
 
1 

 
 
 
UCL Academic Manual  

2020-21 

 

Chapter 6: Student Casework 
Framework 

 
 
 

 

Chapter 6 is UCL’s regulatory framework for Student Conduct, Complaints and related procedures. 
 

 
 
 

 
 

  







/students/support-and-wellbeing/student-psychological-services
/students/support-and-wellbeing/disability-support
/students/support-and-wellbeing/disability-support
http://studentsunionucl.org/venues/rights-and-advice-centre
http://studentsunionucl.org/venues/rights-and-advice-centre
http://studentsunionucl.org/venues/rights-and-advice-centre
http://www.ucl.ac.uk/hr/equalities/
/students/exams-and-assessments
http://www.ucl.ac.uk/estates/safetynet/guidance/off_site/fieldwork/index.htm
/students/policies/conduct/harassment-and-bullying-policy
http://www.ucl.ac.uk/estates/safetynet/
http://www.ucl.ac.uk/isd/students/regulations
http://www.ucl.ac.uk/library/regs.shtml
http://www.ucl.ac.uk/estates/student-accommodation/fees-and-guidance/
http://www.ucl.ac.uk/estates/security/
/students/support-and-wellbeing/student-psychological-services
/students/support-and-wellbeing/wellbeing
http://studentsunionucl.org/
http://studentsunionucl.org/venues/rights-and-advice-centre
http://www.ucl.ac.uk/greenucl/


 
5 

 Support to Study Policy 

1.  UCL is committed to maintaining high standards of performance for its students in 
terms of teaching, learning and assessment and to ensuring that the quality of its 
awards is not undermined or compromised. 

2.  UCL is also committed to supporting its students’ academic abilities as well as their 
wellbeing, recognising a positive approach to the management of physical and mental 
health issues that may affect student learning, academic achievement and the wider 
student experience. 

3.  UCL is mindful of its duty of care and its obligations to students under the Equality Act 
2010, to make reasonable adjustments, where possible and where appropriate. It is 
also aware that there may be occasions where a student’s physical or mental health 
may give rise to concerns about the student’s fitness to study and capacity to engage 
with his/her studies and/or the appropriateness of their behaviour in relation to the 
UCL community as a whole. 

4.  UCL is aware of its responsibility to maintain a safe and positive environment for all 
students and staff but expects students to study, work and live co-operatively and in 
close proximity with each other as well as conduct themselves in a manner which 
does not impact negatively on those around them. However, UCL also has to balance 
the needs and rights of an individual student against the need to protect the wellbeing 
of fellow students and staff. 

5.  In order to assist students to meet their academic obligations and maintain the quality 
of its degrees, whilst at the same time supporting the students’ welfare needs, UCL 
has a range of procedures in place including: 

• Examination Adjustments, such as additional writing time, rest breaks and/or 
ergonomic aids 

• Extensions to deadlines for assessed coursework 

• Suspensions of regulations to facilitate a student’s studies, although such 
suspensions would be considered carefully on a case by case basis, but would 
not automatically be approved 

• Variation of a programme of study or a module, although such variations would 
be considered carefully on a case by case basis, but would not automatically be 
approved 
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UCL but not more remotely. In these cases, consideration would be given for a 
variation of the programme of study or a given module, or to a transfer from one 
degree programme to another. 

8.  Students, who are returning from a period of interruption or where permission has 
been given to delay the start of studies, may be required to provide medical 
information to indicate that their studies will not be detrimental to their health and their 
health to their studies, as well as have a welfare appointment with the Director of 
Student Support and Wellbeing. Students may also be required to sign up to a 
Student Learning Agreement. 

9.  Where a student has been unable to maintain the levels of academic engagement 
required and/or where UCL considers that the needs, rights, safety and security of the 
UCL community outweigh those of an individual student, UCL may take action in a 
number of ways: 

• For cases of non-attendance and academic insufficiency Section 4: Learning 
Agreements, Barring, Suspensions and Terminations of Study applies. 

• For straightforward cases of misconduct Section 8: Student Disciplinary Code and 
Procedures applies. 

• For cases of serious mental ill-health requiring early intervention the UCL Student 
Mental Health Policy applies. 

• For cases of MBBS students and other students in the School of Life and Medical 
Sciences where there is a concern of fitness to practise, the SLMS Fitness to 
Practise Policies apply. 
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 Fitness to Study Procedure 

This Procedure should be read in conjunction with Section 2: Support to Study Policy. 

 Context 
1.  The UCL Fitness to Study Procedure is intended to be used where students are not 

able to continue or able to return to continue the level and intensity of study required in 
spite of reasonable adjustments having been put in place and cannot study, work and 
live co-operatively and in close proximity with others as well as conduct themselves in a 
manner which does not impact negatively on those around them. It also applies where 
UCL has been unable to balance the needs and rights of an individual student against 
the need to protect the wellbeing of fellow students and staff. 

2.  The Procedure aims to ensure that decisions about a student’s ability to study are 
made through a supportive process, after appropriate consultation and in the best 
interests of the student. 

3.  The Procedure is be used in the following circumstances: 

• Where a student exhibits behaviour that would usually be dealt with as a 
disciplinary matter but is considered to be the result of an underlying physical 
and/or mental health difficulty 

• The student’s attendance record, academic sufficiency and/or behaviour are not 
satisfactory/acceptable and this is believed to be the result of a physical and/or 
mental health difficulty 

• The student’s behaviour is at risk of affecting negatively the teaching and learning 
activities of fellow students and staff and/or the spirit of studying, working and living 
co-operatively and in close proximity with others as well as of conducting himself or 
herself in a manner which does impacts negatively on others 

• The student’s behaviour presents a serious and immediate risk to self or others 
and/or the University’s reputation. 

4.  The Procedure is not intended to deal with (i) routine cases of non-attendance and/or 
academic insufficiency, which are covered elsewhere in the UCL Academic Manual or 
(ii) straightforward cases of misconduct handled under Section 8: Student Disciplinary 
Code and Procedures or (iii) cases considered under the UCL Mental Health Policy, or 
(iv) cases of MBBS students and other students from the School of Life and Medical 
Sciences where the SLMS Fitness to Practise Policies apply. 

 Initial Stages 
1.  The Director of Student Support and Wellbeing (or nominee)1 will review the medical 

information provided by the student’s qualified medical /clinical practitioners, and any 
other information provided, which could include reports from a student’s academic 
advisers and other members of the UCL community, student Cause for Concern 

http://www.ucl.ac.uk/slms/study/ftp


 
8 

3.  In reviewing the student, and having consulted healthcare specialists and all available 
information, the Director of Student Support and Wellbeing will discuss the student’s 
situation with his/her academic advisers and other UCL officeholders, such as the Vice-
Provost (Education & Student Affairs) and the Registrar, to determine whether any 
adjustments can be put in place to assist the student, or whether further information is 
required. 

4.  Possible outcomes might include: 

• The use of a student learning agreement 

• The seeking of other adjustments, such as a suspension of regulations, through the 
relevant UCL authority 

• Referral to a medical practitioner, either within UCL or externally, or referral back to 
the student’s own medical advisers or specialists 

• A further meeting with the Director of Student Support and Wellbeing or another 
designated role holder, with UCL’s appointed medical advisers 

• Referral of the case to another UCL procedure such as Section 4: Learning 
Agreements, Barring, Suspensions and Terminations of Study, or Section 8: 
Student Disciplinary Code and Procedure, or the UCL Student Mental Health Policy 

• Referral to the UCL Student Mediator 

• A recommendation to interrupt studies or delay the start of studies or withdraw from 
UCL or seek a change of degree programme 

• A recommendation to consider the student’s case under the Further Stages of this 
procedure. 

5.  Students will be informed in writing of the outcome within 10 working days. 
6.  A review period will be set in discussion with the student, which will include the process 

for monitoring the student’s situation and to ensure that the student is benefiting from 
the arrangements made. 

7.  Where the student fails to engage with this procedure, by not providing satisfactory 
documentation or non-attendance at meetings or refusal to engage with any referral, 
UCL reserves the right to revert to the appropriate set of regulations. 

 Further Stages 
1.  A student will be considered under a further stage of this procedure in the following 

circumstances: 

• If it has not been possible to put in place further adjustments 

• If the student did not take advantage of the adjustments put in place 

• If the student’s health, wellbeing or behaviour worsens or has an adverse effect on 
the health or wellbeing of the UCL community. 

2.  The Director of Student Support and Wellbeing will prepare a report giving the reasons 
why the student should be considered under the Further Stages of the procedure. This 
report should include a summary of the medical information as well as information on 
the efforts made to facilitate a student’s studies. This report will be sent to the Registrar, 
who will confirm that the case should be considered by the Fitness to Study Panel. 

3.  The student will be informed whether or not the case is to be considered by the Fitness 
to Study Panel. 

4.  If it is determined that the case will proceed, the student will be required to attend a 
Fitness to Study Panel and will be given at least 10 working days’ notice of the meeting. 
The student must be provided with any documents to be considered by the Panel. The 
student can submit additional documentation but this must be received 3 working days 
before the Panel hearing. 

5.  Students should seek advice from Students' Union Rights and Advice Centre on 
attending a Panel hearing and seek support for preparation of this. 

6.  The Panel will be chaired by a Faculty Tutor or a Faculty Graduate Tutor from a Faculty 
other than that of the student and will also comprise a medical adviser appointed by 
UCL, a Students’ Union UCL Sabbatical Officer, and a fourth member who will either be 

/students/policies/health-and-wellbeing/student-mental-health-policy
/student-mediator/
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a Faculty Tutor or a Faculty Graduate Tutor from a Faculty other than that of the 
student, or the Director of Student Administration or the Registrar. 

7.  The Director of Student Support and Wellbeing will present the case to the Panel. The 
Faculty Tutor from the student’s Faculty will also be present to provide information to 
the Panel as required. 

8. The student may be accompanied by a ‘friend’ who must be a member of staff at UCL 
or a student currently registered at UCL, provided that the person chosen is not legally 
representing the student nor a member of the Panel. If the student wishes to be 
accompanied by someone who does not meet this requirement, permission should be 
sought from the Chair of the Panel. The Chair of the Panel has the right to accept or 
refuse the request. 

9.  The Panel can invite others to attend the Panel in order to provide information or to 
witness the proceedings. 

10.  The purpose of the Panel is to: 

• 
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 Learning Agreements, Barring, Suspensions 
and Termination of Study 

 Learning Agreements 
1.  Learning agreements are written agreements with a student meant to support 

students experiencing significant difficulties by agreeing a way to address problems 
such as, for example, coursework submission problems, communications problems, 
welfare concerns, problems with administrative requirements, etc. 

2.  Learning Agreements can be agreed by Departmental Tutors, Departmental Graduate 
Tutors1, Faculty Tutors, Faculty Graduate Tutors and the Vice-Provost (Education & 
Student Affairs). 

3.  Special arrangements for a student and/or measures subject to approval can be made 
conditional on concluding and abiding by the conditions of a learning agreement. 

4.  
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b)  Should a student be dissatisfied with the outcome of the appeal, he or she may 
then go through the procedures set out in Section 10: Student Complaints 
Procedure. 

 Mandatory Faculty Interviews 
1.  Faculty Tutors and Faculty Graduate Tutors can summon students in their Faculty to 

mandatory Faculty interviews, requiring the student either to attend the interview at a 
set date and time or to make and keep an appointment by a set deadline. 

2.  If a student fails to do so, he or she will be written to by the Faculty Tutor or Faculty 
Graduate Tutor with a suspension warning, informing the student that failure to make 
and/or attend an alternative appointment by a set deadline will result in a suspension 
of studies. 

3.  If a student fails to make or attend the alternative appointment, the Faculty must send 
the student a formal letter confirming the suspension of studies and issuing a 
termination warning. The student must be informed that failure to make and/or attend 
a final appointment by a set deadline will result in a permanent termination of studies. 

4.  If a student fails to make or attend the final appointment, the Faculty must send the 
student a formal letter confirming the termination of studies and informing the student 
of the right to appeal. 

5.  Students have a right of appeal against a suspension or termination of studies for 
non-attendance at mandatory Faculty interviews: 
a)  Appeals must be submitted within five working days of the relevant notification 

and will be dealt with by UCL Academic Services
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 Procedure for Student Fee Debts 

It is a condition of the Student Relationship agreement with UCL that all fees are paid on 
time, and students are expected to arrange prompt payment to meet the required deadlines. 
Once an outstanding balance falls overdue, the student is deemed to be a debtor and UCL 
will undertake the appropriate measures for collection, as set out in the procedures below. 

Overdue balances that result in debtor status will include, without limitation: tuition fees, 
accommodation charges, charges for childcare services, library charges, examination and 
submission fees, student loans and other fines and penalties. 

It should be noted that students are individually responsible for the settlement of all charges, 
including those invoiced to a sponsor, and that the procedures outlined in this guidance will 
apply equally to all such amounts. 

Tuition Fee Debts 

Students with a tuition fee debt to UCL will receive a series of e-mail reminders, via their 
UCL account, informing them of overdue balances and warning of possible future sanctions. 
Continued non-payment will lead to the withholding of access to selected services and 
facilities (library, computer access, building access) and may ultimately result in a 
suspension of registration. Debtor status relating to outstanding tuition fees will also affect a 
student’s ability to re-enrol, graduate or receive any official UCL documentation. Once the 
balance of overdue tuition fees has been settled in full, a request is made for the sanctions to 
be lifted. 

Students (current and former) are expected to monitor their Portico accounts for details of 
any tuition fee debts that might arise and to contact the Student Fees office with any queries, 
concerns or issues at the earliest opportunity. 

Non-Tuition Fee Debts 

For the avoidance of doubt non-tuition fees include, without limitation: accommodation 
charges, charges for childcare services, library charges, examination and submission fees, 
student loans and other fines and penalties. 
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 Material Irregularity Procedure 

1. A Material Irregularity is an administrative or procedural error which has a significant, 
negative impact on a student’s performance at summative assessment
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 Suspension of Regulations Procedure 

1. In exceptional circumstances it may be necessary to suspend the regulations temporarily 
for one or more students. Requests for suspensions must be made on a case-by-case 
basis via Student & Registry Services.  
a) Suspensions of the Admissions regulations must be formally approved by the 

Director of Access and Admissions on behalf of the Vice Provost (Education & 
Student Affairs). Requests should be submitted to Admissions in Student & Registry 
Services 

b) Suspensions of the Taught Programme regulations must be formally approved by 
the Director of UCL Academic Services on behalf of the Vice Provost (Education & 
Student Affairs). Requests should be submitted to Academic Services. 

c) Suspensions of the Postgraduate Research Degree regulations must be formally 
approved by the Pro-Vice Provost (Doctoral School). Requests should be submitted 
to Research Degrees. 

2. Suspensions of regulations are reported to the next meeting of Education Committee or 
Research Degrees Committee as appropriate, and an annual analysis conducted to 
identify common issues that should be incorporated into the main regulations. 

 

 

http://www.ucl.ac.uk/srs/our-services/access-and-admissions
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 Disciplinary Code and Procedure in Respect 
of Students 

Contact: Casework Team, Student and Registry Services (casework@ucl.ac.uk) 
 

UCL is a community and as members of this community students are expected to adhere to UCL’s 
rules and regulations, to show respect for persons and property, and to behave in a way that does not 
interfere with the normal operations of UCL. Where there is reason to believe that rules and regulations 
have been broken, and/or when the behaviour of a student falls below the expected standards, as 
outlined below, the Disciplinary Code and Procedure will be instigated. 

 
 

Section 1: Disciplinary Code 

 

1. UCL Statute 13 (Jurisdiction over Students) provides as follows: 

 

(1) The Council shall be responsible for maintaining good order within the College 

and its precincts and other buildings and premises owned or occupied by the 

College and shall have disciplinary powers over the conduct of Students of the 

College which the Council considers to affect the interests of the College, its Staff 

or Students.  
(2) The Council, on the advice of the Academic Board, and after consulting the 

Students’   
Union, shall approve a Disciplinary Code and Disciplinary Procedure and 

determine procedures, including a student complaints and appeals procedure, 

mailto:casework@ucl.ac.uk
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Section 3: Definition of Misconduct1
 

 

23. Misconduct which may be the subject of disciplinary procedures under this Code is 

defined as improper interference with the proper functioning or activities of UCL, or 

of those who work or study in UCL, or action which otherwise damages UCL and/or 

its staff or students, including, but not limited to, the following: 

 

(1) disruption or improper interference, whether on UCL premises or elsewhere, 

with the academic, administrative, sporting, social, cultural or other activities 

of UCL; 

(2) obstruction or improper interference on UCL premises or whilst engaged in any 

UCL activity with the functions, duties or activities of any student, member of 

staff or other employee of UCL or any authorised visitor of UCL;  
(3) violent, indecent, disorderly, threatening or offensive behaviour or language on 

UCL premises or whilst engaged in any UCL activity;  
(4) fraud, deceit, deception or dishonesty in relation to UCL or its staff or students;  
(5) action likely to cause injury to, or impair the safety of, either themselves or others 

on UCL premises or whilst engaged in any UCL activity;  
(6) 



 



 
21 



 
22 

admissions process will be required to declare criminal convictions to be considered 

prior to a decision regarding an offer of a place. 

 

34. Where the student has been acquitted UCL will take into account the decision of 

the court. However, it may be the case that it is reasonable and within UCL’s 

interests to pursue outstanding matters of concern to UCL that have not been 

addressed. 

 

35. Where, following an initial investigation, a decision has been taken not to proceed 

to a criminal trial, this does not preclude UCL from conducting further 

investigations and/or instigating disciplinary proceedings in respect of outstanding 

matters of concern to UCL that have not been addressed. 

 

(b) Precautionary action in advance of a disciplinary hearing 
 

36. Where the nature of the alleged disciplinary offence suggests that there may be risk 

to the safety of others, or where the student accused of the offence may be at risk of 

harm, the Registrar will undertake a risk assessment which may result in action as 

follows: 

 

(i) They may require the student to comply with specific conditions, for 

example agreeing not to contact another student or students. The 

consequence of any breach of these conditions may result in escalation to 

the steps outlined below; and/or  
(ii) The Registrar may choose to exercise the delegated authority granted in 

accordance with Statute 11(3) and 11(4) to suspend the student from any class 

or classes and/or to exclude the student from any part or all of UCL’s facilities, 

grounds and premises, until such a time as any criminal proceedings and/or 

UCL disciplinary proceedings have been concluded. A precautionary 

suspension and/or exclusion should not be regarded as a penalty and does not 

indicate that the student is presumed guilty of any offence. 

 

37. For the purposes of this Code and 
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Accommodation initiate court proceedings and will inform the student that the matter 

has been referred to the Director of Student Accommodation. The case may also be 

referred to the Discipline Committee. 

 

47. In dealing with an allegation of misconduct the Warden will interview the student. 

The Warden will inform the student that they may appeal to the Registrar against 

any penalty imposed by the Warden on the following grounds: 

(i) that the disciplinary process was not conducted in accordance with the 

above procedures;  
(ii) that new evidence has become available which was not, and which could 

not reasonably have been made available at the time the case was 

considered;  
(iii) the penalty imposed was disproportionate to the offence. 

 

48. The appeal will be considered by the Registrar by a review of the relevant paperwork 

and must be submitted within ten working days of the date of notification of the penalty. 

 

(b) Misconduct Involving UCL Library Services 
 

49. The Registrar may delegate to the Director of UCL Library Services (or their nominee) 

power to deal with disciplinary matters within UCL Library Services and to impose 

penalties up to and including any one or more of the following:  
(i) an oral or written reprimand;  
(ii) an order for service for a specified period to be scheduled outside of teaching 

time;  
(iii) an order for payment or compensation for damage to property;  
(iv) withdrawal of borrowing privileges;  
(v) a fine of up to £100;  
(vi) 
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(iii) that the alleged offence be classified as a minor offence and is a matter for 

the Registrar to deal with;  
(iv) that the alleged offence be classified as major offence and should be referred to 

the Discipline Committee. 

 

53. At all times the Registrar will be mindful of any ongoing risk posed to students and 

staff relating to the alleged offence. In cases where a risk assessment suggests this 

may be the case, the Registrar may consult the Director of Student Support and 

Wellbeing (or nominee) in relation to the management of risk, and where appropriate 

may take precautionary action as outlined in Section 4(b). Amongst other possible 

actions, it may be necessary to agree a behavioural contract or a limited exclusion 

from a specific facility or service. 

 

54. Where a complaint of misconduct has been made, and unless it is immediately 

dismissed, dealt with by way of informal action or referred to the Discipline 

Committee, the Registrar will hold a meeting with the student(s) concerned. The 

student(s) should receive an invitation to the meeting and should be advised of the 

nature of the alleged offence. Where possible this invitation should be written and 

should give the student(s) at least two working days’ notice of the meeting. There 

may, however, be circumstances where an urgent meeting is required and in this 

case a verbal invitation with less than two days’ notice will be given. Failure to attend 

without good cause may in itself be considered a disciplinary offence. 

 

55. The student will be given an opportunity at the meeting to explain their behaviour 

and/or offer information in mitigation or explanation. 

 

56. The Registrar will advise the student in writing of the outcome, within five working 

days, and will confirm the imposition of any sanction, which may include any one or 

more of the following:
BT
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57. In the event that, after the meeting, the Registrar decides that the matter is too 

serious to warrant one of the penalties set out above, the Registrar may instead 

refer the matter to the Discipline Committee. 

 

58. A student wishing to appeal against the decision of the Registrar in relation to a 

penalty for a disciplinary offence shall write to the Secretary of the Discipline 

Committee giving the grounds for the appeal within ten working days from the date 

of receipt of the letter from the Registrar imposing the penalty. 

 

59. An appeal against a sanction or sanctions imposed by the Registrar may be made 

on one or more of the following grounds:  
(i) that the disciplinary process was not conducted in accordance with the 

above procedures;  
(ii) that new evidence has become available which was not, and which 

could not reasonably have been made available at the time the case was 

considered;  
(iii) the penalty imposed was disproportionate to the offence. 

 

60. 
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67. The student will be advised in writing of the nature of the alleged offence and the 

date of the hearing. This written notification will usually be provided not less than ten 

working days in advance of the hearing. Where the Chair deems there are special 

circumstances which require a shorter period of notice to be given, the reasons for 

this will be explained to the student. 

 

68. The Registrar and/or the Student may wish to invite witnesses to appear before the 

Committee and/or to provide written statements. If this is the case the Registrar 

and/or the student should notify the Secretary of the Committee at least seven 

working days before the hearing of the details of any witnesses. Such notification will 

include any written statements. 

 

69. Statements and other documentation will be circulated to the Committee and the 

student not less than five working days in advance of the hearing, although later 

circulation may be allowed at the discretion of the Chair. 

 

70. The 
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(iv) exclusion, for such period or periods and subject to such conditions as the 

Committee shall think fit, from UCL or its precincts or other buildings or 

premises owned or occupied by UCL;  
(v) payment of compensation for any damage to person or property 

which the Committee may find to have been occasioned by or in the 

course of the disciplinary offence;  
(vi) requirement that a Student agree to specific conditions, determined by the 

Committee, to be necessary for their continued progress on their 

programme of study at UCL;  
(vii) permanent expulsion from UCL. Expulsion involves depriving a 

student permanently of her or his membership of UCL. 

 

72. If the Discipline Committee finds that a disciplinary offence has been committed, the 

penalty to be imposed will be determined by a majority vote. If there is an equality of 

votes, the Chair shall have a casting vote. 

 

73. The decision of the Committee shall normally be communicated orally by the Chair 

to the student and the Registrar immediately at the conclusion of the hearing. The 

decision of the Committee will be communicated in writing to the student within five 

working days after the date of the hearing. 

 

74. The implementation and consequences of a Discipline Committee hearing for the 

student will be monitored by the Registrar in consultation with whomever the 

Registrar considers appropriate. 

 

Section 7: Discipline Review Body 

 

75. UCL Statute 13(3) provides as follows: 

 

‘There shall be a Discipline Review Body to which an appeal shall lie in cases where 

the punishment imposed by the College is expulsion from the College and its 

precincts and other buildings and premises owned or occupied by the College, or 

temporary exclusion for more than four weeks.’ 

 

76. Appeals against other penalties imposed by the Discipline Committee may also be 

made to the Discipline Review Body. 

 

77. An appeal to the Discipline Review Body must be received by the Secretary to the 

Discipline Review Body within twenty-eight days of the date of notification of the 

written communication of the decision of the Discipline Committee to the student 

concerned. 

 

78. An appeal against a sanction or sanctions imposed by the Discipline Committee may 

be made on one or more of the following grounds: 

 

(i) that the disciplinary process was not conducted in accordance with the above 
procedures;  

(ii) that new evidence has become available which was not, and which could not 

reasonably have been made available at the time the case was considered; 
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 Student Academic Misconduct Procedure 

 Introduction and Scope of Application 

http://studentsunionucl.org/venues/rights-and-advice-centre
http://studentsunionucl.org/venues/rights-and-advice-centre
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 Adjudication and Penalty Guidance 
1. The following guidance indicates who should adjudicate the offence being considered, and the penalties that are within scope. 
2. The choice of penalty from within the permitted range will be a matter of academic judgment left to the discretion of the adjudicating body. 
3. Academic Misconduct will be considered a second offence if a penalty has already been received for any prior offence which has taken 

place during the degree programme on which the student is registered. 
4. “Component” in the guidance below refers to a Component as defined in Chapter 2, Section 3.1.1: Components. 

Description of Offence Extent of Misconduct Procedure Penalties within scope Consequential considerations 

Plagiarism (first offence) 

Collusion (first offence) 

Up to and including 10% of the 
component consists of offending 

material 

AND 

the component is worth no more than 
50% of the module weighting 

Module 
Convenor 

 

 A reduction of marks for the 
component in which the offence 

took place by 10 percentage points 
or one letter grade. 

The 10% mark reduction should be applied to both 
pass and fail marks. 

Any plagiarised content should be excluded from 
the marking of the component. 

If it is established, at the time or subsequently, that 
the penalty prevents the progression or award of a 
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Description of Offence Extent of Misconduct Procedure Penalties within scope Consequential considerations 

Plagiarism (second or 
subsequent offence) 

Collusion (second or 
subsequent offence) 

Up to and including one third of the 
component consists of offending 

material. 

Departmental 
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Description of Offence Extent of Misconduct Procedure Penalties within scope Consequential considerations
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 Procedures 

9.4.1 Module Convenor - Poor Academic Practice 

1. Where the Module Convenor is presented with evidence of the representation of work 
or ideas as the student’s own without appropriate referencing or acknowledgement, 
they must determine whether this amounts to Plagiarism or Poor Academic Practice 
with reference to 9.2.2 above. 

2. Where the Module Convenor deems the evidence to amount to Poor Academic 
Practice, they must take the following action to address this: 
i) Require the student to undertake UCL’s Introduction to Academic Integrity course; 

and 
ii) Require the student to meet with the Departmental Tutor, Departmental Graduate 

Tutor or Programme Leader to discuss the Poor Academic Practice and receive 
warning that any further instances of Poor Academic Practice would be deemed to 
amount to Academic Misconduct and penalised as outlined in 9.3; and  

iii) Require the student to present the work in question with corrections to address all 
of the Poor Academic Practice. If the student fails to present such work the matter 
will be dealt with as one of plagiarism. Presenting the corrected work will not count 
as another assessment ‘attempt’. The original mark awarded to the work prior to 
the corrections being made will stand but will only be entered formally on the 
record once the corrected version of the work has been presented. 

iv)  Ensure that the Poor Academic Practice is recorded on the module minutes in 
Portico. 

9.4.2 Module Convenor - Standard Procedure 

1. Where an allegation of Academic Misconduct is initially made, the Module Convenor 
must first determine the appropriate Adjudication process as outlined in 9.3. 

2. Determination of the extent of plagiarised material is a matter of academic judgment to 
be made by the Module Convenor. TurnItIn reports will be relevant but not conclusive 
evidence in this regard. 

3. Where the matter falls within the adjudication scope of the Module Convenor and, after 
investigation, Academic Misconduct is found to have been committed, the Module 
Convenor will apply the penalty indicated in the Adjudication and Penalty Guidance 
table (see 9.3 above). 

4. Where the penalty imposed would prevent the progression or award of a student the 
misconduct must be referred to a Departmental Panel. 

5. The Module Convenor should formally notify the student of the decision, or that the 
case has been referred onto a Departmental Panel, within 10 working days of the 
allegation being made. 

6. Where a penalty is applied, the Module Convenor must ensure that this is recorded on 
the module minutes in Portico. 

7. Where the matter falls outside the adjudication scope of the Module Convenor, the 
Module Convenor must refer the case to either the Departmental Tutor, a Departmental 
Panel, or the Academic Misconduct Panel, as prescribed in Section 9.3. 

8. In referring a case onto the Departmental Tutor, Departmental Panel, or Academic 
Misconduct Panel for consider



 
37 

9.4.3  Departmental Tutor – Standard Procedure 

1. Where the matter falls within the adjudication scope of the Departmental Tutor and, 
after investigation, Academic Misconduct is found to have been committed, the 
Departmental Tutor or their nominee will apply the penalty indicated in the Adjudication 
and Penalty Guidance table (see 9.3 above), unless the penalty imposed would prevent 
the progression or award of a student, in which case the misconduct must be referred 
to a Departmental Panel. 

2. Where the penalty imposed would prevent the progression or award of a student the 
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iv) Where the affected module is delivered by a Department other than the student’s 
own, the Chair of the Board of Examiners for the student’s Home Department or 
their nominee. 

5. The quorum for the Departmental Panel must be three including the Chair.  
6. The Secretary must provide to the panel all documentary evidence and statements 

relating to the case.  
7. There must be no communication in relation to the allegations, either written or oral, 

between the Departmental Panel and either the student or the member(s) of staff 
involved in the affected module.  

8. The purpose of the Departmental Panel will be to investigate the grounds on which the 
allegation has been made; decide, on the balance of probabilities, whether Academic 
Misconduct has occurred and, if so, determine which penalty to impose as per the 
Adjudication and Penalty Guidance table (see 9.3 above). 

9. Where a penalty is imposed on a student, the following action must also be taken: 
i) Require the student to undertake UCL’s Introduction to Academic Integrity course 

and 
ii) Require the student to meet with the Departmental Tutor, Departmental Graduate 

Tutor or Programme Leader, to discuss the Academic Misconduct and receive 
warning that any further instances of Academic Misconduct may have severe 
consequences as outlined in 9.3.  

10. The Secretary should inform the student of the Departmental Panel decision informally 
within one working day of the hearing, send formal notification including Part 4 of the 
Academic Misconduct Report Form within one working week and record this on the 
module minutes in Portico.  

11. Students may appeal against the decision of the Departmental Panel under the 
procedures outlined under 9.5 Appeals Process. 

9.4.5 Departmental Panel – Contract Cheating 

1. Where there is suspicion of Contract Cheating, the Chair of the Departmental Panel 
may, with the approval of the Faculty Tutor, initiate an investigatory viva to establish 
authorship. 

2. The student should be informed that there is an allegation of Contract Cheating and be 
invited to an investigatory viva as soon as practicable, consideration being given to the 
timing of the student’s other assessments. 

3. The viva should be conducted by the Departmental Panel which should inform the 
student whether or not the case will proceed within five working days of the viva taking 
place. 

4.    If prima facie evidence of lack of authorship is found to exist, the Departmental Panel 
must forward all of the relevant documentation to the Secretary of the Academic 
Misconduct Panel to be considered under the Academic Misconduct Panel procedures 
(see 9.4.7 below). 

9.4.6 Academic Misconduct Panel – Examination Misconduct special 
procedure 

1. Where an allegation of Examination Misconduct is made, UCL Examinations or the 
Department organising the examination must provide the Academic Misconduct Panel 
Secretary with the following:  
i) For centrally-organised examinations, the Supervisor Report Form. 
ii) For Departmentally-organised examinations, an Academic Misconduct Report 

Form, with Parts 1 and 2 completed (see annex 6.1); 
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minor Examination Hall Misconduct which will result in the student being issued with a 
Hall Warning: 
i) Opaque pencil cases or staplers; 
ii) Food, hot drinks, alcoholic drinks or carbonated drinks (except on medical grounds 

with prior approval); 
iii) Use of an E-cigarette; 
iv) Use of ear plugs (except UCL-issued ear plugs provided on medical grounds with 

prior approval); 
v) Wearing of headgear (except on religious grounds). 

3. In consultation with the Director of Academic Services, some cases of Examination 
Misconduct may be considered to be of a minor or technical nature, and under those 
circumstances will not be considered under the Academic Misconduct Panel 
Procedures. 

4. The Academic Misconduct Panel Secretary will inform the student of this, and remind 
the student they must strictly to observe the examination regulations. 

9.4.7 Academic Misconduct Panel 

1. Where a case of Academic Misconduct is referred to an Academic Misconduct Panel, 
the Secretary of the Academic Misconduct Panel (appointed by the Registrar, Student 
& Registry Services) will be responsible for all communications, circulation of 
documentary evidence, and organisation of the panel. 

2. The Secretary must provide the student with the following: 
i) A copy of all documentary evidence relating to the case; 
ii) Where applicable, Part 1 of the Academic Misconduct Report Form; 
iii) A link to these Student Academic Misconduct Procedures; 
iv) An invitation to the Academic Misconduct Panel, outlining the date, time, and 

location; 
v) A request to submit a statement, which must be received no later than two working 

days before the Academic Misconduct Panel; 
vi) A statement confirming that 

http://studentsunionucl.org/
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8. There must be no communication in relation to the allegations, either written or oral, 
between the Academic Misconduct Panel and either the student or the member(s) of 
staff involved in the affected module. Any such communication by any party directly 
with members of the Academic Misconduct Panel will not be admitted as part of the 
case documentation. 

9. An audio recording of the hearing will be taken for the purpose of providing a factual 
record in the event of the hearing going to appeal. 

10. The purpose of the Academic Misconduct Panel will be to investigate the grounds on 
which the allegation has been made, decide on the balance of probabilities whether 
Academic Misconduct has occurred and, if so, determine which penalty to impose as 
per the Adjudication and Penalty Guidance table (see 9.3 above). 

11. Where a penalty other than expulsion 

mailto:casework@ucl.ac.uk
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i) the Chair of the UCL Education Committee, or their nominee, who should be Chair 
of the Appeals Panel; and 

ii) two members of academic staff to be nominated by the Chair of Academic Board; 
and  

iii) a 

http://studentsunionucl.org/
http://www.oiahe.org.uk/


 
42 

 UCL Student Complaints Procedure 

mailto:casework@ucl.ac.uk
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1 INTRODUCTION 
 
1.1 UCL is committed to providing a high-quality educational experience for all students. The 

university recognises however that from time to time problems do arise, and welcomes the 
opportunity to correct mistakes and to respond constructively when students are dissatisfied 
with a particular service or other aspect of UCL provision. Where a complaint is upheld, we will 
where possible seek to put things right for a student. If a complaint is not upheld, we will give 
reasons for the decision.  

  
1.2 Many complaints can be resolved at an informal and/or local level. In the first instance, the most 

effective approach is usually for the student to take the matter directly to the member of staff 
best able to deal with it. Alternatively, the UCL Student Mediator is available to advise. 
Guidance on the services offered by the Student Mediator can be found at Appendix 2. 
Students are generally expected to have pursued appropriate informal resolution prior to 
bringing a formal complaint. 

 
1.3 Where informal resolution has not resolved the issue, students may enter the formal procedure 

at Stage One [see Section 5]. If, at the end of Stage One, a student is still not satisfied that a 
complaint has been adequately addressed, they may be able to request a Stage Two review of 
the outcome [see Section 7]. UCL’s Student Complaints Procedure concludes with Stage Two. 
Once the UCL Procedure has been exhausted students have the right to submit their complaint 
for independent external review by the Office of the Independent Adjudicator for Higher 
Education (OIA) [see Section 8].  

 
1.4 The Procedure is not a legal process. It serves primarily as the formal mechanism through 

which consideration can be given to whether or not UCL has applied its regulations and/or 
procedures correctly and/or delivered its services to students satisfactorily, and whether any 
decision arrived at was both reasonable and proportionate.  

 
1.5 Where there is dispute over the facts of a case, the standard of proof to be applied shall be the 

balance of probabilities.  
 
1.6 Legal representation is not permitted at any meeting held under this Procedure. If a student 

initiates legal proceedings against UCL, any complaint on the same or a related matter will 
normally be paused until those proceedings are complete.  

 
1.7 Where appropriate, we will make reasonable adjustments at any stage of the proceedings to 

accommodate the needs o

mailto:casework@ucl.ac.uk
/students/askucl-student-enquiry-system
mailto:casework@ucl.ac.uk
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2 SCOPE AND TIME LIMITS 
 

Who may complain under this Procedure  
 
2.1 This Procedure can be used by all registered students1 of UCL. Recent graduates or students 

on interruption, placement or a year abroad may also submit complaints about UCL provision 
so long as they are within the timescales set out at Paragraph 2.6.  

 
2.2 Complaints from students registered at partner institutions relating to provision by UCL, or from 

registered UCL students relating to the provision of another institution in the context of 
intercollegiate programmes, may be considered under this Procedure, depending on the 
circumstances and the nature of UCL’s agreement with the relevant partner institution. Queries 
should be addressed in the first instance to casework@ucl.ac.uk or (for UCL students) 
submitted via AskUCL.   

 
2.3 

mailto:casework@ucl.ac.uk
/equality-diversity-inclusion/dignity-ucl/prevention-bullying-harassment-and-sexual-misconduct-policy
/equality-diversity-inclusion/dignity-ucl/prevention-bullying-harassment-and-sexual-misconduct-policy
https://report-support.ucl.ac.uk/
mailto:casework@ucl.ac.uk
http://studentsunionucl.org/how-to-guides/how-to-make-complaints-about-union
/academic-manual/chapters/chapter-6-student-casework-framework/section-11-public-complaints-about-ucl
/academic-manual/chapters/chapter-6-student-casework-framework/section-11-public-complaints-about-ucl
/academic-manual/chapters/chapter-6-student-casework-framework/section-8-disciplinary-code-and-procedure-respect
/academic-manual/chapters/chapter-6-student-casework-framework/section-8-disciplinary-code-and-procedure-respect
/academic-manual/chapters/chapter-6-student-casework-framework/section-9-student-academic-misconduct-procedure
/academic-manual/chapters/chapter-6-student-casework-framework/section-9-student-academic-misconduct-procedure
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e) complaints which, by their nature, are more appropriately addressed by third parties, for 
example a government organisation such as the Home Office or Student Finance 
England. Such organisations generally have their own complaints procedures and it is 
their organisational procedure which must be followed where UCL has no role in the 
decision-making process; 

f) anonymous complaints. 

/hr/docs/public_interest_disclosure.php
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3.3 In cases where the formal UCL Student Complaints Procedure has already commenced, the 
Student Mediator will liaise with the Student Casework Team regarding his/her involvement. The 
timescales set out in this Procedure will be put on hold until the mediation process has been 
completed. Students will be informed of this and, in cases where mediation is unsuccessful, will 
similarly be informed when the formal UCL Student Complaints Procedure recommences. 

 
3.4 Most students accessing this Procedure are adults, and UCL’s contract is with the student. For 

this reason, we request that students personally liaise with the relevant officers regarding their 
case unless there is good reason preventing them from doing so. We cannot accept complaints 
made on behalf of students by UCL staff, staff at partner providers (including providers of work 
placements), parents, or other third parties. In an exceptional case where a third party does 
represent a student, written consent is required from the student (except where they are 
incapacitateTm
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5. STAGE ONE: SUBMISSION AND CONSIDERATION OF COMPLAINT  

/academic-manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-procedure
/academic-manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-procedure
/academic-manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-procedure


/academic-manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-procedure
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reserve the right to redact or remove such material before proceeding, so far as is practicable 
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5.17 The response from the department 
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will be accepted for consideration by the Panel after this time except at the discretion of the 
Chair.  

 
6.9 A single written record of the meeting will normally be made by UCL for the purpose of 

providing a factual record in the event of the decision going to Review.  
 
6.10 Both the student and the member(s) of staff concerned are entitled to be present throughout a 

Panel meeting except when the Panel deliberates on its decision. Only in exceptional 
circumstances, and with the agreement of all parties, will individuals be heard separately. Each 
party will be entitled to be accompanied10 during the Panel meeting by a ‘friend’ as defined at 
Paragraph 4.1.  

 
6.11 Requests by either the student or member(s) of staff concerned to call witnesses will be 

decided by the Chair of the Panel. Where agreed, the presence of either party (or of witnesses) 
at a Panel may be through virtual means such as video or telephone conferencing. 

 
6.12 If any party fails to attend the Panel meeting, the Panel may proceed and determine the 

complaint in the absence of that party.  
 
The Decision of the Complaints Panel 
 
6.13 The decision of a Panel will be reached by a majority vote of the members of the Panel, and 

shall be announced as the decision of the Panel.  
 
6.14  The votes of individual Panel members shall always be treated as confidential and there shall 

be no disclosure either of such votes or of information showing whether the decision was 
reached by a unanimous or a majority vote.  

 
6.15 The Panel may adjourn for a period not exceeding five UCL working days for the purpose of 

reaching its decision and/or deciding upon the appropriate action to be taken.  
 
6.16 The Panel will complete a written statement of its findings and decision, in the form of an 

Outcome Letter, normally to be issued within ten UCL working days of the date of the meeting. 
The Panel is authorised to impose a solution on the officers of the area of UCL in which the 
complaint occurred, including where appropriate a recommendation for a Suspension of the 
Regulations. Any compensating action proposed in the light of the complaint will not be 
implemented until it is clear if a review of the Panel’s findings will be made and, if so, until the 
outcome of the review is known. 

 
6.17 Subject to the rights of review, all decisions made in accordance with these procedures shall be 

binding on all parties.   

 
10 Where a complainant is under 18 years of age they must be accompanied to any meeting by a 
parent, guardian or other responsible adult. 
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7.9 There shall be no right to request a further review of the outcome as set out in the Amended 

Outcome Letter. On receipt of the Amended Outcome Letter, if the student is dissatisfied with 
the outcome, the student may request a Completion of Procedures Letter be issued which will 
advise the student that he/she may be able to make a complaint to the Office of the 
Independent Adjudicator (OIA) for Higher Education.  

 
7.10 Where the information submitted contains grounds for further consideration of the complaint by 

a Complaints Review Panel, the Student Casework Team will refer the matter to the members 
of the Complaints Review Panel.  

 
7.11 The constitution of the Panel will be as follows: 
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8. OFFICE OF THE INDEPENDENT ADJUDICATOR  
 
8.1 The outcome of the Complaint Review will conclude UCL’s consideration of the complaint and 

will be confirmed in the form of a Completion of Procedures letter. 
 
8.2 When a student has received a Completion of Procedures letter confirming that the internal 

procedures of UCL have been concluded, they have the right to submit their complaint for 
review to the Office of the Independent Adjudicator for Higher Education (OIA) if they remain 
dissatisfied. A student choosing to do this must do so no later than twelve months from the date 
of the Completion of Procedures letter, using the OIA’s Scheme Application form. The 
procedures and the form are available from the website of the OIA: https://oiahe.org.uk or from 
the UCL Students’ Union Advice Service (who will also be able to provide advice and 
assistance).      
 
 
 

  

https://oiahe.org.uk/
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 Public Complaints about UCL 

1. Persons other than current staff or students of UCL who wish to make a complaint about 
their experience of UCL should follow the advice below.  

2. Anyone who wishes to make a complaint about her/his experience of UCL should try first to 
resolve the matter informally, in consultation with either the person who has caused the 
complaint, or with that person's line manager, or with another appropriate person within the 
area of UCL where the complaint has arisen. If a complaint cannot be resolved informally, 
the person wishing to make the complaint should put details of the matter causing 
complaint in writing to the Chief Operating Officer via casework@ucl.ac.uk. In order for a 
complaint to be considered, these details must normally be received by the Chief 
Operating Officer no later than one calendar month after the date on which the event 
causing the complaint occurred. If the form is received any later, the Chief Operating 
Officer will exercise discretion as to whether or not to investigate the matter. 

3. The complainant is invited to indicate, if he/she wishes, the form of remedy which may be 
sought. While UCL will take such wishes into consideration in the resolution of the issue, 
this information is, nevertheless, given without prejudice to the final outcome. 

mailto:casework@ucl.ac.uk

