabling technology rooms containing specialised IT facilities and support staff to help familiarise you with the equipment.  Additionally, you may receive technical support funded through DSA.

2.8
Induction
When you first join The University of Bolton as a student you will be provided with an induction programme. Most of the activities associated with this programme will take place during your first week with the University and are designed to familiarise you with the University and provide essential information to ease the uncertainty of being in a new environment. Induction will also provide you with the opportunity to meet with programme staff.
Details of induction activities will be provided when you enroll. They are useful and so it is in your best interest to attend them all.

If by any chance you have missed the University or Course Induction Programme please see the Course Leader as soon as possible.

3.

ACCOMMODATION AND COMMUNICATION

3.1

Accommodation
The offices of staff in the Community Studies course are located in the Eagle Tower. Teaching rooms are located on T2, T3 & T4 in Eagle tower and are appointed to a good standard, several have dedicated projection and smart board facilities installed. In addition to the classrooms located in Eagle Tower, use is made of the Lecture Theatres on the Deane site.  Use may also be made of facilities in the community in support of field based research. 
Timetables showing the appropriate room numbers and facilities for each module are displayed at the beginning of each semester on the notice board located on level T3 Eagle tower in the corridor opposite the staircase.
Drink and snack machines and telephones are located at the entrance of Eagle Tower. Full counter catering services are available on the ground floor of Eagle Tower (Bistro), as well as in Deane (Deane Deli). In addition to these a café (Athena) and shop are located in Eagle Mall. Private study facilities are available in Eagle library. 

3.2
Opening Hours of Relevant Offices
The location and opening times (Term Time) of relevant offices are detailed below:

	Office
	Location
	Telephone No.
	Opening Hours

	Student Programme

Office
	Eagle Building

Floor T3-58a
	01204  903111


	Monday – Friday

8.45am – 5.00pm

	Student Centre
	Chancellors Mall
	01204  903733
	Refer to notice outside facility or Student Services homepage

	Library and Computing services
	Eagle Tower
Ground floor
	01204  903094
	Monday – Thursday

8.45am –  9.00pm

Friday

8.45am –  5.00pm

Saturday

9.30am – 12.30pm

	24 Hour Access Computing Room
	Eagle Campus
	01204 903563

(LS&D help desk)
	Monday – Sunday

24 Hours

	Careers Centre & Job Shop
	Chancellors Mall
	01204  903083
	Refer to notice outside facility

	Sports Centre
	Deane Campus
	01204  903172
	Monday – Friday
8.30am – 10.00pm

Saturday

10.00am – 5.00pm

Sunday

10.00am – 8.00pm

	Student Union


	Chancellors Mall

	01204  900850 


	Monday – Friday

9.00am –  5.00pm


3.3  
Communication Systems
Good communication between staff and students is important to make sure everything runs smoothly and to fix things quickly and effectively when they don’t. Good communication on a one-to-one basis is also important to make sure individual student needs are addressed and met.

Communication to individual students is usually through e-mail. In some cases letters may be sent to your term-time address. 

There are several notice boards that are used to communicate general information to the entire year of students, or to particular module groups. These are located as follows:

Timetable & Programme information can be found in the notice boards located around the Student Programme Office area. Periodically notices will be displayed more extensively throughout the Eagle Tower informing of arrangements for events like module selection or changes in venue. It is important that you check the notice boards regularly and pay particular attention to notices posted throughout the Eagle Tower.

You will find that general information about the programme may sometimes be communicated to students in the module sessions.

Please ensure that you:

· regularly check your university e-mail;

· regularly scan the notice boards to make sure you are aware of important events, changes etc.;

· inform the Student Information Centre of any changes in your term-time and/or home address as soon as these occur.

Intranet: Throughout the Programme provision you should check the intranet for important information and updates. 

Useful web addresses include:
Learning Support and Development: http://data.bolton.ac.uk/learning/

Student Services: http://data.bolton.ac.uk/studentcentre/

Student Support Officers: http://www.bolton.ac.uk/CurrentStudents/StudentSupport

Officers/ Home.aspx
E-mail: All students at the University of Bolton are allocated an e-mail address. You can find out your own by contacting the Learning Support and Development Help Desk in Eagle library once you have your student ID card. You can access your University email account from remote sources by using the URL: http://webmail.bolton.ac.uk.  It is important that you check your University e-mail regularly.  You should be aware that a strict policy regarding e-mail abuse is in force at the University and anyone found sending offensive or defamatory messages will be facing disciplinary action up to and including expulsion (in addition to any criminal or civil action which may be pursued by affected parties). 

3.4
Contacting Staff

If you wish to see a member of staff outside of class, then you may do so by going to their office. Whenever possible staff will try to deal with your query on the spot. However, due to other scheduled demands (including teaching preparation and marking); they may ask you to come back at an appointed time. If they are not in, it is advisable to contact the staff member by email or voicemail. Alternatively, you can leave a written message for them at the Student Programme Office. However, such messages may take a day or two to reach the staff member.

Staff may make time available each week for ‘drop in’ enquiries and these times are usually displayed on the notice boards or outside their offices. In order to avoid disappointment and wasted time you are advised to adhere to these ‘drop in’ sessions when attempting to see a member of staff. Alternatively you may wish to arrange an appointment with a member of staff.

3.5

Key Personnel

	Staff name
	Position
	Location
	Tel Ext. 
	Email

	Margaret Boneham
	Dean of
School of Health and Social Sciences
	T3-58d
	3759
	mb3@bolton.ac.uk

	Lesley

Groom

	Academic Leader;
Community, Sport & Biology & Pathway Leader for Community Studies
	T3-22
	3761
	lg1@bolton.ac.uk

	Ged

Seacombe

	Community Studies Lecturer
	T3.16
	3769
	gs3@bolton.ac.uk

	Elaine Gillibrand
	Course Leader, Applied Community Studies
	T3.12
	3768
	eg1@bolton.ac.uk

	Chrissie Hepworth

	Community Studies Lecturer
	T3.16
	3754
	ch9@bolton.ac.uk

	Christine Shuttleworth

	Community Studies Lecturer
	T3.12
	3747
	ces1@bolton.ac.uk


4.
TEACHING AND LEARNING

4.1
Teaching and Learning Methods

A variety of teaching and learning methods are employed throughout the programme in order to ensure the acquisition and development of appropriate concepts, knowledge and skills, and achieve the stated learning outcomes. Some of these you will experience during formally timetabled classes with a module tutor, others you may adopt personally to facilitate your own learning.

It is important to realise that the time spent with a tutor during formally timetabled classes is only a small part of the learning time identified for a module. Normally you will spend 3 hours of contact with a tutor per module per week. It is expected that you would spend, in addition to these 3 hours, a further 11 hours of personal study per module per week. This additional time would be spent, for example, engaging in general background reading, preparing for in-class activities, working on assignments or revising for examinations. Early in your studies guidance will be provided as to how you can make best use of this time. As you progress through your programme however, this guidance will become less structured and prescriptive. By the third year of your programme it is expected that you will demonstrate significant independence in your study taking responsibility for the management of your own learning time.

The methods described below are the ones most commonly employed by tutors during your time in the classroom. However, individual module tutors are free to introduce techniques that they view as especially suitable in aiding learning in their specialist area. The teaching and learning strategy for each individual module are detailed in the module specifications.

Lectures: Lectures play an important part throughout the course and will feature in a number of modules. They involve the dissemination of theoretical and empirical information by a lecturer and provide a basic framework that students can build upon through their reading and through other classroom activities.

Seminars: Seminars involve groups of students who meet with a tutor to discuss further reading, issues and problems arising from lecture material, or to undertake case studies or problem-solving exercises. It is common for further reading on a particular topic to be assigned, and one or more students may be required to present an oral synopsis to provide a basis for discussion. Seminars play an important part in encouraging students to think critically about the subject, to analyse theory and information in a systematic fashion, and to enhance understanding of conceptual issues.

Workshops: Workshops are also employed in some modules and involve small groups of students working together on a problem set by the tutor. These workshops may involve working through an example of a particular statistical technique, either ‘by hand’ or using a computer-based statistical package, or on a case study illustrating the application of knowledge and methods to particular scenarios. General assistance with assignment work may be offered in workshops, and they play an important part in increasing students’ confidence in dealing with the subject matter.

Transferable / Key Skills: A degree is not just about subject specific knowledge it is also about skills. Transferable / key skills include basic competence in reading, writing, numeracy, IT and oral communication. But they also include leadership, teamwork, and presentation to groups, data handling and time management. The idea is that skills you pick up in your degree can be applied to other life situations especially, but not exclusively, in the world of work. So for example you may learn about PowerPoint presentations in the context of your Learning to Learn module but the skills you acquire can and should be applied to a presentation on anything. It is important that you include details of these skills when completing your PDP forms in modules and when you apply for employment. 

Reflective Logs and Personal Development Planning (PDP):  PDP is a process that encourages students to learn about themselves and reflect on what they are doing, to value themselves and their achievements, and identify ways of improving themselves. The process is intended to help you become a more effective, independent and confident self directed learner; understand how you are learning and relate this learning to a wider context; articulate your personal goals and evaluate progress toward them; and develop a positive attitude to learning throughout life. As you progress through your programme you will be presented with a variety of experiences and learning opportunities on which you can base your PDP.  There is also a requirement in a number of modules for you to keep a Reflective Log.  The “Skills Rich” modules will provide a focus for this process. For example in the first year module Learning to Learn you will be given instruction in PDP and alerted to the kinds of experiences available for PDP, how to make and keep a reflective log, and how to use them as a basis for goal setting and directing your future learning. In the second year through the Approaches To investigating Society module you will be guided toward a greater sophistication in your reflection and increasing independence and autonomy in identifying learning opportunities and setting your own learning goals. This is a key stage in your programme as it precedes the final year modules. Modules provide significant opportunities for addressing self identified learning needs and will be all the more worthwhile if you have clearly identified what you want to achieve through them in advance. Finally, as part of the final year Independent Study module you will be required to reflect on and evaluate your learning and achievements over the course of the programme and consolidate these in a manner that can be clearly communicated to others who are interested in them, future employers for example.
Tutorials:  These are usually based on small groups of 3 to 4 students who are studying a similar area/issue.  Students should prepare for tutorials, which are generally associated with an assignment, by bringing any plans for discussion.

Visits: You may visit vocational settings to observe practitioners in their work environment.

Guest speakers: Guest speakers are used to bring their expertise to the classroom and give you their first hand experience.

Web CT:  This is a system for managing E-learning.  We are making increasing use of E–learning; and you may encounter it in various modules.  
4.2
Module Assessment and Methods

Assessment serves several functions. The obvious and primary function is to evaluate student achievement. However, assessment also serves to help you organise and develop your learning. Feedback from assessment serves an important educational function and can help you develop your skills and understanding of your own strengths and weaknesses. Many different forms of assessment are employed on the programme, the major forms being as follows:

Coursework Essay: For a number of modules you will be required to produce a coursework essay or essays.  Essays assess understanding of the thrust of the question set, whether you have introduced and appreciate the relevance of appropriate material to the topic in hand and understand its implications, whether you can analyse and evaluate information and whether you can communicate your ideas clearly. Coursework essays are typically set to assess the learning outcomes related to understanding key concepts, demonstrating critical evaluations, and demonstrating the capacity to think independently. The required length of coursework essays can vary depending upon the purpose of the assignment for which the work is assessed. You will be given guidance by the teaching staff on any specific requirements.

Practical/Project Reports: A number of modules require you to write research reports. These reports communicate the published background research and rationale for their study, the way in which the study was carried out, the results and analysis of data, and discuss the implications of the findings in the light of published theory and data. For most types of research there is a specified, standard format employed to structure the written report to aide clear, precise and unambiguous expression. You will be given explicit guidance on the format required for the module. You are expected to be able to follow the format when, in the later stages of the course your own conception, design, execution and analysis of the reported research carries more weight than before. Throughout the programme there is an increasing expectation that you will become progressively more independent in the preparation, execution and reporting of practical and project work. Module tutor support and, for the honours project, supervisor support is always available, but such support will increasingly be targeted at helping you make informed decisions rather than making decisions for you.

Seminar Presentations: Students may be required to make an oral presentation (e.g. from notes or from an essay, using presentational aids where appropriate) in a seminar situation. Some modules may specify such a presentation as part of their assessment whilst seminar presentations in other modules are not part of the formal assessment.

5.
ASSESSMENT

Important information on assessment regulations and other information on assessment (including marking criteria and definitions of grade descriptions) are contained in the Assessment Regulations for the Undergraduate Modular Framework documents which can be accessed via the Student Services homepage. Please ensure that you read and understand this information. It will be assumed that you are familiar with the Assessment Regulations for the Undergraduate Modular Framework. 
PLEASE READ THE FOLLOWING REGULATIONS THAT APPLY TO ALL UNDERGRADUATE PROGRAMMES
ASSESSMENT REGULATIONS FOR UNDERGRADUATE PROGRAMMES
Please find below details for the University’s Assessment Regulations for Undergraduate and Postgraduate Modular Programmes relating to:  Attendance Requirements and Submission of Assessed Work, Penalties for the late Submission of Assessed Work and Penalties for Exceeding Specified Word Limits in Written Assignments (sections 2.2 – 2.4).

These regulations were approved by the Academic Quality and Standards Committee for operation commencing 2009/10 and supersede any relevant regulations already issued.  For continuing students, the operation of these regulations may mean a slight change to the practices and procedures that have been operating on your programme.  

I hope you will see that the regulations are sensible, practicable and equitable and allow tutors to give the maximum support to individual students whilst ensuring fairness for all.

The full regulations are at:

http://data.bolton.ac.uk/aqas/PDF/Main%20Pages%20(1-40)%20Undergrad%20Assessment%20Regs%20(amended%202009).pdf
and

http://data.bolton.ac.uk/aqas/PDF/Postgrad%20Ass%20Regs%20(amended%2007%202009).pdf
2.2 
Attendance Requirements and Submission of Assessed Work 

2.2.1  
In order to progress and achieve the award for which they are registered, students must attend the classes for each individual module regularly and in accordance with any compulsory attendance requirements defined for such modules. Assessment Boards will respect any such compulsory attendance requirements for individual modules in making decisions on student progression and will also have regard to the general attendance requirements of the University. The general attendance requirements of the University are specified in the University's Attendance Policy which may be found at: 

http://www.bolton.ac.uk/Students/PoliciesProceduresRegulations/AllStudents/Documents/StudentAttendancePolicy.pdf) 

Failure to abide by this requirement may result in failure in individual modules and/or failure of a stage of the programme for which they are registered. 

2.2.2 
It is a requirement for all students to submit and/or attend for the assessment of each component of module assessment at the dates and times prescribed. Failure to submit and/or attend without good reason, supported by written evidence, will result in the student being deemed unsatisfactory in the particular component of assessment and a mark of zero will be recorded. It is a student's responsibility to provide written evidence according to the University's procedures for the submission of Mitigating Circumstances. 

2.2.3 
Attendance should be recorded for all elements of a programme. Students who have attendance problems should be reported to the appropriate tutor as defined in the programme handbook for appropriate follow-up action. Students should be warned verbally at first and then if they still persist with low attendance they should be informed in writing and any sponsoring body informed. Students who do not respond to the written warning may be recommended for expulsion from their programme by an Assessment Board on academic grounds.  

2.2.4 
Students who fail to give formal notice in writing by the specified date of their intention to withdraw from their programme or its elements and who do not complete assessments will normally be deemed to have failed the programme or its specific elements. 

2.2.5 
Students must formally request permission from their Programme Leader if they wish temporarily to suspend their studies. 

2.2.6 
If students (by reason of absence, non-submission of work, or poor performance) do not satisfy an Assessment Board in the assessment for any modules and it is established to the satisfaction of the Board that this was due to proven illness or other circumstances found valid on production of evidence, then the Board shall use its discretion to ensure that the students are not disadvantaged or advantaged as a result. 

2.2.7 
In the case of coursework assessments, programme leaders have, in cases of proven illness or other circumstances found valid on production of evidence by the student, discretion to allow the assessments to be submitted late and for them to be marked as if submitted on time. The cases shall then be submitted to the Principal Lecturer responsible for Quality in the School/Centre who shall monitor and regulate the circumstances in which short term extensions are granted. The maximum extension to be granted under these circumstances is 5 calendar days. Any request for an extension to a submission deadline must normally be made by the student, and decided upon by the programme leader, before the original submission date. 

2.2.8 
Requests for extensions for periods longer than 5 days must be made using the Mitigating Circumstances procedures. 

2.2.9 
Should a student submit coursework beyond 5 days after the original submission date then in order to be accepted it will need to be accompanied by an application for mitigating circumstances. In cases where the application is successful, the normal outcome will be a "defer" decision. 

2.2.10 
In exercising its discretion an Assessment Board may decide to allow students to be assessed as for the first time and to vary the form of assessment to be used. A Board may also, provided that there is sufficient evidence to support its judgement, deem students to have passed and, at the award level, ascribe a mark or grade to the module(s). 

2.2.11 
Students, by reason of special educational need proven by acceptable evidence, may be assessed by methods other than those approved for the programme, subject to the operation of the University's published arrangements for such circumstances. 

2.3 
Penalties for the Late Submission of Assessed Work 

2.3.1 
Students who fail to submit assessments by the prescribed date without an extension being granted or without accepted Mitigating Circumstances shall be subject to the following penalties. 

Students who have had a request for an extension granted by the appropriate authority who fail to submit assessments by the negotiated date shall also be subject to the following penalties. 

Notification of these penalties should be included in the programme handbook for the subjects which the students are studying. Assessment Boards will accept assessment marks which have had approved penalties applied to them. 

Up to 5 calendar days late = 10 marks subtracted but if the assignment would normally gain a pass mark, then the final mark to be no lower than the pass mark for the assignment. 

Up to 10 calendar days late = 20 marks subtracted but if the assignment would normally gain a pass mark, then the final mark to be no lower than the pass mark for the assignment. 

More than 10 calendar days late = 0 marks awarded. 

2.3.2 
All assessed work should be submitted as defined in the programme handbook. Extensions may be granted by programme leaders but only in exceptional circumstances and in accordance with 2.2.7 above. Coursework not submitted will be recorded as failed, except under the circumstances noted in 2.2.2 and 2.2.6. 

2.3.3 
Cases of persistent late submission should be brought to the attention of the Assessment Board, which shall exercise its discretion to determine the student's final results. 

2.3.4 
Where assessments are graded Pass/Fail only then they will not be accepted beyond 10 working days of the deadline. However, in cases of persistent late submission of Pass/Fail assessments as defined by the relevant programme authority, academic action may be taken as described in the programme handbook. 

2.4 
Penalties for Exceeding Specified Word Limits in Written Assignments 

2.4.1 
Tutors may choose to specify a maximum word limit for a written assignment (a penalty applies for exceeding this, see 2.4.5 below), 

OR to specify an indicative word length for a written assignment (a penalty applies for exceeding this, see 2.4.6 below), 

OR to specify a guide to the word length of a written assignment (no penalty applies for exceeding this), 

OR not to provide any guidance on the number of words in a written assignment. 

2.4.2 
Where a maximum word limit or an indicative word length is specified for a written assignment, students shall be informed in the assignment brief of the requirement and of the penalty system to be applied if they exceed the specified number of words in the written assignment. 

2.4.3 
Where a maximum word limit or an indicative word length is specified for a written assignment, students shall include the number of words at the end of the assignment. 

2.4.4 
Any specified maximum word limit or indicative word length of a written assignment shall not include references cited in the text, rubric associated with tables, figures, diagrams etc, appendices and reference lists at the end of the assignment but will include any direct quotations. 11 

2.4.5 
Students who exceed a specified maximum word limit for a written assignment shall be subject to the following penalty system. 

A line will be drawn across the assignment at the point of the maximum word limit and the assignment will be marked only up to that line. 

2.4.6 
Students who exceed a specified indicative word length for a written assignment shall be subject to the following penalty system. 

Up to 10% over the specified indicative word length = no penalty 

10 – 20% over the specified indicative word length = 5 marks subtracted but if the assignment would normally gain a pass mark, then the final mark to be no lower than the pass mark for the assignment. 

More than 20% over the indicative word length = if the assignment would normally gain a pass mark, then the final mark to be the pass mark for the assignment. 

5.1 Assessment Strategy

The assessment strategy for the programme is designed to ensure that students achieve the stated learning outcomes for modules constituting their programme and, by summation, the programme as a whole. Each module has clearly identified learning outcomes, and the nature and type of assessment for that module is clearly linked to these learning outcomes. Full module specifications are appended to this handbook. These module specifications clearly identify the aims of the module, the expected learning outcomes and the manner in which these outcomes are to be assessed.

5.2 Assessment Criteria

In assessing your work tutors are looking for five generally accepted skills which undergraduates are expected to acquire and demonstrate with increasing sophistication during the course. They are:

1.
The ability to analyse; to engage with material, theories and issues in a clear, logical and focused way.

2.
The ability to think critically: to analyse the strengths and weaknesses of an argument or explanation without bias.

3. The ability to synthesise: to bring together the elements of an argument or explanation and to construct it on appropriate principles and methodologies.

4. The ability to evaluate: to discriminate between ideas, explanations, theories and concepts and to exercise judgment from a sound basis.

5. The ability to think creatively: to bring a fresh and independent insight to theories, concepts and issues and to express these efficiently.

Full development and effective use of these skills is only possible if they are supported by linguistic competence, both written and verbal.

Specific criteria within modules will vary from assignment to assignment and will be made clear to you before you embark on any task. They will be given to you as part of the specification of the module or as part of the description of the assignment. In addition to these module specific criteria there are a set of general assessment criteria for the Modular Programme Scheme, which will also apply. 
The assessment criteria are described in the Assessment Regulations for the Undergraduate Modular Framework and are repeated here as follows:
        Grade Description

Mark Classification

Work of Exceptional Quality
High

80+


I

Middle

75-79


I

Low

70-74


I


Work of Very Good Quality
High

67-69


II.i

Middle

64-66


II.i

Low

60-63


II.i


Work of Good Quality               High
57-59


II.ii

Middle
54-56


II.ii

Low

50-53


II.ii


Work of Satisfactory QualityHigh

47-49


III

Middle

44-46


III

Low

40-43


III


Unsatisfactory Performance    Borderline
35-39


BF

Clear Fail
below 35

 F

The definitions of the above criteria are:

Work of Exceptional Quality:
Virtually all of the relevant information/skills accurately deployed.  Excellent and exceptional grasp of theoretical, conceptual, analytical and practical elements.  Very effective integration of theory, practice and information in relation to the objectives of the assessment.  Substantial evidence of originality and creativity as appropriate to the subject.

Work of Very Good Quality:
Most of the relevant information/skills accurately deployed.  Good grasp of theoretical, conceptual, analytical, practical elements.  Effective integration of theory, practice and information in relation to the objectives of the assessment.  Significant evidence of originality and creativity as appropriate to the subject.

Work of Good Quality:
Some of the relevant information/skills accurately deployed.  Adequate grasp of theoretical, conceptual, analytical and practical elements.  Fair integration of theory, practice and information in relation to the objectives of the assessment.  Some evidence of originality and creativity as appropriate to the subject.

Work of Satisfactory Quality:
Some omissions in the deployment of information/skills.  Some grasp of theoretical, conceptual, analytical and practical elements.  Limited integration of theory, practice and information in relation to the objectives of the assessment.  Limited evidence of originality and creativity as appropriate to the subject.

Unsatisfactory Performance (Fail)
Borderline Fail:
Deficiencies or omissions in information skills, theoretical, conceptual, practical elements.  Limited integration of these in relation to the assessed work’s objectives.  Some relevant content and marginal evidence of skills, knowledge or creativity which could, in the light of overall performance, constitute the basis for consideration for an overall pass grade at the examiners’ discretion.

Clear Fail:
Little evidence of the information, skills, theoretical, conceptual, analytical, creative or practical elements relevant to the assessment.  Mainly irrelevant and/or incorrect information provided.  Scant evidence of understanding of the requirements of the assessments.

Assignments will indicate the assessment criteria to be used. You should read these criteria carefully, as they will help you decide how to maximise your mark by fulfilling all the criteria as effectively as you are able.

5.3 Guidelines for the Preparation and Submission of Assignments:

1. Assignments should be word-processed in Arial 12 point font, be double-spaced, on A4 size paper, leaving a margin of 2.5cm on the left and right sides. Headers and footers should be contained within a similar 2.5cm top and bottom margin. Writing should appear on only one side of the paper, be fully justified and with each page being numbered in the footer, numbering to be centred.

2.
There should be a title page detailing the programme, module title, assignment title, student number, marking tutor and date of submission. Do NOT put your name on the assignment. It is good practice to put your student number in the top left hand side of the header of each page, and the date of submission in the top right. 

3.
Word Count. You are expected to revise and edit your assignment to remain within +/- 10% of the allocated word limit for that piece of work. In order to ensure that word counts can easily be checked you should include the following.


A note of the word count as performed by your word processing package (in Word menu = tools: – word count) 

A deduction from this total for all tables, figures, quotations, appendices and references which DO NOT count towards the overall word limit.

Assignments that exceed the word count by over 10% will be ruled through after the word count plus 10% has been reached. The work will be marked only on the text that remains within the word limit. 

Assignments containing less that the word count limit will not have marks deducted (even if these are more than 10% short). However, it is likely to be an exceptional piece of work that covers the assignment requirements fully in much less than the set word count less 10%.

4.
Students should produce two copies, one for handing in and one to be retained for personal reference.

N.B. On rare occasions assignments may go missing for a variety of reasons. If you do not retain a reference copy and your assignment is unfortunately lost, you may have to repeat the work.

5. All written work must be referenced using the Harvard System, full details of which are available from the Learning Support and Development website: http://www.bolton.ac.uk/learning/helpguides/studyskills/harvard.pdf
6. Unless otherwise notified by your module tutor, assignments should placed, with a white general cover sheet in the Assignment Post-box next to the School of Health and Social Sciences Student Programme Office (T3 -58 Eagle). This may be done on or before the published submission date. Assignments not available at this time will be considered late unless an extension has been previously agreed (see Section 11.10 below). 

Please note that all assignments are date stamped by the Student Programmes Office once they have been taken out of the post-box. It is this date stamp which is taken into account (rather than the date stamp which the student may make themselves on the general cover sheet).
Please note that any marks presented to you during the semester are provisional only and subject to ratification by the relevant examination board. 

7.
Students may post assignments to the tutor.  The Department does not accept any responsibility in the event of the assignment not reaching the tutor. If it is necessary to post an assignment into college, do so by Recorded Delivery and ensure that you retain a copy. The date of the postmark will be accepted as the submission date.

8.
In exceptional circumstances alternative submission arrangements may be made, but they must be agreed with the marking tutor.

9.
It is your responsibility to ensure that the assignment is submitted to the marking tutor.  No responsibility will be taken for assignments left with colleagues, given to friends to hand in, left on desks or slid under staff room doors.

YOU SHOULD ALWAYS ENSURE YOU KEEP A COPY OF ANY ASSIGNMENT SUBMITTED BY WHATEVER METHOD

5.4
Moderation of Marks

There is a robust system of moderation in place for ensuring the quality and consistency of marking both within modules and between them. For each assignment submitted the identified marking tutor first marks the scripts. A sample equating to approximately the square root of the module cohort (e.g. 5 scripts selected from a cohort of 25 students) is selected, representative of the range of marks awarded. A second tutor then marks this sample. 

This second marking is normally undertaken without sight of the first marking tutor’s summary comments or knowledge of the mark awarded, although where the script has been annotated, the second marker would have sight of these annotations. The two sets of marks are then compared and, if in close agreement, a final moderated mark determined. 
If the two sets of marks are significantly different then further action is agreed which may require the whole cohort of scripts being remarked. 

The same sample of assignment scripts is then sent to the external examiner for further moderation. In most cases this sample would be the same as that which had been internally moderated. However where time is limited internal and external moderation may have to occur in tandem. In this case, two samples would be selected, one for internal moderation and one for external moderation. The external examiner’s comments are taken into account at the relevant programme examination board at which time any further adjustment of the assignment marks is agreed.

In the case of final year projects, all are internally second marked and all are sent to the External Examiner.
5.5 
Feedback on Assignments
When your marked assignment is returned to you it will be accompanied by feedback on your performance which will help you to understand the rationale for the mark achieved, and also help you improve your performance in future assignments.  In some cases a model or outline answer may be given.  If you have failed the assignment this feedback will be especially important, as you will have to rectify any shortcomings if you are given a referral assignment.  The referral assignment may be different from the original, failed assignment.

5.6
Referencing 

In any coursework assessment it is essential you clarify your sources of information in the appropriate manner. 

It is important that you cite sources throughout the main body of text whether or not they are directly quoted. At the end of the assignment, you should then provide a complete reference list of all materials referred to in the text. Your reference list should only refer to sources explicitly referred to in the text. 

Further information on the details of referencing can be found on the Learning Support and Development website: http://www.bolton.ac.uk/learning/helpguides/studyskills/harvard.pdf. Your Personal Tutor and/or Module Tutor will be happy to provide clarification and explanation of the leaflet if required. It is your responsibility to ensure that all references used in the text of your coursework are properly referenced and acknowledged.

5.7 

Use of Unfair Means and Turnitin
The University has a responsibility to ensure that the standards of its awards are maintained and that its qualifications are not achieved through the use of unfair means.  The regulations on the Use of Unfair Means in Assessment cover  not only students who deliberately set out to cheat e.g. by taking unauthorised material into exams, but also those who do not follow normal academic rules, e.g. by acknowledging the ideas of others through proper referencing. 

Unfair means includes plagiarism (giving the impression that you have written or thought something when you have borrowed it from someone else), collusion (working collaboratively with another student and then submitting the work as all your own work), and cheating in examinations. 

You should familiarise yourself at the earliest opportunity with the University’s Unfair Means Regulations and Avoiding Plagiarism which are available as part of the Examination Regulations via the Quality Assurance and Enhancement Unit’s homepage (www.bolton.ac.uk/aqas/). You can also get on-line help through BISSTO available via Learning Support and Development’s home page (www.bolton.ac.uk/learning/)
Cutting and pasting information from electronic internet sources (web pages, e-books and electronic journals) and presenting it as though it were your own writing is a serious form of academic dishonesty, plagiarism.  Although instances of this remain infrequent, the number does seem to be increasing and, worryingly, students who are interviewed about it report that this practice is considered acceptable in schools.  Academic staff consider that the time consuming process of detecting and identifying plagiarism does not represent best use of their time.  The School of Health & Social Sciences has therefore introduced a policy to prevent this practice by use of TurnitinUK, an online service that enable institutions and staff to carry out electronic comparison of students’ work against electronic sources including other students’ work.  The policy, from 2008/9, is to require all new students to provide evidence with each assignment submitted for assessment that it has been processed through TurnitinUK and does not contain plagiarised material.  Students will be informed, within relevant modules, of the process to be taken; it requires work to be in electronic format.  Although the system is fast, students will need to allow at least one day to obtain the required information from the system.  Similarly if a student’s work does not meet the criteria for independence, they will need to allow time to re-write it.

5.8
Mitigating Circumstances

Sometimes circumstances happen outside your control that may affect your performance or your ability to submit assessments or sit examinations. It is important that you read the procedures for submitting requests for consideration of mitigating circumstances. REQUESTS FOR CONSIDERATION OF MITIGATING CIRCUMSTANCES SHOULD BE SUBMITTED AT LEAST 5 WORKING DAYS BEFORE THE ASSESSMENT/ASSIGNMENT DEADLINE DATE AND SHOULD ALWAYS BE ACCOMPANIED BY RELEVANT DOCUMENTARY EVIDENCE. The procedures are available via the Student Services homepage
(www.bolton.ac.uk/studentservices/).

It is advisable, where possible to seek advice support from your Personal Tutor before submitting mitigating circumstances documentation.

Please remember that extenuating circumstances will only be taken into account where they are exceptional and unforeseen. Claims based on unexceptional or foreseeable circumstances will not be successful.

5.9
Publication of Results

Following the Programme Assessment Boards, you will be able to access your results via “Current Students” and “My Details” on the University web pages:

See https://evision.bolton.ac.uk/urd/sits.urd/run/SIW_LGN.

Please note that these results are provisional until they have been ratified by the School Assessment Boards.

A hard copy of your ratified results is sent out following the School Assessment Boards, along with notification of any resubmissions/repeats required. These documents are posted to the addresses held on our database.   It is therefore important to notify the University of any change of address. 

Semester 1 results are usually posted to your term-time address, whereas Semester 2 results are usually sent to your home address. If you wish to receive results at an alternative location, you should notify the Student Programmes Office on T3.

5.10      Requests for reviews of decisions of boards of examiners (Appeals)

University’s regulations set out a number of grounds on which you can ask for a review of an assessment decision.

These include: 

· illness or some other factor which affected your performance but which you were unwilling or unable to divulge before the Assessment Board made its decision; 

· a material administrative error, the assessments were not conducted in accordance with the University’s regulations,  or some other irregularity;

· the decision of an Assessment Board about the use of unfair means or the  consequent academic action is unreasonably severe.

The grounds do not include questioning the academic judgment of an Assessment Board. 

You can request a review of an Assessment Board decision by writing to the Secretary to the Academic Board in the Quality Assurance and Enhancement Unit, giving reasons and including supporting evidence within 14 days of publication of the Assessment Board’s decision.  Full details of the procedures are available within the Examination Regulations via the Quality Assurance and Enhancement Unit’s homepage (www.bolton.ac.uk/aqas)

6.

Attendance and Withdrawal

You will be expected to attend 80% of all timetabled sessions of a module and module tutors will keep attendance registers. Student Data Management are regularly advised of absences and the University has an obligation to inform your Local Authority (where applicable) of any absence of two weeks or more where there are no justifiable reasons. 

A student who is absent for a continuous period of at least four weeks (60 days if for illness) without written explanation and/or approval of the designated Course Leader/Personal Tutor will be deemed to have withdrawn from the course or programme of study and their registration will be cancelled and their LEA/SLC Sponsor informed.

Attendance records can also be taken into account in Assessment Board decisions on a student’s performance in a module, particularly in the case of deciding whether further attendance in a module is required after unsatisfactory performance. Furthermore, attendance records are taken into consideration when writing references for employment, as many employers ask tutors to comment on attendance in references for job applications. 

Where you are likely to miss one session only, you should contact the module tutor concerned, preferably in advance of the lecture. Where you are likely to be absent for more than one session, you should also contact your Personal Tutor.

In the case of extended absences from a module, you should provide the module tutor/personal tutor with a written explanation. You should also seek to obtain copies of any supporting medical notes or equivalent. 

If for any reason you cannot continue with your course of study it is important that you immediately notify the Student Centre of you intention to either suspend or withdraw. If you simply stop attending you will remain liable for any fees payable to the University until your registration is terminated.

For further details see the General Regulations found on the University intranet accessed via the Student Services homepage.

7.
STUDENT REPRESENTATION & FEEDBACK
7.1
Community Studies Course Committee

This consists of all the Community Studies Team and includes module tutors who are contributing to the Community Studies programme; Student Representatives from the Community Studies Programme, including Full-time and Part-time students, from each year cohort. In addition to the above, we also have representatives from the Library and Student Support and Guidance Services. 
This Committee meets once per semester and Community Studies students, via their Student Representatives are given the formal opportunity to raise any issues that are relevant to the Community Studies Programme and any other business that relates to the students’ overall experience of doing their degree.

7.2
Student Representation

The Course Committee was set up to enable students to have a voice in the general running of the Community Studies Programme. While we are able to foresee problems or difficulties that students may face regarding the programme, we are human beings who, sometimes get things wrong or do not anticipate issues correctly. We need feedback from students, and to this end we encourage students to be active in bringing issues to our attention. Student Representatives are nominated by their peers, and, through a series of training programmes that Bolton University runs, they are able to represent their peers in an effective manner. If you need to bring some issue to the attention of your Student Representative, you can do this by looking at the Student Notice Board (to find out who your rep is), and then either contact them directly, by e-mail, or the pigeonhole. They can only act on your behalf if you do this. There is no point in just moaning about something to your friends, you need to let your representative know what the issue is and let them inform the Committee formally.
7.3 Module/Programme Evaluation and Feedback

In addition to the Course Committee and the action of yourself in being pro-active, we also have systems in place whereby you can give feedback on the overall experience of the programme, and on individual modules. During the course of each module, usually mid-way through, you will be given a mid-semester Evaluation Form to fill in. This enables the module tutor to assess how things are going and amend/change things if appropriate. Just before you finish doing that module you will be given a Module Evaluation Sheet to fill in. It is important that you fill this in because we need to know your thoughts and experience of each module so that we can change it if it is not fulfilling the aims and objectives with which it was intended. As though those forms weren’t enough, we also have an end of year Questionnaire for you to fill in. This enables us to get an impression of what your overall academic and social experience was at the University of Bolton.  Once we have collated all your views we then produce an Action Plan for each module taking account of student comments noted on the Evaluation Sheets.
The feedback that you give us through these various systems and procedures is crucial to us. If we do not know your concerns, we cannot do anything to alleviate them. We aim to provide the best quality academic experience for you. 

8.
HEALTH AND SAFETY

Extracts from the University of Bolton Health and Safety policy can be found in the Student Handbook. It is important that you read this information. The full Health and Safety Policy Statement is available for reference in the Library.

If the evacuation alarm sounds you should immediately stop what you are doing and evacuate by the nearest convenient exit.  If you have a disability that may make your evacuation difficult, please mention this confidentially to your tutors, and to the Head of the Subject Group.

General guidance on the Safe Use of Computers will be given to you as appropriate at induction and you should at all times follow this guidance. In particular:

· You should not use the computers for longer than 90 minutes at a time without a 15 minute complete break from the screen.

· You should preferably plan your work to enable you to have shorter sessions such as 30 minutes followed by 5 minutes of change or 60 minutes followed by 10 minutes of change.

· You should plan your work so that you do not use the computer for longer than 3 hours a day with at least a day’s break in between.

9.
CONFIDENTIALITY

9.1
In the learning experience

In the learning environment there are many opportunities for the sharing of client/patient and organisational information which could be defined as ‘confidential’.  There is therefore also a great potential for breaking confidentiality, even though this is done without malice and unthinkingly.  It is important to consider the sharing of such information.

At the start of every programme, course leaders should indicate to all students and staff members the importance of confidentiality in both the practice and classroom settings.  Visiting lecturers should also be made aware of this policy, if possible in writing. 

9.2 In the practice placement

Practice placement is a common feature of many of the courses in the health and social care arena.  Each professional must ensure that they abide by their Professional ‘Code of Conduct’.  Those health, community, social care and education workers who are not professionally registered must consider their employers and legal requirements for confidentiality and the sharing of information.  

9.3
In the classroom

Students should be aware at the beginning of each module the ground rules regarding sharing of information and confidentiality.  Tutors or students should respect the confidentiality of patients/clients or other staff members and all presentational material should be anonymised.

It is recognised that at times it is impossible for full anonymity and therefore any classroom discussions where patients/clients or staff may be identified must be treated as confidential. Therefore a classroom may be declared a ‘confidential area, where discussion takes place and finishes in that room that may not be considered outside’.  If information is disclosed which breaches safe practice and legal boundaries, the tutor will need to respond as per codes of professional practice.

Written work

It is the student’s duty to maintain confidentiality.  All work should be checked to ensure there are no oversights or clues to identify patients/clients, staff or names of organisations.

Students MUST always state that they are ensuring confidentiality in their work and how they have anonymised their work.  Reflective diaries and Portfolios must also maintain confidentiality.  Even if a diary is not to be submitted as an assessed piece of work, it is important to consider how confidentiality is maintained and what would be the outcome if this was read by someone else.

Examples of identifying details are:

· Names of individuals, places and organisations

· Headed notepaper or documentation with logos

· Copies of service department policies

· Photographs which could identify a person or place

· Specific unusual clinical details ( e.g. sextuplet pregnancy)

In some cases it may be that permission should be sought by obtaining consent from the client (e.g. in the last example). This consent must be clearly documented.  In the event of publishing work further advice would be needed from an Ethics Committee.

If you breach confidentiality in your work – that is a patient’s/client’s name or that of a member of staff or institution is included in any part of your work – YOU WILL FAIL.  The work will be deemed a technical fail and be awarded a zero mark.  Resubmission will be awarded a maximum of 40.  (Feedback form to be completed.)

Exceptions
Should there be exceptions to the above, for example where an assignment asks for specific information about a place or group – this will be expressly stated in the assignment guidelines. E/g. Health needs assessment, Community Profiling, Portfolios.

Published documents should be referenced as guidelines in Programme Handbook, usually Harvard.

The University will make every effort to ensure that confidentiality of submitted work will be maintained by academic and administrative staff.

Student Confidentiality
Disclosure of information – 

It is also important for education and practice staff to remember that whilst we require students to ensure confidentiality, the same ethical stance must be taken when maintaining confidentiality of students.  
10. INFORMATION LITERACY 
What is Information Literacy?

Information Literacy is the capacity of an individual to “recognise when information is needed and have the ability to locate, evaluate, and use effectively the needed information” (ALA, 1989)

Information literacy “encompasses library user education, information skills training and education, and those areas of personal transferable or ‘key’ skills relating to the use and manipulation of information in the context of learning, teaching and research issues in higher education (SCONUL, 2004)

The Chartered Institute of Library and Information Professional (CILIP): “Information Literacy is knowing when and why you need information, where to find it, and how to evaluate, use and communicate it in an ethical manner” (CILIP, 2004)

An information literate person is, therefore, independently capable of finding good-quality information and making discriminating use of it.

Information Literacy is a set of attributes which individuals need in today’s information-oriented society. Learning from information resources has always been at the heart of any course of study. However, increased access to computers and to information from a variety of sources, and in a variety of formats, highlights the need for information skills in everyday life, and lifelong learning as well as in formal education.

The explosion of internet usage in recent years means that there is now more information, easily accessible to more people than ever before. Issues such as the validity and reliability of information gathered from the internet, in particular, as well as the volume of available information from more ‘academic’ sources, means that the individual has to be increasingly aware of good searching and evaluation skills, especially at the higher education level.
Why do students need to be information literate?

There are two main reasons why students need to use information effectively: because it improves the quality of their learning; and it is an essential skill for them to take with them into their working lives.

Information literacy is clearly an essential academic skill. It creates independent students who do not have to rely on being ‘spoon fed’ by their tutors. Information literate students can critically analyse the information they find, and use it in the most productive way.

The university’s strategic plan states that “the university’s strategic and resource decisions will be based on supporting career-motivated students to develop into competent, confident and committed professionals” (page 3). Information literacy is, therefore, critical to preparing students for employment and to become lifelong learners. 

The Community Studies team are ensuring that students’ are given the opportunity to become ‘information literate’ by the use of formative and summative assessment methods; and by encouraging students’ to demonstrate their competencies in information literacy through learning and teaching methods that tutors employ in each module.

Students’ can access more information and support via the website below:
http://www.informationliteracy.org.uk/Resources_By_Theme/Tutorials_uk.aspx
The University of Bolton is committed to helping each student graduate as an ‘information literate’ person. This means that they will be able to identify, locate and retrieve standard (subject) and other material in printed and electronic form, using appropriate resources. They will be able to synthesise and present retrieved materials in ways appropriate to the task in hand.

Throughout their programmes, students will be given every opportunity to develop their skills in this area, through workshops, seminars, tutorials and self-directed learning.

The Library’s role in this commitment is to facilitate the achievement of the ‘information literate’ state. We will do this, in collaboration with academics, by designing and running relevant sessions, with agreed learning outcomes and key competencies/skills, to encourage the students to meet the required core standards (as described in the university’s Information Literacy Framework).

The core standards are as follows:

· Recognise – recognise the need for information, and the nature of that information

· Find – find the needed information effectively and efficiently

· Evaluate – critically evaluate both the information retrieved and the process used to retrieve it

· Compare – compare and evaluate information retrieved for different sources

· Manage – manage the collected information in a meaningful and efficient way

· Communicate – apply and communicate the information to others in appropriate ways

· Utilise – use information with understanding, acknowledging cultural, ethical, economic, legal and social issues surrounding the use of information

Working with academic colleagues, Subject Librarians will (when appropriate) facilitate learning sessions in a timely manner. The sessions will be designed to meet the Information Literacy (IL) learning outcomes for the relevant level of study, and be subject and assignment specific. The assessment of each piece of work should include recognition of the IL skills included, and Librarians will be happy to be involved in the assessment and feedback process.

The Student Liaison Officers (SLOs) in each School also have a part to play in this process. Again, working in collaboration with academic colleagues and Subject Librarians, they will facilitate learning in the area of the core standards. The SLO offers confidential advice and support on a wide range of academic issues, in order to help students develop their skills for independent learning, and become information literate. These skills include such things as writing essays, reports and dissertations, exam and revision techniques, time management and presentation skills

11. PROBLEMS YOU MAY EXPERIENCE AND WHAT TO DO ABOUT THEM

This ‘at-a-glance’ list is intended to help you pinpoint who to go to if you are experiencing a problem. It is supplementing what has been written in previous sections of the handbook.
	Student Programme Problems



	Initial module choice
	Module tutor/Pathway Leader

	Changing a module
	Student Information Centre/Student Programme Office/Module Tutor

	Checking your programme
	Pathway Leader/Year tutor/Personal Tutor/ Student Programme Office

	Changing your pathway
	Pathway Leaders/Personal Tutor/Student Programme Office

	Academic Progression Problems



	Mitigating circumstances
	Student Programme  Office(T3-58A)/Module Tutor/Personal Tutor

	Module attendance problems
	Module Tutor/Student Programme Office

	Module deferral/referral/fail 
	Module Tutor/Personal Tutor

	Exam Board decisions
	Pathway Leader/Chair of Exam Board /Personal Tutor/

	Personal Issues



	Financial problems
	Student Information Centre/Student Union/Personal Tutor

	General illness
	Module Tutor/Personal Tutor

	Mental health problems
	Lesley Groom/Disability Advisor

	Personal problems
	Personal Tutor/Counsellor/

	Special needs
	Disability Advisor/Personal Tutor

	Quality Assurance



	Module feedback
	Module Tutor/Pathway Leader

	Course feedback
	Course Committee Student Representative/Personal Tutor/Pathway Leader

	University facilities
	Course Committee Student Representative/Appropriate University unit (e.g. ACS, Student Information Centre, Student Union etc)

	Information about other key University personnel, e.g. Finance, Heads of Student Information Centre, Residential Services etc is available in The University of Bolton Student Handbook.




12.      STAFF RESEARCH INTEREST AREAS

	Tutor


	Modules Taught
	Research Interests

	Chris Shuttleworth
	Community Studies

Welfare and Social Policy 1 and 2

Leisure

Culture and Community

Ethnicity and Race
	Consumerism

Globalisation

Widening Educational Access

	Chrissie Hepworth
	Exploring Contemporary Society

Health and Illness in the New Millennium

Dynamics of Gender

Approaches To Investigating Society

Community Studies
	Gender Studies; Crime; Social theory; Feminist Theory



	Lesley Groom
	Independent Study

Poverty

Young People
	Social Class

Social Construction of Identity

Social Inequalities

Unemployment

Young People

	Ged Seacombe
	Exploring Contemporary Society

Approaches to Investigating Societies

Housing Problems and Society

Local State

Modern British Politics

Community Regeneration
	Citizenship

Housing Issues

Local Government/Local Governance

Social Capital

Urban Renewal

	Joe Whittaker
	Politics of Disability
	Politics of Disability

Inclusive Education

	Elaine Gillibrand
	Working with Groups

Working with Community Groups

Dynamics of Community Work
Older People

Community Regeneration
Project Management
	Community Development

Social Policy
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