
 
1 

 
 
 
UCL Academic Manual  

2022-23 

 

Chapter 6: Student Casework 
Framework 

 
 
 

 

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

 
 
 

 
 

  

LONDON’S GLOBAL UNIVERSITY 





 
3 

 Code of Conduct for Students 

UCL enjoys a reputation as a world-ion as a world
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Twitter etc.), blogs or other web resources, refrains from causing offence and 
could not be regarded as bullying or harassment. 

• Respecting the right of freedom of speech provided it is within the law. 

Awareness and caring for others: 

• Being aware of the help and support available at UCL from sources such as 
Student Psychological and Counselling Services, the Disability, Mental Health 
and Wellbeing team in Student Support and Wellbeing (SSW) and the Students' 
Union Rights and Advice Centre.  

• Showing consideration for the welfare of your friends and peers and, if 

/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
/academic-manual/chapters/chapter-6-student-casework-framework/section-2-disciplinary-code-and-procedure-respect
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/
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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, 

which shall be published and made available to all Students of the College. 

The Procedure shall provide for the arrangements governing the hearing of a 

case of disciplinary action against a Student and of an appeal to the Discipline 

Review Body prescribed in (3).  
(3) 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. 

 

2. The Provost has the following disciplinary powers under UCL Statute 11: 

 

(4) The Provost shall have power, in accordance with Regulations made by the 

Council on the advice of1 141.74 329.93 Tm
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Delegation by the Provost 
 

3. In accordance with Statute 11(4), the Provost has delegated their powers under 

Statute 11(3) to the Executive Director of Student Services and Registrar. 

 
 

Section 2: Jurisdiction and General Principles 

 

(a) Jurisdiction 
 

4. The Disciplinary Code applies to all registered students of UCL. 

 

5. The jurisdiction of this Code will extend, where appropriate, beyond UCL’s precincts 

and will cover, for example, the conduct of students attending another institution or a 

work placement in the United Kingdom or abroad, or taking part in approved field 

trips or other authorised external activities. 

 

(b) Relationship and interface with other UCL policies and procedures 
 

6. This Code relates to matters of non-academic misconduct and any action taken 

under this Code automatically supersedes any disciplinary action being taken under 

other rules or regulations of UCL. 

 

7. Where the alleged misconduct relates to an academic matter, it should be 

referred for action in accordance with UCL’s Academic Regulations. 

 

8. Where the alleged misconduct relates to research misconduct, it should be 

referred for action in accordance with UCL’s Research Misconduct Procedure. 

 

9. Where the alleged misconduct relates to harassment, bullying and/or intimidation 

then it should be referred for action under UCL’s policy on Harassment and Bullying 

(Students). 

 

10. Students registered on programmes leading to membership of a professional body 

should demonstrate appropriate behaviour and standards required for entry into that 

profession. Alleged misconduct which may be judged to fall short of the professional 

codes of conduct will be considered under the relevant Fitness to Practise Procedure. 

 

11. Where there is a concern that mental health, illness or disability may have directly 

affected behaviour and/or conduct, the Director of Student Support and Wellbeing 

will be consulted as to whether it would be more appropriate to consider the matter 

under the Support to Study Policy or the Student Mental Health Policy as an 

alternative to disciplinary action. 

 

12. Where it is not clear how the alleged misconduct should be classified the matter 

will be determined by the Executive Director of Student Services and Registrar. 

 

(c) General Principles 
 



http://studentsunionucl.org/
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22. The Executive Director of Student Services and Registrar may also delegate authority 
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decision and notice of the right of appeal should be provided within two working 

days. 

 

39. The student may appeal against the decision to suspend and/or exclude them from all 

or parts of the UCL by submitting a written request stating the reason for the appeal 

to the Provost within five working days of the date of issue of the notice of 

suspension/exclusion. 

 

40. The Provost will consider the appeal and may take action as follows:  
(i) uphold the original decision and confirm the terms of the suspension 

and/or exclusion;  
(ii) uphold the original decision but reduce or restrict the terms of the suspension 

and/or exclusion;  
(iii) overturn the original decision and remove the suspension and/or exclusion. 

 

41. In cases where additional information presented as part of the appeal suggests 

that the level of risk is higher than previously assessed, the Provost may increase 

or extend the terms of the suspension and/or exclusion. 

 

42. The student will be notified of the decision within ten working days of the receipt 

of the letter requesting an appeal. 

 

43. Whilst the precautionary suspension and/or exclusion is in place, the student may 

request a review if there is a relevant change to their circumstances. This request 

should be made in writing to the Provost, who will respond within ten working days of 

the receipt of the letter. 

 

44. In accordance with Statute 11(3) all cases of suspension and exclusion for reasons 

other than academic insufficiency shall be reported by the Executive Director of 

Student Services and Registrar to UCL’s Academic Board and Council. 

 

Section 5: Minor Offences 

 

(a) Misconduct Involving a UCL House or Hall of Residence 
 

45. The Executive Director of Student Services and Registrar may delegate to Wardens 

of UCL Houses or Halls of Residence power to deal with disciplinary matters within 

their house/hall of residence 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 the house or hall of residence 

to be scheduled outside of teaching time;  
(iii) an order for payment or compensation for damage to property;  
(iv) withdrawal of house/hall of residence privileges e.g. no guests allowed, 

exclusion from bars;  
(v) a fine of up to £100;  
(vi) a recommendation to the Executive Director of Student Services and 

Registrar that residence in UCL accommodation in future years be denied;  
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(iii) a written reprimand recorded on the Student’s UCL file and copied to the Head 

of the Student’s Department;  
(iv) 
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62. Where the alleged offence is referred to the Executive Director of Student Services 

and Registrar and they believe that it should be classified as a major offence in line 

with the guidance provided above, the Executive Director of Student Services and 

Registrar will refer the case to the Secretary of UCL’s Discipline Committee. 

 

63. The membership of the Discipline Committee shall comprise the following: 

 

(i) a Chair, who will be a senior member of staff (or their nominee) drawn from a 
list approved by Academic Committee, usually a Faculty Tutor from a Faculty 
other than that in which the student is registered;  

(ii) a senior member of staff usually a Director or Head from a 

Professional Services Division, Department or Faculty other than in 

which the student is registered;  
(iii) a Sabbatical Officer of UCL Student’s Union 

 

64. The secretary of the Committee will be a member of staff of UCL Student and 

Registry Services. 

 

65. A single recording of the proceedings will be made by the Secretary to the 

Committee except when the Committee withdraws for private discussion. 

 

66. In cases which involve alleged reputational damage to UCL, the Committee will also 

include an additional member who is independent from UCL, whose role will be to 

ensure the Committee adheres to the principles of impartiality in consideration of the 

alleged offence. 

 

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 Executive Director of Student Services and 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 Executive Director of Student Services and 

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. 
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(iv) The student will be asked to make a statement in response to the 

alleged offence.  
(v) The Committee may question the student and/or the Executive Director of 

Student Services and Registrar.  
(vi) Witnesses may be called by the Executive Director of Student Services and 

Registrar.  
(vii) Witnesses may be called by the student 

(viii) In each case the witnesses will be asked to make a statement or confirm 

the contents of a written statement, and may be questioned by the 

Committee, the student and/or the Executive Director of Student Services 

and Registrar.  
(ix) Witness will be asked to withdraw.  
(x) 
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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 Executive Director of Student Services and 

Registrar in consultation with whomever the Executive Director of Student Services 

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

 

79. The membership of the Discipline Review Body will comprise: 

 

(i) a Chair, who shall be the Vice-Provost (Education and Student 

Experience) or nominee;  
(ii) a senior member of staff from a list approved by the Academic Committee with 

no previous involvement in the case being considered, nor shall be from a 

Faculty in which the student is registered;  
(iii) a Sabbatical Officer of UCL Students’ Union, with no previous involvement in 

the case being considered to be appointed by the Vice- Provost as and when 

the Discipline Review Body needs to be convened. 

 

80. The Secretary of the Discipline Review Body will be an appropriate officer nominated 

by the Director of Education Services or Director of Student Operations as 
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appropriate. Such officer shall not have 
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92. The Discipline Review Body, having completed its discussion of the appeal and 

having reached a decision on the matter, the Chair shall recall the student and the 

Chair of the Discipline Committee to the meeting. 

 

93. The Chair shall then announce the decision of the Discipline Review Body to the 

student and Chair of the Discipline Committee. 

 

94. The Chair shall then declare the meeting of the Discipline Review Body closed. 

 

Decision of the Discipline Review Body 

 

95. The Discipline Review Body may allow the appeal wholly or in part or substitute its 

own findings and impose one or more of the penalties mentioned in paragraph 71 as 

the Discipline Review Body thinks appropriate. Otherwise the decision of the 

Discipline Committee will stand. 

 

96. The Secretary to the Discipline Review Body will notify the student in writing of the 

outcome of the appeal within ten working days of the decision of the Discipline 

Review Body. The Secretary to the Discipline Review Body will also issue a 

Completion of Procedures letter to the student. 
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 Academic Insufficiency Procedure 

3.1 Learning Agreements 
1.  If a student is experiencing significant, persistent or long-term difficulties, and UCL’s 

normal support mechanisms (such as Extenuating Circumstances, Reasonable 
Adjustments or Interruptions) are not able to provide the right level of support, the 
Department should normally refer the student for a Support Plan under the UCL Support 
to Study Procedure (see Chapter 2, Section 7). 

2.  Alternatively, if a Department identifies an isolated case of poor attendance or 
engagement, and the student does not appear to be having any underlying difficulties, the 
Department may put in place a Learning Agreement. 

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

4.  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. 

5.  The Learning Agreement will set out what UCL will do to support the student as well as 
the conditions which the student agrees to meet. These conditions will usually cover 
some or all of, but are not limited to, the following: 

• Completion and timely submission of coursework and other forms of work, both 
summative and/or formative, assessed and/or unassessed. 

• Responding appropriately and in a timely manner to UCL communications and 
attending meetings with UCL staff as requested. 

• Completion of additional work to ensure sufficient coverage of the syllabus. 

• Providing requested information within a specified time period. 

• Supplying proof of continuing medical or specialist treatment. 
6.  Breach of a Learning Agreement will result in the revocation of any special arrangements 

made and/or measures approved and in the application of any penalties specified in the 
Learning Agreement. 

7.  
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3.  All such cases must be referred to the Faculty Tutor/Faculty Graduate Tutor. If the 
Faculty Tutor/ Faculty Graduate Tutor confirms academic insufficiency, the expected 
outcome is that the student’s enrolment is suspended for up to one year, specifying at the 
beginning of which term the student will be allowed to return to repeat. 

4.  Students must have had due warning prior to a suspension of studies. 
5.  Prior to a suspension on grounds of academic insufficiency, the Faculty Tutor/ Faculty 

Graduate Tutor must have invited the student to a Mandatory Faculty Interview (see 
Section 4) to allow for an explanation of the case. 

6.  To suspend a student on grounds of academic insufficiency, the Faculty Tutor/ Faculty 
Graduate Tutor must send a letter of notification to the student that includes details of the 
appeals mechanism (see below), copying the Home Department, relevant Teaching 
Departments and UCL Student Records. 

7.  Suspensions of studies forfeit an attempt at assessment for all affected modules. A 
suspended student must repeat either the year or the term(s) in which the insufficiency 
occurred in the next academic year, repeating in attendance all modules for which the 
student has second attempts remaining. (Additional interruptions can be applied for, but 
are subject to scrutiny and approval.) If a suspension would permanently prevent 
progression or award of degree due to one or several forfeited second attempts at 
assessment, suspensions become terminations of study, unless UCL Academic Services 
on behalf of the Vice-Provost (Education & Student Experience) suspends regulations to 
allow further attempts. 

8. International students with a Student Visa may find that their visa status is impacted if 
their studies at UCL are suspended. The law means that UCL must inform UK Visas and 
Immigration (UKVI) of any changes to a student’s status. Students who are on a Student 
Visa must read the Student Visa responsibilities guidance. If students need any further 
advice, they should get in touch with UCL’s Student Immigration Advice and Compliance 
Team who can assist. 

9.  As a condition of returning to repeat after the suspension, the student must sign a 
Learning Agreement. Refusal to sign the Learning Agreement or breach of the Learning 
Agreement following an earlier suspension will usually result in Termination of Studies. If 
the student is having persistent, long-term difficulties, it may also be beneficial for the 
Department to refer the student for a Support Plan upon their return to UCL, under the 
Support to Study Procedure (see Chapter 2, Section 7). 

10.  In cases involving poor performance in Postgraduate Research Students, separate 
guidance applies (see Research Degrees: Guidance on Addressing Poor Performance in 
Research Students). 

3.4 Termination of Study on Grounds of Academic 
Insufficiency 

1.  Faculty Tutors Faculty Graduate Tutors can also terminate the studies of students on 
grounds of academic insufficiency as per paragraphs 14.1 and 14.2 of UCL’s Regulations 
for Management. 

2.  In such cases the academic insufficiency must be deemed to be irretrievable. 
3.  For any student whose studies are to be terminated in this way, it is essential that the 

student has previously been referred to the Faculty Tutor/Faculty Graduate Tutor for a 
Mandatory Faculty Interview (Section 4) and received a written warning that their studies 
are at risk of being terminated should the insufficiency continue. 

4.  Should the insufficiency continue or should any conditions that were made for the 
continuation of the student’s studies at the interview and/or in the written termination 
warning not have been met, the Faculty Tutor/ Faculty Graduate Tutor must interview the 
student again. 

5. 

http://www.ucl.ac.uk/students/immigration-and-visas/tier-4-visas/tier-4-responsibilities
http://www.ucl.ac.uk/students/askucl-student-enquiry-system
http://www.ucl.ac.uk/students/askucl-student-enquiry-system
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6. International students with a Student Visa may find that their visa status is impacted if 
their studies at UCL are terminated. The law means that UCL must inform UK Visas and 
Immigration (UKVI) of any changes to a student’s status. Students who are on a Student 
Visa must read the Student Visa responsibilities guidance. If students need any further 
advice, they should get in touch with UCL’s Student Immigration Advice and Compliance 
Team who can assist. 

http://www.ucl.ac.uk/students/immigration-and-visas/tier-4-visas/tier-4-responsibilities
http://www.ucl.ac.uk/students/askucl-student-enquiry-system
http://www.ucl.ac.uk/students/askucl-student-enquiry-system
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 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, they 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 
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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 

http://www.ucl.ac.uk/srs/our-services/access-and-admissions
http://www.ucl.ac.uk/srs/our-services/access-and-admissions
mailto:academic.services@ucl.ac.uk
mailto:researchdegrees@ucl.ac.uk
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1.10

 An appeal raised by a third party on behalf of a student, (this includes parents, 
guardians, relatives, the spouse or partner of a student or other third parties) will only 
be considered in exceptional circumstances. Written authorisation and valid reasons 
for the third party acting as the student’s representative must be provided by the 
student. UCL’s consent to such arrangements may be withdrawn at any time if the 
behaviour of a third party is not appropriate. A third party supporting, advising, or 
representing the student should not delay the process. This provision does not 
extend to legal representation. For the position with regards to legal representation, 
see Section 6.3. 

 

1.11

 Students and their representatives are expected to conduct themselves in a 
respectful and courteous manner. UCL may apply restrictions to the Procedure, a 
student’s access to staff or terminate consideration of an appeal where their 
behaviour is considered unacceptable as set out in Appendix 3. A student can 
appeal a decision to terminate the consideration of an appeal in writing to the 
Executive Director of Student Services and Registrar by email to 
casework@ucl.ac.uk within 10 working days of the date of the decision. 

 

1.12

 An appeal that is raised by several students on the same issue can be considered as 
one collective appeal. In such circumstances, the names of all students must be 

mailto:caswork@ucl.ac.uk
mailto:casework@ucl.ac.uk


 
29 

2.2 Medical and other circumstances that should have been reported to UCL at the time 
of their occurrence will not normally be considered. If a student submits an appeal on 
the ground that the relevant Extenuating Circumstances Panel were not made aware 
of circumstances through the Short-term Illness and other Extenuating 
Circumstances Procedure, there must be compelling reasons with independent 
supporting evidence, explaining why the student was unable to previously disclose 
the information through the appropriate Procedure. There is a strong expectation 
that the circumstances would have been considered through the Short-term Illness 
and Extenuating Circumstances Procedure prior to the meeting of a Board of 
Examiners or equivalent academic body for Postgraduate Research Students.  

 

Matters that cannot be addressed under this Procedure 

 
2.3 The following matters cannot be considered under this Procedure: 

 
i. appeals regarding admission decisions; 

 

ii. appeals relating to a student’s Fitness to Practise where an appeal relates to 
external assessment by a Professional Statutory or Regulatory Body (PSRB). 
Appeals in these cases will be considered in its own Fitness to Practice 
Procedure; 

 

iii. decisions relating to Support to Study, Appeals in these cases will be considered 
via UCL’s Support to Study Procedure; 

 
iv. appeals from third parties without written consent from the registered student; 

 
v. complaints relating to the quality of teaching, supervision, service provision or 

other circumstances that relate to the delivery of a programme of study. Such 
matters should be considered via UCL’s Student Complaint Procedure; 

 
vi. issues relating to allegations of harassment and bullying. Allegations of this 

nature will be dealt with under the UCL Prevention of Bullying, Harassment and 
Sexual Misconduct Policy and should be submitted to HR via Report and Support; 

 
vii. appeals that are more appropriately addressed by third parties, for example the 

Home Office or Student Finance England. Such organisations generally have 
their own Procedures and it is their organisational procedure that must be 
followed where UCL ha0 g

0 G
T

/F1 11.04 Toced/F1 11.5.36.95 Tmd be 

-

/equality-diversity-inclusion/dignity-ucl/prevention-bullying-harassment-and-sexual-misconduct-policy
/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/
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iv. the absence of key staff members; 
 

v. 

mailto:casework@ucl.ac.uk
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Appeal Form is received. Incomplete, missing information or unclear statements may 
be returned for completion or clarification.  
 

3.6 Notice of an intention to appeal within the Procedural timeframe shall not be deemed to 
constitute submission of an appeal and will not be accepted as such. The timescales 
outlined in this Procedure shall only begin once a fully completed Stage 1 Appeal 
Form has been received.  
 

3.7 The Casework Team will acknowledge receipt and will conduct an initial assessment 
of the appeal against the ground(s) in Section 2 and the criteria set out in the student 
submission and eligibility paragraphs 3.1-3.6 above.  
 

3.8 If after the initial assessment, it is determined that the grounds and criteria for an 
appeal have not been met the Casework Team will normally reject the appeal within 
10 working days of receipt of the appeal, giving reasons for the decision. A student 
who is dissatisfied with this decision may request a review under Stage 2 Appeal 
Review based on the relevant grounds in Section 4.1 of the Procedure. 
 

3.9 The list below (which is not exhaustive) are not considered valid grounds for an 
appeal and are reasons why an appeal is not upheld and will be rejected: 
 

i. disagreement with the academic judgement of the examiners as defined in 
paragraphs 1.5 and 2.3 viii. Academic judgement includes the assessment mark 
or the pass/fail decision awarded by the markers of an assessment; 
 

ii. marginal failure to attain progression or a higher class of award (where such 
classifications are non-discretionary and made according to published arithmetic 
formulae); 
 

iii. the retrospective reporting of Extenuating Circumstances which could reasonably 
have been made known at the time of those circumstances; 
 

iv. lack of awareness of the relevant UCL Regulations and/or Procedures and their 
associated timescales; 
 

v. the appeal was received outside the deadline without good reason and evidence 
for the delay. In cases where a delay is unavoidable, the appeal must be 
submitted as soon as possible after the deadline and must include an explanation 
and independent supporting evidence covering the entire period affected; 
 

vi. appealing unofficial results, an academic appeal can only be submitted once the 
decision is confirmed by a Board of Examiners or an equivalent academic body 
(Postgraduate Research). 
 

3.10 Where matters raised do not wholly fall within the scope of this Procedure the student 
will be informed that the appeal will not be progressed. By agreement with the 
student, the matter may be referred for consideration under the relevant Procedure. 
 

3.11 Where matters are multi-issues relating to decisions made by the Board of Examiners 
or an equivalent academic body (Postgraduate Research) and dissatisfaction with a 
service or other aspects of provision. UCL reserves the right to issue an outcome at 
Stage 1 addressing the grounds for an academic appeal and inform the student that 
matters that constitute a complaint cannot be considered within this procedure. 
 

3.12 If, after the initial assessment it is determined that the grounds and the criteria may 
have been met the appeal will usually be considered at Stage 1 within 30 working 
days. There may be circumstances where, for good reason, UCL needs to extend this 
timeframe; if this occurs the Casework Team will inform the student and provide an 
indication of the extended timeframe. 
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Consideration of Appeal 
 

3.13 The Casework Team will forward the Stage 1 Appeal Form and any supporting 
documentation to the relevant Faculty for consideration. This will normally be 
submitted to an Appeal Assessor who can be a Faculty Tutor (or nominee), a member 
of the Casework Team or a Faculty Tutor within another Faculty.  The appeal will be 
considered by an Appeal Assessor who has not previously been involved in matters 
relating to the appeal nor has been involved in the teaching or assessment of the 
student to avoid actual or potential conflicts of interest. 

 
3.14 The paper-based appeal will be considered on the basis of the student’s written 

statement and supporting evidence. Relevant information from staff, other students or 
external agencies may be sought by an Appeals Assessor by way of response when 
considering the appeal. A student submitting an appeal can respond to the information 
sought by way of a written statement at the Review Stage. The Appeal Assessor will 
normally inform the Casework Team of the decision within 10 working days of the 
appeal being sent to the Appeal Assessor for consideration.   

 
3.15 Exceptionally, the Appeal Assessor may decide that further consideration of the 

appeal is necessary. That it is not possible to reach a suitably informed decision alone 
due to the complexities of the appeal, or it is considered reasonable on a case-by-
case basis to make reasonable adjustments to the procedure to take account of the 
individual needs of the student. In such instances, the Appeal Assessor will refer the 
matter to an Appeals Panel for consideration. 

 
3.16 The membership of the Appeals Panel shall comprise no fewer than two and no more 

than three members of academic staff with the provision of a nominee where 
necessary, and will be as follows: 

 

• a senior member of staff (Chair) drawn from a list approved by Academic 
Committee, usually a Faculty Tutor from a Faculty other than that in which the 
student is registered;  

• a Departmental Graduate Tutor from a Department other than that in which the 
student is registered and/or 

• an elected member of Research Degrees Committee  
 
3.17 The paper-based Appeals Panel does not require the student to attend. The Panel is 

permitted to conduct its discussions electronically or virtually to ensure the case is 
considered in a timely manner. Exceptionally, when the Appeals Panel considers it 
appropriate, a hearing will be required, to which the student will be invited. 
 

3.18 In the event of an Appeal Panel hearing, the proceedings will be conducted in 
accordance with Section 6. The student will be informed no later than 10 working 
days in advance of the hearing taking place. It is expected that the student will attend 
in person. UCL may, at its discretion approve alternative arrangements for the student 
to attend virtually online where it is not possible for the student to attend in person.  
 

Appeal Outcome 
 

3.19 Where an appeal is accepted and upheld in part or in full, dependent upon the 
grounds that the appeal was submitted, the Appeal Assessor, or exceptionally, an 
Appeals Panel shall reach one of the following decisions: 
 

i. request that the Board of Examiners review its decision, with a recommendation 
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to provide a deferred assessment or reassessment in accordance with the 
Academic Manual; 
 

ii. request the Board of Examiners to review or revise its decision where the grounds 
of appeal are considered to have had a material impact on the performance or 
progression of a student, with recommendations as required; 
 

iii. request the Board of Examiners or relevant Faculty Extenuating Circumstances 
Panel to implement the outcome or mitigation that the student is seeking in 
accordance with the relevant Procedure;  

 
iv. refer the decision back to the relevant Faculty Extenuating Circumstances Panel 

or the Vice-
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complete at this stage. 
 

3.28 An Appeal Review Form received beyond this timeframe will be deemed out of time 
and will not be taken forward for consideration unless the student has demonstrated 
good reason supported by independent evidence for any period of delay. A COP 
Letter will be issued upon request noting the reason the appeal review not taken forward 
for consideration. The student may be able to submit a complaint to the OIA. 
 

4. Stage 2 Appeal Review  

Grounds for Appeal Review 

 
4.1 A student may request a review of the Stage 1 Appeal decision on the following 

grounds: 
 

i. that there is a material irregularity (an administrative or procedural error) in the 
handling of the appeal at Stage 1; 
 

ii. there is new and relevant evidence to support the appeal which for good reason 
was not available and could not reasonably have been provided at the time the 
appeal was submitted; 
 

iii. there is a response by way of written representation to the information sought by 
the Appeal Assessor at the appeal stage that demonstrates that the decision 
reached at the earlier stage was not reasonable given the circumstances of the 
case. 
 

Student Submission and Eligibility 
 

4.2 A request for a review can only be submitted following the completion of the Stage 1 
Appeal. A request for a review will not be considered if Stage 1 of the procedure has 
not been completed.  
 

4.3 A request for a review must be submitted within 10 working days of the date of the 
notification of the Stage 1 decision. An appeal review received beyond this timeframe 
will be deemed out of time and will not be taken forward for consideration unless the 
student has demonstrated good reason supported by independent evidence, for any 
period of delay. 
 

4.4 A request for a review must be submitted in writing on the Stage 2 Appeal Review 
Form completing all relevant sections, including full name; student number; signature 
of the student and date. Students should indicate the date of the official notification of 
the decision and the ground(s) which they are appealing. A clear and succinct 
explanation as to why they are dissatisfied with the decision should be provided.  

 
4.5 Students must submit any relevant documentation and independent evidence where 

relevant at this stage when submitting an appeal review. Where the documentation 
includes data relating to third parties, before proceeding, the Casework Team 
reserves the right to redact or remove such material, so far as is practicable without 
undermining the substance of the appeal. 
 

4.6 The completed Stage 2 Appeal Review Form and evidence, where relevant should be 
submitted to the Casework Team at casework@ucl.ac.uk. The Casework Team 
cannot initiate this Procedure until a signed and dated Stage 2 Appeal Review Form is 

mailto:casework@ucl.ac.uk
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4.18 The paper-based Review Panel does not require the student to attend. The Panel is 
permitted to conduct its discussions electronically or virtually to ensure the case is 
considered in a timely manner. Exceptionally, when the Review Panel considers it 
appropriate, a hearing will be required to which the student will be invited. 
 

4.19 A member of staff from UCL Student and Registry Ser
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5. Completion of Procedures (COP) 
 
5.1 The decision of an Appeal Review Panel is the final stage of this Procedure for 

consideration of an academic appeal. At this point, students who remain dissatisfied 
with the outcome have the right to submit a complaint to the OIA for Higher Education. 
Students should refer to the OIA Website to establish whether their complaint is 
something that the OIA would consider. A complaint must be submitted to the OIA 
within 12 months of the UCL’s final decision.  
 

5.2 A Completions of Procedures (COP) letter will be provided where a decision not to 
uphold (reject) an appeal as an outcome at Stage 2. A COP letter will not automatically 
be issued where an appeal is deemed out of time, considered to have no grounds, is 
concluded at Stage 1, or is upheld at any stage of the Procedure. A COP letter can be 
issued to a student upon request.  

 

6. Proceedings for an Appeals Panel and/or an Appeal 
Review Panel Hearing 

 
6.1 In cases where an in-person hearing is considered necessary, the process relating to 

the proceedings of a hearing and outcome decisions set oess relating to 

https://www.oiahe.org.uk/students/can-you-complain-to-us/
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procedural objections must be submitted to the Casework Team within 3 working days 
from the notification of the hearing membership being sent. That member may, at the 
discretion of the Casework Team, be required to withdraw and may be replaced. 

 
6.7 All documentation relating to the appeal will normally be received by all parties no later 

than 5 working days before the panel hearing.  No further documentation will be 
accepted for consideration by the Panel after this time except at the discretion of the 
Chair.  

 
6.8 A member of staff from UCL Student and Registry Services will be appointed to act as 

Secretary to the Panel. All documentation will be passed through the Secretary and 
there will be no direct communication, either written or verbal between the Panel and 
the student or the Faculty representative.  
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7. Disclosure and Confidentiality  
 

7.1 UCL will process all information in accordance with its Student Privacy Notice the 
principles the General Data Protection Regulation (GDPR). Appeals will be handled with 
an appropriate level of confidentiality. Information should only be released for the 
purposes of consideration or responding to the appeal. No third party should be told 
more than is necessary about the appeal to obtain the required information from them. 
The outcome of the Procedure will be communicated to members of staff deemed 
appropriate by the Casework Team, for instance, to implement upheld appeals, either 
after, or at the same time as the student has been informed. 

 
7.2 

/legal-services/privacy/student-privacy-notice
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 UCL Student Complaints Procedure 

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

mailto:casework@ucl.ac.uk
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1 INTRODUCTION 
 
1.1 UCL is committed to providing a high

mailto:casework@ucl.ac.uk
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-2-disciplinary-code-and-procedure-respect
/academic-manual/chapters/chapter-6-student-casework-framework/section-2-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
/hr/docs/public_interest_disclosure.php
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 Time Limits  
 
2.5 Students are encouraged to submit a complaint as soon as possible after the event in question, 

as this facilitates timely investigation and enables UCL to take prompt corrective action where 
necessary. At the most, complaints must be submitted within three months of the event giving 
rise to the complaint. Complaints submitted beyond this timeframe will be deemed to be out of 
time and will not be considered unless there are compelling reasons supported by independent 
evidence to demonstrate why the complaint was not raised in a timely manner. Where a 
complaint is deemed out of time, UCL will issue a Completion of Procedures Letter on request, 
noting the reason why the complaint was not considered and advising the student that they may 
be able to make a complaint to the Office of the Independent Adjudicator (OIA) for Higher 
Education. 

 
2.6 Formal complaints from former students or recent graduates should be submitted to the 

Casework Team for the attention of the Executive Director of Student Services and Registrar. 
The Complaint and supporting evidence must be received within three months of leaving UCL. 
Former students or recent graduates must provide compelling reasons for not raising the 
complaint within three months. Complaints received after this time will not normally be 
considered. The Executive Director of Student Services and Registrar (or nominee) has the 
sole discretion to consider complaints more than three months after the matter being 
complained of and will only be considered in exceptional circumstances.   

 
2.7 We are committed to dealing with all complaints as quickly as reasonably possible and will seek 

to follow the time limits set out in this Procedure. Students can expect that UCL will normally 
have completed its consideration of a complaint within 60 working days of its submission. 
However, from time to time there may be valid reason for a delay, particularly in more complex 
cases. In such circumstances students will be informed of any delay and the reason for it. 

  
3. ADVICE AND SUPPORT 

 
3.1 Students are welcome to seek advice or clarification on the operation of the Procedure from the 

Student Casework Team. The Casework Team however is not in a position to provide support 
with the drafting of complaints as this would conflict with their role in the process.  

 
3.2 Where appropriate, a student may prior the submission of a formal complaint request mediation 

to help resolve their complaint. This can be done by contacting the UCL Student Mediator (see 
Appendix 2). The Student Mediator can also provide ways to resolve student concerns before 
they escalate into formal complaints such as provide information or suggest solutions where 
mediation is not an option.  

 
3.3 In cases where a student and/or the Department or Faculty may want to seek an early resolution 

the Student Mediator and/or the Department or Faculty will normally liaise with the Student 
Casework Team if a resolution is being sought within three months of the event giving rise to a 
possibly of a formal complaint. In exceptional circumstances, the timescales set out in this 
Procedure may be put on hold usually for no longer than a further 25 working days where the 
student and/or the Department or Faculty is reasonably satisfied that an early resolution can be 
sought. At the conclusion of an attempt at an early resolution, and where proportionate, the 
Department or Faculty should write to the student setting out the outcome. This can then be 
made accessible to those dealing with any formal complaints at a later stage. 

 
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 
incapacitated and unable to give consent) before any information in connection with the case is 
disclosed. UCL’s consent to such arrangements may be withdrawn at any time if the behaviour 
of a third party is not appropriate. We will only communicate with one party at a time. 
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3.5 The sole purpose of any inquiries made under this Procedure will be to investigate the 

complaint by the student; the Procedure will not in any way constitute or be seen to constitute a 
disciplinary process against the member(s) of staff or UCL department, faculty or service 
concerned.  

 
 

4. DISCLOSURE AND CONFIDENTIALITY 
 

4.1 We will deal with complaints discreetly and sensitively and students will be treated without 
discrimination or disadvantage. It is nevertheless necessary to provide aspects of the written 
complaint and supporting evidence to any relevant members of staff whose response is 
required in order to address the complaint fully. Where a complaint is taken forward and 
concerns the actions of an i

/academic-manual/chapters/chapter-6-student-casework-framework/section-8-ucl-student-complaints-procedure
/academic-manual/chapters/chapter-6-student-casework-framework/section-8-ucl-student-complaints-procedure
/academic-manual/chapters/chapter-6-student-casework-framework/section-8-ucl-student-complaints-procedure
mailto:casework@ucl.ac.uk
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Submission of the Complaint Form  
 
5.4 In submitting a Complaint Form, students should state clearly what it is that they are 

complaining about, why they are dissatisfied, and what it is that they would like to see done to 
resolve this issue. The complaint should encompass everything that the student would like to 
see addressed; new elements cannot be introduced later in the process. If a complaint relates 
to several different issues, students should ensure that these are clearly distinguished.  

 
5.5 All sections of the Complaint Form must be completed by the student. If a form is incomplete is 

missing any necessary information, it will be returned to the student for completion. The 
timescales outlined in this Procedure will only begin once a fully completed Complaint Form has 
been received.  

  
5.6 Students are encouraged to submit relevant supporting documentation and evidence with their 

Complaint Form. The Casework Team is unable to seek evidence on a student’s behalf. It is the 
student’s responsibility to provide this with the complaint. A translation (undertaken by an 
accredited translator) must be provided for any material not in English – untranslated 
documents cannot be considered. Where the documentation includes data relating to third 
parties, we reserve the right to redact or remove such material before proceeding, so far as is 
practicable without undermining the substance of the complaint. 

 
5.7 The completed Complaint Form should be submitted casework@ucl.ac.uk. The Student 

Casework Team will acknowledge receipt and will conduct an initial assessment of the case 
against the scope and criteria set out in the Procedure. If, in the view of the Casework Team in 
consultation with the Chair of the Complaints Panel, this assessment indicates that there are no 
valid grounds for consideration of the matter under the Procedure, the student will be advised of 
the reasons for this within ten UCL working days8 of receipt.  

 
5.8 Where it is considered that the matter should more properly be considered under a different 

Procedure (Paragraph 2.4) the student will be informed of this within ten UCL working days and 
the complaint will not be progressed. By agreement with the student, the matter may be 
referred direct to the appropriate UCL office-holder for consideration under the relevant 
procedure. 

 
5.9 In cases involving both academic and non-

/academic-manual/chapters/chapter-6-student-casework-framework/section-10-ucl-student-complaints-procedure
mailto:casework@ucl.ac.uk
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• a senior member of staff drawn from a list approved by Academic Committee, usually a 
Faculty Tutor/Faculty Graduate Tutor from a Faculty other that with the student is registered 

• a student representative (normally a Sabbatical Officer of Students’ Union UCL).  
 
6.3 The appointment of Panel members will be made with regard to considerations of an 

appropriate balance of diversity.  
 
6.4 A member of staff from UCL Student and Registry Services will be appointed to act as 

Secretary to the Panel. All documentation will be passed through the Secretary and there will 
be no direct communication, either written or oral, between the Panel and either the student or 
the member or members of staff concerned.  

 
6.5 An additional member of staff from UCL Student and Registry Services may be appointed by 

the Registrar to support and advise a Panel as necessary in respect of UCL's Academic 
Regulations for Students and/or other relevant UCL regulations and procedures, according to 
the nature of the complaint.  

 
6.6 Where necessary, an independent expert in the field of study or related discipline may be 

appointed, subject to the agreement of all parties, to advise the Panel either orally or in writing.  
 
Conduct of Complaints Panel Meetings  
 
6.7 The conduct of a Complaints Panel meeting will be determined by the Chair of the Panel in 

order to ensure that the complaint is heard in such manner as s/he considers appropriate and 
fair.  

 
6.8 All documentation relating to the complaint will normally be received by all parties no later than 

ten UCL working days before the meeting of the Panel. No further communications of any sort 
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 accompanied9 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.  

 
9 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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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.  

 
7.  STAGE TWO: COMPLAINT REVIEW  

 
7.1 Stage Two will only be initiated once Stage One has been completed. The purpose of the 

review stage is not to reinvestigate the complaint itself but to address concerns about the 
decision, on any of the grounds set out at 7.4 below. 

 
7.2 A student holding an Outcome Letter, either following a meeting of the Complaints Panel or 

following a decision taken by the Casework Team, may under certain circumstances apply for a 
review of that decision. In order to apply for a review the student must complete a Complaint 
Review Form and submit it to the Student Casework Team within ten UCL working days of the 
date of the Outcome Letter. A Complaint Review submitted beyond this timeframe will be 
deemed to be out of time and will not be considered unless there is independent evidence to 
show compelling reasons as to why the review was not requested in a timely manner. Where a 
Complaint Review is deemed out of time, UCL will issue a Completion of Procedures Letter on 
request, noting the reason why the Complaint Review was not considered and advising the 
student that he/she may be able to make a complaint to the Office of the Independent Adjudicator 
(OIA) for Higher Education. 

 
7.3 The student must sign and date the Complaint Review Form, and include a statement 

explaining why they remain dissatisfied, attaching where appropriate any new evidence. All 
sections of the Complaint Review Form must be completed by the student and include a 
statement explaining why they remain dissatisfied, attaching where appropriate any new 
evidence. The Casework Team is unable to seek evidence on a student’s behalf. It is the 
student’s responsibility to provide this. A translation (undertaken by an accredited translator) 
must be provided for any material not in English – untranslated documents cannot be 
considered. 

 
7.4 
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7.6 A member of the Student Casework Team with no previous involvement with the case will 

acknowledge receipt of the Complaint Review Form and will assess the application to 
determine whether there are grounds for a review under Paragraph 7.4. 

 
7.7 Where, in the view of the Casework Team, the information submitted contains no grounds for 

further consideration of the complaint by a Complaints Review Panel, the student will be 
informed of this and will be issued with a Completion of Procedures letter within ten UCL 
working days of the receipt of the Review Form.  

 
7.8 If the facts of the case indicate that the complaint decision did not take into account all the 

relevant information which had been provided by the student, a member of the Casework Team 
with no previous involvement with the case, may issue an Amended Outcome Letter which 
details any new or additional action UCL proposes to take. 

 
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, a member of the Student Casework Team with no previous 
involvement with the case will refer the matter to the members of the Complaints Review Panel.  

 
7.11 The constitution of the Panel will be as follows:  
 

a) a Vice-Provost or the Chief Operating Officer (Chair), or nominee;  
b) a Students’ Union UCL Sabbatical Officer;  
c) a senior member of staff from a list approved by the Academic Committee.  

 
 Those appointed to the Panel will not have had any prior involvement in the case.  
 
7.12 The Complaints Review Panel will proceed as follows: 
 

a) 
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7.15 In cases where a meeting is deemed necessary, the procedures relating to the conduct of 
meetings and the confirmation of a decision by the Complaints Panel (Paragraphs 6.7 – 6.17) 
will apply, with the exception that the outcome will be confirmed in a Completion of Procedures 
letter rather than an Outcome Letter.  

 
7.16 The Complaints 

https://oiahe.org.uk/
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 Student Academic Misconduct Procedure 

9.1 Introduction and Scope of Application 
1. The Student Academic Misconduct procedure sets out how UCL will investigate and 

penalise any conduct which is considered to breach UCL’s assessment regulations and 
which is likely to give an unfair advantage to the candidate and/ or affect the security of 
assessments and/ or affect the integrity of the degrees awarded by UCL.  

Scope 

2. These procedures apply to all current and former taught students of UCL, including 
Undergraduates, Taught Postgraduates and Postgraduate Research Students. 

3. The Student Academic Misconduct Procedure applies to all methods of assessment and 
to both summative and formative assessment. 

4. Any instances of Research Misconduct by taught or research students in work intended 
for publication will be investigated under UCL’s Procedure for Investigating and 
Resolving Allegations of Misconduct in Academic Research. 

5. Incoming Intercollegiate and Affiliate students will normally be subject to the procedures 
of their home institution in cases where a penalty more severe than a mark  reduction is 
under consideration. If UCL identifies Academic Misconduct, the information will be 
shared with the home institution. 

http://studentsunionucl.org/venues/rights-and-advice-centre
http://studentsunionucl.org/venues/rights-and-advice-centre
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18. Extenuating Circumstances will not normally be considered relevant in determining 
whether Academic Misconduct has occurred. 

19. Academic Misconduct and Extenuating Circumstances should be considered 
independently to one another with neither outcome being dependent on the other. 

20. A claim that Academic Misconduct has been committed unintentionally or accidentally 
cannot be considered as a defence to an allegation of Academic Misconduct.   

21. 
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h) Contract Cheating: defined as commissioning a piece of assessment to be carried out 
by a third party or knowingly using a commissioned piece of assessment. Students 
should be aware that it is a criminal offence to advertise or provide Contract Cheating 
services, and UCL would normally report this to the Police. 

i) Falsification of Extenuating Circumstances. 
j) Any conduct that is likely to affect the security of assessments. 
k) Any attempt to tamper with coursework after submission. 
l) Impersonation (including attempted, solicited or attempts at soliciting impersonation) 

in any form of assessment. 
m) Any other conduct that would give an unfair academic advantage to a student. 

2. For the purposes of this procedure, the following will not be considered Academic 
Misconduct: 

a) Poor Academic Practice: Where it is established that the student has not yet 
received teaching or guidance on Academic Misconduct and the use of referencing 
p
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9.3 Adjudication and Penalty Framework 
1. The following framework 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 framework below refers to a Component as defined in Chapter 7, Part A, Section 3.1.1: Components. 

 
 

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

Plagiarism/Self-Plagiarism (first 
offence) 

Collusion (first offence) 

Up to and including 10% of the 
component consists of 

offending material 

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 percentage points reduction should be 
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Description of Offence Extent of Misconduct Procedure Penalties within scope Consequential considerations 

Plagiarism, Collusion, or 
Falsification by a Research 

student in work presented for 
upgrade or final examination. 

 

Academic 
Misconduct 

Panel 

1. The student fails the upgrade or 
final examination but may be 

permitted to resubmit if they are still 
permitted a further opportunity within 

the regulations of their research 
programme. 

OR 

2
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9.4 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 Understanding 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 
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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 Framework 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 
misconduct must be referred to a Departmental Panel. 

3. The Departmental Tutor 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. 

4. Where a penalty is applied, the Departmental Tutor must ensure that this is recorded on 
the module minutes in Portico. 

5. In referring a case onto a Departmental Panel or the Academic Misconduct Panel for 
consideration, the Departmental Tutor must send the following: 
i) An Academic Misconduct Report Form, with Parts 1 and 2 completed (see annex 

6.9.1); 
ii) A copy of the affected assessment, where applicable annotated or highlighted to 

identify the extent of the Academic Misconduct; 
iii) Any other evidence relevant to the case. 

6. Students may appeal against the decision of the Departmental Tutor under the 
procedures outlined under 9.5 Appeals Process.   

9.4.4 Departmental Panel  

1. Where a case of Academic Misconduct is referred to a Departmental Panel, the Chair 
of the Board of Examiners for the module concerned should appoint a secretary from 
the same Department, who will be responsible for all communications, completion of 
Parts 3 and 4 of the Academic Misconduct Report Form, 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) Part 1 of the Academic Misconduct Report Form; 
iii) A link to these Student Academic Misconduct Procedures; 
iv) An invitation to the Departmental Panel, outlining the date, time, and location; 
v) A request to the student to submit a statement, which must be received no later 

than two working days before the Departmental Panel; 
vi) A statement confirming that the student may bring a ‘friend’ who must be a member 

of staff at UCL, Students’ Union Advisor, or a student currently registered at UCL. 
The person may be legally qualified but they will not be acting in a legal capacity. 
The person must not be a member of the Academic Misconduct decision or panel 
procedure. 

3. A Departmental Panel should be organised within four working weeks of the student 
being informed of the alleged Academic Misconduct, unless either of the following 
applies:  
i) There are reasonable circumstances that make this impractical, in which case the 

student must be kept informed of thisR6-s03
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iv) Where determined by the Chair that the disciplinary expertise is required on the 
panel a member of staff from the Department directly involved in the teaching of 
the affected module(s) may join in an advisory capacity; 

v) 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 Framework table (see 9.3 above). 

9. The decision of the Departmental Panel will be by majority vote and, in the case of a tie, 
the Chair of Departmental Panel will have the casting vote. 

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

and 
ii)
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i) There are reasonable circumstances that make this impractical, in which case the 
student must be kept informed of this; or  

ii) The student has reasonable grounds to request a postponement of the panel 
hearing to a later date. 

5. The Academic Misconduct Panel should be constituted as follows: 
i) The Pro Vice-Provost (Education & Student Experience) or, in the case of 

Research Students, the Pro Vice-Provost (Doctoral School and Early Career 
Researchers) who shall be Chair of the Panel. The Chair may delegate to a 
nominee; and 

ii) A Faculty Tutor or Faculty Graduate Tutor nominated by the Chair of the Panel who 
should neither be from any Department involved nor Chair of any Board of 
Examiners involved, unless it is determined that the disciplinary expertise is 
required on the panel; and 

iii) A Sabbatical Officer of the Students' Union UCL; and 
iv) The Director of Education Services or Director of Student Operations as 

appropriate. 
6. The quorum for the Academic Misconduct Panel must be three including the Chair.  
7. The Secretary must provide to the panel all documentary evidence relating to the case.  
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 Framework table (see 9.3 above). 

11. The decision of the Academic Misconduct Panel will be by majority vote and, in the 
case of a tie, the Chair of Academic Misconduct Panel will have the casting vote. 

12. Where a penalty other than expulsion is imposed on a student, the following action 
must also be taken: 
i) Require the student to undertake UCL’s Understanding Academic Integrity course; 

and 
ii) Require the student to meet with the Department to discuss the Academic 

Misconduct and receive warning that any further instances of Academic 
Misconduct may have severe consequences as outlined in 9.3.  

13. The Secretary should inform the student of the Academic Misconduct Panel decision 
informally within one working day of the hearing, send formal notification including the 
completed Academic Misconduct Report Form (excluding Part 2) within one working 
week and record this on the module minutes in Portico.  

14. Students may appeal against the decision of the Academic Misconduct Panel under the 
procedures outlined under 9.5 Appeals Process.  

15. The Secretary of the Academic Misconduct Panel will submit an annual report to 
Education Committee outlining the decisions made across UCL at all levels. 

9.5 Appealing an Academic Misconduct Decision 
1. An appeal against an Academic Misconduct decision will only be heard if it is based on 

one or more of the following grounds: 
 i) The decision or panel process was not conducted in accordance to the procedures; 
 ii) Fresh evidence has become available which was not available and could not 

reasonably be available for consideration during the decision or panel process. 
 iii) The decision was not reasonable given the circumstances of the case. 
2. Students must, within 10 working days of receiving formal notification of the decision, 

send notification to appeal (see annex 6.9.4) to the Casework Team 

http://studentsunionucl.org/


mailto:casework@ucl.ac.uk
http://studentsunionucl.org/
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17. 
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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 

mailto:casework@ucl.ac.uk

