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Introduction

The purpose of this handbook is to tell you something about the programme on which you are enrolled. It provides you with a written record of the programme philosophy, structure and content, as well as key procedures and rules which the programme team have developed to facilitate the success of you and your fellow students.

For students enrolled on the collaborative levels at Cardiff Metropolitan University, this handbook should be read in conjunction with the Cardiff Met Student Handbook which contains the following additional information:

Academic Regulations and Conduct of Examinations

Unfair Practice Procedure

Mitigating Circumstances Procedure

Data Protection and Freedom of Information

Complaints and Appeals

Disciplinary Procedures, Codes of Conduct and Ethics

Health and Safety and Health advice
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Terms and Important Dates
	Winter Semester 

	CLASSES
	September 26 – December 17, 2016

	CHRISTMAS HOLIDAY
	December 19, 2016– January 8, 2017

	EXAM WEEKS
	January 9 – January 15, 2017

	RESIT EXAM WEEKS
	January 23 – February 29, 2017

	Summer Semester 

	CLASSES                                 
	January 23 – April 28, 2017

	EASTER HOLIDAY
	April 14 - April 17, 2017

	EXAM WEEKS 
	May 8 – May 14, 2017

	RESIT EXAM WEEKS
	May 22– May 31, 2017


 

Administrative Groups                               
  
Students have to attend classes with the allocated administrative group (respective programme and level/year of study). In specific cases (under specific circumstances) they may attend particular units with another group only after permission from the Vice-rector for Academic Affairs and/or the Academic Director for which they have to file a request at the respective Student Affairs office.
Students have to sit for exams ONLY with their administrative group – NO EXCEPTIONS ARE ALLOWED! Please note that you will be allowed to sit in for an exam, etc. only upon presenting a valid VUM ID to the invigilator.
Award
The Cardiff Met programmes are offered by VUM according to the conditions of the agreement of VUM with that academic institution. In practice, the academic process at VUM covers everything in an identical way as in Cardiff Metropolitan University and this is controlled by Cardiff Met and external examiners under the rules and regulations of the QAA of UK. Cardiff Metropolitan University academic and administrative rules and regulations are applied together with the VUM rules and regulations. Level 4 and 5 are validated years in which everything is done as in Cardiff Metropolitan University, but the mirror type programme (identical in terms of learning outcomes to the one at Cardiff Met) is administered at VUM. Upon successfully passed 120 ECTS, on Level 6 and Level 7 every student of VUM becomes a full-time student of Cardiff Metropolitan University and he/she has to fulfill both the requirements of the Bulgarian and the British systems for higher education. As a result, upon successful graduation of the three British academic years the student will be awarded with a British Bachelor of Arts (Hons) degree and a Bulgarian degree for Professional Bachelor. For a Bulgarian Bachelor degree, which gives chances for work in the state and local administrations, the student has to study one year more. Obviously such a joint program requires the student to pass Cardiff Metropolitan University exams and to pass exams which add credits for the Bulgarian degree. The student must also gain experience working each summer (2 internships) and present a CW project for the results of the internships. More information about the organization and itinerary will be provided later by student Affairs Office and Student Welfare department.
Programme Management
The Programme Committee consists of all lecturers on the programme, elected student representatives, and administrative staff. The Cardiff Met appointed Moderator (an academic member of staff from Cardiff Metropolitan University) will also attend one programme committee meeting per year. The Programme Committee is chaired by the Programme Director who is responsible to the Programme Committee for the effective operation of the Programme.

The Programme Director will call three formal programme committee meetings per year. Early in the programme the student body will be asked to elect some of their number to represent their views at programme committee meetings and through other appropriate channels. Cardiff Metropolitan University and VUM genuinely value the views of students on all aspects of the quality of their learning experience. Therefore, students should make the most of the student representative system, although it would be counter-productive to use it simply to air petty or trivial grievances.

Regular meetings of the Staff-Student Liaison Committee will also be held and this will provide a forum for an open exchange of views between students and staff. These meetings will take place at least twice per academic session and it is expected that Student Representatives will be in attendance, though other members of the student body are also encouraged to attend.

All students will be asked to complete programme/module evaluation forms during their studies and this information, alongside feedback via the Staff-Student Committee and Student Representatives, will be utilised by the Programme Director in reviewing programmes. Issues identified will be considered at Programme Committee meetings and action taken as appropriate.

Teaching and Learning Methods
Lectures
Formal lectures are used for the transfer of basic subject material. Lecture materials and other learning resources will be made available via email. However, this should not be seen as a substitute for attending.

Lectures provide an opportunity to deliver a broad overview of a topic and to initiate further research and study by students for tutorials, seminars and private study.

Learning resources
All students have access to the University’s electronic academic resources. They are available at: dec.vumk.eu for Varna and Dobrich students and http://www.vum-sofia.bg for Sofia students (Username & Password required).
Seminars
Seminar sessions are used to reinforce material presented by the other methods and to clear up possible misconceptions. Seminars enable students to build on their understanding of the subject gained via the lecture and preparatory readings. Seminars also provide an environment in which you are able to clarify queries and raise questions about the subject. It is also likely that you will be asked to prepare presentations and you will receive formative feedback on assessed activities.
Practical Workshops

Practical workshops are used extensively in a number of modules throughout the programme. In these classes students are able to practise and refine their skills in a supportive environment where they can get feedback from a member of academic staff.  Practical workshops represent a valuable transition between theory and practice.
Case Studies

Case studies present realistic examples and by study, research and discussion students are expected to gain insights into problems that they might otherwise not encounter.
Tutorials

Tutorial sessions are used to reinforce material presented by the other methods and to clear up possible misconceptions. Tutorials enable students to build on their understanding of the subject gained via the lecture and preparatory readings. Tutorials also provide an environment in which you are able to clarify queries and raise questions about the subject. It is also likely that you will be asked to prepare presentations and you will receive formative feedback on assessed activities.
Assessment
Assessments take the form of examinations (seen/unseen, open book, essays/short answers), essays, practical assessments, presentations, role-plays, individual and group reports, a dissertation or enterprise project.  Increasingly assessment also takes the form of reflective blogs and wikis.
Assessments relate directly to learning outcomes and one assessment usually covers a range of such outcomes. 

In designing and deciding upon an assessment format for a module the following factors have been considered:

•
The module learning outcomes and their level, with particular emphasis on the student’s ability to analyse, synthesise, evaluate and communicate information derived from:

-
Module content

-
Learned knowledge from other areas/qualifications

-
Experience

•
The implementation of systematic information-seeking strategies

•
Encouraging students to apply their skills to specific industry/business/management problems

•
Approaching problems in a systematic way and employing test approaches that could resolve those problems

•
Assessment performance criteria, as communicated to the student

•
The validity and reliability of the assessment methods, which are monitored by module leaders, field groups and programme teams

•
Time constraints (for students and staff) and the need to ensure consistency

•
The use of a range of strategies through which a student can demonstrate what he or she knows, understands or can do

•
The need for assessment to allow for review and reflection by the student

•
The opportunity for formative assessment

It is essential when writing essays, examination papers or any form of assignment to write in good English. If you do not express yourself accurately and correctly, then you will almost certainly lose marks.

Writing essays and assignments allows students to demonstrate their own ideas and understanding of a topic. The HARVARD method of referencing is recommended by Cardiff Metropolitan University and VUM, regardless of the type of dissertation or assignment which is written.
Submission of assignments

All assignments are to be submitted printed in the respective Hand-in office and sent to the respective Hand-in office email (according to the campus the student has been enrolled at)  before the date and time stipulated in the assignment briefs.
Attending Exams

Exams must be attended on the scheduled day and time ONLY. In case of extenuating (mitigating) circumstances leading to non-attendance, please contact Student Affairs Office.

Do not book holidays and do not envisage any absences during the Exam periods and Referral (Resit) period. 
RULES FOR THE CONDUCT OF EXAMINATIONS OF THE CARDIFF METROPOLITAN UNIVERSITY AND VUM
General

· The University defines an examination as an assessment undertaken within a constrained period of time in a set location following a specified rubric of instruction. This definition is intended to include practices variously known, inter alia, as ‘examinations’, ‘open book examinations’, ‘mid-term exams’, and ‘in-class testing’. It is not intended to include practices variously known as ‘presentations’, ‘oral examinations’, but in some special cases the student can be asked to do viva voce to prove understanding of the written concepts. This is usually done when the student presents knowledge which is beyond of academic standards and shows extraordinary memory.  

· Candidates must observe all instructions given by an invigilator.

· A candidate who wishes to attract the attention of an invigilator shall remain seated and raise a hand.

· Candidates are required to bring the Student ID Card with photograph. 

· Exams are to be taken on the scheduled day ONLY.

Entering and Leaving Examination Rooms

· Candidates may be admitted to the examination room not more than fifteen minutes before the start of the examination.

· No candidate may enter the examination room later than half an hour after the start of the examination.

· No candidate may leave the examination room other than for illness, or other reason acceptable to the invigilator, earlier than half an hour after the start of the examination.

· No candidate may leave the examination room within the last half an hour of the examination, other than in exceptional circumstances, and this could be done only with the permission of the invigilator.

· For exams lasting up to 1,5 hour candidates are not allowed to leave the examination room. 

Starting and Ending Examinations 

· No candidate shall commence writing until directed to do so by an invigilator.

· Candidates are required to stop working immediately they are instructed to do so by the invigilator.

Examination Stationery and Materials

· All work, including rough work, must be done in the answer books provided. Additional sheets of paper, such as graph paper and drawing, must be clearly marked with the candidate’s Student Registration Number and fixed to the relevant answer book.

· Mathematical tables, charts, etc. which may be provided for candidates’ use are the property of the University, and may not be removed from the examination room.

· Candidates will be instructed via an invigilator or the rubric of the examination paper, what aids are permissible such as, calculators. A candidate who brings into the examination room a calculator other than a type specified in the examination rubric commits an assessment offence.

· Invigilators may inspect any materials or items in the examination room, or in any candidate’s possession, at any time during the examination.

Behaviour during Examinations

· Any form of cheating in examinations is malpractice, and is always treated as a serious assessment offence.

· Throughout the whole of the examination, silence must be maintained. A candidate whose behaviour persistently disturbs other candidates may be excluded from the examination. If the excluded student obstructs the order of the invigilator he/she will be reported to the Director of the programme and might be excluded from the programme. 

· Candidates are not allowed to bring food or drink into the examination room.

· Personal belongings such as a handbag or briefcase must be left in a part of the room, as directed by the senior invigilator, but they remain the responsibility of the candidate.

· Any candidate in possession of a mobile telephone or other means of transmitting or receiving information in any form must make sure that the device is switched off throughout the examination. Permitting such a device to make a sound or using such a device is in breach of the regulations and leads to expulsion from the exam room.
· A candidate may temporarily leave the examination room for illness or other reason acceptable to the invigilator. During such absence, one of the invigilators will accompany the candidate.

Anonymity

· The University operates a policy of anonymous marking of all examination scripts and, wherever practical, coursework. 

· Any attempt by a candidate to invalidate this anonymity is an assessment offence.

HOW EXAM PAPERS AND OTHER ASSESSMENT ELEMENTS ARE EVALUATED/MARKED

The Exam papers are evaluated in several steps:

First, they are evaluated by the VUM lecturer. Second, a double marking is performed again by a VUM lecturer at levels 6 and 7. If the provisional consolidated mark is 40 or above, credit for this module is assigned. This means that the student has passed this module successfully. Please note that the final mark for each module includes marks for all assessment elements (CW, test, exam, presentation, etc.) in the weighting specified in the module descriptors. The fact that you have passed an exam does not always mean that you have passed the module, i.e. if your CW mark is low or you did not submit it. All exam papers are subject of control by representatives of Cardiff Met, as well as by the British External examiner.
And finally, the Exam Board considers all markings and makes decisions about your academic progress. 

Coursework papers (CW)

Coursework papers will also be double marked at VUM at levels 6 and 7.  Double marking at levels 4 and 5 can be requested by the student for verification of the assessment process.
NB: The policy of the Cardiff Metropolitan University and of VUM is that you cannot appeal against a mark awarded for either coursework or exam. The British system presumes that the double marking plus external control guarantees the objective marking.
 NB: VUM applies the ‘in-the-student’s-favour rule’ which means that the last sentence/paragraph of the exam work, which the student could not finish by the end of exam, is interpreted and marked in favour of the student if correctly started.
NB: Please note that there is no Remarking Procedure at the Cardiff Metropolitan University and VUM.

Assessment Feedback

Students can receive feedback on their CW assignments after the feedback date or earlier, if the assignments have already been marked. They would receive a copy of their marking and feedback sheet for the assignment and can read the comments in their marked papers. Students at level 4 and 5 can view their feedback forms at the respective Student Affairs office within 5 working days after they have been notified about the mark.
Student Commitments
Attendance
Students are required to attend at least 80% of lectures, seminars and tutorials. If you fall below this threshold and initial warning will be given verbally by the subject tutor. If the non-attendance continues the Programme Director will issue a written warning which, if still unheeded, may result in termination of your studies.

Plagiarism

It is imperative that you give full and correct acknowledgement of any materials you use in your academic work which are not your own. Presenting copy/paste texts will be regarded as Plagiarism and the case will be presented to the Unfair Practices Committee for their decision. In many cases the decision of UPC is expulsion from the programme. 
It is normal practice to find information and refer to it or quote it in an academic essay and the action of referencing and even quoting (limited texts such as up to 10 words) is actively encouraged. It demonstrates research, reading about the topic and provision of a balanced argument. An assignment should be accompanied by a bibliography detailing all the books you read when preparing the assignment, and the authors from that list have to be referred to in the text. You will need to learn how to reference, support material and short programmes are available in the webpage of your administrative group at www.vum-sofia.bg or at dec.vumk.eu.
Unfair Practice

Where there is any evidence of unfair practice VUM takes the matter very seriously and has rigorous procedures to investigate the alleged offence. Unfair practice can be defined as gaining an unpermitted advantage by cheating. It involves breaking the examination regulations, copying from others, plagiarising, impersonating someone else or making false claims. All work should be the student’s own effort in some way. 
Plagiarism involves taking or using another person’s thoughts or writings and presenting them as if they were your own. To avoid suspicion of this, you must acknowledge all your sources, using a recognised referencing system such as Harvard or APA. You must not copy out passages of text from a publication word for word or simply make slight changes. You must use your own words, unless you insert a direct quotation but, even if using your own words, you must still acknowledge any ideas or concepts that are not your own; if you plagiarise inadvertently, you will still be penalised. 

If you are accused of any type of unfair practice, VUM’s procedures allow you to defend yourself or to be represented and, if found guilty, you have the right to appeal on certain grounds. As part of its commitment to quality and the maintenance of academic standards, VUM reserves the right to use plagiarism detection systems, including Turnitin. It is important that you familiarise yourself with the definition of plagiarism, as anyone found to have plagiarised work or any other form of Unfair Practice will face the most severe sanctions including exclusion and/or cancellation of marks, in appropriate cases. 

There are a number of web sites that claim to check for plagiarism in work that is uploaded to them. Apart from Turnitin, you should not use these sites because, invariably, they are a means to get a copy of your work and then sell it to others. This will also make your own work appear as if it has been plagiarised from those who have purchased it. 

Assignment Format
All assessments require a front cover to module name, assignment title, your ID number, programme and year of study. Always ensure your ID is on every sheet of your assignment and the pages are clearly numbered. The pages should be stapled together.
Your CW papers have to be submitted to respective Hand-in office. They should always be clearly marked with your student number, programme name, module and assignment name. Always keep a backup copy of the assignment. Do not delete your copy until you have the marked assignment back.
For more information about the marking criteria, structure and layout, please see Appendices 1 and 2.
You will receive feedback on your assignment within three-four weeks of submission. Please note that late submission of an assignment and any re-submission will be capped at 40 on module level when students get enrolled at Cardiff Metropolitan University.

Academic Student Support
· Academic Counselling is provided by Prof. Vesselin Blagoev and Prof. Stanislav Ivanov. You can contact them personally in his office or via email at blagoev@iuc.bg and stanislav.ivanov@vumk.eu.

· Personal Tutoring is provided by the staff at Student affairs offices. 
Varna campus by Maya Mileva maya.mileva@vumk.eu 

Dobrich campus by Tatyana Hristova tatyana.hristova@vumk.eu. 

Sofia campus by Karina Milanova milanova.k.iuc.bg
· Careers Advice: Information about job positions that are announced by different organisations will be made available to you at the VUM Facebook page. You can also contact the Manager of Student Welfare department Mrs. Petya Petrova  at petya.petrova@vumk.eu
· Administrative advice is provided by VUM’s Academic Director Vanina Valcheva at vanina.valcheva@vumk.eu  for Varna and Dobrich, and Petya Kmetska for Sofia at petya@iuc.bg
· Financial Advice and information about the fee refund polic is provided by VUM’s Chief accountant Aleksandar Kolev at aleksandar.kolev@vumk.eu. Financial information regarding the tuition fees, deadlines, payment methods, scholarships provided by VUM, and student loan options is available http://vum.bg/tuition-fees/. In case of special circumstances, students might be eligible for fee refund. In such cases students should refer to Mr. Aleksander Kilev  at aleksandar.kolev@vumk.eu.
· Health Advice could be obtained through the respective Student Affairs office and/or Student Welfare department.
· Language study support is provided by Milena Popova (Varna) at milena.popova@vumk.eu Nedka Dimitrova (Dobrich) at neda_dimitrova@yahoo.com and Bonka Nikolova (Sofia) at office@iuc.bg

For any outstanding issues please refer to the Student guide published at VUM’s web page here.
Appeals, Complaints and Academic Regulations
As a student of VUM in a programme which is validated by Cardiff Met, you are subject to a number of the Cardiff Metropolitan University’s regulations including their academic regulations, unfair practice procedure, mitigating circumstances procedure, appeals procedure and complaints procedure.

To make suggestions for changes and/or improvement:
There are regular surveys to gauge student attitudes and obtain feedback and suggestions from as wide a cross-section of students as possible. Student feedback surveys are anonymous and are circulated twice throughout each semester in the third and eleventh weeks. The participation in the surveys is obligatory. A staff member will give the students from the particular administrative group a questionnaire to fill in and will collect the filled in forms in a closed box. The students are given the opportunity to evaluate the lecturers by 10 criteria. 

At the end of each semester the students have to evaluate anonymously each module using the Module evaluation form. The results from the feedback are summarized and discussed during the Programme Committee meetings. 

If you do have a comment or complaint about a particular module, it is usually best to discuss it immediately with the lecturer for that unit. Do not feel you have to wait to go through the formal mechanisms. Remember that a considerate and constructive approach is likely to be most effective.

It is, of course, just as important to offer praise and support where this is warranted – through formal and informal mechanisms. We are always on the lookout to generalize ‘best-practice’ and students can often be in the best position to point out something that could usefully be disseminated. 
Student complaints procedures

The students’ complaint is defined as an oral or written expression of dissatisfaction or concern someone may have about policies, processes, facilities or services provided by the Institution or about actions or lack of actions by the Institution or its staff. In particular: 

1
Students who are dissatisfied with any aspect of the delivery of the lectures, provision of services or with the facilities, may lodge a complaint. 

2
The complaint must, in the first instance, be raised informally verbally or in writing to an appropriate member of the VUM staff at the particular campus. 
Appropriate action must be taken to prevent unnecessary escalation of the complaint.

3
In case the matter cannot be resolved informally, students can lodge a formal written complaint with the Student Affairs Office depending on the nature of the complaint within 10 working days after the matter occurred. The contact person in the particular campus presents the complaint for further investigation to the Complaint Officer.
4
The submission of such complaint starts automatically Stage 1 of the complaint procedure. Within 10 working days the Complaint Officer with the Student Affairs Office has to prove the case. For this purpose they may ask for additional information or arrange a meeting with the students, faculty or staff members. Based on this information, a proposal for decision will be submitted to the VUM Management who may confirm, reject or send back the decision proposal for additional information. Privacy and confidentiality will be maintained and information restricted to only those involved in the investigation and resolution of the complaint.
5
When making a formal complaint the complainant and the person(s) being complained about may be accompanied at any time by a friend, representative or colleague, but not by a solicitor or barrister acting in a professional capacity, unless this is agreed by both parties. If legal action is considered by a complainant, the Institution will take suitable steps to ensure that its legal position is fully protected.

6
If a complainant is complaining as a member of a group, one person must be prepared to act as the spokesperson and correspondent for the purpose of the formal procedure, and all complainants must be able to demonstrate that they have been personally affected by the matter. All complainants must all agree in writing to the spokesperson acting on their behalf.

7
Throughout the process no details about any individual will be given out without his/her permission. Until a complainant’s identification is verified, only information about process and procedures will be supplied.

8
The decision-making procedure may lead to:

a)
Immediate solution of the matter raised

b)
Accepting the complaint and developing an Action Plan for resolving the problem

c)
Rejecting the complaint with appropriate arguments

9
Where the complainant remains dissatisfied with the response from Stage 1 of the Formal Procedure, they may request that the outcome be reviewed by a different investigator at Stage 2, who will be independent of the matter under investigation, normally a senior Institution manager.  In order to initiate this process the complainant must submit details in writing to the complaints point of contact within 10 working days from the date of notification of the outcome of Stage 1, reiterating the grounds for the complaint, the desired outcomes and outlining why the decision of Stage 1 is not satisfactory.

10
Taking into account the substance of the complaint and previous attempts at resolution, the situation will normally be reviewed by the complaints point of contact or her/his nominee (the Independent Investigator) and the complainant will be notified within 5 working days whether the investigation is to proceed. 
11
If the matter raised is not within the competence of the VUM and regards Cardiff Metropolitan University regulations, students will be advised to contact the Cardiff Metropolitan University Contact Person. In such a case the complaint procedure continues according to the Complaint Procedure of Cardiff Metropolitan University (only levels 6 and 7).
12
Students have to be informed within 5 working days after lodging the complaint about the decision taken.
13
If students are not satisfied with the decision, they may ask for a special meeting of the Assessments and Quality Commission at VUM. The Assessments and Quality Commission meeting has to take place not later than 10 days after the student’s request. The decision of the Assessments and Quality Commission is final.

NOTA BENE: Complaints can be lodged by students and prospective students, but cannot be made by a third party.
To submit mitigating circumstances:

All students who have mitigating circumstances have to report them to the Programme Director providing medical or other evidence for that at their earliest convenience, i.e. after end of hospitalisation period. The decision on the mitigating circumstances is of the Exam Board and will be announced privately. You have to complete the mitigating circumstances form and attach to it all relevant document in support of your position. 

To request a withdrawal or suspension:

Any student who wants to submit a withdrawal or suspension request can make it any working day at VUM office or email it to the Vice Rector and the Academic Director.
Accommodation

VUM provides accommodation for students in a dormitory in Dobrich and Varna. For further details you may contact Mr. Stoyan Dimitrov at stoyan.dimitrov53@abv.bg (Varna) and Mrs.Pavlina Aleksieva at pavlina.aleksieva@vumk.eu (Dobrich).
VUM Sofia may assist in getting a place in a dormitory of other university based in Sofia, or to get information about apartments on lease in Sofia. Please contact the Student Affairs Office in Sofia for support. In the last years the rents in Sofia are quite reasonable and most of our students (2 or 3 together) prefer renting an apartment, where they can cook, meet friends, etc.
Learning Centre Services

VUM provides access to EBSCO Business Source Complete, EBSCO e-books, ScienceDirect and Scopus. Access to these databases is available only through the computers at VUM. Students enrolled at Cardiff Metropolitan University have access to the database of the University.
School and Course Representatives

Students’ representatives are elected to represent each ‘year’ in the relevant programmes. Student representatives participate in the Programme Committee meetings, are expected to give feedback and comments, and may raise specific issues. They are our partners in the process of course development. They make suggestions for improvements; they may undertake some project work and participate in a number of activities (e.g. helping out with open days). Elections would take place during the second week of the school year. The student representatives are expected to attend at least 3 Programme committee meetings.
Cheating During Exams

Cheating during exams is considered an unacceptable practice and leads to disciplinary measures as far as it disadvantages your colleagues (competing later on with the cheating person for the same job positions). The following practices will result in disciplinary measures:

i. Starting to work on the exam questions before the invigilator announces the beginning of the exam and working on the exam after the end of the exam is announced.

ii. Turning around during the exam; copying from the papers of other students or other unauthorized sources 

iii. Using unauthorized texts, papers, electronic or other devices during the exam
The violation of these rules and regulations may lead to expulsion from the exam room and the exam work will be marked by the invigilator as terminated for violation of the exam rules and regulations. The student may receive a mark of zero on such an exam.

Disturbing other students and faculty during classes and exams

According to the Regulations, the following actions will be considered as violation of the rules:

i. Speaking to/contacting other students during the exam except in cases of Acts of God

ii. Producing loud/unpleasant/bothering sounds which bother the other students during the classes and exams

iii. Using mobile phones for whatever purposes during the classes and exams. The ringing of a mobile phone is considered a misuse and the possessor of the device will be expelled from the class/exam. Mobile phones are not allowed to be used as calculators.

iv. Leaving the exam room during the first and the last ½ hours of the exam.

The violation of these rules and regulations leads to expulsion from the class/exam room and the exam work will be marked by the invigilator as terminated for violation of the exam rules and regulations. The student will receive a mark of zero on such an exam.

APPENDIX 1 Generic marking criteria for assignment assessment
Please note that marking criteria for each module is specific and is included in therespective module book.
90- 100 A quite exceptional and outstanding answer, providing insights, which would not be in next section, this range is distinguished by superior organisation, economic use of language and totally comprehensive, given the conditions of the exercise. 

80 - 89 
An answer which demonstrates an excellent understanding of the questions and of the complexity of the issues involved.  There is a sound basis of relevant factual knowledge and/or the theoretical issues involved.  Most of the important issues are dealt with in a detailed, specific and systematic way.  There is either some measure of original thinking in the answer or an accurate and comprehensive account is given in a way which demonstrates understanding, for example by structuring the material such that it could not have been based just on reproduction of lecture notes and course material.  Evidence of creativity, critical approach, and wide reading, beyond the core subject matter. 

70 -79 
As above but a slightly less consistently excellent level.  Alternative, this range of mark may be given for an answer which, while not having original insights, gives comprehensive and accurate coverage of the issues at a high level throughout the answer, without significant omissions or errors. 

60 -69 
An answer which demonstrates a clear understanding of the questions and grasp of the complexity of the issues involved.  There is a sound basis of relevant factual knowledge and/or of theoretical issues involved, with few significant errors.  The issues involved are dealt with in a systematic way.  Some of the issues may be limited in critical approach, but organised to display a comprehensive understanding and factual information essentially complete. 

50 -59 
An answer which demonstrates an understanding of the major or basic issues in the question.  There is a basis of factual knowledge and/or of relevant theoretical issues.  Although some errors may be present, the overall framework of the answer is sensible and accurate.  Most of all the issues may be dealt with at the level of obviously available course material given to the student.  The answer shows planning in its construction, with a clear train of thought or development of argument present.  Average competent performance, well presented, demonstrating understanding of most of the essential issues. 

40 -49  An answer which demonstrates a limited understanding of the major or basic issues in the question.  There is some relevant factual knowledge and/or awareness of theoretical issues, but it is patchy.  A few significant errors may be present.  The answer is not well planned, with little development of argument, and often much irrelevant material is present. Lacks clarity of expression. 

The lower range (40-45) would include an answer where relevant factual knowledge and/or awareness of theoretical issues are poor and confused, but not absent.  Many significant errors may be present. The answer is poorly planned, with little clear train of thought or development of argument, and much of the answer may be irrelevant. 
38 -39 
An answer which fails to demonstrate any appreciable understanding of the major issues or basic issues of the question.  Relevant factual knowledge and/or awareness of theoretical issues, if present at all, is very poor and confused and very limited.  Many significant errors may be present. Much or all of the answer may be irrelevant, poorly organised and very limited in scope. 

30 -37 
Attempts an answer, but relevant factual knowledge and/or awareness of theoretical issues is very poor and confused, and very limited with many significant errors. 

10- 29 
Not clear that an answer is properly attempted.  Only a few minor points made at all relevant to the answer and these may be superficial.  Most material is irrelevant or incorrect. 

1 -9 
An answer that is so short or irrelevant that only a few marks are justified.  For example, one or two points may be made which show some peripheral awareness of certain possibly relevant issues. 
0             No answer is presented.  A zero mark may also be warranted for unfair practice such as plagiarism or collusion. 

APPENDIX 2 
Brief instructions regarding the assignment layout and referencing method (APA Harvard style):
	Case
	Do it as in this example:

	Bibliography* (Literature):Book
	Barnes, R. (1995). Successful studying for degrees (2nd ed.). London: Routledge.

	Bibliography* (Literature):Edited Book
	Gardner, H. (Ed.), (2002). The arts and human development (6 vol). 2nd ed., Boston: Harvard University Press.

	Bibliography* (Literature):Chapter or Article in Edited Book
	Millar, R. and Gallagher, M. (1995). The selection interview. In O.D.W Hargie (Ed.), The handbook of communication skills (2nd ed., pp. 385–409). London: Routledge.

N.B. Note that the editor’s initials in this case come before their surname

	Bibliography* (Literature):Reference to a journal article
	Brinckerhoff, L. (1996). Making the transition to higher education: opportunities for student empowerment. Journal of Learning Disabilities, 29(2), 118–136.



	Web Sources
	PsychNET [Online] http://apa.org/wcpa/ow/e526.html  [Accessed: 10 October 2008]

	Bibliography (Literature) List of sources
	NOTA BENE: Sources which are not referred to in the text are not considered!

	Reference in the Text*
	‘in a recent study of educational achievement (Barnes, 1995, p.16), it is shown that . . .’

‘. . . as Taylor and Leonard (1995, p.36) demonstrated …’

‘. . . as has been shown (Taylor & Leonard, 1995, p.36)...’

	Reference in the Text*

Secondary citations
	Smith (1970, p.27) cites Brown (1967) as finding . . .

Brown (1967), cited by Smith (1970, p.27), found . . .

It was found (Brown, 1967, cited by Smith, 1970, p.27) that . . .

	Text justified
	Justify using [image: image2.jpg]


 symbol in Microsoft Word/Home

	Spelling mistakes
	When a word or text in what you write is underlined in red or black use the right button (spellchecker with suggestions)

	Page margins 2.5 cm
	Please use Page Layout and there - Margins

	Line spacing in CW not single
	Please use Format/Paragraph/Spacing


* For details see your Administrative group webpage as specified above. 
APPENDIX 3 
Respective Study programmes can be requested from the Student Affairs Office or found at VUM’s webpage here. 
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