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Postgraduate Student Handbook 
2010/11
This Handbook is a source of information for all postgraduate students at Heythrop.  Some of it, particularly in the first part of the Handbook, is about the practicalities of daily life as a Heythrop student, how you learn, how hard you need to work, and who to go to in various situations.  Some of this may be particularly relevant to new students.  It also contains information about assessment as well as general information about the personal and academic tutorial arrangements and management of your course.  All information was compiled in autumn 2010: you will be informed of relevant changes occurring during the year. 

The Handbook also includes information which the great majority of students never need to use – for example about how to make a complaint, or how to request reconsideration of a decision by the Examination Board.  

This Handbook is not programme-specific – please also consult your Programme Handbook. 

Please keep this handbook throughout the year as a source of reference.
Further information can be obtained from the following sources:
College Website www.heythrop.ac.uk  
HELIOS – College Learning & Resource Portal
Handbooks and Guides:
Quick Guide for Postgraduate Students 
Programme Handbooks
Module Handbooks

Postgraduate Options Handbook 
Postgraduate Guide to the Library 
Student Computing Guide

Student Guide to HELIOS

Computing Regulations
Student Support and Development
Guide for Applicants and Students with Disabilities
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PART A: GENERAL AND PRACTICAL INFORMATION

POSTGRADUATE PROGRAMMES 2010-2011
Masters Programmes
Convenors

MA in Abrahamic Religions
Mr Ahmad Achtar

MA in Biblical Studies
Dr Ann Jeffers
MA in Canon Law
Dr Helen Costigane

MA in Christian Ethics
Dr Anna Abram

(Acting Convenor in Lent Term in Dr Abram’s absence: Dr Helen Costigane)
MA in Contemporary Ethics
Dr Anna Abram

(Acting Convenor in Lent Term in Dr Abram’s absence: Dr Helen Costigane)
MA in Christian Spirituality
Dr Edward Howells

(Acting Convenor in Lent Term in Dr Howells’s absence: Mr David Lonsdale)
MA in Christian Theology 
Dr Martin Poulsom
MA in Christianity & Interreligious Relations
Dr Damian Howard 

MA in Pastoral Liturgy
Dr Andrew Cameron-Mowat

MA in Pastoral Theology
Dr James Sweeney

MA in Philosophy
Dr Louis Caruana

MA in Philosophy & Religion
Dr Paul Rout
(Acting Convenor in Michaelmas Term in Dr Rout’s absence: Dr Fiona Ellis)
MA in Psychology of Religion
Dr Rachel Blass
CONTACTING STAFF

ACADEMIC STAFF

Staff will see students without appointments if they can, and will let you know of times when they expect usually to be in the office, but it is normally necessary to arrange a specific date and time.  This can be done verbally, by phone, by e-mail or by leaving a note.
Staff may be available during vacations but it should not be assumed that they will be, particularly during the months of July and August.  

ADMINISTRATIVE STAFF

Members of the administrative and finance staff are located in the Student Services Centre (main building, 1st floor, via lift or the Alban Staircase). 

CONTACT DETAILS
Contact details of all College staff can be found on our website: http://www.heythrop.ac.uk/about-us/college-staff.html     
All staff can be contacted by email (the general format of the email address is: initial letter of first name.full surname@heythrop.ac.uk)

DATES AND OPENING HOURS

TERM DATES THIS ACADEMIC YEAR - 2010/11: 

	
	Begins
	Reading Week
	Ends

	Michaelmas
	27 September 2010
	8 - 12 November 2010
	17 December 2010 

	Lent
	10 January 2011
	14 - 18 February 2011
	1 April 2011

	Summer
	3 May 2011
	n/a
	10 June 2011


Term dates next ACADEMIC year - 2011/12:
	
	Begins
	Reading Week
	Ends

	Michaelmas
	26 September 2011
	7 - 11 November 2011
	16 December 2011

	Lent
	9 January 2012
	13 - 17 February 2012
	30 March 2012

	Summer
	30 April 2012
	n/a
	8 June 2012


STUDENT SERVICES CENTRE OPENING HOURS
Monday to Friday (morning)


  9.15 – 14.30

Monday, Tuesday, Thursday (afternoon)
16.30 – 18.30

Wednesday (afternoon)


17.30 – 18.30 
FINANCE OFFICE OPENING HOURS
Monday to Friday



11.00 – 13.30 and 15.30 – 17.30
RECEPTION OPENING HOURS

Reception is staffed 24 hours a day, seven days a week.
Theology and Philosophy LIBRARY OPENING HOURS
The Theology Library is located in the Copleston Wing near the tennis court and is accessed via the second door part way along the building. The Philosophy Library is located on the first floor of the main building and is accessed from the Alban staircase at the opposite end of the corridor to the main Reception. 

	
	Term-time
	Vacation

	Monday- Thursday 
Monday- Friday

	09.30 - 22.00    (please check by ringing the Library beforehand)
09.30 - 19.00
	09.30 - 17.30

	Saturday
	10.00 - 17.00
	Closed

	Sunday
	Closed
	Closed


The Library is closed for short periods at Christmas and Easter. Any other short closures will be notified.

DINING ROOM OPENING HOURS
The Dining Room is open at the following times on weekdays: 

	Breakfast
	08.00am to 10.30am

	Snacks
	11.00am to 12.00pm

	Lunch
	12.00pm to 2.30pm

	Snacks
	2.30pm to 5.15pm

	Dinner
	5.30pm to 7.30pm


The Dining Room is open at the following times on weekends: 

	Saturday for Brunch
	10.00am – 2.00pm 

	Sunday for Roast Dinner
	11.00am – 2.00pm


Menus for the main meals are displayed close to the Dining Room entrances. Hot and cold drinks and a variety of snacks are available throughout the day.

On Bank Holidays the Dining Room is open 10:00 – 13:00 only. 

Any changes to opening times or occasional closures are notified in advance. Please check the notice board and notices within the Dining Room for updated information. 

Social Space

There are two common rooms and a TV room in the basement (main building). Both common rooms have seating and are equipped for making hot drinks and snacks. There is a pool table in the larger common room and the TV room has a large flat screen TV with a DVD player. Students are also welcome to make full use of the College garden.
COMMUNICATION

During your time as a student the College will need to communicate with you, outside class time, about important things – for example, module choices, assessment dates, your results, reassessment if you fail, timetable or room changes. There is also information about you which we need to keep up-to-date in order to provide you with a proper service. Potential problems can often be averted if communication works, in both directions and promptly. Communications from the College will normally be by email.
Change of address or other contact details 

When we write to you, we use one of the addresses on the Student Records database. For all students we have a record of a term-time address and a permanent address (often both the same).  We use the term-time address to write to you in term-time, and the permanent address if we write to you in the vacation. It is also possible to store additional short term addresses, with dates. 
If you move, it is essential to complete a Change of Personal Details Form and send it to the Administrative Assistant in Student Services immediately (on paper, by post or by e-mail to Gemma.Harris@heythropcollege.ac.uk).  It is not enough just to tell a member of the academic staff.  The College accepts no responsibility if you do not receive essential information because you have not notified a change of address.

You can obtain the form from the Student Services Centre or you can download it from HELIOS. 

You should use the same form if you change your personal e-mail address or your telephone number, or if your name changes (in which case you must provide documentary proof). 

Internal post

Students’ post will be delivered to the student pigeonholes on the ground floor in the main building (near the post box). Please check here regularly for mail and messages. If you are a registered student, we shall assume you are regularly checking these pigeonholes in term-time. 
E-mail 

Email is a very important means of communication within the College. All members of the College must have and regularly use an email account as supplied by Heythrop College. Students are expected to check their email on a minimum of a weekly basis during term-time and ideally no more than fortnightly during vacations.

New students will receive a memo at the start of term telling them what their email address is and the initial password. Most students also have a personal e-mail address, and we keep a record of this, but the College will use only the allocated Heythrop email address. 
For further details please consult the Student Computing Guide and the Computing Regulations.

Text messaging
The College uses SMS (text messaging) as an alternative method of communication with its students, and students must ensure that their mobile number is recorded correctly at all times in the database. In general, messages sent in this way will be more time-critical and of a more urgent nature than communications by email.
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Notice boards

You should regularly check the notice boards around the College:  in the basement near the common rooms, near the student pigeonholes, outside the finance office and the Student Services Centre. Information from central administration will be displayed by the pigeonholes and the Student Services Centre.
You should regularly check the screen near Reception since it shows notices of immediate relevance e.g. cancelled classes, room changes. 

Change of programme 

If you want to transfer to a different programme, you must first discuss the possibility with your Programme Convenor, to explore whether it is possible, what extra work might be needed, and – if it appears possible – when would be the best time to transfer. You must also talk to the Convenor of the programme to which you would like to transfer.  If they both agree, you must complete the Transfer Form, which is on HELIOS or is available from the Student Services Centre. You need to get it signed by the Convenors from both programmes. You cannot make the transfer without completing the paperwork – otherwise, you may get communications which don’t apply to you, and not those which do, and even get recorded as failing a module which is not part of the new programme!

Medical and personal problems
It is important to keep the College informed of any illness or other personal difficulty, such as bereavement or family crisis, which might affect your attendance or academic performance. If you are unable to attend a particular class or tutorial, please inform the module teacher in advance. If you are ill for more than a week, you should provide a letter from your doctor, at the time of the illness or very soon after it. If illness or other personal circumstances adversely affect your assessment, or make you unable to meet an assessment deadline, it is essential to inform the module teacher of this before the deadline. If you have done the assessment, but consider that your performance was adversely affected by your circumstances, you must notify the problem within a week of the date of the last assessment item.  See the Academic Regulations and page 46 of this Handbook.  

Disability
Heythrop College is committed to making the adjustments needed to ensure that students with disabilities are fully included in the life of the College. 

The term disability refers to conditions such as:

· visual or hearing impairment

· mobility or dexterity limitations

· mental health difficulties

· chronic illness or other conditions such as epilepsy or Asperger’s Syndrome

· dyslexia (please see more on this below), and 

· any other condition which has a significant effect on your ability to study.   

A range of facilities can be made available to accommodate students with disabilities, from producing learning materials in different formats, to providing a note taker in lectures and supplying technological aids such as digital recorders or specialist software.
Whatever your needs, please let us know about them as soon as possible so that arrangements can be made that would suit you. Contact Dominic McLoughlin, the Student Development Manager.  A separate booklet, Guide for applicants and students with disabilities, is available from the Student Services Centre, or from the website.

The College encourages disclosure of disability and this can be done prior to or at any time during your student career by completion of the Disability Disclosure Form which is available on our website or on HELIOS.
A-Z PRACTICAL INFORMATION

Accidents and First Aid

There is an accident book at Reception.  All accidents which require the attention of a first aider should be recorded in it. 

There is a list of first aiders at Reception.  First Aid Boxes are kept in several locations, including Reception, Alban Hall Student Residence, Student Services Centre and with the Stu​dent Development Manager.
Accommodation

If you want to change your accommodation during the year, you may find it helpful to look at the website of the University of London Accommodation Office – www.housing.lon.ac.uk.  (See details on page 31, under “University of London Services”.) 
You can also contact Judith Crimmins at j.crimmins@heythrop.ac.uk or Joanne George at j.george@heythrop.ac.uk, who provide accommodation information for applicants and may sometimes also be able to help existing students looking for a change of accommodation.  

Computing and Information Technology
You have access to the College’s computers in the libraries, in the Computer Suite on the first floor of the main building and in the Lighthouse in the basement. Most of the building is also equipped for wireless internet access if you prefer to use your own laptop. 

Increasingly, ability to make basic use of computers is an essential skill, both while you are at university and subsequently.  An introductory session on the College’s computing facilities is included in the induction programme, and written guidelines are then issued (Student Computing Guide). You must also comply with the Computing Regulations. 

The College is also able to help with hardware or software problems encountered during normal use of standard computer applications on College computers in the course of your work.  However, the College cannot provide full training for novice users, and cannot help you solve problems with your home computer or laptop (except where support for your laptop computer has been agreed on the basis of your disability needs statement).
IT Services is able to provide some support for students using the College Computers.  You can contact them by email at help@heythrop.ac.uk or in person in the Student Services Centre.

Please be aware, however, that helping students is only one part of their job – it is not always possible for them to make an immediate response. 

Please watch for notices and announcements on HELIOS.
HELIOS is an essential source of information, learning material, and communication with others on your programme. See page 19 for further information. 

Confidentiality

The College does not reveal personal information about you to third parties – see Data Protection, below. If you give a member of staff confidential information about your circumstances, he or she will not pass that information on to others without your consent except in emergency, where you are at risk or unable to give consent.  Sometimes, however, it may be impossible to take action to help with a problem unless you are willing to disclose the situation to others who need to know. 

Copyright and photocopying

There are notices close to each photocopier, summarizing what you are permitted to copy under the rules set by the Copyright Licensing Agency.  With a few exceptions, you can normally copy, for your personal use, a chapter from a book, or an article from a journal. You are specifically not allowed to copy a whole book, magazine or journal. 

Copiers for student use are available in both libraries. 
Data protection
When you apply, and when you register as a student, the College collects some information about you which is held on a database.  Some of that information is necessary for the routine administration of the programme, and to communicate effectively and accurately with you.  Some of the personal information is used to generate statistics in anonymous form.  For example the College is required by law to monitor the fairness of its arrangements in relation to disability and racial equality.   Although the statistics are anonymous, the information has to be recorded on an individual basis in order to monitor whether any categories of people have been unintentionally disadvantaged. The College sends statistical information – like all other UK Universities - to the Higher Education Statistical Agency (HESA), which produces such statistics nationally.  HESA does not receive your contact details. 

However, the College is obliged to provide HESA with personal contact data for what is known as the Destination of Leavers in Higher Education (DLHE) – which is a telephone survey conducted by MORI on behalf of HESA after graduation.

Students have the right to request that their assessment results are not displayed by their names in the final Pass List and can opt for their unique candidate number to be displayed instead. Students wishing their final results to be displayed in this manner must advise Student Services in writing in good time before results are published.

The College is registered with the Information Commissioner under the 1998 Data Protection Act.  Data about you can be accessed only by categories of staff that need to use it to contact you or to prepare statistics.  In particular, your address and other contact details will not be revealed to any third party unless we are obliged to do so by law. Information about disability and ethnicity are available only to key database administration staff, and fee status and financial details are available only to the database administrator and the Finance Department.  

Electronic submission

The College requires ALL students to submit their work electronically. This means that all academic work produced by a student (coursework, essay, dissertation) must be submitted via HELIOS.
For more information please refer to the Student Guide to HELIOS. 
Fire Evacuation Procedure
Read this section carefully: don’t wait for a fire before you read it. 

Throughout the building there are fire exit direction signs, and also red notices, which show the location of the nearest fire assembly point.  You should familiarise yourself with these early in your time at the College.  

Action to take in the event of fire

a)
If you discover a fire and there is no member of staff present: 

1. Operate one of the break-glass alarm buttons.

2. Inform the Fire Brigade of the location and extent of the fire; this can be done by telephoning them directly (999) or by informing Reception (020 7795 4136), which will ring the Fire Brigade.

3. Only operate a fire extinguisher if you are absolutely certain that you know the right sort of extinguisher to use, and how to use it. 

4. Leave the building and go to one of the designated fire assembly points. Do not re-enter the building until instructed to do so by the College’s Fire Officer.

b)
If you hear the fire alarm:

1. Closing the door behind you, leave the building in a quiet and orderly manner.  Follow any instructions from Fire Marshals (wearing fluorescent yellow waistcoats). 

2. Go to the nearest fire assembly point.  

3. Do not re-enter the building until instructed to do so by the College’s Fire Officer.

c)
If you are in a class which includes a mobility-, vision- or hearing-impaired student: 


Normally, the mobility-impaired students are advised to remain in the room until help arrives.  If the location is such that it possible to leave the building without using the lifts or ramps, and the route is clear, the wheelchair user may leave - do not get in the way, and facilitate the disabled student’s path to the assembly point.  Don’t put either yourself or the other student at risk.

FREQUENTLY ASKED QUESTONS - WHAT TO DO IF...

I need a letter to certify that I am a student (for council tax, accommodation, bank account, visa purposes, etc)
You can request this by completing the ‘Student Letter Request Form’ which is available from the Student Services Centre and on HELIOS. You need to submit it to Student Services. The letter will normally be ready for collection in 2-3 days. 

I am a part-time second-year student and want to do my dissertation in my third year.

This does not require completing a ‘Deferral of Assessment Form’ but you must inform both your Programme Convenor and the Postgraduate Administrator. You will be charged the Continuation Fee (see website) for the third year of study.

I would like to audit an extra module.

You must discuss this with your Programme Convenor and the relevant Module Teacher. You must also inform the Postgraduate Administrator. There is a fee charged for each extra module (the Visiting Students Fee – see website) which is the same for an assessed or only audited module.

I have to be absent for a week. 

Inform the module teacher(s) promptly. Tell them the reason. 

I have a serious problem which means I can’t attend for several weeks. 

Discuss it with your module teacher and your programme convenor promptly.  If it is possible for you to make up missed work through guided reading, an arrangement might be made to do this.  Sometimes, however, it will be necessary for you to interrupt your studies and resume in the next year.  

I can’t meet the deadline for submitting coursework. 

For an intermediate coursework deadline you may ask your module teacher for extra time. 
However, for the final deadline (January/May) you must return a completed Extension Form (with supporting evidence) to the Postgraduate Administrator. For details please see page 45 in this Handbook.

I can’t meet the deadline for submitting my end-of-year essay or dissertation.

You need to return a completed ‘Deferral of Assessment Form’ or ‘Mitigating Circumstances Form’. For details please see page 46 in this Handbook.

I’ve forgotten the deadline for handing in work. 

Read your handbooks and the module details first. The deadlines are also on HELIOS. If you still can’t find it, ask the Postgraduate Administrator. 

I am getting behind with my work and need to talk to someone. 
Please discuss this with your Programme Convenor in the first place, and you may also contact the Postgraduate Administrator.

I can’t meet the deadline because my computer crashed and I’ve lost all my work.

It is essential to back up all your work for as​sessment. The College computers are available to upload your assessed work to HELIOS dur​ing opening hours. Please note that extensions are not usually granted for computer problems. 

I want to change from one programme to another. 

Talk to your Programme Convenor, and the Programme Convenor of the programme you want to transfer to.  It is only possible if the Convenor for the new programme agrees, and is also only possible at sensible times in the year. If it is agreed, complete the Transfer Form which is available from the Student Services Centre and on HELIOS.

I want to change my option choices for the current term.   

Discuss this with both module teachers. If the change is agreed, obtain a Module Change Form from the Postgraduate Administrator. You must then complete this form and have it signed by both module teachers. The form must be submitted to the Postgraduate Administrator so that all your records can be updated accordingly. There is a deadline of two weeks from the start of the new academic year in which to do this.

I want to change my option choices for the Lent term.

You will normally have an opportunity to do this when you receive your Module Confirmation Form from the Postgraduate Administrator (in November). 

However, if you want to change after having sent in that form, please contact the Postgraduate Administrator.   

I want to pay my fees.

Please go to the Finance Office. 

I have problems meeting the deadline for payment.

Talk first to the Finance Office. The Student De​velopment Manager may also be able to assist. 

Can I have a locker to store my things? 

Please go to the Heythrop Students’ Union.

I’ve lost my Student ID card.
Replacement cards are issued by the Student Services Centre. Please note that you must pay £10 for the first replacement and £25 thereafter to cover administrative costs.

I’ve changed my address/phone/e-mail/name.

Complete the ‘Change of Personal Details’ form available from the Student Services Centre and on HELIOS, and return it to the Student Services Centre. You must bring documentary evidence if your name has changed. 

I have an injury/illness/personal problem which will affect my assessment. 

Talk to your Programme Convenor and see pages 45-46 of this Handbook, consult the Quick Guide for PG Students and look at the Academic Regulations. It may be possible to apply for deferred assessment, or to ask for mitigating circumstances to be taken into account, but be aware that there are deadlines for making such requests. 

I have a disability which needs special arrangements. 

Talk to the Student Development Manager as early as possible. You will need to provide any needs assessment report you have.  You can also declare or elaborate on a disability via the College’s Disability Disclosure Form available from the website and on HELIOS. 

When will I receive my mark for my end-of-year essay / dissertation?

You will receive your mark for your end-of-year essay / dissertation only after the meeting of the Board of Examiners in late October. These marks will not be entered on HELIOS.
I want to receive feedback for my coursework.

After you have submitted your coursework, you will receive a provisional mark for it, with feedback comments from your teacher. This mark will also be entered on HELIOS.
I want to receive feedback for my end-of-year essay / dissertation.

You can receive feedback on your end-of-year essay / dissertation only after the October meeting of the Board of Examiners, in the form of a summary of the examiners’ comments, but only if you actually request this from your Programme Convenor. 

I want to know how the final classification was calculated for my MA degree.

These formulas can be found in the Academic Regulations (Regulation 52).

I want to make a complaint. 

Always try first to sort your problem out with the person concerned, or talk to your Programme Convenor.  If this does not resolve the issue, ask for a copy of the Complaints Procedure from the Student Services Centre. The documentation is also available on HELIOS. 

A fellow-student/member of staff is harassing/bullying me. 

The College will try to deal with this quickly.  If possible, talk first to the person you find easiest to talk to – your teacher, your Programme Convenor, one of the Chaplains, the Student Development Manager, a Students’ Union Welfare Officer, the Academic Registrar or the Vice-Principal.  The Harassment and Discrimination Procedure can be found on page 39.

HEYTHROP E-LEARNING SITE: HELIOS

HELIOS is the College’s online e-learning system. It can be accessed via http://helios.heythrop.ac.uk/  You will need your College username and password to log on. These are the same as the ones you use to access the College computers. Your username is your Student ID as printed on the front of your ID/Library card.
The College is continuing to develop its e-learning environment, HELIOS, to improve delivery of teaching and enable much greater use of electronic systems whilst you are studying at Heythrop.  Helios also contains important information on your programme and the modules for which you have registered and this is vital for making the most of your studies. In addition, much of the information relating to our administrative processes will be located here. 

All academic work must be submitted electronically – the only approved method is via HELIOS.
HELIOS is a developing site which is expected to grow over time. Among other things,

you will be able to access:

· College information, handbooks and guides – including Academic Regulations, this handbook, programme handbooks, options handbook and other documents which may be published during the year. 

· Forms which are required for various purposes.

· Programme sections of the site for the individual programmes.  In each one there is some downloadable information (starting with your Programme Handbook). 
· Module information including module outlines and coursework submission dates.
· Lecture notes and PowerPoint presentations for the modules for which you are registered.
· Latest student notices from the Student Services Centre, Academic and Support Staff.

· A Study Skills section, which includes more guidance than is in the booklet, downloadable exercises, and links to helpful external sites.

· Library and Learning Resources section.
For more details please refer to the 
Student Computing Guide 
and the

Student Guide to HELIOS.

BEING A STUDENT AT HEYTHROP – THE GROUND RULES

This section summarises what you can expect, and what is expected of you.  Most of it is obvious, and we ask your forbearance if it seems patronising to put it into print, but as in every other university, people occasionally misunderstand the ground rules.  This is part of what you sign up to as a student. 

The College as a working community

· You are entitled to be treated fairly and reasonably by staff and fellow students.  You can expect a safe and courteous working environment. 

In return: 

· The College expects you to act in a civil and responsible way towards other members of the College – staff and students - other users of the building, visitors, and outside organisations you may come into contact with as part of your study. 

· The College expects your cooperation in maintaining its policies and procedures on health and safety and the codes of behaviour summarised on page 25.   

Academic standards

· You are entitled to expect an academically valid and up-to-date programme of study which accords with national expectations about standards. 

In return:

· The College is entitled, in conjunction with external examiners, to make academic judgements about your level of achievement.  

· The College expects your full and active participation in your own learning, including (for example) attendance at scheduled classes, preparation and/or follow-up work and other self-managed study, and timely completion of assessment tasks. 

Resources for study

· You can expect access to the necessary facilities and resources, as detailed in your programme handbook. 

In return: 

· The College expects you to abide by the rules and procedures for use of the Library, computer equipment and other College resources. 

· Where necessary, you are expected to use printed and on-line guidance to develop your skills in computer use: you are not entitled to tuition in using computers. 

Information

· You are entitled to know how to access information about your programme of study, your own progress, and the College’s services for students.  You can expect published and circulated information to be accurate and up-to-date. 

In return: 

· The College is entitled to withhold information which is confidential to other people, or to the management of the College. 

· The College expects you to read the published information.  You cannot ask for special consideration because you were unaware of something which you have been told in published information. 

Communication and consultation

· You are entitled to make comments on your programmes of study and your experience as a student, through questionnaires, formal consultation, discussion with tutors, and through student members of College committees.  You can expect that student suggestions will be considered fairly on their merit, and acted upon where appropriate and possible (See page 35).

In return: 

· The College is entitled to make decisions in the interests of the College as a whole, and in line with external requirements, having considered relevant views, including student views. 

· The College expects you to use the available channels of communication to make your views known courteously. 

Consideration of problems, complaints and appeals

· You are entitled to a fair hearing if you tell us about problems you are encountering in relation to your programmes of study, or if you use the complaint or appeal procedures summarised in this handbook.  

In return: 

· The College expects you to behave with courtesy and cooperation during discussion of problems, and throughout any complaint or appeal procedure.  

· You are expected to work through the channels of communication described here and in your programme handbook, and to respect the opinions and concerns of others. 

STUDENT RESPONSIBILITIES

Conduct

You have a responsibility to abide by the College’s Academic Regulations and codes of behaviour (some of which are summarised on page 25).  You must respect the opinions of others, and their right to as good a working environment as can be provided.  You must not damage the College’s facilities or property, either wilfully or by neglect or misuse.  You must return books or other material which you borrow. You must similarly respect the facilities and property of other organisations on site, and at other places you may visit as part of your study. 

You must not, by your action, bring the College’s name into disrepute.
Registration as a student, and payment of fees 

To attend and be assessed, you must register as a student, providing the information about yourself which we need to manage and monitor the programme. If you provide false information at registration, your status as a student is at risk. 

You must pay the fees which are due.  If you do not, your registration as a student may be terminated.  There is some advice on page 28 about what to do if you are unable to pay at the proper time.  

Keeping in contact 
You must keep the College informed of changes of address, telephone or e-mail. Communications will always be sent to the address/number held on the College’s student record system.  (See also page 8.)

The College accepts no responsibility if you do not receive information 
because you have not updated your contact details.

Attendance

You must attend classes and tutorials, which are an essential part of your programme of study. (See also page 41.)  If, for a short time, you are unable to attend, you must inform your Programme Convenor or the relevant module teacher.  If illness or personal problems mean that you are unable to attend for an extended period, you should discuss the situation with the Programme Convenor and inform the Postgraduate Administrator as soon as possible – do not just stop attending.  In some cases, it can be best to request suspension for a year and resume your studies in the next year when your problems have been resolved.  


Attendance Monitoring 

The College takes the attendance and welfare of its students seriously and monitors attendance in a number of ways. For attendance at lectures, we use an electronic monitoring system using your Heythrop ID card.

Attendance monitoring is currently implemented for lectures/seminars. Attendance monitoring is used to enable us to identify and help students in difficulty and regular reports will be made avail​able to your lecturers. The College also expects students to attend all classes and reserves the right to exclude students on the basis of poor attendance (for some students with par​ticular visa requirements, data may also be passed to the UK Border Agency).
‘Touch in’
Instead of having to sign on a printed class list, all you need to do is ‘touch in’. Each classroom has a black box (identified with a green star). All you need to do is ‘touch in’ with your Heythrop ID card. The reader has a red light on it, which will turn green and bleep when you card has been “touched in”.

Please note that to be correctly registered as attending a class, you must “touch-in” as soon as you arrive at class (no earlier than 10 minutes before the start), partial attendance is not recorded. Please also note the time is as defined by the reader – not your watch!
What do I do if I forget to bring my card with me?
If you have forgotten to bring your Heythrop ID card with you, then you will not be recorded as hav​ing attended your lecture, the system does not allow Student Services to alter the electronic records. 

Remember:
It is essential to bring your Heythrop ID to all your classes (you are required in any case to carry this with you at all times on campus). Your attendance is being monitored for the benefit of both you and the College.

Lost ID Cards
If you lose your ID card, you must obtain a replacement from the Student Services Centre as soon as possible. Your attendance cannot be recorded if you do not have a card that is registered against your student ID on the monitoring system. Replacement cards will be charged for at a cost of £10 for the first replacement and £25 for subsequent replacements.

You are required to carry your Student ID card with you
at all times on campus.
Assessment

It is your responsibility to: 

· make sure you know the due date for all your assessment tasks; 

· hand in your work by the due date or request an extension if there are good reasons why you cannot do so;

· keep your own work secure, and keep a back-up of any work on computer (computer failure is not an adequate reason for non-submission of work);

· present work in the format expected by the College’s examination and assessment regulations;

· provide evidence of any special circumstances (such as illness) which prevent you from completing assessment, or adversely affect your performance;

· check your result, and (if you have to repeat something) make sure you know what you must do, and by when).  

Health 

You must be fit for study.  If you have a medical condition which cannot be controlled or made safe by medication, and which makes you a risk to yourself or to others, you must not attend.  The Principal has the right to suspend you if you are a serious risk to yourself or to others.
CODES OF BEHAVIOUR

Heythrop is a small College which is usually able to place a good deal of faith in the common sense and civility of its staff and students.  There are not many detailed codes of behaviour, beyond the expectations outlined above.  

Equal opportunities and tolerance 

The College is committed to treating all its staff, students, and visitors with dignity and respect, regardless of colour, race, nationality, ethnic or national origin, religion, politics or gender, and students are required to cooperate in this, and to remember that most aspects of equal opportunity are matters of law, and not just of College policy. You can find the College Equality Statement and Policy on the website.
Historically the College’s mission includes service to the Christian community, and in some regards to the Catholic community in particular. The College also has a long-standing commitment to be open to students and staff of other traditions or religions and of none.  You are expected to treat with respect opinions which differ from your own. 

Alcohol and drugs

Whilst moderate social drinking is entirely acceptable, the College may prevent you from attending classes or working on site if you appear to be under the influence of alcohol.  Anti-social behaviour resulting from alcohol or drug use is unacceptable, and could lead to disciplinary action.  It would be against the law for the College knowingly to permit possession or supply of controlled drugs on its premises.  Possession of illegal drugs or misuse of legal or prescribed drugs may cause you to be excluded from the College. 

College IT services
The use of College IT services is subject to the Computing Regulations. You must familiarize yourself with the Regulations.
The College provides students with a College e-mail address and with internet access. Al though these facilities are primarily to help with your studies, you are free to use them also for personal communication and investigation. 

Priority is always given to those needing the facilities for academic work. 

The College supports the Joint Academic Network (JANET) acceptable use policy applied in most UK Universities and is also bound by legislation associated with the internet. 

This is only a summary and you must acquaint yourself with the Computing Regulations.

You must not use the facilities to access or transmit material which is offensive, indecent or defamatory (which may be illegal), or to conduct a commercial business using the College’s resources. 

As a general rule, you should not access, hold or transmit material which you would not wish to be seen by a member of the College staff.
SERVICES FOR STUDENTS – INFORMATION, ADVICE AND HELP

Introduction

Embarking on a University programme often involves a lot of change.  For some full-time students it may involve leaving home, and sometimes moving to an unfamiliar country.  Although most part-time students do not need to leave home, some are returning – perhaps nervously – to study after a long interval.  Some will have problems in reconciling the competing demands of employment, family and study. Budgeting, time-management, deciding on the right work/leisure balance, managing your own work, meeting new people and living amicably with others can be significant issues for students at all levels.  Needing to cope with the ‘newness’ is especially true for students from overseas.

People encounter problems at all stages in life, anyway.  Some may be unrelated to being a student but still affect study; some actually arise from aspects of University life.  Sometimes, it is not easy to work out where the problem really lies. 

Because Heythrop is small, it does not have a wide range of separate support services on site. However, there are sources of advice and people to talk to on campus, and where necessary they will help you to make contact with expert external services.  Also, you are a member of the University of London, and some sources of help - such as careers guidance and the accommodation office – are provided by the University for all its students. The Student Development Manager will advise you on this.

Who to talk to at Heythrop

We realise that in practice individuals vary in how and with whom they prefer to seek help.  As far as possible, the College’s aim is that, wherever you first raise a problem, you will be helped and directed to those best able to help you, whether inside the College or externally. This is in complete confidentially and the passing on of your name or any information is only done with your permission.

Programme Convenor

You should keep your Programme Convenor informed of things which will affect your work or your attendance – including illness, the illness of other members of your family affecting you, or significant domestic problems.  Sometimes a problem may come to light through your work – for example, possible dyslexia, or a need for you to improve your language or writing skills, and your Programme Convenor may meet you to suggest action.  

Student Support 

The Student Development Manager brings together a range of support services. These include: careers, student finance guidance, study skills, health and wellbeing, counselling, and disability including dyslexia. This service is an important part of the College and can be a first base contact for all students with needs that are not specific to their academic discipline. Sometimes it is a useful first port of call to discuss matters.  It may also be the means of referring students on to special agencies. In short, the aim is to offer appropriate support to prevent a problem becoming a crisis and to be concerned for the welfare of each and every student.  

Please contact Dominic McLoughlin in the Student Development Office on the ground floor of the main building (opposite the lift), or by emailing d.mcloughlin@heythrop.ac.uk, or phoning 020 7795 4145.

Chaplaincy

For many students their Christian faith is an important factor in their life, and in their studies. The chaplaincy provides support for all members of the Heythrop community. This includes people from all religious backgrounds. We seek to make the college a safe and welcoming place for staff and students to share their faith if they wish to do so. One way to do this is to come together and enrich each other in prayer and worship as well as on other occasions to share the best of our religious experience. If you wish to get involved with any aspects of chaplaincy including ecumenical and in​terfaith activities please contact the chaplains directly.

We have two Chaplains: 

Fr David Stewart SJ ( d.stewart@heythrop.ac.uk ) whose office is on the ground floor of the Coppleston Wing. He can also be contacted on 020 7795 4171. 

Fr Rocco Viviano sx ( r.viviano@heythrop.ac.uk ) whose office is opposite the lift on the ground floor of the main building and he can be contacted on 020 7795 4138.

We are grateful to the Religious of the Assumption who allow us to use their Convent Chapel for the College Mass. 

Daily Mass is celebrated in the chapel on Monday, Tuesday, Wednesday & Friday at 1.30pm in the chapel. College Mass is celebrated on Thursday at 1.00 in the chapel.

There is also a dedicated Muslim Prayer Room situated on the lower ground floor of the main building.

Student Services

If you prefer, you can consult staff in the Student Services Centre (first floor, main building) who may be able to advise you about where to go for fur​ther help and information. 

Heythrop Students’ Union Welfare Officers
If you prefer first to talk to another student, you can contact the HSU Welfare Officers. Where appropriate, the HSU can work with the student support and chaplaincy service and with other relevant academic and admin staff. 

Contact for European Exchange Students

The European Exchange Students Co-ordinator is Dr Gemma Simmonds. She is responsible for students from continental European Universities who are on an official SOCRATES/ERASMUS programme.  You can contact her on extension 4216 or by e-mail at g.simmonds@heythrop.ac.uk. 

Some possible problems

(See also the chart on page 15, which deals mainly with practical matters within the College.) 

Study Skills 

There are regular Academic Writing workshops run throughout the year.   These can be especially useful if you are returning to studies after a break. The workshops are in addition to the on-line guidance available, and provide a chance to work with your peers on basic aspects of ‘learning to learn’ such as note-taking in lectures, reading difficult texts, and the understanding the relationship between writing and critical thinking.  These popular workshops are open to undergraduates and postgraduates.  There is a chance to learn both from the group conductor and from your peers as everyone is encouraged to share their difficulties and successes. For further information please contact Kim Burke, Student Transitions Manager: k.burke@heythrop.ac.uk , or 020 7795 4138.  

Money

Although many postgraduate students at Heythrop are part-time, in steady employment (or sometimes retired) some may experience the financial difficulties common to many students at all levels.  Together with the College Finance Office we can help you to minimize the risk of running out of money while you are a student.  

When you first arrive at College you must set up a bank account in order to organise receipt of your student loan and payment of fees.  For advice on how to set up a UK bank account as an international student, please contact Student Support for further information, or visit the website of the Council for International Affairs at www.ukcisa.org.uk/ 
Most full-time students also do some paid work, both in term-time and in the vacation.  The Careers Service can help you to explore the options available (please see further details below).  

There is a small hardship fund provided by the Higher Education Funding Council and administered by the College.  All Home students are entitled to apply this Access to Learning Fund.  Typically awards are made in amounts less than £400 to help meet everyday costs of being a student excluding fees.  Details of how to apply are posted on HELIOS, and guidance is available through the Student Development Manager’s office. 

Health
If you have left home in order to come to University, you should register promptly with a doctor. This is vital to ensure you get the most suitable treatment if you should become unwell while you are here.

Gower Street Practice
All Heythrop students can use the Gower Street Practice in WC1 near to the University of London Union, but you will need to think about whether this is the right practice to meet your needs.

Contact details: Gower Street Practice, 20 Gower Street, London WC1E 6DP. Telephone: 020 7636 7628. Website: http://www.gowerstreetpractice.org.uk/   Opening times: 9.00 - 5.30 Monday to Friday.

You can register as an NHS patient with them to receive the full range of services if you live in one of the following postal districts: 

EC1, N1, N4, N6, N5, N7, N16, N19, NW1, NW3, NW5, NW6*, NW8, SW1, SW3, SW5, SW6*, SW7, SW10*, W1, W2, W8, W9, W10*, W11*, W14*, WC1, WC2
*Parts of these postcodes fall outside their area (there are also other limited exceptions).  Please check with their reception.
Registration forms can be obtained from the Student Services Centre, or from the Student Development Manager.  If you live outside these areas you can still use the Gower Street Practice for routine appointments for minor ailments such as bronchitis or a urinary infection, and for some other services including counselling.  However if you don’t fall within these areas you would not be able to use the practice to get a referral to a specialist if you were to present with a more serious illness.   

For this reason you are advised to register with a practice that is close to where you live.  The easiest way to find a doctor is to search the NHS website www.nhs.uk. When you visit this site click on ‘Choose a Service’ and select ‘GP Surgeries’. Type in your full postcode then click ‘Go’ to see a list of GP surgeries in your area.  You can also search this website for details of dentists, opticians, hospitals and pharmacies.  Alternatively call NHS Healthline on 0800 66 55 44.
General Practitioners in the Kensington area

Some GPs close to the College include:

Abingdon Health Centre 


020 8746 5959

Kensington Place Surgery


020 7229 7111

Kensington Park Medical Centre

0844 477 8580

The Accident and Emergency Units nearest to College are: 

Chelsea & Westminster Hospital
Fulham Rd, London SW10
020 8746 8080

St Mary’s Hospital


Praed Street, London W2
020 7886 7330

Mental health and well-being

We hope that you will find your time at University to be a rewarding and exciting experience.  However it is only natural that being a student can also lead to uncertainties, as you are presented with challenges and stresses that you haven’t come across before.  Any of us may face emotional or psychological disturbance for a variety of reasons at any time.  

On occasion this can lead to a level of personal difficulty which feels unmanageable.  If you find yourself struggling in this way, a counsellor can help you to try to make sense of what is happening.  The College counsellor Daisy Hayes is available on Monday and Wednesday afternoons during Michaelmas and Lent Terms.  Daisy is keen to help if you think personal problems are affecting your ability to study.  Procrastination, panic attacks and anxiety for example can be symptoms of other difficulties.  Short term counselling within college is a safe and confidential space where you can begin to understand problems and get some control over them.  Often just one or two meetings can be enough to help you gain perspective and find solutions.  

If you would like a full course of counselling you will be referred on to the Gower Street Practice, where all Heythrop students are eligible to receive free psychological treatments.  For further information about student counselling generally please see www.student.counselling.co.uk  To access the service at Heythrop please contact Daisy Hayes, College Counsellor counselling@heythrop.ac.uk , or Dominic McLoughlin, the Student Development Manager. Alternatively you can connect Gower Street Practice directly at www.gowerstreetpractice.org.uk 
Specific Learning Difficulties (e.g. Dyslexia)

In some cases a disability is identified for the first time when someone returns to study after an interval.  This is particularly the case with disabilities which affect your work such as dyslexia.  If you suspect that you may have a disability, take advice from your programme convenor or the student support staff. There is a Dyslexia Teaching Centre on the same site as the College, and you can be referred for diagnosis.  The fee for a dyslexia assessment can in many cases be reclaimed through the Access to Learning Fund.  There is more information about this in the guidance booklet on disability, available from the Student Services Centre or on the website.

Harassment

At no time should you be subject to what you regard as harassment or bullying, either from the staff of the College or your fellow-students. For further details please see the College’s Guidelines for Students on Harassment and Discrimination on page 39 of this Handbook.
University of London Services
The Student Development Manager may be able to advise you on the following.

Accommodation

The Facilities and Services Manager Judith Crimmins ( j.crimmins@heythrop.ac.uk ) deals with allocation of accommodation for Undergraduates, and the provision of rooms for brief overnight stays where necessary.  The University of London Services are also a good source of information and guidance.  

If you want to change your accommodation during the year, you may find it helpful to look at the website of the University of London Accommodation Office – www.housing.lon.ac.uk.  The office is gradually putting more information on line, and the site includes a developing accommodation database, a contacts database of students seeking flatshare, details of letting agents, and summary information about areas of London, by postcode, including typical prices, transport links, and student views of the safety and character of the area.  

Careers
The majority of postgraduate students are part-time and are in employment or – sometimes – retired.  Surveys suggest that comparatively few postgraduates select their programme primarily for career advancement, although this may subsequently happen.  

Heythrop gets the best of both worlds as its Careers Service provides advice on campus but also allows you access to a large range of other services provided by The Careers Group University of London, the biggest Careers Service in the United Kingdom.  A careers adviser from The Careers Group is represented by Fiona Richardson who is available in College on Tuesday afternoons in the Student Development Office the Michaelmas and Lent terms, so students can come for informal individual discussions and also attend occasional seminars. The centre also has careers information including free hand outs on subjects ranging from finding part-time jobs to generating career ideas, to CVs and interview technique. 

The Careers Group organizes careers courses, recruitment fairs for both jobs and further study and presentations by employers.  It has vacancy listings on its website.  This web site gives you access to a virtual careers library and to vacancy listings for part-time, vacation and permanent jobs.   You can sign up for Alert, an email system which means you will be notified of jobs of the kind in which you are interested.  Students can also use the very extensive careers library in The Careers Group’s central office.  For details see www.careers.lon.ac.uk.

Fiona Richardson, Careers Advisor, is on site at Heythrop one afternoon a week from October through to the end of the Lent term. Fiona is based in the Rahner Room, and drop-in sessions can be booked by contacting careers@heythrop.ac.uk , or through Kim Burke k.burke@heythrop.ac.uk .  In between the on-site sessions, you can use all the resources available on-line or by calling in person to the University of London Specialist Institutions’ Careers Service [SICS], 1st Floor, Stewart House, 32 Russell Square, London WC1B 5DN. Tel: 020 7863 6030; email:  sics@careers.lon.ac.uk
University of London Chaplaincy

The Chaplaincy serves the University community by offering pastoral counselling, and support and guidance in matters of faith and spiritual development for all students and staff of the Christian and Jewish traditions, and also those with no religious background. The Chaplains can also provide information about the Islamic, Buddhist and other faith communities.

You can find further details of the work of the University of London Chaplaincy on the University website (www.lon.ac.uk - click on “Studying”, then “Student Services”, then “Chaplaincy”). The University Chaplaincy arranges open meetings, lectures, workshops and weekends away as well as support and guidance for individuals.  
The following Senior Chaplains will be happy to take your initial enquiries:  

Roman Catholic – Fr Peter Wilson
Newman House, 111 Gower Street, London WC1E 6AR 
Tel: 020 7387 6370

email: pjw@universitycatholic.net
Anglican – Revd Stephen Williams
University Chaplaincy, 30B Torrington Square, London  WC1E 7JL
Tel: 020 7580 9812

e-mail: chaplaincy@london.ac.uk
Lutheran - Revd Tom Brunch
International Lutheran Student Centre, 30 Thanet Street, London  WC1H 9QH 

Tel: 020 7554 2900

email: chaplain@lutheran.org.uk 
Methodist and Free Church – Revd David Iness
Southlands College, 80 Roehampton Lane, London SW15 5SL
Tel: 020 7935 6179

email: D.Iness@roehampton.ac.uk 
Orthodox – Fr Alexander Fostiropoulos 
King’s College Chaplaincy, Strand, London  WC2R 2LS 

Tel: 020 7848 2373

email: fostiropoulos@clara.net
Jewish - Rabbi Gavin Broder
Hillel House, 1-2 Endsleigh Street, London  WC1H 0DS  
Tel: 020 7380 0207

email: rabbibroder@hotmail.com or rabbibroder@ujc.org.uk 
Tel: 020 7388 1976

Mob: 07811 286 664


Baptist - Vacant
Bloomsbury Central Baptist Church, 235 Shaftesbury Avenue, London  WC2H 8EL
Tel: 020 7240 0544

Reformed and Presbyterian - Revd John Scott
Chaplaincy Office, Lumen United Reformed Church, 88 Tavistock Place, London WC1H 9RS
Tel: 020 3051 8191

email: john@londonchap.org 

Useful external sources of advice and information

	Counselling 
	
	

	Westminster Pastoral Foundation 
	 
	www.wpf.org.uk    

email: reception@wpf.org.uk                                

	(Referral to the University Counselling service may be arranged via the Chaplain. WPF is one among several services which you could approach privately.)

	“Listening” and information
	
	

	London Nightline (Confidential support and information for students run by students.  Every night of term from 6 pm to 8 am)
	020 7631 0101
	Email: listening@nightline.org.uk (replies within 48hrs)

	 
	
	

	Student Finance
	
	

	Student Loans Company
	0800 40 50 10
	www.slc.co.uk for further contact information

	Educational Grants Advisory Service
	020 7254 6251

Tues, Wed, Thurs 2-4pm
	www.egas-online.org 

	Access to Learning Funds (ALF)

Sources of financial assistance
	020 7795 4145
	http://helios.heythrop.ac.uk
d.mcloughlin@heythrop.ac.uk
www.hero.ac.uk follow studying/ funding links

http://www.aimhigher.ac.uk/ student_finance/index.cfm



	Department for Children, Schools & Families (formerly Education and Skills)
	
	www.dfes.gov.uk Find Information For ►Higher Education Students www.direct.gov.uk ►Student Finance

	National Debtline
	0808 808 4000 
	www.nationaldebtline.co.uk 

	Tax Enquiry Centre, 375 Kensington High Street, London
	0845 302 1455
	


	Health
	
	

	NHS information
	
	www.nhs.uk/england 

	Provides information and a search facility for the nearest doctor, dentist, pharmacy, optician, hospital and walk-in centre including opening hours and contact information. 



	NHS Direct
	0845 4647
	www.nhsdirect.nhs.uk 

	Provides an encyclopaedia, self-help guide and a search facility for the nearest health service



	Alcoholics Anonymous
	0845 769 7555
	www.alcoholics-anonymous.org.uk 

	Smoking Quitline
	0800 002200
	www.quit.org.uk 

	National Drugs Helpline
(Also called: Talk To Frank)
Operates 24 hours; in 120 languages.
Calls from landlines are free and won't show up on the phone bill.
	(Helpline):

0800 77 66 00 (Text): 
0800 917 8765 

	www.talktofrank.com
Frank@talktofrank.com


	National AIDS Helpline (24/7)
	0800 567 123
	www.avert.org/ukhelplines.htm 

	SaneLine
	0845 767 8000
	www.sane.org.uk 

	Samaritans (24/7)
	08457 909090
	www.samaritans.org.uk or e-mail: jo@samaritans.org

	
	
	

	Disability
	
	

	SKILL (National Bureau for Students with Disabilities)

Head Office phone

                  fax
	0800 328 5050

020 7450 0620

020 7450 0650
	www.skill.org.uk 

click e-mail link or skill@skill.org.uk

	(See also the list of organisations in the College Guide for Applicants and Students with Disabilities, available from the Student Services Centre or on the website. 

	
	
	

	International Students
	
	

	International Students House,

 22 Great Portland Street, W1W 5PN
	020 7631 8300
	www.ish.org.uk 

	Includes information about long and short term accommodation; facilities and services and a programme of events with opportunities to meet people.

	Department for Education and Skills
	
	www.dfes.gov.uk/international-students 



	UKCOSA – Council for International Education
	
	www.ukcosa.org.uk 

	UK Student Life.com
	
	www.ukstudentlife.com 

	Includes useful guides on work, travel, study, personal issues and English language as well as information on British culture and life. 

	
	
	

	Crime and Personal Safety
	
	

	General information on safety and related links
	
	www.crimereduction.gov.uk/ studentcrime/studentcrime1.htm

	Victim Support
	0845 30 30 900
	www.victimsupport.org.uk

	Domestic Violence Helpline
	0800 2000247
	www.refuge.org

	Addison Lee (secure minicabs)


	020 7387 8888
	www.addisonlee.com
on-line booking; fare calculator 


HOW YOUR VIEWS ARE REPRESENTED
 

University students are active participants in their own learning and as such expected to comment and suggest.  As a student you may not always be able to recognise the most effective way of learning, and you may not always get what you ask for, but in some cases your suggestions may lead to prompt change.  Sometimes you are not the direct beneficiary, but changes are made for future years.  You, likewise, benefit from student comments made in previous years. You will probably find that most staff listen to informal suggestions and comments.  However, the formal channels summarised here are part of the College’s decision-making structure, and as such a means by which students can influence decisions. Almost half the student body are postrgraduates, so it is important that your voice is heard in helping to make Heythrop the best it can be.
 

         There are three student members of the College Governing Body, which makes decisions about the College’s overall policy, direction and finances. One is the HSU President and students elect the other two. In addition there is an HSU mature student representative.
 
         There are two student members of the Academic Board (one of them the HSU President).  The Board is the main decision-making body on academic issues. 
 

         The Library Committee has one undergraduate student member, one postgraduate taught student and one PhD student member. 
 

         Students are represented on the Academic Standards Committee, which, among other things, considers changes to programmes and tracks action plans arising from student surveys and from the annual monitoring of modules and programmes.  
 

         Every module teacher will ask for feedback, usually towards the end of the module.  Most use a questionnaire, but it could be a discussion instead.  Module feedback informs an annual report on each programme. The Academic Board considers a summary of all the reports, usually in November in respect of the preceding year. Efforts are made to inform students of what has been decided. 
 

         You will be consulted about any significant change to your programme.
 

          A student satisfaction survey is conducted in the Lent term. The responses to the survey help the College to prioritise plans for improvement, so it is important to respond if you receive the questionnaire.  We value your views as students so please take this opportunity to let us know what you think. 
 

         Other forms of student consultation are also arranged on a regular basis.
 

 What can you do? 
         Consider putting yourself for forward as a representative, at programme level or on one of the committees, or within HSU.   It’s good for the College, good for your fellow students, and useful experience for you.  Don’t opt out. 
         Vote when there are elections.
         Provide thoughtful comments when asked in questionnaires and surveys. 
 

 Names of student representatives will be published when they have been chosen. 

More detailed information can be found in the ‘Making Yourself Heard’ leaflet which is available from Student Services.

COMPLAINTS PROCEDURE
This is a summary of the Student Complaints Procedure approved by the Governing Body of the College in March 2004.  If you decide to make a formal complaint, you should ask Student Services for a copy of the full procedure and the Complaints Form, or you can download them from HELIOS.
Student Complaints Procedure

Heythrop aims to provide academically high quality programmes of study in an environment which will help students to achieve the aims of those programmes.  The Postgraduate Student Handbook and your programme handbook are the main sources of information about what you should expect whilst studying at Heythrop.  The College encourages students to comment on what is provided, and uses feedback to make improvements.  Nevertheless, there may be times when a student has a legitimate complaint about what the College provides.  This procedure explains what you can do if you believe that you have a complaint.  

1.  Principles

· Many complaints can best be resolved through direct informal discussion with the person most concerned.   Normally, if you go directly to someone you believe is more senior, you will be asked what steps you have taken to resolve the problem with the person concerned.  In most cases, no action will be taken unless you have tried the direct approach first.  There are of course, some exceptions in the case of serious breaches of codes of behaviour, when urgent action may be needed. 

· You can expect the College to deal with complaints seriously, fairly, within a reasonable timescale and, where appropriate, in confidence. 

· Complaints must normally relate to what you have been led to expect, normally through the Student Handbook, Programme Handbook or other information provided.  You cannot complain about the lack of a service which you were never led to expect, even if it is available in another College which you know about. 

· If you are considering a complaint, you should also reflect on whether you have fulfilled your own responsibilities, both in terms of meeting academic commitments and through behaviour which shows consideration for others.  If, for example, your problem has arisen partly through non-attendance, or failing to read information provided, it may be more difficult to sustain a complaint. 

· As in most organisations, there may be times when services or learning opportunities are adversely affected by unforeseen circumstances outside the College’s control.  When this happens, you are entitled to expect that steps will be taken promptly to solve the problem or make alternative arrangements.  Complaints will not normally be upheld if they concern specific or short-term shortfalls in academic provision which otherwise accord with what students have been led to expect.  

2.  Scope of the complaints procedure

You can use this procedure to complain about an aspect of your academic programme or the services you use as a student.  For example, this could concern: 

· Misinformation about a programme of study; 

· The academic standard of the programme; 

· The quality of teaching or supervision you receive;

· A failing in the College’s services, either academic or administrative. 

This procedure does NOT apply in the following cases: 

• If you believe that you have been subjected to harassment or discrimination, either from a member of staff or from a fellow-student, there is a slightly different procedure, which is explained below on page 39 and also in a separate leaflet. 

• If you are an MPhil or PhD student, a separate complaints procedure is published in the Code of Practice for Postgraduate Research Degrees. 
• You cannot use this complaints procedure to challenge a decision about assessment. There is a separate procedure to appeal for a review of an assessment decision. 
• The procedure does not apply to complaints against the Heythrop Student Union. 
• If disciplinary procedures have already commenced on the basis of your own conduct, you cannot use the complaints procedure in relation to the same (or a closely related) matter whilst the disciplinary enquiry is happening. In some circumstances, if you still wish to do so, you may be able to make a complaint after the disciplinary process has ended.
The complaints procedure is for use by individual students.  If a group of students share a concern about an aspect of the College’s academic provision, those issues should normally be raised in a routine meeting with the Programme Convenor, or students may request a meeting with the Programme Convenor. 

3. How to make a complaint

3.1 First Stage – mentioning your complaint or concern


You should first raise the matter with the person directly concerned – e.g. the tutor or other relevant member of staff.  Sometimes it will be possible to resolve the problem quickly with the minimum of formality. The person involved may sometimes suggest a discussion also involving other staff or students. 


If you feel unable to raise the matter with the person concerned, you can raise it with your Programme Convenor, who may suggest a way for you to deal with the matter. If your complaint concerns your Programme Convenor, you may go straight to the second stage of this procedure (para 3.2 below). 

You should keep an accurate note of the date and nature of any incidents which are the cause of the complaint.  It is better to raise the complaint at the first stage promptly: timely resolution of a complaint can be more difficult if you delay mentioning the problem until long after the event. 

3.2
Second Stage – informal complaint

If the matter cannot be resolved at the first stage, you may refer it to the Dean of Postgraduate Studies in the case of a complaint which concerns a module or programme, or a member of teaching staff.  If the complaint is about a service, you should address it to the head of that service (e.g. the Librarian) or to the Vice Principal. If you are in doubt about who to approach, you can take advice from the Academic Registrar, Annabel Clarkson. You should set out the substance of your complaint, briefly, in writing, with details of dates and locations of relevant incidents.   

The Dean, head of the relevant service or Vice Principal will acknowledge your complaint, normally within a week.  He or she has discretion to decide how the complaint is investigated and decided.  This may involve a meeting with you, and meetings with other relevant staff or students (normally separately, but in some cases together).  He or she will maintain an informal record of the complaint and of the way it has been considered and will notify you - normally in writing - of the decision taken, and the reasons for it.  You can expect to know the outcome of your complaint within 15 working days. 

3.3
If your complaint is not resolved at this stage, there is a further and more formal stage.  If you need to use it, you should request the full complaints procedure.  

If on completion of the formal stage you are still dissatisfied, it is possible to take your complaint to the Office of the Independent Adjudicator.  Details of this are included in the full details of the complaints procedure.  

HARASSMENT AND DISCRIMINATION – GUIDELINES FOR STUDENTS

Heythrop College is committed to the equality of opportunity for members of staff, students and visitors, and believes that all individuals should be treated with dignity and respect.  The College works with the University of London Equal Opportunities Policy, which undertakes that the University “will not discriminate against any person on the grounds of colour, race, nationality, ethnic or national origin, religion, politics or sex”.  

The College will provide a safe, supportive and welcoming environment for staff, students and visitors.  The College aims to ensure that its students are given the best opportunity to succeed.  All members of staff and students therefore share a responsibility to work to create an environment in which academic goals may be pursued without fear or intimidation.  Student handbooks include more detail of student responsibilities.  

The College will not tolerate any form of harassment, bullying or victimisation. It aims to create an environment which is free of intimidation and fear. Staff and students are therefore expected to conduct their affairs at the College in a manner which is conducive to working, teaching and learning. 

The College has put in place procedures to ensure that incidents relating to harassment or bullying are dealt with promptly and efficiently. 

If you think you are being subjected to discrimination or harassment in any form, either by a fellow student or a member of staff, you do not have to tolerate it.  This guidance note is to help you deal with such a situation. 

1. If you feel able to make it clear to the person causing you offence that his or her behaviour is unacceptable to you, this may sometimes be enough to stop it.  If you do this, try yourself to remain calm and polite. 

2. If you are not able to tackle the person concerned, this does not constitute consent to the harassment, nor will it prejudice any complaint you bring.  You may seek help and advice, confidentially if you wish.  You can do this if you are concerned about an incident of harassment or discrimination, however large or small it was, and even if it has occurred only once.  

3. Talk about the problem with friends, or with any of the individuals or organisations listed: 

· Your Programme Convenor, or another lecturer
· Heythrop Students’ Union Welfare Officers
· Student Development Manager
· Chaplain
· Academic Registrar
· Vice Principal
They may be able to suggest a way of resolving the problem.  Discussions will be confidential and further action involving you will not normally be taken without your express permission.  In particular, the person about whom you are complaining will not be given your name as a complainant without your express permission, unless there are over-riding reasons for disclosure, which will be explained to you, because it may not be possible to deal with the matter adequately if permission is withheld. 

4. If the harassment continues or is too serious to be dealt with by the means described in (3) above, you are advised to request a confidential interview with one of the people named above, or with the Dean of Undergraduate or Postgraduate Studies or the Director of Research.  You may be accompanied by a friend at the interview.  The purpose is to discuss the nature of the problem and to arrive at a solution which is acceptable to all parties.  This may, for example, involve calling the person about whom you have complained to an interview about his or her alleged behaviour.  

5. If the problem is serious or has not been resolved by the above means, you (or someone acting on your behalf, with your consent) may make a formal complaint, which will lead to the beginning of disciplinary proceedings into the conduct of the person you have complained about.  The disciplinary procedures can be applied even if harassment by a member of staff or another student did not happen on Heythrop or other University premises.  If you make a formal complaint, it will normally be useful to have a note of the details of the incidents which have distressed you, including a note of the ways in which the incidents have caused you to change the pattern of your work or social life.  

6. If you have been attacked or are the victim of a sexual or racial assault, seek help immediately.  Any of the people lists above will provide support.  You should report the matter to the police.  If you decide to do this, it will not be necessary for you to go alone, unless you so wish.  

7. If you have been sexually assaulted or raped, seek medical advice and help immediately.  Any of the people named above can help you find information about locally available help for females and males who are the victims of sexual assault or rape. 

8. Although the final paragraphs of this note are about the more extreme forms of harassment, where physical violence may be involved, remember that the College’s commitment to treating people with dignity and respect – and also the law - applies also to less dramatic forms of harassment, the majority of which may be mainly verbal.  These guidelines relate to all forms of harassment and discrimination.      
PART B:  ACADEMIC INFORMATION

LEARNING ACTIVITIES

Your Programme Handbook provides more information about classes and other activities. You will also receive some information about each module you take.  This section is a summary of the main types of activity you can expect: not all form part of every programme.  

Attendance at classes is a requirement.  However, it is important to remember that the time you spend in class with a teacher is only a very small part of your learning time. The majority of your learning comes from work you undertake yourself, sometimes with significant guidance and sometimes largely independently.  

Lectures are teacher-led sessions which are mainly used to introduce key concepts and topics.  Because the number of students taking a module at Heythrop is sometimes quite small, lectures can sometimes be interactive.  You may receive handouts to help you to build on the material covered in the lecture. 

Seminars are sessions where a group of students work with a teacher on a topic or a text.  Many postgraduate programmes are mainly taught through seminars.  A seminar might be led by the module teacher, or by another teacher, or by a student who has researched a topic and makes a presentation.  Seminars usually involve discussion, questions, working together with a text or a case study, or all of these things.  You may be required to prepare for seminars (even if you are not the person presenting) or you may be given work to follow-up what has been done in a seminar.  Your programme handbook and/or module information will tell you what is involved.  In all cases, you need to participate, and do the necessary work, in order to learn from the seminar.  Some practical and transferable skills are developed mainly through participation in seminar work. 

Tutorials involve a meeting, normally of one student with a tutor, to discuss a piece of work.  Tutorials on a one-to-one basis are quite rare in UK universities nowadays, and are one of the distinctive features of study at Heythrop.  The purpose of a tutorial is to help you improve your understanding of a topic and to strengthen your ability to explain your ideas and relate them to evidence in discussion with a tutor.  Tutorials are also a source of individual advice on technique in researching and writing, and as such play an important part in the development of your capacity to study independently and to think and write analytically – skills form part of the learning outcomes and assessment criteria for every programme.  To benefit fully from tutorials, you must come well-prepared and you must be able to relate the skills developed in one topic to work done later, often in a different module.
Please see the tutorial preparation documents which can be found on HELIOS in the student information section.
Directed study:  Some module teachers may provide guided study tasks, referring you to particular books, articles or websites and suggesting specific points to consider or investigate.  These may be for assessment tasks, or just to help you focus your private study.  

Supervision: The final piece of work for all Masters degrees is a dissertation. The dissertation is on a topic chosen by you, and agreed by a supervisor.  The supervisor will comment on your dissertation proposal, and will normally provide one or more tutorials on a draft.  The tutorial may help you to identify areas for improvement and further research, but the responsibility to develop avenues of enquiry, draw conclusions and communicate ideas lies with you. The dissertation plays an important part in demonstrating understanding at the forefront of the discipline, together with skills in self-direction, sound judgement and autonomy in planning – all defining features of study at this level. 

Seminar Attendance Policy
Students are required to attend seminars and classes regularly. Module teachers will normally require students to sign an attendance register. 100% attendance is expected, 80% is the minimum requirement (or 9 out of 11 sessions). If you are going to be absent please email or telephone your module teacher or leave a message at the College Reception (Phone: 020 7795 6600). Please inform the teacher of any unavoidable absences ahead of time if possible. 

Students who miss a seminar or class may be asked to provide evidence of catching up on the reading required. If you anticipate being absent, please arrange with another participant to collect the relevant readings for a subsequent session and a way of receiving them. 

Students who fail to meet the attendance requirement may be refused permission to enter for the corresponding final assessment, unless their absence is explained by serious mitigating circumstances and relevant supporting documentation.

HOW MUCH WORK DO YOU NEED TO DO?

It is widely expected that a Masters degree in the UK should involve about 1800 hours of study time.  This would include everything – classes, seminar preparation and follow-up, attending tutorials, private reading, planning, researching and writing coursework, essays, and the dissertation.  Where modules are credit-rated, as the College-regulated modules are, the estimate is 10 hours work per credit point.  Each module is 30 credit points, and the dissertation is 60 credit points.

This would work out at roughly a 40 hour week for a full-time student over 45 weeks, a steady 16 hours a week for a part-time student completing in 2 years.  In practice, needs vary: some students are concurrently employed in work which so closely relates to their Programme that that work effectively forms part of their learning time.  Some also have long experience, directly related to the programme, on which they may draw. Such relevant experience may reduce the additional working time required for study.

ACADEMIC SUPPORT AND GUIDANCE

For postgraduate students, forms of academic tutorial/supervisory provision vary according to the programme being followed. Usually, the Programme Convenor acts as contact person for questions relating to the programme as a whole and to procedures for learning, teaching and assessment. 
It is the students’ responsibility to contact tutors/supervisors to arrange tutorials on end-of-year essays and dissertations. (For research students, information about procedures and regulations is separately provided.) 
ASSESSMENT


One purpose of assessment is to measure your achievement, award marks, and in some cases determine whether an award can be conferred with distinction.  However, the tasks set for assessment are often also an essential element of the learning process.  For Masters level programmes it is expected that some of your work will be at, or informed by, the forefront of the discipline you are studying.  Assessment tasks require you to investigate, analyse, think for yourself, and express your findings clearly.  The feedback on your work (whether in writing or through a tutorial), and also the marks given, help you to reflect on your progress, and to plan activities to improve your future work.  

Learning outcomes and assessment criteria

Your programme handbook will include information about the ‘learning outcomes’ of your programme. You can also find these on the website.
Usually you will also be informed about the intended learning outcomes of each individual module.  They detail what you are expected to achieve in the programme or the module. Assessment tasks are usually structured to help you achieve the outcomes, and demonstrate that you have done so.  For all programmes, the learning outcomes include transferable skills as well as knowledge and understanding of the content of your programmes.  Often, transferable skills are acquired and practised mainly though tasks undertaken in your own study time, or for assessment.  

Assessment criteria are based on the attributes of assessed work which typically lead to marks in a particular percentage band (in College-regulated programmes) or a range of literal marks (in Philosophy), determining your eventual result. You can use these criteria yourself, along with the comments you get on your essays or other coursework, to help you understand your own progress and focus your effort in areas you need to improve. The assessment criteria for the Masters’ programmes are on pages 48-50. 

How you are assessed

Your Programme Handbook provides detailed information about how you are assessed. 
In all MA programmes you will receive details in the course of the year of what is required for the assessment of each individual module. Each module is assessed by a combination of coursework and end-of-year essay.  You will receive information about the contribution which each element of assessment makes to the overall module mark (and this information is also available in the programme handbooks). 

After you have submitted your coursework, you will receive provisional marks for it, with summary comments from your teachers. You will not know the results of your end-of-year essays (submitted in June), or your dissertation, until after the meeting of the Board of Examiners in late October. Coursework is marked and moderated internally and externally. End-of-year essays and dissertations are all double marked internally, and representative samples of them are also considered by external examiners, before the meeting of the Examination Board.  

You receive feedback on end-of-year essays and dissertations after they have been assessed, only if you request it from the Programme Convenor. It will be in the form of a summary of examiners’ comments.

The formula for the final classification of taught MA degrees can be found in the Academic Regulations (Regulation 52 - Awards and classifications).

Assessment Entry
Modules must be assessed in the year in which they have been taken. With this expectation, there will be no additional process for assessment entry. 
Coursework Extension

The detailed procedure of postgraduate coursework extensions can be found in the Academic Regulations - Appendix C2. 

If, for good reasons, you are unable to meet the intermediate date set by the module teacher for an item of coursework, you should apply to the module teacher for an extension of time.

Students wishing to apply for an extension of a final coursework deadline (in January and May) must apply to the Postgraduate Administrator, by submitting a Coursework Extension Form together with supporting evidence. This form is available on Helios and from Student Services. Only the Postgraduate Administrator can give an extension to the final coursework deadline and this extension is limited to 14 calendar days. Students must request an extension on or before the day when the work is due to be submitted for assessment. 

Extensions will be granted only to those who experience exceptional problems which have genuinely prevented them from submitting work on time. Please note that computing problems will not be accepted as a reason to grant an extension.

Examples of circumstances in which students may be granted an extension may include, but are not limited to:

· significant illness or injury

· significant illness, injury, or death of a near relative or close friend

· major and unexpected changes in relation to employment 

· serious financial, accommodation or family problems

Examples of acceptable supporting documentary evidence may include, but are not limited to:

· medical certificate / hospital admission letter / counsellor’s letter

· medical certificate or related independent evidence in respect of the illness of a near relative or close friend for whom the student was caring

· death certificate or related independent evidence or a confirmation from an independent source

· crime reference number

· letter from employer

In certain circumstances, where it is not possible to obtain suitable documentary evidence, a supporting statement from the Student Development Manager may be accepted instead.

Students with more serious difficulties, who need to apply for a longer extension than the 14 calendar days, should use the deferred assessment procedure instead (see Regulation 13 and Appendix D). 

Students, who, for good reason, are unable to apply for an extension in advance of the deadline, must use the mitigating circumstances procedure (Regulation 15 and Appendix F). 

Please note that if you have not submitted your coursework by the deadline and have not been granted an extension (or deferred assessment), a non-submission with a fail mark will be recorded for the relevant coursework task. You will be required to present this piece of coursework at a later date and the mark for this second attempt will be capped at the pass mark of 50%. No late submission is accepted after the deadline has passed, except with an approved extension (or deferred assessment). 
Deferred Assessment

If you believe there are strong reasons why you cannot submit work for assessment by the due date for end-of-year assessment, it may be possible to request deferred assessment.  This applies mainly to end-of-year essays and dissertations.  Details are in the Academic Regulations (Regulation 13 and Appendix D), which can be found on the college website and on HELIOS.  

The request MUST normally be made on the Deferred Assessment Form (no other means of communication will normally be accepted) which is available on HELIOS or from the Postgraduate Administrator. You must present the form at least two weeks before the date on which the assessment is due. It MUST be accompanied by supporting documentary evidence (for example, a doctor’s letter). Requests for deferred assessment are considered by a sub-committee of the Examination Board. Please note that deferred assessment is granted only in what the sub-committee judges to be exceptional and compelling circumstances.  

Mitigating Circumstances 

There is a process for asking the Examination Board to take account of mitigating circumstances which you believe seriously and adversely affected your assessment. This is detailed in the Academic Regulations (Regulation 15 and Appendix F), which can be found on the college website and on HELIOS.  

For the Examination Board to take account of them, mitigating circumstances need to have been serious and outside your control, something you could not reasonably have foreseen. You need to use the Mitigating Circumstances Form, which is available on HELIOS or from the Postgraduate Administrator.
You can use the procedure if:
· You did the assessment, but you think your performance was seriously worse than it otherwise would have been;

· A serious problem arose after the time when you could have asked for deferred assessment, which stopped you submitting your work for assessment (for example, you unexpectedly went into hospital a few days before the submission date for an essay or dissertation). 

You cannot use the procedure for a problem which you knew about before you became a student (such as having three small children who take up a lot of time). Your case will not be considered very strong if you were ill on the last day before handing in an essay which you had several weeks to complete. You cannot claim mitigating circumstances in respect of things you should have planned for – for example that you misunderstood the timetable, or you did not know the procedure for handing in work for assessment or your computer crashed. You need to provide evidence of the mitigating circumstances and how they affected you. There are detailed notes with the Mitigating Circumstances Form about what sort of evidence you can use, and how it will be considered.  

Confidentiality in cases of deferred assessment or mitigating circumstances

It is wise to discuss the situation with your Programme Convenor, but

(a) you are not obliged to do so, and

(b) you must not assume that if your Programme Convenor knows, the Exam Board knows.  You must provide the information, in writing, yourself. 

Only a very small sub-committee of the Examination Board will look at evidence of mitigating circumstances.  You can, if you wish, ask that only the Chair of the Board will read your personal information. 

What can the Exam Board do in cases of mitigating circumstances?

· Your mark for the relevant piece of assessment will NOT be increased.  

· If you failed a module, and your usual level of attainment is better, you may be reassessed as if for the first time, without any penalty 

· If you passed the module, but your performance was clearly worse than it usually is, a record will be kept, and your circumstances may be taken into account at the end of your final year, when your overall result is being considered. 

IT IS ESSENTIAL THAT YOU READ THE REGULATIONS AND THE NOTES ON THE FORM, BEFORE YOU START, IF YOU NEED TO FOLLOW THIS PROCEDURE
CRITERIA FOR AWARD OF MARKS IN COLLEGE-REGULATED MASTERS DEGREES
70 and above
Grasp of field of study

· outstanding grasp of issues and high level of critical insights

· extensive, insightful and critical review of literature

· high level of independence and creativity in application of knowledge

Understanding and evaluation

· sophisticated conceptual understanding and evaluation of scholarship and research

· creative and critical handling and inferring from data

Structure, communication and presentation

· exceptional clarity, focus and cogency in organisation and presentation of arguments and conclusions

60-69
Grasp of field of study

· clear understanding of issues and good level of insights

· wide-ranging, coherent and critical review of literature

· elements of creativity and independence of thought in applying knowledge

Understanding and evaluation

· consistent and fluent understanding and critical evaluation of scholarship

· competent and critical handling, presenting and inferring from data

Structure, communication and presentation

· clarity, focus and fluency in organisation and presentation of arguments and conclusions

50-59
Grasp of field of study

· basic understanding of issues

· basic critical competence in reviewing literature

· little development of ideas in the application of knowledge

Understanding and evaluation

· adequate understanding and evaluation of scholarship

· rudimentary handling, presenting and inferring from data

Structure, communication and presentation

· basic clarity, focus and competence in organisation and presentation of arguments and conclusions

Fail (49 and below)
Grasp of field of study

· inadequate understanding of issues

· unfocused or inaccurate review of literature

· confusion in the application of knowledge

Understanding and evaluation

· lack of understanding and critical evaluation of scholarship

· inadequate or confused handling, presenting and inferring from data

Structure, communication and presentation

· poorly organised and unfocused presentation of arguments and conclusions
NB: The formula for the final classification of taught MA degrees can be found in the Academic Regulations (Regulation 52 - Awards and classifications).

CRITERIA FOR AWARD OF MARKS IN THE FEDERAL MA PHILOSOPHY
[now discontinued]
In the federal MA Philosophy degree, the pass mark is 50.  A candidate must pass in all elements.

Failure to pass all elements (except dissertation) does not automatically mean failing the degree.   Compensation may be given up to 2 marks in the borderline category of 47- 49 in the examination papers if there are sufficiently good passes (above 50) in the other elements.  
Candidates may, on occasion, be called to attend a viva (oral examination) on the dissertation. To obtain a distinction a candidate must pass in all elements (in one 70 or above, in two at least a borderline in the range 68-69, and at least a pass in the fourth or in one 70 or above and a borderline in all others), without a viva, at a first attempt, and must normally achieve a distinction mark of 70 or above on the dissertation.

To achieve a pass mark on a question, a student must demonstrate:
A good understanding of the nature and significance of the question under consideration.

An ability to present his or her thoughts in an ordered and coherent fashion.

An ability to reflect upon the outlines of the problem by EITHER

(a) showing a good knowledge of some existing attempts to answer the question in such a way as to demonstrate a reasonable understanding of the philosophical concepts employed; OR
(b) showing an ability to think independently about the problem in a relevant and coherent fashion.

To achieve a distinction mark on a question, a student must demonstrate:
An excellent understanding of the nature and significance of the questions under consideration.

An ability to present his or her thoughts in an ordered and coherent fashion that is also either especially perceptive or sustained. 

An ability to reflect upon the question by:  EITHER
(a) Showing a detailed knowledge of some existing attempts to resolve the problem, including some or all of the following: an appreciation of the complexities of the views discussed; an ability to exercise independent and plausible judgement on the merits of the views discussed; an ability to present arguments and/or examples in support of the judgements made; OR
(b) showing an ability to think independently about the problem in a relevant, coherent, sustained and systematic fashion, showing an ability to present arguments to support the position defended, and to anticipate and respond to potential difficulties  or objections.
GUIDELINES FOR THE PRESENTATION OF COURSEWORK,
ESSAYS AND DISSERTATIONS


1. INTRODUCTION

These guidelines cover all MA programmes at Heythrop apart from the MA Psychology of Religion. Students in the MA Psychology of Religion programme should follow the Harvard / APA Referencing System; please consult your programme handbook for detailed information about this.

As well as reading and inwardly digesting these guidelines, you are also recommended to study the information published in the Library and Learning Resources section on the website (www.heythrop.ac.uk, then click on the link to “Library”).
What follows is based on the MHRA Style Guide (MHRA is the Modern Humanities Research Association) which is a standard guide in academic research and publication in the humanities (see www.mhra.org.uk.) The primary purpose of following the guidelines in essays and dissertations is to get into habits of good scholarship and to help the reader by producing an accurate, easy-to-read text which is documented in such a way that the reader can follow up any reference with ease.

Before you hand in the final version of your essay or dissertation you are strongly advised to check carefully that you have followed these guidelines. Examiners may deduct marks if the work is sloppily presented or you have not followed the guidelines.

Word length

For all taught MA programmes the word length for end-of-year essays is 4,000 words. Examiners will normally accept a 10% margin above or below this limit without penalty, but marks may be deducted if the word-count is more than 10% above or below 4,000 words. 
For dissertations, it is a bit more complicated at present.  
(1) Students who began their MA programme before September 2005 may write a dissertation of either 10,000 words (as under the old Regulations) with a 10% word-allowance either side, or a dissertation of 12,000 to 15,000 words with no percentage word-allowance below the lower or above the upper limit.  
(2) Students who began their programme in or after September 2005 must write a dissertation of 12,000 to 15,000 words, again, with no percentage allowance below 12,000 or above 15,000 words.

Footnotes, endnotes, in-text references, text-boxes, tables and so forth ARE included in the word-count; whereas title pages, contents pages, lists of abbreviations, bibliographies and appendices ARE NOT. If you intend to include an appendix to your essay or dissertation, you are advised to consult your supervisor first. Examiners are not required to read appendices.

All work for assessment must be presented in electronic form and submitted via HELIOS. The arrangements for this are explained to new students at Induction. For further information please refer to the Student Guide to HELIOS. 
2. LAYOUT

2.1. All written work for assessment may be either 1.5 or double spaced.

2.2. Page-numbering: each page must be numbered consecutively (unlike a book). Use one series of Arabic numerals throughout, i.e. do not use small Roman numerals for preliminary pages.

2.3. Each piece of coursework must be presented with the appropriate cover sheet as the first page, containing all the necessary information, i.e. your name, module code & title, etc. 
2.4. Please place at the beginning of the essay/dissertation, in this order:

· a title page

· (for dissertations but optional for essays) a contents page with a list of the headings of chapters and sections and the page number on which each chapter and/or section begins. (This helps the reader to see at a glance that you are in control of your material and your work has a coherent structure.)

· where applicable, a separate page with a list of abbreviations used
2.5. Regarding the layout of the title page for essays and dissertations further details will be provided later in the academic year. 

2.6. For details of the procedure for submitting coursework, end-of-year essays and dissertations for assessment, please consult the Student Guide to HELIOS.
3. REFERENCES

References, i.e., footnotes, endnotes, and in-text references, are always included in the total word allowance.

3.1. Forms of references

· Books

(a) Denys Turner, The Darkness of God: Negativity in Christian Mysticism (Cambridge: Cambridge University Press, 1999), pp 48-49.

(b) George Herbert, The Complete English Poems, ed. by John Tobin (London: Penguin Books, 1991), p 178.

(c) The Oxford Companion to Christian Thought, ed. by Adrian Hastings, Alistair Mason and Hugh Pyper (Oxford: Oxford University Press, 2000), pp 195-199.

(d) Julian of Norwich, Showings, translated from the critical text with an introduction by Edmund Colledge, O.S.A. and James Walsh, S.J., Classics of Western Spirituality, (New York: Paulist Press, 1978), p 47.

(e) Mark Kinkead Weekes and Ian Gregor, William Golding: A Critical Study of the Novels with a Biographical Sketch by Judy Carver, new and enlarged edition, (London: Faber and Faber, 2002).

Whether in the text, notes or bibliography, titles of books, journals, newspapers, films, pamphlets go into italics.

The author’s name should be given as it appears on the title page. The names of up to three authors should be given in full; for works by more than three authors, only the name of the first should be given, followed by ‘and others’. If the book is an edited collection or anthology, the title will appear first (see (c) above).

The title should be printed as it appears on the title page and italicised. A colon should be used to separate title and subtitle. For books in English, capitalise the initial letter of the first word after the colon and of all principal words throughout the title (see examples above).

The names of editors should be treated in the same way as those of authors.

The place of publication, the name of the publisher and the date of publication should be enclosed in parentheses, with the punctuation as in the examples given.

· Chapters or articles in books

(a) Derek Pearsall, ‘Piers Plowman Forty Years on’, in Langland, the Mystics and the Medieval English Tradition: Essays in Honour of S.S. Hussey, ed. by Helen Phillips, (Cambridge: D. S. Brewer, 1990), pp 1-10 (p 6).

(b) Lewis L. Rambo, ‘The Psychology of Conversion’, in Handbook of Religious Conversion, ed. by H. Newton Maloney and Samuel Southard (Birmingham Alabama: Religious Education Press, 1992), pp 159-177.

(c) Michael Barnes SJ, ‘Facing the Other’, in Theology and the Dialogue of Religions (Cambridge: Cambridge University Press, 2002), pp 65-96, (p 77).

(d) David Lonsdale, ‘Desolation’, in The New SCM Dictionary of Christian Spirituality, ed. by Philip Sheldrake (London: SCM Press, 2005), pp 233-234.

The author’s name should be given as it appears in the book. The title of the chapter or article goes into single quotation marks. Include the word ‘in’, as in the above examples, followed by book title, editor’s name and full publication details of the book. The page numbers in the above examples refer to the first and last pages of the item cited.

· ‘Official’ Vatican documents 

Documents such as papal bulls, encyclicals and Council decrees sometimes appear as separate publications, sometimes as documents in larger collections. In both cases, the convention is to use the original Latin ‘title’ (e.g. Lumen Gentium) in referencing and in the text and bibliography. Papal encyclicals and other papal documents should be referred to by their Latin title (e.g. Regimini militantis ecclesiae, Quadragesimo Anno.) These titles should be printed in italics, and referencing and bibliographical entries should follow the practices set out above and below in these pages. 
· Articles in journals

(a) David A. Denby, ‘The Distinction between Intrinsic and Extrinsic Properties’, Mind, 115 (2006), 1-18.

(b) David E. Klemm, ‘ “The darkness inside the human soul”: Uncertainty in Theological Humanism and Michael Frayn’s Play Copenhagen’, Literature and Theology, 18 (2004), 292-307.

(c) Martin McKeever, C.Ss.R., ‘Afterthoughts on the Globalization Debate: Critical Observations on a Hyper-modern Metanarrative’, Studia Moralia, 42 (2004), 205-224, (p 220).

The author’s name should be given exactly as it appears in the article. The title of the article is given in single quotation marks. The title of the journal is italicized. The volume number is put in arabic numerals, with the year(s) of publication in brackets. First and last page numbers of the article are cited. The page number in brackets in (c) above indicates a particular reference.

· Articles in newspapers and magazines

In references to articles in newspapers and magazines you need to include only the date of issue, the relevant section where appropriate and the page number(s):

(a) Angelique Chrisafis, ‘Beaujolais Nouveau’s inventor fined for fraud’, Guardian, 5 July 2006, p 19.

(b) David Hare, ‘Battle in the Bedroom’, Guardian, 5 July 2006, section G2, pp 18-19.

· Electronic Resources

This example refers to a website:

Incigneri, B. http://www.cr.org.au/discern.htm [accessed 3 July 2006].

This example refers to an article in an online encyclopedia:

Kent Bach, ‘Performatives’, in Routledge Encyclopedia of Philosophy, <http://www.rep.routledge.com>[accessed 4 July 2006].

This refers to an individual poem included in a full-text online database:

E. E. (Edward Estlin) Cummings, ‘maggie and milly and molly and may’ in Literature Online, <http://lion.chadwyck.co.uk>[accessed 4 July 2006].

This refers to an on-line journal:

G. Wheeler, ‘Frank Wesley: Religious Works, Retrospective Exhibition’ in Australian E-journal of Theology, 4 (2005), <http://dlibrary.acu.edu.au/research/theology/ejournal/aejt4/farrell.htm>[accessed 2 April 2006].

It is essential that, when referring to an electronic resource, you give the date of access, as above, since they are being constantly updated.

· Other sources

References to material published on CD-ROM, DVD-ROM or floppy disc should follow the usual format for printed sources, as outlined above, but with the addition at the end of the phrase ‘[on CD-ROM]’, ‘[on DVD-ROM]’, etc., as appropriate.  
3.2. Systems of referencing 

You are advised to choose the system of providing references that best serves clarity and ease of reading and that allows a reader to follow up the references with ease. It is also important that, having adopted a system, you use it consistently throughout your essay or dissertation.

Two systems of referencing are acceptable:

· by footnotes or endnotes

· by in-text referencing, sometimes called ‘the author-date system’.

3.2.1. Referencing by footnotes or endnotes

Footnotes are placed at the foot of the page, endnotes at the end of the work, before the bibliography. Although in some longer works such as books, you will find endnotes at the end of individual chapters or sections, this is not recommended for MA dissertations, as it makes reading the notes less easy for the reader (and tends to irritate irritable examiners).

The first reference to a work in each chapter should contain the full bibliographical details (see examples above), including the pages to which particular reference is being made.

In repeated references, never use the conventional op. cit. to refer to work cited earlier. It is always liable to create difficulty for the reader, especially if the full reference is several pages back. For repeated references, after the first full reference, any one of the following is acceptable:

· The author’s name followed by the volume, (if applicable) and page reference, e.g. Lartey, p 133.

· a shorter version of the full title, e.g., Lartey, Blackwell Reader, p 133;

· an abbreviation, e.g., Lartey, BRPPT, p 133.

Please note that in repeated references within a chapter in footnotes and endnotes, you do not need to give full bibliographical details, so long as the first reference contains all the details. See examples above.

If you use abbreviations, you must include them in a list of abbreviations as indicated in 2.5 above.

3.2.2. In-text referencing

In this system, footnotes are kept to a minimum, and the referencing is done in conjunction with the bibliography.

Where the information being given is to the only work of a particular author that is listed in the bibliography, and the name of the author is not clear from the context, referencing is by inserting in the text, in parenthesis: the author’s name, a colon and the page number, e.g. (Smith: 123).

When more that one work of the same author is included in the bibliography, and the name of the author is not clear from the context, the author’s name must be followed by the date of the work being referred to, then the page number; e.g. (Smith, 2004: 123).

If the author has been exceedingly productive, and there are two or more works in the same year by the same author in the bibliography, they must be indicated by the use of the letters (a), (b), etc., and the corresponding letter must appear after the date in the in-text reference; e.g., (Smith, 2004 (b): 123).

If it is clear from the context which author is being referred to, a page number is enough, e.g. (123). Initials are included only if there are two authors with the same surname in the bibliography.

Remember that clarity and consistency are important. If this system of referencing is used, it should be used throughout. Any information other than these direct bibliographical references must appear in footnotes or endnotes in the conventional form.

4. THE BIBLE

Any of the usual ways of referencing the Bible in current use in books and journals is acceptable. You may use either the full name of the books of the Bible (Isaiah, II Corinthians) or a standard abbreviation (Is; II Cor). Chapter and verse may be separated either by a colon with no following space (John 12:2) or a full stop with a following space (Is 43. 3).  Please note that books of the Bible are not italicized. 

5. BIBLIOGRAPHY

Bibliographies are not included in the total word-allowance. At the end of every essay or dissertation, bibliographical details must be provided, in alphabetical order. If more than one work of an author is included, they should be listed in chronological order of publication.

Bibliographies may be offered either as a single list or divided into sections. They should include all the relevant works consulted in your research or used or cited in the essay or dissertation, including electronic resources. You should list only relevant sources: the aim is not to provide a comprehensive list of known works on the subject (that’s for your PhD).

In bibliographies the use of italics, capitals and punctuation is similar to their use in referencing (see below).

5.1. Bibliographies when referencing is by footnotes or endnotes
· Books

Midgley, Mary, Wickedness; A Philosophical Essay (London: Routledge, 2001).

Turner, Denys, The Darkness of God: Negativity in Christian Mysticism (Cambridge: Cambridge University Press, 1999).

Weekes, Mark Kinkead and Ian Gregor, William Golding: A Critical Study of the Novels with a Biographical Sketch by Judy Carver, new and enlarged edition, (London: Faber and Faber, 2002).

· Articles in books

Janssens, L. ‘Personalism in Moral Theology’, in Curran, Charles, E. (ed.), Moral Theology: Challenges for the Future, (New York: Paulist Press, 1984), pp 84-94.

· Articles in journals

Denby, David A., ‘The Distinction between Intrinsic and Extrinsic Properties’, Mind, 115 (2006), 1-18.

· Electronic resources

Incigneri, B., http://www.cr.org.au/discern.htm [accessed 3 July 2006].

5.2.
Bibliographies when the referencing is by in-text references 

Here the difference is that the date of publication appears immediately after the author’s name(s):

Midgley, Mary, 2001, Wickedness: A Philosophical Essay (London: Routledge).

Janssens, L., 1984, ‘Personalism in Moral Theology’, in Curran, Charles, E. (ed.) Moral Theology: Challenges for the Future, (New York: Paulist Press), pp 84-94.

Denby, David A., 2006, ‘The Distinction between Intrinsic and Extrinsic Properties’, Mind, 115, 1-18.

Remember: consistency is important.

6. FOREIGN WORDS AND QUOTATIONS

Single words or short phrases in foreign languages, which are not used as direct quotations, should be in italics. Direct, acknowledged or more substantial quotations in foreign languages should be in roman type. For quotations generally, see section 5 below.

For transliterations from languages or scripts which do not use the roman alpahabet, (e.g., Greek, Hebrew, Cyrillic, Glagolitic), follow the guidelines in the paragraph immediately above; so ruah, agape.

Foreign words and phrases which have passed into regular English usage do not usually appear in italics. When in doubt, use roman. The following examples are of words which are no longer italicized (not a comprehensive list):

avant-garde

dilettante

milieu


salon


cliché


ennui


par excellence
status quo

dénouement

leitmotif

résumé


vice versa

Italics are also no longer used for some Latin words and abbreviations which are in regular usage, e.g. etc., et al., passim, viz. 

7. SETTING QUOTATIONS

When quoting, use single quotation marks (it saves ink). If there is a second quotation within the quotation, the second quotation (the quotation within the quotation) goes into double quotation marks. For example,

Smith asserts, but without convincing evidence: ‘What Keats called “negative capability” is now, with the death of Romanticism, a meaningless concept’.

Quotations of up to about fifty words may be included in the text in the normal way, double spaced. Longer quotations should be printed as a separate paragraph, single spaced, with its left-hand margin indented by one tab space. Quotation marks need not be used for quotations printed as separate, indented paragraphs.

Please note that quotations should be printed in the same typeface as the rest of the work; they should not be printed in italics or bold. 

And to repeat what was said earlier:
All work for assessment must be presented in electronic form and submitted via HELIOS. The arrangements for this are explained to new students at Induction. For further information please refer to the Student Guide to HELIOS.

Producing an accurate and attractive piece is a work of art and worth doing well.


PLAGIARISM
The College requires all Undergraduate and Postgraduate students to submit their work electronically. This means that all academic work produced by a student (coursework, essay, dissertation) must be submitted via HELIOS (Heythrop’s E-Learning System). 

When the work is submitted, it will be passed through the Turnitin UK Service, which is an electronic service used by nearly all UK universities to assist in the detection of plagiarism. 

Students are responsible for ensuring that the work they submit (in coursework, essays or dissertations) is their own.  When the work of other researchers has been used, this should be clearly acknowledged. Plagiarism is the theft of expropriation of someone else’s work without proper acknowledgement, presenting the material as it if were one’s own. 

Plagiarism normally occurs:
· when a student lifts verbatim written material from books and articles (either from published material or from the Internet) without acknowledging their source or 

· when passages from books and articles are re-written without any acknowledgement of the source or

· when a student submits work which is a re-written version of someone else’s work or
· when a student submits for assessment their own work which they have submitted on a previous occasion or which they are submitting for assessment at the same time for another module (auto-plagiarism).

The College and the University of London regard plagiarism in assessment as a serious breach of ethics and punishes it severely.  You may fail your degree completely if you are found guilty of plagiarism.

The detailed Plagiarism Procedure can be found in the Academic Regulations (Appendix G).
HOW NOT TO USE WRITTEN MATERIAL BY OTHERS

Suppose this paragraph were submitted as a student’s own work: 

Attitudes towards the eucharist in the middle ages express attitudes towards the creation.  In fact, eucharistic practice as reflected in art and architecture underlines the extent to which reverence for the host was reverence for the divine in the material. Not only did the thirteenth century see the growth of the practice of reserving the host in pyxes or tabernacles; the eucharist was also sometimes reserved in a reliquary, mobile tabernacles were modeled on reliquaries, and pyxes were sometimes displayed alongside reliquaries.  The practice of burning candles or lamps before the host was borrowed from the manner in which relics were revered.  Thus the host was clearly treated as a relic of Christ; tabernacles were thrones or tombs for Christ’s body. Women had an important role in this piety, and it is interesting to note that our earliest evidence for visits to the reserved host seen as a relic of Christ, a fragment of his physicality, comes for an English rule for female recluses and from the life of Mary of Oignies.  

An essay or dissertation containing this would FAIL and the student would be found guilty of plagiarism because in fact this is a plagiarised paragraph in that most of the material has been taken, directly and without acknowledgement, from Caroline Walker Bynum, Fragmentation and Redemption: Essays on Gender and the Human Body in Medieval Religion (New York; Zone Books, 1992), 144-5.  The underlined material in the paragraph below shows you what has been directly copied. 

Attitudes towards the eucharist in the middle ages express attitudes towards the creation.  In fact, eucharistic practice as reflected in art and architecture underlines the extent to which reverence for the host was reverence for the divine in the material. Not only did the thirteenth century see the growth of the practice of reserving the host in pyxes or tabernacles; the eucharist was also sometimes reserved in a reliquary, mobile tabernacles were modelled on reliquaries, and pyxes were sometimes displayed alongside reliquaries.  The practice of burning candles or lamps before the host was borrowed from the manner in which relics were revered.  Thus the host was clearly treated as a relic of Christ; tabernacles were thrones or tombs for Christ’s body. Women had an important role in this piety, and it is interesting to note that our earliest evidence for visits to the reserved host seen as a relic of Christ, a fragment of his physicality, comes for an English rule for female recluses and from the life of Mary of Oignies.  

HOW TO USE WRITTEN MATERIAL BY OTHERS

The same material can be used in ways that avoid plagiarism.

1) For example, if it is important enough, a long quotation from Bynum can be included in an essay, provided it is acknowledged:

As Caroline Walker Bynum (1992, pp. 144-5) points out in her study of medieval religion, attitudes towards the eucharist, particularly among women in this period, are rich in their theological and symbolic significance: 

In fact, eucharistic practice as reflected in art and architecture underlines the extent to which reverence for the host was reverence for the divine in the material. Not only did the thirteenth century see the growth of the practice of reserving the host in pyxes or tabernacles; the eucharist was also sometimes reserved in a reliquary, mobile tabernacles were modelled on reliquaries, and pyxes were sometimes displayed alongside reliquaries.  The practice of burning candles or lamps before the host was borrowed from the manner in which relics were revered.  Thus the host was clearly treated as a relic of Christ; tabernacles were thrones or tombs for Christ’s body.  It is interesting to note that our earliest evidence for visits to the reserved host seen as a relic of Christ, a fragment of his physicality, comes for an English rule for female recluses and from the life of Mary of Oignies.  

2) OR quoted material can be more fully integrated into the argument of the student’s essay, again with proper acknowledgement of Bynum’s work:

Women had an important role in the thirteenth century development of Eucharistic piety in which the host was reserved in a pyx or tabernacle.  As Caroline Walker Bynum points out, reverence for the host ‘was reverence for the divine in the material’, a theological principle which was expressed artistically in the design of tabernacles modelled on reliquaries:  

The practice of burning candles or lamps before the host was borrowed from the manner in which relics were revered.  Thus the host was clearly treated as a relic of Christ; tabernacles were thrones or tombs for Christ’s body. (1)

Bynum sees significance in the fact that the earliest evidence for visits to the reserved host comes from an English rule for female recluses and from the life of Mary of Oignies.  This indicates, in her view, that women’s eucharistic piety shaped the Church’s eucharistic practice.  

FOOTNOTE (1) Caroline Walker Bynum, Fragmentation and Redemption: Essays on Gender and the Human Body in Medieval Religion (New York; Zone Books, 1992), 144-5.

3) OR a simple reference, without quotation, to Bynum’s work can be given:

In the thirteenth century, new attitudes emerged towards the reservation of the Eucharistic host in pyxes and tabernacles which were sometimes modelled on the reliquaries containing the relics of saints.  It would seem that the host was seen in this period as a ‘relic’ of Christ and that the tabernacle was understood as a ‘tomb’ for Christ’s body (Bynum, 1992, pp.144-5).  From the fact that the earliest evidence of visits to the reserved host comes in an English rule for female recluses and from the life of Mary of Oignies, Bynum argues that women were closely involved in his development of piety which subsequently shaped the eucharistic piety of the whole Church (ibid.).  

In these three acceptable uses of Bynum’s book, there is proper acknowledgement of the original work and care is taken by the student to provide accurate reference to the work.   You can, and should, make use of the work of others, but don’t present it as your own work.  The rule is: DON’T STEAL: ALWAYS QUOTE AND ACKNOWLEDGE YOUR SOURCES

There is further information about using and acknowledging sources in the study skills section on HELIOS (http://helios.heythrop.ac.uk/).
APPEALS AGAINST EXAMINATION BOARD DECISIONS

An appeal is a written request (or “representation”) to the College to review a formal academic decision made by a Board of Examiners.  There are two versions of the appeal procedure, one for the University of London federal Philosophy programmes and the other for all other programmes at the College.  They differ only in points of procedural detail: the principles are the same in both cases.  

The vast majority of students never need to use the Appeals Procedure, so it is summarised only very briefly in this handbook.  If you need it, you can obtain the full procedure from the Student Services Centre, and it is also included in the Academic Regulations (Appendix I).
The Examination Board decisions about which it is possible to appeal are normally that you have failed and must withdraw from a programme without an award, or that you have not been permitted a further attempt at assessment in circumstances where the Regulations would permit the Examination Board to offer another attempt.  It is NOT possible to appeal against the mark given for a piece of work assessed on the grounds that you consider the work worthy of a higher mark. You can only appeal after you have been formally told the decision of the Examination Board.  

There are two possible grounds for asking for a decision of an Examination Board to be reconsidered:
(a) Where the candidate requesting reconsideration of the decision can provide adequate evidence, which is acceptable to the Board of Examiners, that his/her assessment was adversely affected by illness or other factors which s/he was unable, or for valid reasons unwilling, to divulge before the Board of Examiners reached its decision. 

(b) There is clear evidence, produced by the candidate or any other person, of material administrative error, or evidence that the assessment was not conducted in accordance with the relevant regulations.  

In either case, you will need to provide evidence in support of your request. If you think you have grounds for appeal, you should ask for the relevant procedure, which explains in some detail how appeals are considered.   All appeals must be made within 28 days of the decision of the examiners.  A form is available to help you state your case in relation to the two possible grounds for appeal. 

An appeal always relates to an Examination Board decision.  It is different from a complaint, even where the complaint relates to teaching or supervision which you believe has adversely affected assessment. There are details of the College’s complaints procedure on page 36.  
THE CAMPUS

It can be confusing trying to locate some of our rooms, so please use this quick guide. 

The staircases are named (Alban Staircase - near lift; Mathew Staircase  - near Reception; Whitaker Staircase  -  near Chapel) and the instructions given represent the quickest route to any given location - there are usually several.
The lift in the main building will only go from the basement to the 2nd floor. When entering/leaving the College, please use the College entrance and not the back gate. Student enquiries should be made at the Student Services Centre front desk and not at the College Reception. The guide only describes how to get to rooms used by the College and not all rooms on campus.

Main Building
Callaghan Room
3rd floor, Mathew Staircase

Campion Room
ground floor, near Alban Staircase

Chapel 

ground floor, near Mathew Staircase
Chaplain

ground floor, opposite lift (Rocco Viviano)

Computer Suite
1st floor, Mathew Staircase

Conference & Accommodation
just before you exit to the garden, on the right

Den


1st floor, Whitaker Staircase

Dining Room

ground floor, near Mathew Staircase

Finance Office

1st floor, Alban Staircase (or via lift, opposite lift)

Goodall Room

2nd floor, Mathew Staircase (or via lift, exit to the left)

HSU  (incl. Executive Office, Lounge, Quiet Room, Other Room, TV Room)




basement, Alban Staircase (or via lift, exit to the left) 

Laishley Room

3rd floor, Alban Staircase

Lighthouse (Computer Suite)

basement, Alban Staircase (or via lift, exit to the left)

Loyola Hall

lower ground floor, near Alban Staircase (down steps)

Muslim Prayer Room
basement, Alban Staircase (or via lift, exit to the left)

Newman Room
ground floor, near Alban Staircase

Philosophy Library
1st floor, Alban Staircase (or via lift, exit to the right)

Rahner Room

ground floor, near Alban Staircase/lift

Student Services Centre
1st floor, Alban Staircase (or via lift, exit to the left)

Student Development

ground floor, opposite lift

Walker Room

2nd floor, Alban Staircase (or via lift, exit to the right)

Copleston Wing 
This is outside in the garden and is to the right of the tennis court. Please note wheelchair access to the 2nd floor is via the Alban Hall.
Brinkman Room
Copleston Wing, 2nd floor

Chaplain

Copleston Wing, ground floor (Dave Stewart)

Hopkins Room

Copleston Wing, 2nd floor

Hughes Room

Copleston Wing, 2nd floor

W4


Copleston Wing, ground floor

W6


Copleston Wing, ground floor

Mary Ward Centre 
This is outside in the garden and is to the left of the tennis court. Please note that there is no wheelchair access to the Charlwood Room or MW2.
Charlwood Room
Mary Ward Centre, 1st floor (to the left)  * when the Marie Eugenie Room is being used, this should be accessed by leaving the College via the back gate *
Dorothy Bell Room
Mary Ward Centre, ground floor (to the right)

Julian of Norwich Room
Mary Ward Centre, ground floor (to the left)

Marie Eugenie Room

Mary Ward Centre, ground floor (to the left)

MW1 


Mary Ward Centre, ground floor (to the left)

MW2 


Mary Ward Centre, 1st floor (to the left)

Theology Library
outside across the garden, to the right of the tennis court
Alban Hall

on the left of the Theology Library

Academic Staff
Unless listed below, academic staff offices are in the main building on the 2nd and 3rd floors. Please check for revisions on HELIOS.

Copleston ground
Ahmad Achtar, Jonathan Gorksy, Agneta Sutton

Copleston 1st
Rachel Blass, Tom Crowther, Richard Price, Stacie Friend, Peter Wyss, Katie Page, Martin Poulsom, Jon Loose, Dominic Robinson

Copleston 2nd

Michael Barnes, Oliver Rafferty, Terry Walsh

Mary Ward Centre
Nick Austin, Dominik Markl, Damian Howard

Campus is available to all students from 7am until 11pm, after this time you are not permitted on campus unless you are resident in the Alban Hall. 

Please remember that you are required to carry at all times your Heythrop ID card.



Heythrop College


University of London








Please also consult the separate booklet:


Quick Guide for Postgraduate Students





Please note that there will be a Dissertation Workshop


 offered in the Michaelmas Term.





The exact dates will be notified in an invitation


that  you will receive nearer the time.





More information will also be available on HELIOS.











It is important that you keep up with notices, updates and messages from tutors, administrative staff and finance.





You must check regularly:


HELIOS


Your College e-mail


College notice boards





There will be a one-hour guidance on essay writing included in the core module in the Michaelmas term in every MA degree programme.
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