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Mission Statement

“West London College of Business & Management
Sciences aims to provide quality education, to
maximise the potential of our learners and promote
individual achievement at the highest level”

Values

West London College of Business & Management Sciences’ (here
on known as WLCBMS) core values and beliefs are:

 To place the interest of learner at the centre of our activities
 To create a challenging academic environment by dedicated

teaching, and state of the art research
 To provide productive internships and intensive career

counseling
 To adhere to common ethical and moral standards
 Diversity
 Equality
 Shared governance
 Community service
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1. Introduction

1.1 Purpose

This document details WLCBMS’s commitment and approach to quality assurance,
enhancement and its continuous development over the coming years in line with WLCBMS’s
business plan and its associated objectives. The stated quality strategies represent the latest
evolution of a tried and tested quality approach.

1.2 Process

The quality manual brings together the quality policy, its strategies and activities in one
coherent document that provides a comprehensive overview of systems that will maintain the
College as a provider of training and education with an international reputation for
excellence. The quality strategy will continue to be monitored annually by the Principal and
senior management.

1.3 Aims and Objectives

The quality of provision and the maintenance of standards are central to WLCBMS’s mission.
The College, through its Principal is committed to maintain its position as the UK’s premier
provider of high quality education and training various areas of education. In achieving this,
and in meeting the needs of all students, the College commits itself to a rigorous process of
self-review and development in which every member of staff understands their role and
recognises their individual responsibility for quality improvement and development.

1.4 The Quality Policy

WLCBMS is committed to provide high quality education and training opportunities to all
communities. Through an approach of continuous improvement, it is intended that provision
will realise the full potential of students, enabling them to achieve the highest of standards in
their programmes of learning. The College aims to equip students with the skills, knowledge
and experience to meet both their personal needs and the ever-changing needs of the
international and local job markets. The College regards itself as accountable to all its
students, clients and those who validate or in other ways participate in its work

The College is committed to:
 The involvement of all College staff in the support of the Quality Policy, utilising

their skills and expertise
 The regular review and improvement of quality standards and services
 Continuously developing the range and effectiveness of College quality assurance

systems and tools to meet internal management information needs and external agency
requirements

 The development of staff skills and the quality awareness necessary to deliver a
critical and self-evaluative quality reporting format for all programme and student
support areas

 Seeking the involvement of all users in the review of performance, the maintenance of
high standards and the design of service quality, delivery and appropriate external
involvement exists for the maintenance of academic standards
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 Ensure that students are treated fairly, equal as individuals. Students have the
opportunity to contribute to the shaping of their learning experience. Students are
properly and actively informed at appropriate times of matters relevant to their
programmes of study and all policies and processes relating to study and programmes
are clear and transparent.

2. WLCBMS Structure

2.1 Executive Committee

Purpose

The executive committee is responsible for defining the policies, strategies and academic
affairs of the college. The committee is comprised of the college directors, senior
management and academic staff.

Terms of Reference

1. To consider and decide major management and planning issues and any other matters which
may affect the College as a whole.

2. To ensure that the appropriate courses of action to implement such decisions are agreed and
carried through.

3. To create College wide awareness of major initiatives which impact on the operations,
relationships, image or funding of the College as a whole.

4. To ensure that major strategic and operational decisions are communicated to all staff.

5. To receive monthly reports on the operation of the College administration.

2.2 Academic Committee

Purpose

The Academic Committee advises and reports to the Executive Committee on all matters relating to
the teaching of a course, the curriculum, examinations, continuous assessment and course
development, student progress and entrance requirements of students

Terms of reference

1. To maintain and enhance the academic quality of the College academic provision and to
assure academic standards for all of its awards, in keeping with the College strategic goals.

2. To award diplomas, certificates and other academic distinctions in accordance with the
prescriptions of the College’s quality policies and procedures.

3. To approve award titles, programmes of study, and research programmes leading to an award.
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4. To make recommendations to the executive committee on any matters referred to the
academic committee by the executive committee or on any other matter relating to academic
quality and standards assurance or institution-wide academic policy and strategy; thereby
providing the executive committee with access to the opinions of students and academic staff in
such matters.

5. To establish standing committees as are appropriate for the expedient execution of business,
clearly stating limits of delegated authority, responsibility and reporting arrangements in each
case.

6. To regulate academic misconduct and student discipline.

7. To add, amend and revoke regulations and to manage its delegated responsibilities.

8. To do such other acts or things as the executive committee shall authorize.

The Chairperson of the Academic Committee has the responsibility and the authority for
all academic matters in relation to academic regulation, resourcing, and the planning and
development of programmes.

2.3 Programme Committee

Purpose

The programmes committee is responsible to the academic committee for managing the day-to-
day academic quality and standards of provisions and for ensuring effective engagement with
students on programme related matters. The programmes committee supports the programme
director in the effective management of the programme.

Terms of reference

1. To consider the on-going development, content and delivery of the programme to
ensure robust academic quality, standards and student learning experience.

2. To ensure that programmes are operating in accordance with the College academic
policy and regulatory framework.

3. Annual Programme Evaluation:
- To endorse the annual programme evaluation for submission to the examination and
assessment committee
- To ensure the effective implementation of programme related actions and to escalate
broader issues with departmental management.
- To track progress on all actions as a standing agenda item
- To update the action plan as issues arise during the year, including those from student
academic-staff liaison committee
- To ensure effective communication on actions with the student body

4. To consider all student feedback arising through student-academic staff liaison
committees, surveys and module evaluations and ensure that appropriate actions are in
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place and recorded, escalated where necessary.

5. To keep under review the student profile, recruitment and market for the programme.

6. To respond to any academic committee or examination and assessment committee
request for input to College consultations on academic policy and regulation.

7. To consider external examiners reports and to provide draft responses to the
examination and assessment committee.

8. To consider special schemes of study for individual students for approval by the
Academic Committee, as part of reserved business.

2.4 Administrative Committee

Purpose

The administrative committee, in conjunction with the executive committee, is
responsible for identifying, designing and implementing policies and strategies in
relation  to  the effective  running  of  the registrars office and the finance office.
The administrative committee is also responsible for the identification of future strategies
and policies in relation to the overall development of WLCBMS.

Terms of Reference:

1. To regularly review the College administrative structure, processes and resourcing and
identify and make recommendations for improvements.

2. To oversee the development of online processes and central information stores

3. To develop and make recommendations pertaining to College communication strategies

4. To oversee College infrastructure projects.

5. To develop policies to ensure a best practice, client focused culture in the College

6. To consider issues related to human resources.

7. To receive reports from sub committees and groups e.g web steering group and administration
review team.

8. To ensure the committee aligns its activities with the College business plan.

9. To report regularly to the Executive Committee on progress and advise on related
policy and operational issues.

2.5 Registrar and Administrative Office

The Registrar, in conjunction with the Academic Board, is responsible for the
implementation of policies in relation to student recruitment for particular courses. The
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Registrar and Administrations Office is also  responsible for maintaining student
records – to include examination results and continuous assessment marks, the
administration of all examinations and the maintenance of a graduate database. The
Registrar and Administrations Office is also responsible for maintaining records in
relation to appeals received in respect of results, subsequent deliberations and decisions
made.

2.6 Finance Office

The Finance Office is responsible for the effective management of WLCBMS finances.
It is also responsible, in conjunction with the Administrative Committee, for developing
the master budget for the college, issuing weekly and monthly financial reports regarding
revenues and expenditure on a departmental basis.

The Finance Office is also responsible, in conjunction with the Academic Board and
Academic Committees, for developing budgets in relation to each course and conducting
financial appraisals in relation to new courses presented to the Academic Board for
approval.

2.7 Quality Assurance Committee

Purpose

The Quality Assurance Committee is made up of representatives of the Academic
Committee and the Administrative Committee. The Quality Assurance Committee is
responsible for ensuring that the day to day operational aspect of WLCBMS conforms
to WLCBMS Quality Policy. The Quality Assurance Committee is also charged with
monitoring WLCBMS Quality Policies and ensuring that such policies reflect best
practice on a national and international basis.

Terms of Reference:

1. To develop and advise the College on the implementation of codes of practice and procedures
relating to quality assurance and audit of quality.

2. To develop and advise the College on the implementation of arrangements as may be
necessary to ensure compliance with national and international standards and codes of practice
on matters relating to quality assurance and procedures of the Quality Assurance Agency for
Higher Education.

3. To advise Departments on matters relating to quality of provision, including preparation for
assessment of quality and programme review.

4. To consider proposed changes to the academic regulations and make recommendations to
executive committee.

5. To maintain an overview of the statistics on completion rates, withdrawals, examination
irregularities (including cases of plagiarism), student appeals and disciplinary and report
annually to the Executive Committee.

6. To monitor course standards on behalf of the Executive Committee

7. To conduct other functions when directed by the Executive Committee
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2.8 WLCBMS Organisational Structure

Executive
Committee

Administrative
Committee

Quality Assurance &
Operations Committee

Academic
Committee

Finance Office Registrar Office
Programme
Committee

Examination &
Assessment
Committee

Student/Staff
Liaison Committee
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3. Education Delivery

WLCBMS is committed to providing a curriculum which is dedicated to the needs of the
student and the business environment.   This is consistent with the college’s focus on
the individuals needs for personal and academic development and the demands of a
modern progressive economy for a flexible workforce and responsive workforce with the
ability to sustain social and economic progress.

WLCBMS is committed to providing academically recognised programmes that cover a
range of levels over set periods of time in line with the academic c a l e n d a r .

WLCBMS i s c o m m i t t e d t o p r o v i d i n g educational in line with national and
international best practice, that promotes a positive learning environment. To this end
WLCBMS strives to implement:
a) learning system at a time and pace that suits the individual student
b) learning system that recognises the need for different learning styles and responds to
the need for these varied styles
c) feedback system to ensure a high quality of teaching is maintained
d) learning system that responds to the needs of the learner, businesses and educational
organisations and awarding bodies
e) learning environment that encourages professionalism and identifies and supports
entrepreneurship
f) learning environment that is supportive, friendly and conscious of learners needs.

3.1 Programme Delivery

The Programme Committees have overall responsibility for the quality delivery of the
academic programmes and that students are well informed of their progress and that their
progress is being monitored. The Programme Committee is also responsible for ensuring
that an effective work balance is offered to the students and that this work balance is
maintained. The Committee is also responsible for ensuring that assessments are
fair, appropriate, consistent and in line with course learning criteria. The Committee is
also responsible for ensuring that respective courses are constantly monitored thus
ensuring the delivery mechanism is effective in relation to course content and learning
objectives.

WLCBMS courses are delivered using traditional classroom methods supported by a
variety of learning resources, including; on line learning, library facilities and on-site
visits.

WLCBMS recognises that student involvement/participation is essential to successful
learning. The success of any programme is contingent on the development of the right
classroom atmosphere. This is done by encouraging open discussion and debating issues
in an environment that is conducive to learning. It is recognised that this approach
increases student learning, motivation, commitment and improves long term memory
retention. WLCBMS also recognises that the delivery mechanisms vary with the course,
the course objectives and the students.

3.2 Guidelines for Academic Staff

WLCBMS recognises the role of the Academic Staff in the success of student learning.
WLCBMS encourages its academic staff to express themselves and develop their own
unique approach to imparting knowledge.  Developing a policy in relation to the actual
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imparting of knowledge and the creation of open discussion can be problematic,
WLCBMS has developed a number of guidelines that can be used to improve the
learning process:
a) Present and illustrate content concisely in clear terms
b) Define technical terms
c) Avoid jargon
d) Organise and structure content appropriate to the level of the course
e) Begin each class session by motivating learners, outlining expectations and
objectives
f) Be enthusiastic
g) Vary methods of presentations and teaching styles
h) Only use audio visual aids when appropriate to the content
i) Encourage discussion
j) Accept questions
k) Encourage feedback
l) Use practical examples as much as possible
m) Observe students for feedback in relation to understanding of content
and/or lack of understanding

4. Quality Assurance Objectives

WLCBMS operates an integrated system of quality management which is designed to
contribute to the achievement of its mission statement. The quality assurance procedures
comply with the quality assurance requirements of Edexcel, Ascentis and ILEX
standards. WLCBMS quality assurance procedures are designed to ensure that|:

a) All programmes offered by WLCBMS are in line with its aims and objectives
b) Programmes are appropriate for the level of award
c) Programmes offered are equivalent to those offered elsewhere nationally and
internationally
d) Quality s t a n d a r d s are externally benchmarked in line with awarding bodies
and national and international best practice

e) The learning resources provided are sufficient to support students in achieving the
award for which they are registered
f) The appropriate quality management structure is in place ensuring all aspects
of the learning resources are effective and operate in support of student learning
g) The quality assurance process and quality management process are such that they
allow for the recognition and timely intervention when change is necessary
h) Good  practice  and  innovation  are  recognised  and  rewarded through the Quality
Audit, Academic Reviews, and Appraisal Mechanisms

4.1 Quality Assurance Committee

The Quality Assurance Committee is comprised of the Head of Administrative
Committee, The Chairperson of the Academic Committee, a representative from the
Executive Committee, an external quality assurance advisor and an internal quality
advisor.

4.2 Responsibilities of the QA Committee

The Quality Assurance Committee has the following responsibilities:
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a) Advising the Executive Committee on all matters relating to WLCBMS
quality assurance procedures.
b) Advising the Executive Committee on revising any or all of WLCBMS quality
assurance policies
c) Ensuring WLCBMS quality assurance procedures and policies are
implemented throughout all activities within the college
d) Preparing and submitting to the Executive Committee an annual report on its
work
e) Advising the Academic Committee on matters relating to academic standards
f) Monitoring course standards on behalf of the Executive Committee
g) Conducting other functions when directed by the Executive Committee

4.2.1 Quality Assurance Framework

The WLCBMS quality assurance framework is structured around management
control systems that reviews and evaluates data from:

1. Students
2. Academic Staff
3. External Examiners

WLCBMS Quality Assurance process incorporates the following formal reviews:

4.2.1.1 Student Feedback

WLCBMS has a control system whereby all students are encouraged to complete
assessment sheets relating to the college, course, course content, lecturers,
lecturing styles, college facilities. This information is evaluated by the Academic
Committee and an analysis is submitted to the Executive Committee (Appendix 1)

4.2.1.2 Academic Feedback

All academic staff are expected to offer feedback in relation to the development
of the college, development of current courses, identification of new courses, how
to build a better relationship with students.(Appendix 2)

4.2.1.3 External Examiners

WLCBMS recognises the need to have an objective view of its quality assurance
procedures. The role of the External Examiner is to ensure WLCBMS administers
student assessments in accordance with it Quality Assurance Procedures.

4.2.1.4 Module Evaluation

WLCBMS has a system of module evaluation which takes place each time a
module is delivered. The review considers data relating to student performance,
module information, module content, module delivery, assessment, feedback to
students and resources (Appendix 1). The module evaluation is completed by
each lecturer and submitted to the course director. Each Course Leader then
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submits the module evaluation data to the Programme Committee for discussion.

4.2.1.5 Annual Course Monitoring

This review process is to monitor the academic quality of the various courses
and the performance of students. Each Programme Committee submits an
annual report (Appendix 3), detailing and commenting on:
• Student performance
• Student enrolments
• Comments from students
• Reports from assessors and external examiners
• Quality assurance issues
• Learning resources, and
• Course developments
• Reports from lecturers

The annual course review summaries the findings from various reports and
evaluates whether the course objectives have been met, exceeded or need to
amended. The report should refer to any discrepancies between the course
delivery and the specified objectives and detail all measures taken and/or put in
place to address the sort comings.

4.2.1.6 Course Review

Each course should be reviewed  on a two year cycle. The review process
should provide information that will facilitate the future development of the
course, identify how effective the course is, how effective the learning content
and the learning environment and the overall satisfaction of the staff and students.

The review  process should also enable WLCBMS maintain the course in line
with the requirements of the awarding bodies and the demands of the external
environment.

5. Procedures for Approval of New Programmes.

5.1 Criteria for the Planning of New Programmes

Course proposals should be consistent with the broad objectives of the college
and should be based on evidence of:

a) Demand for the programme.
b) The proposed course should provide opportunities for further study
c) Adequate resources are available for the successful completion of the
course
d) The framework within which the programme will operate meets with
WLCBMS quality assurance criteria
e) The proposed course fulfils the criteria of the awarding authority.
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Academic staff, in conjunction with the Executive Committee, are responsible for
monitoring changes in government policy, business environment,  workforce
needs,  new  technological  developments and demographic trends. These
changes may or may not lead to the development of new programmes, subjects
and modules.

It is the responsibility of the Academic Board, in conjunction with the Executive
Committee, to ensure the college has sufficient resources to successfully complete
any new programme.

5.2 Programme Approval Procedures

The Executive Committee must ensure that the college has the expertise and
resources, in relation to the quality of the programme, module or subject, in both
academic and managerial terms before giving approval.

6. Procedures for the Assessment of Students

6.1 Introduction

The Director of Studies has overall responsibility for the management of all
assessment. The Director of Studies or their nominee is responsible for ensuring
that all examination papers and other forms  of assessment are  submitted  to
the  relevant external examiner for his/her approval.

The Director of Studies or their nominee is also responsible for ensuring that all
relevant details of examinations, assessments, marking arrangements and grades
are notified to students in writing at the commencement of each programme.

The college aims to implement a student assessment procedure that is fair,
consistent and in compliance with awarding bodies standards.

Arrangements for the conduct of the examinations arethe responsibility of the
Registrar. The Registrar ensures the maintenance of maximum security in all
exam related matters. The Registrar also ensures that all examinations and
assessments are completed within the specified times and dates. The Registrar is
responsible for making arrangements for holding examinations and supervises
the conduct of the examinations, invigilators and students.

6.2 Examinations

Examinations will be held in accordance with the objectives and assessment
criteria of each programme. It is the responsibility of the Academic
Committee to advise the Registrar of the assessment criteria for each
programme. The Registrar, in conjunction with Programme Leader schedule
examinations, these examinations may be held on a semester or term basis
depending on the programme and awarding body schedule.
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6.2.1 Examination & Assessment Committee

The Board   of Examiners determines the results   and academic progress of
students and makes recommendations regarding the students final  award. The
Academic Chairperson convenes the board of examiners and includes:
• All of the external examiners
• All of the internal examiners
• The Programme Leader
• The Registrar/Examinations Officer

The Board will make the final decisions on all module marks and the final
award. Such decisions being made on the basis of actual performance in the
assessments that have been formally identified as contributing to the final
award. The decision of the Board is final.

In order to ensure the development of a just and equitable system all members of
the Board should declare any personal interest, involvement or relationship with a
student before the sitting of the examinations board. This interest should be
declared to the Director of Studies. It may be possible, with the agreement of the
other members of the Board, for a particular member to withdraw from a
particular case that may have a personal interest.

All decisions made by the Board are of a majority decision. The proceedings
and deliberations of the Board are confidential and under no circumstances
should any member of the Board disclose to any other person information that has
been discussed at a Board meting, nor, should any member of the Board disclose
any decision made by the Board to any other person.

At the Board of Examiners meeting a final results list is endorsed which will
record the total marks or grades awarded to each candidate in each course
module. It also indicates whether a candidate has achieved a grade of pass, merit,
distinction, or has failed.

In the case of a candidate who fails recommendations of exemptions are
indicated.

The Registrar has overall responsibility for the conduct of examinations within
the college and should ensure:
• The proper conduct of examinations, including invigilation
• The integrity of the examinations by ensuring that all examination entries are
properly recorded
• The students are informed well in advance of the examinations
• Continuous assessment records are made available to the External Examiners
• Students are made aware, well in advance, of the conduct that is required
during the examinations.
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6.2.2 Conduct of Examinations

Students are registered for examinations during the normal registration process
that takes place at the beginning of each term.

The timetabling of written examinations for undergraduate courses is the
responsibility of the awarding body.

6.2.2.1 Invigilation

The Registrar/Examinations Officer selects examination supervisors. They are
fully trained with regard to their details and responsibilities, including procedures
with regard to late attendance at an examination, academic impropriety in an
examination session, taking attendance records and collection and return of the
scripts to the Examinations Office. All invigilators are requi red to conduct
examinat ions in st r ict accordance with the guidelines provided by the
Registrar/Examinations Officer/ awarding body.
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6.2.2.2 Conduct of Students in Examinations

All students presenting for examination must have in their possession their
current college identity card, passport or any other form of ID as required by
awarding body. Students will not be admitted to an examination after the first
half hour has elapsed from the time of commencementof the examination, and
may not leave the examination venue during the last half hour of the examination.
Students are required to abide by the instructions given by invigilators. Breaches
of the Guidelines for Students at Examinations with regard to the introduction
into the examination venue of books or notes in any format, the copying from or
exchange of information with other candidates, or the use of information
improperly obtained is regarded as serious offences for which students may be
expelled from the College.

6.2.2.3 Attendance of Examiners at Venue

It is the duty of examiners to be present inside the examination venue at the start
of any examination they have set in order to deal with queries from candidates or
invigilators, and thereafter examiners must be contactable by telephone for the
duration of the examination. Where two or more examiners have set an
examination paper, arrangements should be made by the Course Director to
ensure that at least one of the examiners concerned is present at the start of the
examination.

Examiners should identify themselves to the Invigilator on arrival at the
examination venue. Examiners who are unable to be physically present at the
venue must be contactable by telephone for the duration of the paper in question.
Before the commencement of each examination session, Course Directors are
asked to return to the Registrar/Examination Officer a list of the names and
contact numbers of all examiners.

6.2.2.4 Absence from Examinations

Where a student becomes ill prior to the commencement of the annual
examination or where illness prevents a student from completing any part of the
examination, the student need to complete special consideration form and send to
the awarding body.

6.2.2.5 Collection of Scripts

At the conclusion of each examination, the invigilators take scripts to the
Administration Office where they are logged in and held for dispatch to the
awarding body or Assessors.

6.2.2.6 Security of Scripts

Examination Officer is responsible for ensuring the security and integrity of
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scripts in their possession and must inform Director of Studies the location of,
and means of access to, any scripts removed from   College.

6.2.3 Issuing Results

The awarding body will release results in accordance with their quality assurance.

6.3   Continuous Assessment

WLCBMS follows a mixed method of assessment. The assessment  of  course
work may  be  based  on  the writing of essays, assignments, the setting of tests
and assessments including oral tests or presentations, attendance at practical
classes and field trips, the carrying out of laboratory projects, and the satisfactory
completion of professional placements or training.

6.3.1 Setting Continuous Assessments

Students required to submit written essays, assignments or other projects must
be   given   advance   written   notice   of   due submission dates, of where and to
whom and in what format the work is to be submitted and of the penalties
which may be applied for late submission. Once published, submission dates
should not subsequently be altered to an earlier date. Where permission is given
to a student, for medical or other reasons, to return work later than the published
deadline, a written record of the new submission date agreed between the
student and the Director of Studies.

6.3.2 Submission of Work

Students should submit work for assessment in the form of hard copy and e-mail
attachment or by other electronic means if they have been expressly instructed to
do so by the lecturer concerned, whether because the method of submission forms
part of the prescribed  exercise or for another reason. Students are advised
that they are required to keep a copy of all work submitted for assessment. Each
student is issued with a receipt for submitted coursework that either indicates
clearly that the work was submitted before the deadline, or shows the time and
date of submission for any work submitted after the deadline. A designated
member of staff should sign receipts.
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6.3.3 Extensions

Students should be required to apply in writing for an extension e x p l a i n i n g
t h e r e a s o n s w h y t h e y r e q u i r e a n extension and appropriate evidence
should be attached. Each case should be considered on its merits and below are
examples of acceptable/unacceptable circumstances.

Acceptable Unacceptable

Major computer problems (eg

Failure of WLCBMS IT

systems, such as network or

server failure).

Significant medical problems

Personal problems.

Compassionate, (for example,

family bereavement).

Minor Computer problems (eg lost

or damaged disks, printer

breakdown)

Lost assignments

Desired books not in library

Unverifiable travel difficulties

Not realising deadline imminent
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6.3.4 Assessment Marks

College staff should ensure that assignments are marked and feedback given to
students within a reasonable time of the submission date, taking into account that
students find feedback helpful for examination revision. Students should be
advised that marks disclosed during the course of the year for prescribed
assessments are subject to moderation by internal and external examiners, and as
such are to be considered to be provisional until the end-of-year results are
confirmed. The provisional results of assessment exercises are sent via e-mail
directly to the student. Where results are distributed through lists or notice
boards, the results should be published anonymously using student reference
number as an identifier.

6.3.5 Unsatisfactory Course Work

All students must fulfill the requirements with regard to prescribed course work
on their course of study. Students may be deemed to be non-satisfactory if they
fail to fulfill course work requirements. A Course Lecturer may report such
students to the Course Leader as being non- satisfactory for that module. The
Course Leader sends the report to the student tutor, who will normally interview,
or otherwise contact, the student and respond on the student’s behalf to the
Course Leader detailing any mitigating circumstances surrounding the student’s
non-satisfactory performance. The Course Leader in consultation with the director
of Studies may refuse the student permission to take their annual examinations
and may be required to repeat the module.

6.3.6 Academic Impropriety

Academic impropriety procedure will be mirrored with the malpractice policy.
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7. Procedures for the Evaluation of each Programme at regular
intervals

The purpose of the periodic review process is to assure quality and
identify opportunities for improvement. Such a review ensures that
programmes are updated and take into account all new developments in
a discipline and remain relevant to  the learner needs. This review
process takes place every 2 years or more often if the Executive
Committee deems this necessary. The periodic evaluation is made up of
an internal assessment presented by the course director and an external
assessment presented by an expert from outside the college.

7.1 Internal Evaluation

The internal-evaluation is put together by all the academic staff involved
in delivering the course, student representatives and others involved in the
provision of support services for the program:

• This assessment is evaluated using data from the ongoing
evaluation reports.

• The internal-evaluation attempts to assess the learner’s level
of satisfaction with the quality of teaching by examining the
data from the Student Questionnaires.

• It examines the rates of student attrition, retention, and
progression, the level, distribution of awards, the continuing
validity of course content and the effectiveness of learner
support services.

The Academic Committee and the Executive Committee
receive a copy of this report for review. The Course Director
is required to respond to this report addressing any issues it
raises. It is the responsibility of the Academic Committee to
agree a schedule for self-assessment by each Faculty.

7.2 External Evaluation

An external expert(s) is appointed by the awarding body to produce an
external evaluation report. This report should:

• Identify the strengths and weaknesses of the program
• Identify and opportunities for improving the offering
• Evaluate the Internal Evaluation Report

The external expert meet with the key staff in the organisation and staff
involved in the teaching and delivery of the course modules. In addition,
the Panel has the opportunity to interview current and past students of the
College.
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This report is presented to the Academic Committee. College staff is given
the opportunity to comment on the report and these comments are then
appended to the final text.

8. Communications

WLCBMS supports the implementation of the Communications Process within
the college. It is recognized that communications play a vital role in
developing motivation and commitment of staff and students. WLCBMS is
committed  to  providing  the  necessary  communications channels that
allows for easier transfer of information, data, messages etc between staff
members, students and staff members to students and vice versa.

WLCBMS will provide the following communication systems to
students:

8.1 Email

The college will provide students with access to an email facility. This
will be protected by individual passwords and a firewall system.

8.2 Notice boards

Notice boards will be located in staff rooms, receptions area and student
room. There will also be a  separate  notice  board  for  the display of
academic information and examination results.   It is the responsibility of
the Registrar to post the examination/assignment results once the external
examination process has been completed.

It is the responsibility of each staff member using the notice board to ensure
that out of date notices are removed.

8.3 Meetings

8.3.1 Staff Meetings

There will be a general staff meeting once a year to be held at the end of July.
The meeting will be chaired by the college Principal in conjunction with the
Executive Committee. The meeting will be used to inform staff, in a formal
setting, of the past years events. The organizing of this meeting will be
conducted by the Administration Office.

It is the responsibility of the programmes manager to establish monthly
meeting between programme leaders and academic/administrative staff. The
purpose of these meeting is to engage in discussion operational issues,
implementation of new procedures, identify problem areas, brainstorm etc.
The timing of these meetings is left to with the respective staff. All meeting
should be documented.
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8.3.2 Student/Academic Staff Liaison
Committee

It is the responsibility of the Director of Studies to ensure that every effort is
made to engage the students on an ongoing basis. It is also the
responsibility of the Director of Studies to encourage new groups to elect a
class representative. Once this has been achieved, the Director of Studies
can establish a meeting with each representative. All meetings will be
recorded. If a student and/or lecturer requests a meeting to discuss
continuous assessment, various aspects of class work and/or other issues
relating to the progamme of study or a difficulty with a module/subject.

8.4 Class Register

It is the responsibility of the Registrar, in conjunction with the
Administrative Office, to ensure that each lecturer has a class register. It is
the responsibility of the lecturer to ensure that each student has marked on
attendance register. In certain situations, a head count of all students
attending class should be taken and the number compared to the number on
the class register. If they do not match, another attendance should be taken.
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9. Procedures for selection, appointment, appraisal and development
of staff

9.1 Before Selection

The first step in the procedure for selection and appointment of staff
is to decide if the Post is needed? As the first step, careful consideration
should be given to:
• The necessity for filling the post;
• The tasks to be undertaken;
• The skills required to do the job.

Departmental colleagues should be consulted about the vacancy to ensure
that it will meet both present and future needs. A file should be opened for
each vacancy; relevant material should be kept for one year after the date
of appointment. Information kept on file should include:
• Recommendations arising from the vacancy.
• Further particulars.
• Correspondence relating to approval for filling the vacancy.
• A copy of the advertisement and a record of where it was placed.
• All returned application forms/CV’s in full.
• All notes from short-listing, pre-selection and interviews,
references.
• Correspondence regarding approval of the appointment and a copy
of the letter of appointment.

All academic posts should be formally approved by the Executive
Committee before the vacancy is advertised. Approval to hire should be
based on the following information:

• Description of the post;
• How it fits into the Department’s structure/strategy;
• The proposed remuneration and duration of the post;
• The timetable for filling the post and interim arrangements.

A selection panel containing at least three members should be established
to carryout the appointment procedures. The Academic Director must
approve any appointment before any formal offers are made. No one
should interview alone. Efforts should be made to ensure that the Panel is
balanced and representative in terms of age, race, gender and disability.
The intention is to ensure that no candidate feels disadvantaged by the
makeup of the Panel and that the maximum breadth of experience is
represented on the Panel. It is recommended that selection panels meet
before advertising to agree any further particulars. Where this is not
possible, members’ views should be sought by telephone or letter.
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The particulars for the vacant post should include a job description and
employee specification. The job description should describe the tasks and
responsibilities to be undertaken so that both the potential post-holder and
the Department have an appreciation of the job and its role within the
institution. The job description should be formulated in accordance with the
guidelines in Appendix 9.1.

The employee specification should identify the qualities required by the
successful candidate in order to fulfill the requirements of the job
effectively and include:

• Experience
• Qualifications and training
• General and special knowledge
• Skills, personal attributes and circumstances

The employee specification within the further particulars should be used as
a basis for short listing and interviewing so that it can be demonstrated that
selection has been undertaken using measurable, objective and justifiable
criteria where possible. Careful consideration should be given to how each
aspect will be tested. The interview alone may be insufficient to test the full
range of requirements. The same selection methods should be applied to
both internal and external candidates.

9.2 Selection

After the closing date, applications for the post are sent to the appropriate
member of staff. Short listing should never be undertaken alone. Each
candidate’s application is assessed against each of the criteria identified in
the job description. Candidates are notified of the outcome of short listing
and are informed of the necessary arrangements for interviews as soon as
possible. The Selection Panel is consulted when references are taken up.

The interview, its setting and timing, the areas to question and probe the
applicants are set out and efforts are made to ensure that each
candidate  is  given  the  opportunity  to  demonstrate his/her skills. A
provisional offer may be made to the successful candidate but only the
Director of Studies can make a formal offer. Once the successful applicant
has confirmed acceptance of the post, the other candidates are informed in
writing of the outcome of the selection process as soon as possible. There
is an induction plan.
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9.3 Staff Development and Appraisal

The Staff Development and Appraisal Programme is an integral part of
the College’s overall processes to assist with the forward development
of staff. It provides a means whereby individual and institutional
roles and expectations can be clarified and reinforced.  All staff  in  the
College  have  the  opportunity  to engage in discussion about their
development needs and support requirements.

The main purpose of the Staff Development and Appraisal Programme
is to identify, through confidential and frank discussion, issues
concerned with the continuous professional development of individual
members of staff. For example, it may identify training needs, special
assistance or facilities required for research, teaching or administration.
Advice may be given regarding development needs in the context of
promotion. The appraisal should also be an opportunity to consider the
needs of the Department and the wider College and how those needs will
impact on the individual. The programme is not part of  the annual
review procedures that contain separate provision for discussion with
staff involved. However, the programme provides individuals with a
supplementary means of clarifying career expectations.

The appraisal provides the appraisee with an opportunity to express their
views about the Department and the College. All academic staff,
irrespective of type or length of contract, are required to take part in the
programme. In addition, members of staff serving as Heads of Department
will be appraised in these roles. As the programme has a positive,
developmental purpose, appraisal has no disciplinary function and cannot
be used to initiate any disciplinary action.

The Development and Appraisal Scheme will be fair and objective. The
Appraisal Scheme will vary depending on the staff member;

a) Academic Staff: at the end of each semester/term.
b) Administrative Staff: at the end of each year with

quarterly reviews.

c) All probationary staff will be subject to appraisal at the end

of their probationary period.

The Director of Studies will identify an appraiser for  each member of
the academic staff, while the Registrar will identify an appraiser for
administrative  staff, each  will contact the relevant appraiser to ensure
that they will agree to appraise the staff assigned to them and will contact
those staff assigned to another appraiser to determine if this is acceptable
to them. The appraisers must undertake Appraisal training before they are
able to act in this capacity.

The Programmes Manager will then notify all appraisees of the date of
their appraisal and their appraiser. A Staff Development and Appraisal
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Form must be completed initially by the appraisee within a specified,
reasonable timescale and returned to the appraiser, (Appendix 7). The
Programmes Manager shall invite the member of staff to inform the
appraiser if the timescale and/or date are inconvenient, and to agree with
the appraiser a mutually acceptable alternative.

The appraiser should take time to prepare for the discussion with the
appraisee and set aside a period of uninterrupted time, which should be at
least one hour, which is mutually convenient to both appraiser and
appraisee. If the appraiser wishes to cover any matters not covered in
the returned Form  then the appraiser should preferably indicate this
intention to the appraisee at least 3 days before the meeting. Both parties
will sign the Form to indicate that the appraisal process has taken place. If
difficulties arise, these should be referred to the Director of Studies. If the
difficulties are unresolved, then this shall be recorded on the appraisal
form.

The appraisal meeting and appraisal form are confidential to the appraiser,
appraisee, the Programmes Manager and the Directorof Studies and
Registar. The Programmes Manager will  read  each  appraisal  form after
completion to instigate any agreed actions which the Programme leader
considers to be  appropriate  and  to  receive feedback in relation to any
college-wide issues.

Handling an appraisal process effectively requires training and practice;
courses will be made available on an annual basis and will be mandatory
for all staff required to act as an appraiser.

9.4 Professional Development

The Professional Development of staff is an integral part of the College’s
overall processes to provide a means whereby individual   and
institutional   roles   and   expectations   can   be clarified and reinforced.
All staff in the College should have the opportunity to engage in
discussion about their development needs and support requirements in the
context of a relevant job description and clarity about the grading position.

The main purpose of professional development is to identify and discuss
issues concerned with the development of individual members of staff.
This will include training needs and any other assistance required for staff
to carry out their role more effectively. Advice may be given regarding
development needs in the context of promotion. The Programme will help
individuals clarify career expectations and recognise and highlight areas
for future development. It will assist staff to clarify their roles and grading
expectations. It will help staff make realistic assessments of the
opportunities for development both within their own departments as well
as across the College as a whole.
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10. Procedures for Evaluating Premises, Equipment And Facilities

A programme can only be properly implemented if adequate facilities,
including offices, classroom space and laboratories, are provided. It is
the responsibility of the Director of Studies to ensure that the physical
resources available are sufficient for the successful delivery of the
course(s) to the students.

The libraries resources must contain subject-related and non-subject-
related literature.  Computer facilities  for students and staff must be
adequate to allow and encourage their use during their studies.

11. Procedures for the evaluating services related to academic programmes of
WLCBMS

The services related to programmes offered by WLCBMS that are
evaluated as part of the quality assurance procedures include:

• Library Services
• Learner Support Services
• Administration Services

12. Grievance Procedures

Notwithstanding the fact that each staff member of WLCBMS has a contract
of employment, and that each contract has a Grievance Procedure attached, it
is the responsibility of WLCBMS to ensure that students/staff have access to
such procedures should circumstances warrant.

12.1 Grievance Procedure for Students

The grievance procedure implemented by WLCBMS allows students to
bring a grievance without the fear of bias or repercussions.

Step 1: The student who feels that they have a grievance against
another student should inform the Programmes Manager of
such grievance

Step 2: The Programmes Manager should investigate the matter
fairly and openly and report back to the student their findings
and conclusion.

Step 3: If the student accepts the decision of the Programmes Manager
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the matter is closed. However, if the student does not accept
the decision they can appeal it to the Director of Studies.

12.2 Grievance Procedures for Staff

Although not required by law, the implementation of a staff grievance
procedure ensures that any issue will be treated with the respect it
deserves.

Step 1: A staff member must bring a grievance complaint to the
immediate manager, if the grievance is in relation to
that staff member, they can bring it to the next
management level.

Step 2: The manager must investigate the matter fully and
report back to the staff member their findings and
decision.

Step3: If the staff member is satisfied, the matter is closed. If
not, they can appeal it to the next senior manager.

12.3 Guidelines for Handling a Grievance Procedure

The following is a list of guidelines when handling a grievance.

1 Time and comfortable surroundings must be given to the
person making the complaint.

2. The person making the grievance complaint must be allowed to
have a representative. This can be a fellow student, family
member or member of the students union.

3. Minutes must be taken during the meeting. These minutes must
be read at the end of the meeting, agreed and signed by all
parties.

4. The person hearing the grievance must investigate fully

5. The person hearing the grievance must advise the complainant
of the time frame within which they will respond.

6. When the investigation is completed, the person hearing the
complaint must inform the complainant of their decision and
the reasons for their decision.

7. If the complainant is not satisfied, the person hearing the
complaint must inform their superiors and set a meeting.
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13. Admissions Policy

This policy applies to the admission of all students (Home and EU) to
WLCBMS and includes all undergraduate, postgraduate and professional applicants, full
and part-time. The minimum age for admission is 18 years on first day of the course
start. The College recognises that its success depends on its ability to appeal to
wide range of potential students, and to give these potential students an equal
opportunity to study with us. The College also recognises that potential students
will come from a wide variety of educational backgrounds, and will not necessarily
hold ‘traditional’ qualifications. We are therefore committed to ensuring that our
procedures  and practices for the recruitment  and admission of students to all of
our programmes are of the highest standard, that we are able to provide open, fair and
consistent levels of access to all potential students. All Applicants will be considered
solely on the basis of their merits, abilities and potential to succeed in their chosen
course within the framework set by relevant external bodies and legislative
requirements. The applicants will be considered individually, regardless of an
applicant’s disability, ethnic origin, gender, religion, sexual orientation or any other
aspect which is socially discriminatory.

13.1) Selection

i. Selection criteria will be fair, consistent, transparent and where possible
publicised.

ii. Selection will be made upon transparent entry requirements, both academic
and non-academic.

iii. Selection criteria will consider both academic and non-academic
qualification and achievement.

iv. Consideration will be given to the abilities, skills, qualifications and
experiences of applicants that would indicate their potential to be successful
on the programme for which they have applied.

v. Where an applicant declares a relevant criminal conviction (relevant criminal
convictions are those for offences against the person, whether of a violent
or sexual nature, or for offences involving unlawfully supplying controlled
drugs or substances  where the conviction concerns commercial drug
dealing or trafficking.), and for a course where a CRB check is not required
as part of the entry requirements, no offer will be made until the application
is considered by Admissions Committee.

vi. Where an applicant is applying for re-admission to the College following
withdrawal, and where continued study on the previous programme would
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have resulted in a disciplinary procedure or suitability for practice
procedure, no offer will be made until the application is considered by
Admissions Committee

vii. All selection outcomes will be recorded and communicated to the applicant
in a helpful and timely manner.

viii. Where an application to study with us on a particular course is considered
inappropriate, applicants may be advised of possible alternatives or
guidance on how to achieve entry requirements.

ix. In all cases where an application to study with us is considered
inappropriate, records should be held to enable feedback and further advice
upon request from the applicant.

x. Applicants will be informed of the procedures to be followed where
additional criteria  need to be considered for example those relating to
medical and criminal records.

xi. All procedures and outcomes must be recorded and retained as part of the
student file for the duration of the programme.

xii. Successful Applicants will be informed of induction and registration
arrangements and processes prior to arrival as part of a welcome package.

13.2) Applicant Responsibility

i. All Applicants (full-time, part-time, collaborative, work-based or all other
applicants) are expected to comply with all procedures relating to the
Admissions process.

ii. All applicants must read and accept the Terms and Conditions of their offer.

iii. Acceptance of the applicant will be dependent on the receipt of evidence of
original qualifications or certificates as required.

iv. Applicants will be responsible for the provision of the authorised and correct
forms of evidence concerning non-academic conditions of entry.

v. Applicants are encouraged to declare fully all known requirements or
support needs at the time of application.

15.3) Entry Requirements and Credit Transfer

i. Specific entry requirements for programmes of study will be indicated within
the individual course specifications. These entry requirements are not,
however, a guarantee of offer – each applicant will be considered
individually, and offers may be made above or below the published tariff.
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ii. An applicant may be granted entry or advanced standing based on prior
certificated or experiential learning. The College has formal procedures for
assessing claims for entry based  on experiential and/or  certificated
learning that need to be adhered to in advance of firm offers being made.

13.4) Complaints

i. The College provides an accessible procedure for complaints concerning
either the process or selection decisions

ii. The Process is available on website for staff and applicants.

14. Health and Safety Policy Statement

Our statement of general policy is:
 to provide adequate control of the health and safety risks arising from our work

activities;
 to consult with our employees on matters affecting their health and safety;
 to provide and maintain plant, machinery and equipment which is safe, has been

manufactured to a British, European or International standard, is regularly
inspected, tested and maintained as appropriate; and that offers protection from
danger by being suitably guarded (where appropriate).  This would include such
items as heating and hot water plant, kitchen equipment and appliances e.g.
meat-slicer, powered cleaning equipment and portable electrical appliances;

 to ensure safe handling, use, storage and transport of articles and substances;
 to provide adequate information, instruction and training to enable staff and

students to carry out their work activities in a healthy and safe manner, and to
enable then to contribute positively to their own health and safety and that of
others;

 to ensure all employees are competent to do their tasks;
 to prevent accidents and cases of work-related ill health;
 to make arrangements within the college for the recording of all

accidents/incidents and to make arrangements for the investigation of these
accidents where required.

 To make arrangements for the reporting of serious accidents to the HSE where
required.

 to make positive arrangements for fire evacuation , first-aid and other emergency
situations;

 to provide and maintain safe and healthy college buildings with safe access,
paying particular attention to the structure of the buildings, the electrical
installation, draining, glazing, maintenance of floors / corridors / steps /
doorways / fire escape routes and security arrangements which would minimise
the risk of acts of violence;
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 to provide and maintain a safe and healthy working environment with effective
management of illumination, temperature, ventilation, dust, smoke, fumes, noise,
cleanliness and food hygiene and adequate protection against occupational
disease and infestation;

 to provide and maintain adequate welfare arrangements such as eating, washing
and toilet facilities and accommodation for clothing and personal belongings;

 to include aspects of personal safety within the curriculum which includes safety
at home, on the road, around water areas and railway lines, fire, smoking and
drug abuse and healthy eating;

 to ensure so far as is reasonably practicable, the health and safety of visitors to
the college and any other persons who may be affected by the acts or omissions
of members of staff or students whilst taking part in college activities; and

 to review and revise this policy as necessary at regular intervals.

14.1 Organisation of Health and Safety
Overall and ultimate responsibility for health and safety in the college is that of
the employer i.e. the Director. Day-to-day responsibility for ensuring this policy
is put into practice is delegated to the college principal.

Director

Principal

Director of Studies

Student Welfare officer

Teachers                 Technicians

To ensure health and safety standards are maintained / improved, the following people
have responsibility in the following areas.

Director



38

 overall and ultimate responsibility for health and safety in the College is the
responsibility of the director.

 day-to-day responsibility for ensuring this policy is put into practice is delegated
to the Principal and the Director of studies with responsibility for health and
safety.

 shall ensure so far as is reasonably practicable the health, safety and welfare of
staff.

 shall ensure so far as is reasonably practicable the health and safety of students
in-college;

 shall ensure so far as is reasonably practicable the health and safety of visitors to
college, and volunteers involved in any college activity;

 shall guide and monitor the Principal to ensure that he/she keeps health and
safety as a high priority in the day-to-day management of the college;

 shall draw up and issue it’s own policies and guidance on curricular and
non-curricular topics where necessary, paying particular attention to health and
safety aspects;

 shall discuss and resolve so far as is reasonably practicable, health and safety
issues at meetings of the Executive Committee; and

 shall carry out an annual appraisal of the safety performance of the college.

Principal

The Principal is responsible for the day-to-day management of the college and
shall so far as is reasonably practicable:-

 ensure that the college’s Health and Safety Policy is implemented and adhered to
at all times;

 ensure that all members of staff know, understand and accept their health and
safety duties and responsibilities;

 ensure that adequate resources are allocated to facilitate healthy and safe
working and teaching practices;

 ensure that the Director is advised of health and safety implications when
undertaking the management of the college budget;

 ensure that all employees, students and visitors receive adequate information,
instruction, training and supervision, both within college and on college trips as
appropriate;

 ensure that all machinery, appliances and equipment  purchased by or used
within college, conforms to a British, European or International Standard, is used
in the manner that it was designed for and is periodically examined, tested and
maintained as appropriate;

 ensure the use of safe working practices and where necessary draw up and
communicate written codes of practice for safe working and teaching;

 ensure that only approved chemicals and substances are used at college and
ensure that the appropriate safety information and risk assessment is available to
the user;
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 ensure that suitable and appropriate protective clothing is provided for staff and
pupils who require it, and ensure that it is worn when necessary;

 ensure that adequate first aid treatment is available by the provision of a first-
aider or appointed person and ensure that first aid boxes are kept adequately
stocked;

 ensure that accidents are recorded and where necessary, investigated and
reported to the HSE as soon as possible and also reported to the Director.

 ensure that a record is kept of any contagious disease that is contracted, also all
acts of violence and that they are reported to the Director as appropriate;

 ensure that fire procedures are planned and are rehearsed at least once per term;
 ensure that fire equipment, fixtures and exits are checked periodically and

maintained to ensure that they are in working order;
 ensure that adequate welfare facilities are provided and maintained for staff and

students;
 ensure that periodic safety inspections of the college are carried out;
 ensure that there is consultation with the staff  on matters of health, safety and

welfare;
 ensure that contractors working in the college, report to him/her before work

commences in order to ascertain work details and agree safety procedures;
 ensure that in his/her absence, health and safety duties are delegated as

appropriate;
 ensure that there is an annual appraisal of the college’s health and safety

performance;
 ensure that risk assessments are undertaken and reviewed as appropriate; and
 review and up-date policy as appropriate.

Teaching and Non-Teaching Staff

All Teaching and Non-Teaching Staff shall, where appropriate and so far as is
reasonably practicable:-

 ensure that college’s policies are implemented at all times;
 be responsible for the health and safety of the students they supervise;
 ensure that equipment used at college is safe and presents no risk to health and

ensure that any defects are reported  immediately to the Principal so that the
equipment can either be repaired or disposed of;

 in the event of a fire, ensure that all students know the fire procedure and are
evacuated safely;

 in the case of an injury, arrange for suitable first aid treatment, investigate the
accident that caused the injury and record the details in the accident book;

 ensure that all classroom-based activities are carried out in a safe and healthy
manner;

 ensure that any violent behaviour is stopped;
 ensure that students are adequately supervised whilst on midday dinner;
 ensure that, whilst students are playing for a sports team, provision has been

made for dealing with injuries and other emergencies;
 ensure that whilst transporting students by car, safety seatbelts are worn and the

College’s guidelines are followed;
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 ensure that when undertaking college trips and holidays, sufficient research,
planning, precautions and supervision are undertaken as laid down in the
college’s guidelines.  Where specialist instructors are engaged to lead pupils, the
role of supervision must be discussed and agreed with the instructor;

 ensure that they do not bring into college any potentially dangerous article or
hazardous substance without the expressed permission of the Principal

 take appropriate action to make safe any dangerous condition caused by wet or
icy weather;

 ensure that any agreed security provisions are carried out;
 co-operate with the Principal on all aspects of health, safety and welfare; and
 co-operate with the Principal in undertaking risk assessments for all activities

with significant risks, to identify hazards and control measures and to
communicate this information to all people who need to know.

Students

All students must:-

* co-operate with college staff on health and safety matters;
* not interfere with anything provided to safeguard their own health and safety;
* take reasonable care of their own health and safety; and
* report all health and safety concerns to a member of staff.
* In addition, union appointed safety representatives are entitled to investigate any

accident / incident occurring, any potential hazard reported and to carry out
safety inspections at a rate of one inspection per quarter.

15. Equal Opportunities Policy

15.1 Policy Statement
WLCBMS is committed to treating all employees and applicants equally regardless of
race, colour, ethnic or national origin, religion, sex, sexual orientation or marital status,
disability or age and ensuring that all employees and applicants have equality of
opportunity.

15.2 Applying the Policy
This policy applies to the advertisement of jobs, recruitment and appointment to them,
promotion, training, conditions of work, pay and to every other aspect of employment.
The policy also applies to the treatment and service provided to students.
Recruitment, selection and developmental decisions will be made solely on the basis of
the suitability of the individual’s skills and experience and ability to best do the job.

15.3 Specific Objectives Relating to Student
The selection of students for recruitment shall be based on objective criteria related
to the course requirements. The criteria used in selection shall be only those that are
necessary and justifiable for the effective performance of the course and they shall
be applied consistently to all applicants, i.e. the competence standards. Applicants
shall not be rejected on the basis of criteria which are merely convenient as opposed
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to being essential for the course, as this may constitute indirect discrimination.
Indirect discrimination occurs when selection criteria are used which are not strictly
essential and which in practice exclude a greater proportion of one group than any
other.

Take account of all prospective learners and learning needs in the local community
and design/adapt programmes to match them.

Provide, as far as possible, the environmental conditions and the support needed
for learners to achieve success in learning.

Be accessible, informed, knowledgeable, helpful and welcoming to current and
prospective students.

Provide information to prospective learners, enrolled students and other agencies
about the curriculum and support, which can be provided.

Consult and liaise with relevant organisations in planning programmes and arranging
support.

Plan individually tailored programmes to support learners

15.4 Monitoring
The College will regularly review the operation of its recruitment, promotion, training
and development policies to ensure that no applicant or employee is disadvantaged by
conditions or requirements, which cannot be shown to be justifiable.

All employees and job applicants will be asked to complete a section on the application
form denoting their ethnic origin and any disabilities. The College guarantees that this
information will be used only for the purpose of monitoring the effectiveness of its
Equal Opportunities Policy.

15.5 Reasonable Adjustments for Disabilities
Employees who are disabled or become disabled in the course of their employment
should advise their Principal in writing. If applicable, they may also advise the College
of any “reasonable adjustments” to employment or working conditions that would
enhance their work performance. Careful consideration will be given to such written
proposals where reasonable or practicable adjustments could be made. There may
however be circumstances where it will not be possible for the College to accommodate
the proposals.

15.6 Recruitment and Selection
The recruitment and selection processes are governed by the College’s principles of
non-discrimination and are designed to achieve the best match between the individual’s
knowledge, skills experience and character and the requirements of vacant positions,
whilst recognising the need for flexibility in response to changing conditions.

The College will, where appropriate, recruit also from within, using an internal job
advertising procedure.



42

15.7 Legal Context
The statutory position is set out in the following Acts.

 Sex Discrimination Act
 Race Relations Act
 Disability Discrimination Act
 The Human Rights Act
 The Employment Relations Act

Allegations of unjustified and unfair discrimination on the grounds of gender, race or
disability may result in legal action. Employment tribunals are empowered to award
damages to individuals who have been found to have suffered unlawful discrimination.
Everyone, regardless of their employment status, is protected against unfair
discrimination.

15.8 Grievances
If at any time, you feel that you have been treated inappropriately or less favourably
than others, you may use the Harassment Procedure for submitting a complaint to the
Principal.

15.9 Harassment
It is important to remember that different people are prepared to accept different types of
behaviour. A comment which one person finds acceptable may be offensive to someone
else. In this regard, please be sensitive to the feelings of all colleagues.

For the purpose of clarity, harassment means inappropriate conduct or conduct that is
unwanted by the recipient. It may include a wide range of behaviour including the
following examples, which are by no means exhaustive:

 unwanted physical contact / sexual advances
 subjecting someone to insults or ridicule because of their gender / sexual

orientation / race / culture / disability / religion
 making jokes based on someone’s sex / sexual orientation / race / culture /

disability / religion
 basing decisions affecting an employee’s career on their willingness or refusal to

respond to the sexual advances of a colleague / student / service provider
 Making offensive comments, such as lewd, suggestive or over familiar

comments regarding race / sexual orientation / religion or the display or
circulation of sexually suggestive material.

The College deplores all forms of harassment and seeks to ensure that the working
environment is safe for employees. WLCBMS operates a zero tolerance policy
regarding harassment of any kind in the work place. Such conduct or behaviour is not
permitted or condoned and all employees must complain should they feel uncomfortable
or threatened in any manner whatsoever.

15.10 Bullying
Bullying is defined as persistent actions, criticism or personal abuse, which humiliates,
intimidates or undermines the status of an individual. Bullying can be the abuse of
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power by a senior staff person or the intimidation of a colleague by another employee
and can take various forms including:

 verbal abuse
 intimidating or aggressive behaviour
 teasing or humiliation
 imposing unrealistic targets
 unfair and excessive criticism, possibly in front of colleagues
 isolating or openly ignoring someone
 physical abuse
 taking credit for the initiatives and achievements of others
 sending abusive or intimidating messages in writing or by email

As with harassment, bullying is defined largely by the impact of the behaviour on the
recipient, not its intention.

The policy covers the interaction of all College employees with each other, students and
other third parties both inside and outside the College premises.

15.11 Procedure for Making a Complaint
Employees who feel that they have been harassed or bullied or placed in a position
where they are likely to be harassed or bullied and who wish to make a formal complaint
should raise their concerns in writing with their Principal . The matter will be dealt with
sensitively.
Initially, if you are a victim of harassment you should make it clear to the harasser, on
an informal basis, that their behaviour is unwelcome and ask them to stop.

You should make your complaint in writing and where possible you should keep
identifying notes of the incidents so that your complaint can include:

 the name of the alleged harasser
 the nature of the alleged harassment
 the dates and times when the alleged harassment occurred
 the names of any witnesses
 any action taken by you to stop the alleged harassment

Once the complaint has been received by the Principal an investigation will be made
within two working days. When concluded, the College will formally write to the
complaint outlining fully their decision. If an investigation reveals that the complaint is
valid, appropriate action will be taken against the offending party. Such measures are
designed to put an immediate stop to the harassment and bullying as well as to prevent
their recurrence. The College reserves the right to take whatever disciplinary action it
deems appropriate under the circumstances, including warning the harasser, suspension
or termination of their contract. Employees who bring a complaint will be protected
against victimisation or retaliation.

15.12 Confidentiality
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The College has a duty to investigate fully every allegation. All investigations will be
handled with care and sensitivity and will remain, to the greatest extent possible,
confidential.

15.13 Informal Discussions
If you do not wish to make a formal complaint or are undecided as to whether you wish
to make a formal complaint, you may raise the matter on an informal basis, and in the
strictest confidence, with the Principal.

15.14 Discipline
The perpetrator of any proven instance of discrimination or harassment will be subject
to the College’s disciplinary procedure. In serious cases, such behaviour will be deemed
to constitute gross misconduct and as such, in the absence of mitigating circumstances,
will result in summary dismissal.

16.  Disability Policy

In the context of its aim to value all staff and student treat them equitably and fairly, and
as part of its aim to achieve a more diverse workforce, the College welcomes
applications from people with disabilities, values the contribution of existing staff and
students with disabilities, and will treat staff fairly should they become disabled.

16.1. Purpose
The overall purpose of this policy is to develop and maintain a working
environment, and to offer terms and conditions of service, which will enable suitably
qualified persons with a disability to seek and maintain employment and students to
study with the College wherever practicable. The policy aims to comply with the
requirements of the Disability Discrimination Act 1995, and the wider expectations of
the College Equality and Diversity Policy.

16.2. Scope

A : Students

Student Admissions

1. The criteria for admission to particular courses of study will be made explicit to all
applicants. The College will ensure that such criteria do not create unnecessary barriers
to disabled applicants.

2. The College will make available information regarding both the support facilities
available to assist students with disabilities and physical access to and within buildings
in the College. Course descriptions will carry a statement which conveys the willingness
of the course providers to seek all possible, reasonable adjustments for candidates who
are disabled, to the applications, interview and admissions process, and to the courses of
study applied for.

3. No applicant will be refused a place at the College on the grounds of disability before
an opportunity has been provided for full consideration of the specific support or
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facilities required, in consultation with the College's Disability Advisers. Any decision
by the College to refuse an otherwise qualified candidate a place on the grounds that
appropriate conditions of study cannot be provided by the College will be subject to
ratification by a committee chaired by the Senior Officer with responsibility for
disability.

4. The College may, very exceptionally, reject an application on the grounds of
disability

"where all reasonable adjustments to the content, structure or delivery of the chosen
course of study would nevertheless prevent the applicant from fulfilling a major part of
the intended course's agreed and stated requirements", or "where the College is unable to
provide suitable staff or facilities to enable a particular disabled student to meet a major
part of the course's agreed and stated requirements", or "where admission of a disabled
student requires arrangements which would constitute a serious safety hazard which
cannot be reasonably overcome."

5. If a disabled student is rejected on grounds other than academic, a record of the
decision and the reasons for it will be kept. The College will give feedback to the
applicant.

Curriculum and Assessment

6. The College will promote an awareness and understanding of the ways in which
curricular and other provision may be accessible or inaccessible to disabled people, and
accessibility will be regarded as a core value in the design and delivery of courses and
programmes of study, and in other provisions made for students.

7. Potential applicant or student may discuss the course curriculum in advance, and the
teaching and learning activities entailed. This is with a view to ensuring, as far as
possible, that any necessary adjustments are identified or sought.

8. The College will provide appropriate mechanisms for the sensitive and lawful
recording of information about disabled students, and the communication of their needs
to staff whose action is required in order that these needs may be met. The operation of
such systems will ensure that disabled students are well informed of their right to
request confidentiality about the nature and extent of their disability, of the purposes to
which the information will be put and of the intended audience for such
communications.

9. Appropriate modes of examination and assessment will be determined after
discussion between the student, member of staff designated by the College.

10. Any request for special consideration in relation to examination and assessment
procedures must be supported by medical or other evidence.

B : Staff
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Applicants for employment

11. The College will make information available regarding the support facilities
available to assist disabled applicants. Job descriptions will include a statement which
conveys the willingness of the College to make all possible, reasonable adjustments
required by applicants to assist them in the applications and interview process.

Applicants and existing employees

12. The College will consider any reasonable adjustment to either the work environment
or work process of disabled members of staff or applicants in accordance with the duties
of the Disability Discrimination Act, 1995.

13. Any such reasonable adjustments will be made following consultation with the
individual concerned, relevant staff in the College.

14. Where the proposed adjustments are deemed by the College not to be reasonable,
such a decision must first be confirmed by the College Principal.

Career Development and Training

15. The College's career development structures and processes will take account of any
reasonable adjustments a disabled member of staff needs to perform the requirements of
their post, and will take account of these in setting and measuring the objectives and
outcomes for that individual.

16. All reasonable adjustments will be made to assist disabled members of staff in
participating in training and development activities.

C : Students and Staff

Support for Students and Staff with Disabilities

17. The College will take all reasonable steps, within available resources, to enable
participation by disabled students and staff in all aspects of College life on equal terms
with other students and staff of the College, thereby complying fully with the duties of
the Disability Discrimination Act and other relevant legislation.

18. A programme of improvement to the environments for learning, working, social
interaction and living will continue to be implemented to support, as far as is reasonably
practicable and within available resources, the full and effective involvement of disabled
people, and full compliance with the duties of the Disability Discrimination Act. To
support that programme the College will encourage academic and administrative
department to review regularly the accessibility of their provision for disabled students
and staff, to produce ideas and plans for improving access, support and services for
students and staff with disabilities both in the short term and in the long term.

19. The College will take all reasonable steps to ensure safe access and working,
learning and living conditions within the College for all disabled students and staff.

16.3 Disability Awareness
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20. The College will provide advice, information and training to increase awareness
among staff and students of this policy and to give confidence and practical skills to
those who will be working at different levels with disabled students and staff.

Implementation and Monitoring

21. The College recognises that there will be resource implications in the
implementation of this policy.

22. The protection and implementation of this policy is the responsibility of the College
and everyone in it. All staff and students have a personal responsibility to adhere to and
apply this policy.

23.The policy will be monitored in relation to students, by the student welfare officer
and, in relation to staff, by the Principal

16.4 Complaints Procedure

24. The College endeavours to provide an environment which is supportive and fair.
Where problems relating to the operation of this policy do occur students and staff are
encouraged to advise an appropriate member of staff as soon as possible. Where a
complaint is not dealt with to the satisfaction of the complainant at an informal level any
formal complaint or grievance should, in the case of a student, be pursued through the
Student Complaints Procedure (copies of which are available) and a copy of the
complaint sent to the Student Welfare Officer with responsibility for disabled students
and, in the case of a member of staff, should be pursued through the appropriate
grievance procedure (copies of which are available from college office). The College is
committed to do all within its power to resolve swiftly complaints brought by disabled
students, potential students and staff.

16.5 Further Information

25. For further information about this policy please contact Admission Manager with
Disability duties. Policy will be reviewed annually.

17. Student Complaints Procedure

17.1. Introduction:

1.1 This Procedure has been devised in order to resolve issues from students who
wish to complain about the treatment or services they receive whilst studying at
the WLCBMS. The Procedure identifies how the College aims to investigate and
resolve complaints in an equitable and timely manner.

1.2 The Procedure provides a series of mechanisms to resolve the Complaint in a
manner which is acceptable to the student and about whom the Complaint is
made.  If mutual resolution does not prove to be possible, the Principal will make
a decision on the Complaint, concluding the College process.  In certain
circumstances, the student may apply to the Office of the Independent
Adjudicator for consideration of the student’s case under the rules of its scheme.
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1.3 It is expected that, other than in exceptional and fully documented
circumstances, a student who wishes to make a Complaint must invoke Stage 1
of the Student Complaints Procedure as soon as possible after the event, and
within three months of the incident which is the cause of the Complaint.
Complaints submitted after the required three month time period will normally
be rejected.  If a student submits a late Complaint, the student must enclose with
the Student Complaint Form a written explanation for the late submission.

17.2 Informal Stage:

2.1 Before pursuing a formal Complaint through this Procedure, students are advised
and expected to attempt to resolve the matter informally, directly with the
relevant person.  In order that a Complaint can be dealt with effectively and
efficiently, and to enable the concern to be addressed whilst the issue is still
current, it must be drawn to the attention of the member of staff or other person
concerned as quickly as possible, and in any event within 20 working days of the
incident giving rise to the Complaint.

2.2 The Informal Stage does not negate a student’s right to submit a Formal
Complaint.

2.3 When a student wishes to pursue the Informal Stage, the student should, in the
first instance, talk or write to the person directly concerned.  If the student is
unsure of the identity of the person they should get advice from the Student
Welfare Office.

17.3 Formal Stage:

17.3.1 Stage 1 –

3.1.1 If a student has a Complaint which he/she has been unable to resolve
informally, he/she shall, in the first instance, direct the Complaint in
writing (preferably using the “Complaint Form”) to the Student Welfare
Officer.

3.1.2 On receipt of the Complaint, the Student Welfare Officer (or nominee)
will, in writing, acknowledge its receipt.  The Student Welfare Officer
will forward a copy of the Student Complaint Form, together with any
written evidence, to the Director of Studies, who should normally appoint
an investigating officer to consider the Complaint, determine any
findings and implement any actions.

3.1.3 Where the Complaint is against Director of Studies or a member of its
staff, the matter will be referred to the College Registrar to nominate an
appropriate officer to investigate the matter.

3.1.4 The investigating officer must not be any person previously involved in
investigating the Complaint at the Informal Stage.

3.1.5 Where appropriate, the investigating officer should inform the person(s)
named in a Complaint, or anyone who can provide relevant information
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to assist in an investigation, that a Complaint has been received and the
basis of its content, with due regard to maintaining confidentiality where
more than one person is named in the Complaint.

3.1.6 An investigation into the matters complained of should be undertaken
promptly.  In order to investigate the Complaint, the investigating officer
may need to request further information from the student and/or
appropriate members of the College staff. The investigating officer may
request a meeting with the student and members of staff associated with
the Complaint.  Any student or member of staff invited for an interview
may be accompanied by a friend/colleague, but it would not appropriate
for the “friend” to be a legal practitioner, acting in a professional
capacity.

3.1.7 The investigating officer is expected to maintain a case file of the
investigation.  Where individual interviews take place, and a record of the
meeting is made, the investigating officer should inform the interviewee
that a record of the meeting may be released following a request for
disclosure.

3.1.8 At the conclusion of the investigation, the appointed investigating officer
should provide the student, the Director of studies and the person(s)
named in the complaint with a written response no later than 20 working
days after receipt of the Student Complaint Form.  The written response
should include the investigating officer’s findings, and either outline a
proposed remedy or explain why there are no grounds to take the matter
further and/or why no action will be taken.   The written response should
remind the student that, if the student remains dissatisfied with the
response, the student has the right to refer the matter to Stage 2 of the
Student Complaints Procedure.

3.1.9 A copy of the formal response should be sent to the Student Welfare
Officer.

3.1.10 If the student is dissatisfied with the outcome, the student must, within 20
working days of receipt of the response of Stage 1, submit a Stage 2
Student Complaint Form.  If no form is received within 20 working days,
then the Complaint will be deemed closed.

17.3.2 Stage 2 – Mediation

3.2.1 If a student remains unhappy with the outcome of Stage 1, the student has
20 working days from receipt of the Stage 1 outcome in which to submit
a Stage 2 Complaint.  The student should submit his/her Stage 2
Complaint to the Student Welfare Officer.

3.2.2 On receipt of the Complaint, the Student Welfare Officer (or nominee)
will, in writing, acknowledge its receipt and log the Complaint in the
records of the Student Welfare Office.
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3.2.3 The Student Welfare Officer will also forward a copy of the Student
Complaint Form, together with any written evidence, to the Director of
Studies and any member of staff named in the Complaint.

3.2.4 The Director of Studies will act as a facilitator.  Her/his role will be to
attempt to facilitate a meeting of the parties, and to reach a resolution of
the complaint.

3.2.5 The facilitator will provide all parties with confirmation of the outcome
of the mediation process. The written response should remind the student
that, if she/he remains dissatisfied with the response, the student has the
right to refer the matter to Stage 3 of the Student Complaints Procedure.

3.2.6 If the student is dissatisfied with the mediation outcome, the student
must, within 20 working days of receipt of written confirmation of the
outcome of the mediation process, submit a Stage 3 Student Complaint
Form.  If no form is received within 20 working days, then the Complaint
will be deemed to be closed.

17.3.3 Stage 3 – Resolution by Principal or nominee

3.3.1 If the student remains unhappy with the outcome of Stage 2, the student
has 20 working days from receipt of the Stage 2 outcome in which to
submit a Stage 3 Complaint.  The student should submit his/her Stage 3
Complaint to the Student Welfare Officer.

3.3.2 On receipt of the Complaint, the Student Welfare Officer will, in writing,
acknowledge its receipt and log the Complaint in the records of the
Student Welfare Office.

3.3.3 The Student Welfare Officer will also forward a copy of the Student
Complaint Form, together with all previous documentation relating to the
Complaint, to the Principal Office.

3.3.4 Within 10 working days of the receipt by the Principal Office the
Principal will arrange a Complaint Committee.

3.3.5 A Complaint Committee shall comprise the following:

(i) Principal, who shall Chair the Complaint Committee;
(ii) Director of Studies;
(iii) Student Member who has not been directly involved in the

Complaint or Complaints, or any of them;
(iv) A senior member of staff who is not, and has not, been directly

involved in the Complaint or Complaints, or any of them, and
who has not taught the student, who shall be selected by the
Principal.
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3.3.6 The Principal Office will provide to all parties one complete set of the
documentation to be used during the formal meeting.

3.3.7 It will not normally be possible for the date of the formal meeting to be
changed, and this will only be done in respect of exceptional
circumstances, (for example medical treatment).

3.3.8 At the meeting, each party shall have the right to speak and to call
witnesses who may be questioned by the Complaint Committee.  There
may also be questioned by the other parties, through the Chair of the
Complaint Committee. The Complaint Committee may adjourn any
meeting at any time, for any reason, for such period as it, in its absolute
discretion, thinks fit.

3.3.9 The student and his/her friend and the relevant member(s) of staff and
his/her/their friend(s) will normally be allowed to be present throughout
the whole of the meeting of the Complaint Committee, except when the
decision is being debated.  Witnesses will only be invited to attend the
formal meeting at the point their evidence is required, and they are
expected to leave the proceedings at the conclusion of their evidence.

3.3.10 All participants will be expected to behave in an orderly and non-
confrontational manner.  If the Chair deems it necessary, the Chair may
adjourn proceedings if, in the Chair’s opinion, progress of the meeting is
being impeded.

3.3.11 The Complaint Committee, after considering the submissions made by
each party will, in private, endeavour to reach a conclusion and to make
decision.

3.3.12 Written notification of the decision of the Principal or nominee will be
sent to each party within 10 working days of the meeting of the
Complaint Committee.

3.3.13 The Principal or nominee shall indicate which elements of the
Complaint are fully resolved, which are partly resolved and which are
remain unresolved.  If any part of the Complaint remains unresolved,
the Principal or nominee shall recommend specific action by way of
remedy.

3.3.14 Unless and until the student makes a successful appeal to the Independent
Complaint Committee, the decision of the Principal or nominee shall be
final and binding on the student and the other parties.

Independent Complaint Committee has a student member, a College
representative and two external members. The decision of ICC is final.
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Duration

28 days - stage 1 The complainant
tries to resolve the
problem by informal
conversation with
the person/s
involved.

End

28 days – Formal
stage 1

The complainant
meets with the

Investigating Officer

Problem still

unresolved

End
28 days - Formal
stage 2

Problem still

unresolved
The complainant
meets Director of
Studies.

Final stage

End

COMPLAINTS

PROCEDURE
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18 Academic Appeal Policy

18.1 Purpose of the Policy

WLCBMS will enable  students  to enquire,  question  or  appeal against an
assessment decision that is based on the assessment procedures: assessment
criteria, standardisation and verification.

WLCBMS will attempt to reach agreement between students and the assessor at
the earliest opportunity.

WLCBMS will record any appeal to ensure openness and fairness

WLCBMS will protect the interests of the student’s confidentiality and the
integrity of the qualification.

18.2 Roles and Responsibilities

Student: Responsible for initiating the appeals procedure, in the required format,
within a defined time frame, when s/he has reason to question an assessment
decision.
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Assessor: Responsible for providing clear achievement feedback to students. If
assessment decisions are questioned, the assessor is responsible for processing the
student’s appeal within the agreed time.

Internal Verifier/Senior Management: Responsible for judging whether
assessment decisions are valid, fair and unbiased.

Head of Centre: Responsible for submitting an appeal in writing, to the
accrediting body if the student remains dissatisfied with the outcome of the
centre’s internal Appeals procedures

WLCBMS will keep any appeals records for 18 month for inspection by the
awarding body.

18.3 Appeals Procedure

WLCBMS has a 3 stage internal appeals process.
The student will need to consult with the examination officer to arrange the
following:-

Stage 1 – Informal:
The student consults with the allocated subject assessor within a defined period of
time following the assessment decision. If unresolved, all issues are documented
before moving to stage 2.All informal interviews will be recorded.

Stage 2 – Review:
Review of assessment decision by curriculum team leaders or internal verifier.
The student will be notified of the outcome in writing with the findings and will
have the opportunity to agree/disagree – if the student/parents (if student is under
the  age  of  18)  disagree and the outcome remains unresolved the College
will move to stage 3.

Stage 3 – Appeal Hearing:
The Quality Nominee/Senior Leadership Team member will hear the appeal – in
line with the Colleges Appeal Policy. If at this stage the appeal remains
unresolved the exams officer will contact the awarding body and request an
external appeal.

External Appeal

The Exams Officer will contact the awarding body. The decision of the awarding
body will be final

All ground for appeal by the student and all supporting documentation must be
submitted by WLCBMS to the awarding body within 14 days of the completion
of Stage 3.
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During the appeal WLCBMS will retain all evidence relating to the appeal case. If
the appeal involves the work of all learner(s), the completed work of the cohort
will be retained

The Examinations Officer will monitor/log any appeals/outcomes and inform the
Quality Nominee of any improvements that may be required or recommended by
the awarding body.

The Quality Nominee needs to take appropriate action to protect the interests of
other students and the integrity of the qualification if at any stage the outcome of
an appeal questions the validity of other student’s results.

19. Malpractice Policy and Procedure

19.1 Purpose/Scope:

 That there are adequate measures available to deal with malpractice
 That procedures and practices are equipped to deal with malpractice both at

learner level and at staff level
 To ensure that the issues are dealt with in an open, fair and effective manner
 There are appropriate deterrents and sanctions available to minimise the

risk of malpractice

19.2 Responsibilities/Roles:

At WLCBMS it is stressed that the understanding of the procedures is
communicated and therefore such an environment is developed that creates a
positive atmosphere all around the institute which ensures that malpractice is
understood and seriously discouraged.

Assessors

Assessors form the first shield against malpractice. Their role is twofold
in identifying, countering and discouraging learner malpractices.

The assignments and tasks for the purpose of assessment are formed in such a
way that they automatically reduce the chance of shared ideas for the scope of
tasks hence reducing the chance of copy of work between learners.

As a second step the assessors are responsible for identifying the fact that the
work submitted by the learner for the purpose of assessment is valid. Validity in
this case would mean that it is completed by the learner, there is no copying
and there is up to the standard referencing and citation in the case where data is
used from other sources.
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Internal Verifiers

This role forms the second stage in the ensuring that malpractice does not exist in the
work submitted by the learners. The Internal Verifier, as a vital part of quality
assurance, will check for scopes of  malpractice in the course work given to the
learners i.e. the assignments, secondly this person will actually check malpractice
when internally verifying the learner’s work.

Quality Nominee

This particular role is responsible for informing the awarding body about any
acts of malpractice.

Principal

As the head of the college principal is for having carried out the
investigation into allegations of malpractice.

19.3 Two main Types of Malpractice:

19.3.1 Learner Malpractice

Attempt of or actually trying to carry out an act of malpractice is not at all allowed in
WLCBMS. Malpractice by learners could be of many different types or forms.
Following are the few examples of commonly identified forms of malpractice.

 Plagiarism by copying, taking or using of another person’s work and
claiming or quoting as to be own work, by the learner is one very straight forward type
of malpractice and is considered serious. This would include art work, words, computer
generated work, images,  inventions discoveries and even thoughts of somebody
else. The use of such sources without the permission of the owner of the work is
completely forbidden. The only correct way of using such sources is with the
permission of the owner and with appropriate referencing. Also to be noted that this
includes part or complete use of such work.

Team work could also lead towards malpractice at times. Especially in the case where
learners work in a group but the objective is to produce individual assignments. By
working in the group learners can sometimes, use part of work completed by another
learner in the group, and claim to be their own. This is also not allowed as the objective
is to produce individual work and subsequently classed as malpractice.

Fabrication of results for purpose of achieving a grade or mark that is not in fact
earned.

Cheating to gain unfair advantage.

Failing to abide by the instructions of the assessors, in regards to the course work.



57

19.3.2 Staff Malpractice

This forms the other kind of malpractice and also considered as serious  as the
learner malpractice. Following could be few examples of malpractice of the part of staff
at WLCBMS.

Alterations of documentation that might give one or more learners an advantage or
disadvantage.

Alteration of outcomes or grading criteria that is set by the awarding body.

Assistance to the  learners, by the assessors or other staff at college, where
assistance might give the added advantage to the learners especially in the case of
course work and assignment. Such assistance could mean producing the assignment or
parts of assignment for the learners where objective is to grade learners on the basis of
those assignments.

Producing the evidence on behalf of the learners, where the evidence is not
actually produced by the learners themselves and it might give them an added
advantage that they don’t deserve.

Misuse of special consideration allowances that might provide candidates with added
advantage in regards to the assessment of the particular unit.

Breached security in regards to the soft copy of learner’s work. This would mean that
learners work stored on the college data base is accessible by someone else other than
the learner without permission.

Falsification of records

False claims of certification, in the case where the learner actually has not
completed the minimum requirements for the certificate.

Breach of security in case of the safe keeping of learner’s achievement records.

The above mentioned are the common examples of malpractice by staff. The scope of
malpractice in this case could be a lot wider and situations arising with time might be
called malpractice and also dealt accordingly.

19.4 Procedures:

At WLCBMS the environment of the institution is considered the key factor towards
the achievement of primary objectives such as elimination of malpractice activity. This
is achieved by the use of the following:

Communication

-To create the right environment it is vital that the standards regarding malpractice are
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conveyed to all levels within the institute. This is done through the induction process of
all staff i.e. when the staff such as assessors is hired for the delivery it is made sure that
they understand college policy regarding malpractice and their role and responsibility
for the enforcement of such policies.

- Another important part of creating the right atmosphere within the institute is the
awareness level in learners.

- Standardization is vital in this stage; all the learners need to have an equal
and complete understanding of college policy regarding malpractice.

- This is achieved through the provision of all the relevant information about
malpractice in the induction program and in student handbook.

Appropriate ways regarding the use of Secondary Data

Showing learners the appropriate formats of recording cited text and the use of
secondary data. This also includes techniques of referencing.

This knowledge should not in any way forbid or discourage the learners from
conducting the research.

Introduction of Procedures that reduce the Chance of Malpractice

The assessment of work is carried out in such a way that it automatically reduces
the chances of cheating, plagiarism, and other forms of malpractice. These procedures
are:

- Periods of supervised assessment when the tasks are carried out
- Alteration in assignment, tasks and other course work on a regular basis
- Assessors getting to know their learner’s abilities and judging the work produced on
the basis on their abilities.

19.5 Dealing with Malpractice:

The overall responsibility of dealing with malpractice lies with the principal at
WLCBMS. It could also under some circumstances be dealt by a person
nominated by the Principal. As a part of procedure the alleged malpractice incident has
to be reported to the awarding body in the case where the awarding body is external.
Once the alleged malpractice is suspected. The alleged person involved in the activity
has to be informed in writing of:

1- Nature of alleged malpractice.

2- Possible consequences if malpractice is proven.

As a second step the individual is given a chance of explaining their point of view and
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also explained the appeals procedure where the decision is against them. The
investigation is to be conducted in a fair and appropriate manner. Appropriate sanctions
have to be levied according to the nature of incident. Malpractice has to be dealt through
disciplinary procedures.

20 Assessment Malpractice Policy:

20.1 Aim

 To identify and minimise the risk of malpractice by staff or learners at WLCBMS
 To achieve standardisation in the procedures regarding malpractice to ensure

fairness, openness and equality
 To impose penalties and/or sanctions, on learners or staff at WLCBMS, where

incidents of malpractice, attempted or actual are identified
 To ensure that integrity of overall quality assurance process is protected

20.2 Communication

Make an intensive use of the means of communication available to convey the detailed
knowledge about malpractice, the standards required to be maintained and the
procedures in place in regards to malpractice. These mediums of communication
generally include the following:

Staff Induction: Where it is made sure that all the relevant staff is aware of the
procedures in regards to malpractice and also the possible penalties where there is a
case of attempted or actual malpractice.

Learner Induction: Learners at this stage are provided with a complete knowledge of
what is covered in malpractice and the college policy regarding this. Use of learner’s
handbook is also ensured to communicate such procedures.

Education about the Use of Secondary Data and Material: Learners are taught the
appropriate use of secondary data and/or any other type of work that they have
sourced by the use of material that is not their own work. This would include the
acceptable standards of referencing and use of cited text.

Declaration by Learners: Learners are advised to formally declare that the work
submitted by them is their own work and also that the use of any other sources is
mentioned by the use of appropriate means. This in effect will reduce the chances of
deliberate malpractice.

20. 3 Investigation:

WLCBMS will conduct investigation in a predefined and structured way, into the
alleged incidents of malpractice. These investigations are supported by the Principal at
WLCBMS and conduct by the person nominated by the Principal. The structure of the
investigation is as follows:

 The report of alleged incident is documented
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 The alleged individual is informed about the allegation of the malpractice in writing.
 This individual may be learner or staff at WLCBMS.
 The alleged individual is then explained the right and procedures regarding appeal in

case the incident is proven to be true.
 The individual is then given time and opportunity to respond to the incident this has to

be done in writing.
 The response of the individual is then considered thoroughly.
 The investigation is then completed and decision is then passed on to the individual in

writing.
 All stages of this investigation are to be documented and the records are kept for 3

years after the decision.

20.4 Penalties

There is a variety of sanctions and/or penalties that could be applied upon learners
and/or staff. These sanctions totally depend upon the intensity of the incident and
therefore vary in nature. Following are the few sanctions that could be applied if the
malpractice is proven:

The staff or learner is issued with a written warning about future assessment
conduct.
The learner involved in the malpractice, for the second time, could be refused, by
the assessor to assess their course work.

In the case mentioned above the learner, would have to resubmit their course work in
order to meet the pass criteria.
In the case where there is repetitive conduct of malpractice by learner they may be
refused to pass that particular unit and hence not receive the certificate.
In the case where malpractice is proven against a member of staff they will be
subject to an immediate decline in their access to records and authority to assess or
certify.
The staff may also be barred from the use of certain administrative tools depending
upon the nature of malpractice and may be reprimanded or terminated from the job.

21. Lesson Observation Policy

21.1.Principles

Classroom observation is a necessary part of the College life and can take
several forms; formal, informal, focused, paired or peer.

21.2.Aims

 Create a College where there are the highest standards of teaching and learning.
 Monitor the quality of teaching and learning within the College.
 Provide quality feedback to all staff about the delivery of their lesson.
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 To contribute to CPD by providing an opportunity for teachers to reflect on
their own practice and effectiveness and to develop their own skills

 Promote a culture of sharing professional expertise.
 Disseminate good practice throughout the College.

 Identify areas for development.
 Provide individual and whole College training where appropriate.
 To provide evidence for performance management, threshold and internal

reviewing procedures and systems

21.3.Objectives

We will achieve our aims by:

 Arranging appropriate training for staff in all aspects of lesson
observation.

 Securing whole College agreement on standards of teaching and
learning.

 Ensuring that all staff are seen teaching at least once each year.
 Ensuring consistency of observation by using an agreed lesson observation sheet.
 Focusing on positive elements of teaching whilst providing advice on

improvement.
 Recognising that Lesson Observation is an integral part of the Teaching &

Learning policy and is a professional dialogue between one professional to
another.

 Ensuring that good quality teaching is to be recognised and praised and good
practice shared throughout the College.

21.4. Categories of Observation

There are two main types of observation:

21.4.1 Formal Observations

 Members of the Senior Leadership Team carry these out
 Teachers must have agreed a focus for the observation.
 The teacher should provide a lesson plan using the agreed lesson planning

sheet.
 The agreed lesson observation record sheet should be used to record all formal

observations.
 The observer must arrive at the lesson on time, and before the start of the lesson.

 The observation should generally last for a whole lesson – approximately one
hour.

 The teacher will have the following documents available: assessment file,
weekly or unit plan, a lesson plan

 A copy of the lesson observation record sheet may be kept by the observer and a
copy given to the Director of Studies and to the teacher.
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 Teachers who have a responsibility for making formal observations, take part
in a lesson observation moderation exercise with a colleague on a regular basis.

 The teacher being observed should complete a lesson observation self
reflection sheet before the feedback so that it can be discussed.

21.4.2 Informal Observations

 Observations are agreed between the observer and the teacher.
 However, ‘drop-in observations may happen.
 Grading of the teacher’s competency should be made following an

observation.
 The teacher should previously agree to any recording carried out, if applicable

and who has access to copies.

 It is helpful if the teacher provides a lesson plan where appropriate.
 Evidence obtained through an informal observation will not provide evidence for

judgments that inform Performance Management,

21.5. Conduct of Observer

 All who observe lessons should be discreet and, as far as is possible,

 should ensure that their presence does not significantly change the
normal teaching and learning context.

 The College’s policy should also take account of staff who observes each other
on an agreed basis for mutual benefit and support. In all cases the observer
will be subject to the code of conduct re the confidentiality of the outcomes,
and is required to provide a feedback based upon sound evidence. Written
feedback will be stored in accordance with the College’s protocols. Any
additional notes must be destroyed, in accordance with Freedom of
Information Act requirements.

 There may be occasions when a member of staff is observed by two or three
observers at the same time.

21.6.Giving Feedback

For joint observations it is useful to leave time for observers to discuss /
agree their findings before giving the oral feedback. They will need to agree on the
strengths and points for development and identify any questions required for issues
that need clarification.

21.6.1 Verbal Feedback:
 be given by the end of the next working day
 When giving the feedback the observer should keep the discussion as positive

as possible and ensure that strengths of the lesson are given.
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 The teacher must be given clear feedback about the aspects for his /
 her development and an outline of what he or she needs to do to

improve (i.e. strategies).
 The teacher may correct any factual errors on the part of the
 observer and this should be taken into account when the written feedback

is given.

Written Feedback:

 When writing the feedback the observer should write up the key points of
the lesson observation as ‘strengths’ and ‘areas for development’, with
appropriate evidence, using the agreed feedback document. A summative
judgement will also be included if this has been agreed.

 Verbal and written feedback should not vary, apart from adjusting the factual
errors from verbal feedback.

 There should be space on the form for the teacher to make a written comment
on the feedback received, if he/she wishes, and space for teacher and
observer signatures if appropriate.

 If a teacher and an observer differ on the quality of the lesson outcome,
this should be recorded.

21.7.Disputes Regarding Observations

In the event of a difference of opinion relating to the organization or conduct of an
observation, or to the judgment grading of the lesson observed, the Principal should be
consulted. If the situation cannot be resolved, the Principal will conduct a second
observation and all records pertaining to the original observation, will be destroyed.

21.8. Capability Procedures

There may be a very small number of teachers who are subject to formal

capability procedures. These teachers will undergo more frequent lesson observations.

22. Peer Review Policy

22.1 Purpose

WLCBMS is committed to supporting all staff to develop their professional skills and
share good practice.  Building on a successful pilot programme and existing processes
and systems, a process of Peer Review of Teaching has been developed. The system has
been designed taking account of sector wide developments and staff feedback.
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22.2 Scope

This policy applies to all academic staff employed by WLCBMS teaching using any
mode of delivery.

22.3 Key Principles

3.1 All staff are expected to participate in peer review at least once within a 3-year
cycle, and will be supported by programmes managers to make suitable arrangements.

3.2 Where possible and appropriate, staff from different curriculum areas will be
encouraged to review each other to share and focus on generic teaching practice. The
programmes manager with responsibility for Learner Development will coordinate the
Peer Review Process and provide advice and guidance.

3.3 If a Reviewer or Reviewee requires any additional support measures in place
during the Peer Review process, this can be discussed with the programmes manager.

3.4 If the Reviewer or Reviewee has any serious concerns about key aspects of a
peer observation, this can be discussed initially with the programmes manager.

22.4 Responsibilities

4.1 Programmes Manager

As the senior member of staff with responsibility for Learning and Teaching the
programmes manager holds overall responsibility for the Peer Review Policy and
process. Formal review will take place every 3 years, however ongoing feedback and
evaluation will be sought to ensure effective implementation.

4.3 Director of Studies

Director of Studies (or their delegate) will be responsible for enabling the Peer Review
Process to be taken forward by facilitating adequate resources and supporting
arrangements.

4.5 Quality Manager

Quality approval check of the policy is the responsibility of the Quality Manager

22.5 The Observation

There are four stages in the teaching process which can be identified in any session
which is likely to be observed:

 Planning prior to the session
 Introducing the session
 Delivering and developing the plans
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 Conclusions

At the pre-session briefing you will have agreed a particular focus for the observation,
but within the hour, the observer can also make some useful general observations on
these stages. Some possible prompts follow:

Planning the session:

 How does the plan relate to previous sessions?
 Are there clear aims and learning outcomes?
 How does the session fit in with the overall programme for the course?
 Are resources (AVA, handouts, tasks) available at the appropriate points?

Introducing the session to the students:

 Is it clear to the students how this session relates to previous work?
 Does the introduction give the students a clear overview of how the session will

develop?

Delivering and developing the plans:

 Is the communication of ideas relevant, clear and coherent?
 Is there opportunity for the students to clarify their understanding? How is this

handled?
 What strategies are used to gain attention, to refocus and to ensure attention is

maintained?
 Are students motivated?
 Are teaching methods appropriate to the tasks?
 Are there opportunities for the students to think, question and feedback?
 What modes of delivery are used? Is there a reliance on one mode?

Concluding the session:

 Is the session drawn to a satisfactory conclusion?
 Is there a summary of the main ideas or a review of the point reached so far?
 Does the conclusion look forward to the next session or encourage further

action?

Observation Methods

There are several methods of making observations, and these can be considered at the
initial briefing. The questions above can provide a framework to which other agreed
areas can be added. Observation methods could include:

 A chronological record of what happened for the session, this provides a rich if
unfocused set of notes

 Focus on a particular issue, perhaps agreed in advance, maybe using a proforma
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 A set of random notes made as something of interest occurs

22.6 The Debriefing

Obviously detail will be easiest to recall if the de-brief follows on immediately from the
session. It is normally best to let the observed person have first comment on how they
felt the session went. It may then be appropriate to go through the observer’s notes. The
observer can help the observed by taking the discussion through these stages:

Description -what happened?

Feelings -how did you feel?

-what were your reactions?

Evaluation -what was effective?

-what was less effective?

-what might this mean or imply?

Analysis -why do you think this happened?

-what was really going on?

-what sense can you make of the situation?

Conclusion -what else might you have done?

-how might you tackle it next time?

Good feedback should help you lead to an action plan for personal development and
perhaps an agreement to use another observation as a way of reviewing progress.

Observer will prepare an action plan for the observed and report to Director of Studies
who will make necessary arrangements for staff development if required and include in
the staff annual appraisal.

What is Good Teaching?

Ramsden (1992) identified 13 characteristics of good teaching:

 A desire to share your love of the subject
 An ability to make the material stimulating and interesting
 A facility for engaging with students at their level of understanding
 A capacity to explain the material plainly and helpfully
 A commitment to making it absolutely clear what has to be understood, at what level

and why
 Showing concern and respect for students
 A commitment to encouraging student independence and experiment
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 An ability to improvise and adapt to new demands
 Using teaching methods and academic tasks that require students to learn actively,

responsibly and through cooperative endeavour
 Using valid and fair assessment methods
 A focus on key concepts and students’ current and future understanding of them,

rather than just on covering the ground
 Giving high quality feedback on students’ work
 A desire to learn from students and others about the effects of your teaching and how

it can be improved
Consideration of some of these can be useful as a part of the observation process

23. Public Information, Policy and Procedures

23.1 Policy Statement
This policy supports WLCBMS Strategic Directions for oversight, control and
review over all public domain information about the College which is produced
and distributed by the College.

23.2 Purpose

This policy aims to ensure that the provision of public information about
WLCBMS is accurate, fair, reasonable and timely, and is intended a) to enable
external audiences to form an accurate impression of WLCBMS; b) to allow
students and other stakeholders to make appropriately informed decisions; c) to
enable clear and effective communication about and within the organisation;
and d) to meet any applicable legal obligations eg in relation to copyright.

23.3 Scope
This policy applies to all WLCBMS operations and covers information in
printed, electronic or broadcast form which is intended to be made public and which
refers to academic programmes, services, corporate strategies, policies of
WLCBMS.

23.4 Policy

23.4.1 Printed Material

Prospectus (“Course Details”) and relevant brochures for public distribution are
produced under the editorial control of the Principal, who has ultimate
responsibility to ensure that contents of published materials meet the required
standards of accuracy and clarity, and comply with all legal requirements.

The accuracy of academic content is verified as required on an ongoing basis, and
at least twice yearly, by the Programmes Leader.

The accuracy of corporate and administrative content is verified as required on an
ongoing basis, and at least twice yearly, by the Senior Management.
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23.4.2 WLCBMS Website

WLCBMS maintains a dedicated website http://www.wlcb.co.uk which provides
external audiences with information regarding courses, campus, facilities, news
and special events. It is the responsibility of the Principal to ensure that the
website is accurate, informative and reflects current operations.

The accuracy of academic content is verified as required on an ongoing basis, and
at least twice yearly, by the Programmes Leader.

The accuracy of corporate and administrative content is verified as required on an
ongoing basis, and at least twice yearly, by the Senior Management.

23.4.3 Social Media

WLCBMS uses various social media channels such as Facebook and Twitter to
provide external audiences with direct engagement as well as information regarding
the College’s courses, campuses, facilities, news and special events. It is the
responsibility of the I T  O f f i c e r to ensure that the information relayed is
accurate and reflects the College operations.

23.4.4 Electronic Materials

The College maintains a Student Portal for the provision of ongoing information
intended to assist the work of students, and a Staff Portal for the ongoing
provision of information to assist the work of the College staff. Both the Student
Portal and the Staff Portal are maintained on an ongoing basis by the
Information Technology Officer, although ultimate responsibility rests with the
Principal.

23.5 Information for Students

The College and its officers shall make every effort to ensure that the processes of
application and admission are accurately described and presented for all prospective
applicants, and that prospective students are provided with all necessary or
requested information to ensure they make an informed choice in the selection of
their programmes of study. Information on all available courses is provided on the
website, and personal invitations are issued to all prospective applicants to visit the
College, meet the staff, inspect the facilities, and form an accurate view of the
learning environment and the support that will be provided to them. On enrolment
and commencement of studies, students shall be provided with the Student
Handbook and access to the appropriate electronic information sites for current and
ongoing information in relation to their programmes of study as part of an
induction programme. They shall also be provided with information about the
support that will be provided, what they can expect from the College, and the
expectations of them and their responsibilities as students, including the Code of
Conduct and the rules, regulations, policies and procedures that apply to them.

Students shall also be provided with information about how any information about
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them is maintained and stored, and how communications about progress in their
studies will be maintained and updated. At the start of each module of studies
students shall be provided with details of that module of studies and expectations
of them in relation to performance and assessment.

23.6 Communications with the Press and Media

All official communications with the press and media are handled by the
Principal. Press releases may only be issued on the authority of the Principal.
Individual staff however may respond to legitimate external information requests
relating to their areas of academic or professional expertise, but they are strongly
advised to seek guidance from senior Col l ege staff before doing so.

23.7 Copyright Responsibilities

All members of WLCBMS should ensure that any published material conforms to
the requirements of the Copyright, Designs and Patents Act 1988, and any
subsequent amendments. Guidance can be found from the UK Copyright Service
at:

http://www.copyrightservice.co.uk/copyright/p01_uk_cop
yright_law

24. Data Protection Policy

WLCBMS is committed to preserving the privacy of its learners and employees
and to complying with the Data Protection Act 1998. To achieve this
commitment information about our learners, employees and other clients and
contacts must be collected and used fairly, stored safely and not unlawfully disclosed
to any other person.

Principles
Information that is already in the public domain is exempt from the Data Protection
Act 1998 and
2000. It is College policy to make as much information public as possible.

The College, its staff and others who process or use any personal information must
ensure that they follow the data protection principles set out in the Data Protection
Act 1998. These are that personal data shall:

• Be obtained and processed fairly and lawfully.
• Be obtained for a specified and lawful purpose and shall not be processed in

any manner incompatible with that purpose.
• Be adequate, relevant and not excessive for those purposes.
• Be accurate and kept up to date.
• Not be kept longer than is necessary for that purpose.
• Be processed in accordance with the data subject rights.
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• Be kept safe from unauthorised access, accidental loss or destruction.
• Not be transferred to a country outside the European Economic area, unless that

country has equivalent levels of protection for personal data.

The College will not release staff or learner data to third parties except to relevant
statutory bodies. In all other circumstances the College will obtain the consent of the
individuals concerned before releasing personal data.

25. Procedures for evaluating the effectiveness of quality assurance procedures

Quality assurance should be seen as a professional responsibility of the staff delivering
programmes. In support of this commitment by staff, WLCBMS is committed to the
recognition and reward of quality.
QA systems must be capable of operating independently of the participation of
particular individuals. WLCBMS QA procedures understand the importance of external
reference points in providing feedback to enable the institution to calibrate both quality
and standard.
Continuous improvement implies the establishment of a QA system that is capable of:
(1) Making judgements on the quality of an operation;
(2) Forming plans to reinforce good practice and address weaknesses;
(3) Ensuring that such plans are put into effect
(4) Measuring the impact of the improvements that have been made. It is this “closed
loop” that marks the difference between effective and ineffective QA processes.
The College’s quality audit scheme is designed to accomplish this.

26. Quality Audit
The Quality Manager is responsible for delivering an Annual Quality Audit to the
Executive Committee. The Quality Audit is an independent examination of the
arrangements for ensuring quality, e.g. quality assurance structures, mechanisms and
procedures, and of the effectiveness of these arrangements. The Audit itself is a systems
check; it is NOT an assessment of the quality of teaching and learning.

1) Its purpose is to report to the Executive Committee on the adequacy of the
operation of existing quality assurance systems.

2) The focus of internal audit is the quality assurance of teaching and learning.
3) The systems that assure the quality in the design, approval, monitoring and

evaluation of modules and courses;
4) The systems that assure the quality of teaching, learning and assessment

strategies;
5) The systems that assure quality in appointment, development and performance of

staff contributing to teaching and learning;
6) The systems that assure quality in obtaining and responding to feedback from

students, external examiners, professional bodies, employers, graduates and
others.

The quality audit involves:
Quality Assurance Reports, External Examiners’ Reports, College Staff Induction
programme, Staff Development scheme, Student guides/handbooks, information
distributed during the Student Induction/Orientation Programms, indications of strengths
and weaknesses and an indication of how the College intends to enhance its system and,
where necessary, to remedy any weaknesses.
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Appendix 1
WLCBMS

Student Feedback Sheet

Date:

Programme:

Answer each question as it applies to each subject and each subject’s lecturer

Grading System to use:

Excellent=5, Good=4, Satisfactory=3, Average= 2, Needs Attention= 1, Poor= 0

1. Questions relating to WLCBMS:
Categories 5 4 3 2 1 0

College Location

Standard of Class Rooms

Standard of IT Labs

Standard of Common Room

Cleanliness of Toilets

Issuing of letters

Accessibility of college staff

The best ways to improve facilities would be
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2. General Questions regarding course:
Categories 5 4 3 2 1 0

How do you rate the standard of academic

content?

How relevant do you feel this programme is to

your career path?

Overall, how do you rate this programme as a

learning experience?

Did you achieve your learning objectives?

College facilities

?

Library facilities

The best ways to improve this course would be
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5. Questions Relating to Each Subject;

Subject:

Categories 5 4 3 2 1 0

Presentation Style of Lecturer

Issuing of Notes

Applicability of Notes

Interaction with class Interaction with
individual students

Availability of lecturer

Content of Notes

Class Atmosphere

Suitability of continuous assessments Feedback
on continuous assessments

Ability of Lecturer to answer questions

Comments on how to develop this module in terms of achieving your objectives)
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Appendix 2: ACADEMIC FEEDBACK

West London College of Business & Management Sciences

Course: Tutor:

Answer each question as it applies to this class or to this instructor.

Indicate your rating by checking the box directly below the appropriate grade. The scale is:

A=very good B=good C=average D=poor E=very poor, NA = not applicable to this course

A B C D E N

A

1
Overall, how do you rate this course as a teaching

experience?

2
How do you rate the academic standard of the

students?

3
How do you rate the performance of this course

in achieving its learning outcomes?

4

How do you rate the standard of continuous assessments

submitted by the students during this course?

5 How do you rate the workload for tutoring this course?

6
How do you rate the support for this course from the

Administration Office?
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7
How do you rate the accessibility of your Course

Director?

8
How do you rate the library resources for this course?

9
How do you rate this module, compared to other modules you

have tutored?

10
How relevant was this module to external

environment/workplace?

Comments for your Course Director

A. The most effective aspects of this course were:

B. The least effective aspects of this course were:

C. The best ways to improve this course would be to:

D. Further comments:
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Appendix 3. Annual Course Monitoring

1. Title of the programme

2. Programme co-ordinator

3. Programme aims learning outcomes and whether they are defined
satisfactorily.

.

4. Please comment on programme structure and content.

5. Main issues raised by students on the programme and modules
(through feedback, and via staff/student liaison committees) and
departmental response.



77

6. Commentary on standard data sets (progression, completion, awards
to include equalities and WP monitoring.

Success rate:

Retention rate:

Progression rate:

Main issues raised by External Examiners for last year and how these are being
addressed.

7. Main issues raised by External Examiners for 2011/12 and how these are
being addressed.

8. Major changes that have been made to the programme(s) and/or modules,
which have necessitated a review of the programme specification

.

Course
Code Module

Pass
(%)

Merit
(%)

Distinction
(%) Fail (%)

Overall Results
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9. Areas of good practice/enhancement

10. Action planned

11. Are any alternative assessment strategies planned for the next presentation of
this course?

.

12. Please comment on quality, effectiveness of teaching, learning and their
appropriateness to the assessment process.

Approved by academic committee
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Appendix 4: NEW PROGRAMME PROPOSAL FORM

WLCBMS

Course Title:

Name of Proposer:

E-mail address:

Telephone number:

Department:

Proposed Starting

Date:

Date of

Submission:

Duration

COURSE STRUCTURE

Year 1

Term 1

Term 2

Term 3
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Term 4

COURSE STRUCTURE

Year 2

Term 1

Term 2

Term 3

Term 4

COURSE STRUCTURE

Year 3

Term 1

Term 2

Term 3

Term 4

COURSE STRUCTURE

Year 4

Term 1

Term 2
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Term 3

Term 4

TEACHING METHODS

Outline the teaching and learning methods to be used:

ASSESSMENT METHODS

Outline the assessment methods to be used:

Signed:
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Appendix 5: Detailed Programme Document

WLCBMS

Programme Title:

Name of Proposer:

E-mail address:

Telephone number:

Department:

Proposed Starting

Date:

Date of

Submission:

Duration

Proposed number

of students per

intake.
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Outline the rational for developing this course:

List the members of the Course Planning Committee:

Course Structure

Module Title
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TEACHING METHODS

Outline the teaching and learning methods to be used:

ASSESSMENT METHODS

Outline the assessment methods to be used:

PROGRAMME OBJECTIVES

List the aims and objectives of the course:

LEARNING OUTCOMES

List the learning outcomes of the course:

TEACHING EXPERTISE

List the lecturers who are available to teach on this course detailing their

qualifications and current positions:

Signed:
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Appendix: 6 Approved Programme Outline Document

This document should be completed when a new programme has been approved and should be submitted to
the Academic Committee.

Title of Programme:

Department:

Approval Date:

Approval Ref No:

Programme Director:

The document should include detailed information regarding:

1. Programme Introduction
2. Programme Structure
3. Lecturing Hours
4. Methods of Assessment
5. Resources Required
6. Entry Qualifications
7. Award Level
8. Awarding Authority
9. Programme Objectives
10. Qualifications of Lecturing Staff
11. Duration of the course
12. Number of terms
13. Number of semesters
14. Number of subjects
15. Breakdown of each subject
16. Teaching method of each subject
17. Contact hours
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Appendix 7: Staff Appraisal & Development Form

LONDON COLLEGE OF BUSINESS & MANAGEMENT SCIENCES

STAFF APPRAISAL & DEVELOPMENT SCHEME

Confidential

Sections A to E are to be completed by the Appraisee prior to the meeting and reviewed at the Meeting.  Section F is to be
completed by the Appraiser.

SECTION A

ABOUT YOU

Personal information

(a) Name

(b) Appraiser

(c) Job Title

(d) Grade

(e) Appraisal Period

(f) Date of Appraisal Meeting

SECTION B

JOB ROLE

1. Does your job description currently reflect your current duties?   If not, please describe

where the difference lies?

2. If you believe that aspects of your job may change over the next twelve months please outline

details of these potential changes.



87

SECTION C

ACHIEVEMENTS IN THE LAST YEAR

3. What have been your main achievements in the last twelve months?

(If you have had a previous appraisal please attach last year’s completed Job Plan to this document before   giving it to
your appraiser)

4. Please list other ways in which you have contributed to the Division/Department, the College or     other relevant
organisations.

5. Are there any ways in which your Section or Division/Department could have helped you further to achieve your
objectives over the last 12 months?

6. Is there anything you have not achieved over the last twelve months and which you had hoped to do?

What prevented this?
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SECTION D

CAREER & PROFESSIONAL DEVELOPMENT

7. How do you hope your career might develop? Think about both the short and longer term.

8. Do any barriers exist that deter you from achieving your career aspirations?  How might these be

overcome? What else would assist you to realise your career aspirations?

9. Please indicate any professional or other qualifications that you are working towards and indicate any
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requirements for study leave (e.g. for professional exams).
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SECTION E

TRAINING AND DEVELOPMENT

10. What training/development activities did you undertake in the last year and how did
this impact on your effectiveness, career or personal development?

(If you had an appraisal last year please attach the completed Personal Development Plan to

this document before sending it to your appraiser)

11. What do you see as your main professional training & development priorities for the year
ahead?
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SECTION F

SUMMARY OF THE APPRAISAL MEETING

(12 & 13 to be drafted by the Appraiser)

12. Agreed summary of the appraisal meeting

13. Divisional/Departmental Actions - Including any recommendations in regard to contribution pay and grading   issues  (see
note 11 of the Appraisal Guidance Notes ).

14. Additional comments/information.  (To be added by either appraiser or appraisee)

Signed by Appraisee……………………………    Date…………………………

Signed by Appraiser…………………………..     Date………………………
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SECTION G

6 MONTH REVIEW OF PROGRESS

At a time not later than 6 months after the review meeting the appraiser and appraisee shall consider the progress that both or either
have made in the furtherance of the agreed objectives; in provision of agreed training input; and in pursuit of the problems/barriers
identified etc. Any agreed changes to the original plans should be recorded here.

15. Appraisee’s Comments on Progress:

16. Appraiser’s Comments on Progress :

17. Agreed changes to the job plan:

Signed ……………………………..Appraisee Date………………………………….

Signed………………………………Appraiser Date………………………………….
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Job Plan for the Year Ahead (which may be drafted in advance of the meeting by the appraisee for discussion and agreement at the meeting )

A: OBJECTIVES B: TIME SCALE C: SUPPORT D: INDICATORS E: OUTCOME

Specific objectives with priority
(high, medium, low)

When will I achieve
the objective?

Support needed from my department to
enable me to achieve the objective

Performance indicators -
how will I know I’ve been
successful?

1. Exceeded

2. Fully achieved

3. Partly achieved

4. Not achieved

No.

1

2

3
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4

5

6

Please insert new rows to accommodate any additional objectives.
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Personal Development Plan (to be agreed at the meeting and kept under review) This

highlights the development needed to achieve the Job Plan

A B: OBJECTIVE C: ACTION & METHODS D:
TIMESCALE

E: OUTCOMES F: FURTHER ACTION

No.

(as in
Job
Plan)

What knowledge, skills or behaviour do
I need to develop      to enable me to
achieve                 the objective?

What action is to be taken and what
methods should be used to provide
the development set out in Column
B

Proposed date
by which I
should have
received the
development
input

Did I receive the
required development
input by the date set out
in Column D.

Is any follow up action or
further development
required ?
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OTHER AGREED DEVELOPMENT NEEDS (Not related to specific objectives)



97

We agree that the above represents a fair and accurate record of the outcomes of the review meeting.

Signed……………………………………Date…………………………(Appraisee)
Signed……………………………………Date…………………………(Appraiser)
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Appendix: 8 Examination Marks Sheet

Subject Examined:

Date of Examination:

Programme:

Lecturer:

Student Number Marks Awarded

Authorised By: Date:
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Appendix 9

Staff Meeting Template Form SMT 1
Date:
Purpose of
Meeting:
Venue:
Time:

In Attendance:

Agenda

Topic Outcome Action Responsibility
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Meeting Closed at:

Minutes By:

Date of Next Meeting:
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Appendix 10
Student/Lecturer Meeting Template Form SL 1
Date:
Purpose of
Meeting:
Venue:
Time:

In Attendance:

Agenda

Topic Outcome Action Responsibility
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Meeting Closed at:

Minutes By:

Date of Next Meeting:
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Appendix 11: New Book/Text Requisition Form

Date:

Book Title:

Author:

Publisher:

Requested By:

Department:

Cost Center:

Programme Code:

Alternative Texts:

Signed:

Authorised by:
(Programme Director)

Date:

Signed:
(Library Manager)

Date:
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