	Student Entitlement Statement




This statement describes the service all students (full-time, part-time, undergraduate, postgraduate and those on short courses) may expect from the University of Bolton and the responsibilities students are expected to exercise in return. It covers six areas which are seen as central to the provision of a rewarding student experience of the best quality which can be provided with available resources. The areas are:

1. Pre-Entry, Application and Admission 
2. Organisation of Programmes of Study 
3. Teaching, Learning and Assessment 
4. Student Support 
5. Student Representation, Feedback and Complaints Procedures 
6. Programme Completion 

The Statement contains basic information on student entitlements and the responsibilities of staff and students and gives further reference to sources of more detailed guidance at the end of each section. Particular reference should be made to the CD, “Essential Information for New Students”, which contains details of many of the University's academic and general regulations. This statement is meant to underwrite the belief that the University is an educational and social community in which all members have rights and responsibilities in relation to each other. We believe that all students and staff will benefit from stating the major areas in which these rights and responsibilities apply, though we acknowledge that in some areas the entitlements and obligations of students can be more precisely stated than in others. We hope students find the Statement useful and informative during their time with us and we will strive to improve upon the level of service we offer in all the areas covered by it.

1. Pre-Entry, Application and Admission

The University will:-

· provide written information on all its full-time, part-time and short course programmes, its admissions policies and its services for students, which is accurate, up-to-date and in an accessible format 

· deal with individual enquiries courteously, speedily and efficiently, producing decisions on applications as soon as possible 

· arrange open days and/or interviews to enable individuals to find out more about the University and its programmes of study 

· require all programmes to establish clear admissions criteria in accordance with the University’s admissions policy and guidance and to communicate these criteria to applicants 


· provide for the particular needs of international students at recruitment, pre-departure and arrival 

· encourage access from groups which are under-represented in higher education as far as possible by both normal admissions policy and through special access and outreach activities, and endeavour to make provision for those applicants with special needs 

· provide guidance on sources of information relating to student financial support 

· monitor admissions policies, processes and outcomes to ensure that they are meeting the objective of widening access and providing equal opportunities 

· provide guidance, assistance and information in order to help students find residential accommodation 

· provide guidance and information about locally available childcare facilities 

· provide an efficient and speedy admissions system which treats students courteously and enables them to begin their studies without unnecessary delay 

· provide clear criteria on the payment procedures for tuition fees including the provision of payment by instalment facilities 

· provide a Student Diary for all students when they enrol for the first time.

Students are expected to:-

· provide full and accurate information as required when they apply for a place at the University 

· keep any appointment for interview or contact the University beforehand if unable to attend 

· respond within the specified time period to indicate if they wish to accept or reject any offer of a place or risk the withdrawal of the place 

· take up a place offered if they accept it 

· bring all necessary documents and payments (or proof of payment by a sponsor) when they come to enrol at the University 

· adhere to the requirements concerning the payment of their tuition fees, when responsible for these and pay all fees 

· abide by University regulations and by the rules and contractual requirements if they decide to stay in University managed accommodation 

· abide by the equal opportunities policy of the University

Further guidance on pre-entry, application and enrolment is available from Student School Offices, the Student Centre and on the University web-site

Helpful publications are:

· The University of Bolton Prospectuses for Full-Time and Part-Time Students 

· Accommodation Leaflet


· Code of Practice for International Students, Pre-Arrival Pack

2. Organisation of Programmes of Study

The University will:-

· require every programme of study or course to provide a handbook and other sources of information to every student which will provide details of: staff responsibilities; structure and organisation of the programme and how it will be timetabled; academic content; assessment and progression requirements and assessment regulations; attendance and performance requirements; personal tutoring, guidance and counselling arrangements; careers education; student representation; references on where to find out about resources and facilities available to students from Academic Departments and Central Services 

· continually strive to improve the quality of its programmes of study 

· provide learning resources to support programmes of study and strive to improve them within available financial resources 

· offer students the opportunity to express their views on their programmes of study through a variety of methods 

· ensure consideration of ethical, environmental and equal opportunities issues in programmes of study in accordance with University policies in these areas 

· ensure that students are treated with respect and courtesy by staff

Students are expected to:-

· read all information on their programmes of study and familiarise themselves with all regulations and requirements

· attend regularly and comply with programme regulations and procedures 


· provide up-to-date records of their term time and home addresses so that they can be contacted quickly and easily
 
· inform the appropriate person(s) of any difficulties they are having in meeting the requirements of the programme
 

· respond to all requests for information relating to assessment, study choices and progression inform the appropriate person(s) in writing if they are absent, or wish to withdraw from the programme or suspend their studies 

· treat other students and staff with courtesy and respect

Further guidance on the organisation of programmes of study can be found in:

· Course and Programme Handbooks (available from School Offices) The University of Bolton Credit Accumulation and Transfer Scheme Regulations and Student Guide (available from the Quality Assurance and Learning Enhancement Unit)

· The University of Bolton Academic Regulations (available from the Quality Assurance and Learning Enhancement Unit)

3. Teaching, Learning and Assessment

The University will:-

· provide authoritative teaching by appropriately qualified staff and continually seek to enhance the standard of teaching 

· provide accommodation and learning resources to support the learning process and so assist students in meeting the requirements of their programme of study 

· provide clearly defined systems of tutorial support for each programme of study 

· provide appropriate supervisory and other support for the particular needs of research students 

· ensure that teaching and learning environments comply with health and safety regulations 

· provide assistance with study skills and learning support 

· require staff to treat students with courtesy and respect 

· provide fair and equitable assessment procedures which are clearly described to students and which are subject to internal and external scrutiny


· provide constructive feedback on marked coursework to students as quickly as possible, (normally within 4 weeks of the approved handing in date) subject to the     
           requirements of internal and external moderation.

Students are expected to:-

· familiarise themselves with all the teaching, learning and assessment requirements of their programmes of study 

· attend classes regularly and punctually in accordance with attendance requirements 

· submit coursework in accordance with established deadlines and procedures 

· use University facilities and resources carefully and responsibly 

· behave courteously and responsibly to fellow students and to staff 

· participate actively and diligently in programmes of study as required by the curriculum and the teaching and learning methods chosen for its delivery. 

Further guidance on teaching, learning and assessment can be found in:

· Course and Programme Handbooks (available from School Offices) The University of Bolton Academic Regulations (available from the Quality Assurance and Learning Enhancement Unit)


· The University of Bolton Examination Regulations (available from the Quality Assurance and Learning Enhancement Unit)

4. Student Support

The University will:-

· provide information and guidance on access, accommodation, health and safety, equal opportunities, welfare, educational matters, careers and financial matters 

· develop and implement a policy for students with disabilities which will address their particular accommodation and welfare needs 

· provide a catering service for students which offers a range of food at reasonable prices, available during the working day 

· provide recreational facilities for students including a range of individual and group sports and social activities 

· provide support for the religious and spiritual needs of all students 



· make available information and support relevant to the particular needs of international students

· provide a confidential personal counselling service and assistance with educational and personal difficulties 

· treat all personal information divulged by students, in confidence, within the context of University regulations and legal requirements 

· provide access to appropriately resourced library and computing facilities (with published opening times and details of facilities) which enable students to meet the requirements of their programmes of study 

· assist students to improve their English language proficiency, information technology awareness and study skills 

· offer guidance on the use of all learning support facilities and other facilities used by students including those which are provided for students with special needs 

· require all programmes of study to document and operate arrangements for academic and personal support for students 

· provide guidance, information and signing which enables students to locate and use the University's educational and social facilities. 

Students are expected to:-

· familiarise themselves with the services and facilities offered by the University, use them responsibly and comply with the policies and regulations which govern their use, including those on health and safety 

· keep appointments and provide the necessary information in an appropriate form in order to enable the University to deal with particular concerns 

· comply with University policies and regulations which affect the general welfare of students and staff 

· comply with the financial and general regulations of the University 

· take responsibility for their part in the processes of academic, pastoral and personal counselling by regular communication with appropriate staff. 

Further guidance on Student Support can be found in:

· The Student Diary (issued at enrolment by Student Services) 

· Publications of the Student Centre


· Library help guides and booklets


· Course and Programme Handbooks (available from Student School Offices)


· Students’ Union Publications (available from the Students’ Union)

· The University web-site

5. Student/Client Representation, Feedback and Complaints Procedures

The University will:-

· provide for student representation on the Board of Governors, Academic Board, Academic Board Committees, Course/Programme Committees, Equal Opportunities Committee and other representative bodies 

· encourage students to take up positions as representatives on institutional committees and groups, encourage student participation in the Students' Union and the development of its service to students 

· actively seek the views of all students, including those of the Students' Union, take their views into account at all levels and take appropriate action where necessary 

· require all programmes of study to have methods of obtaining student feedback on teaching and learning, programme operation, student support and the learning environment and to act upon it as appropriate 

· require all support services to monitor student and other client opinion on their services and to act upon it as appropriate 

· implement a University-wide student feedback questionnaire on all aspects of academic programmes and support services 

· operate a simple, confidential and accessible student complaints procedure (with an initial reply to a complaint within 10 working days) for all matters relating to academic programmes, services and facilities and publish it to all students in the Student Handbook 

· operate a University academic appeals procedure under the authority of the Academic Board 

· provide procedures and codes for the resolution of issues relating to Equal 
Opportunities and Discipline 

· provide advice from Student Services in the Student Centre and permit representations from their representatives and officers of the Students' Union when considering complaints or appeals 

· keep employers informed about the University's programmes of study 

Students are expected to:-

· find out what forms of representation and feedback mechanisms exist and use them responsibly 

· if elected as student representatives to consult widely with fellow students so as to represent their views fairly respond to requests for feedback on the University's programmes of study and support services 

· raise any concerns with the appropriate person informally but if necessary make formal complaints in writing via the approved procedures 

· read the University's documentation on academic appeals and only lodge a request for an appeal on the approved grounds of personal mitigating circumstances, administrative error or irregularity of procedure


· comply with the outcomes of University procedures and abide by the decisions of procedural committees. 

Further guidance on the operation of feedback and complaints procedures can be found in:

· The Student Diary (issued at enrolment by Student Services)


· Course and Programme Handbooks (available from School Offices) Student Participation in Academic Life (available from the Quality Assurance and Enhancement Unit)


· The University of Bolton Examination Regulations (available from the Quality Assurance and Enhancement Unit)


· The University of Bolton Complaints Procedure (available from the Student Centre)

6. Programme Completion

The University will:-

· offer careers guidance and information to assist students to find employment or go on to further study 

· provide timely publication of assessment results and confirmation of awards, provided students have complied with all University regulations 


· provide relevant academic information on behalf of students to assist them in progressing to employment or further study 

· provide confidential references as required by external bodies, where a student has requested that these are provided 

· offer all students who successfully complete a final award the opportunity to attend an awards ceremony 

· provide the appropriate certificate as proof of final awards obtained by students and any necessary transcript of their achievement provide ways of maintaining contact with former students and providing information on the University.

Students are expected to:-

· make use of the careers guidance service and attend any interviews or briefing sessions arranged for them 

· provide up to date records of their term time and home addresses so that results and other information can be forwarded to them 

· seek the permission of staff before they use them as educational referees 

· reply to correspondence from the University about results, award ceremonies, first employment/further training and other matters following completion 

· comply with all University regulations and financial requirements before they complete their programme. 

Further guidance on the above areas can be found in:

· Here to Help - Your Careers Service
· Conferment Regulations
· Awards Ceremony information
· The Bolt
· Policy on References for Students
· All publications available from the Student Centre
· The University web-site
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