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10.1 Purpose of student support 

1. The purpose of this chapter is to describe the steps taken by the University to enable 
student achievement by developing services outside the framing and quality assurance 
of academic programmes. It includes guidance on the interpretation of reasonable 
adjustments for disabled students in teaching, learning and assessment and on 
placement. 

2. Some services are focused on the development of academic and employability skills, 
others on investment to support students with diverse characteristics and needs, 
alongside projects targeted at the University’s mission to widen participation. The 
chapter also describes the additional steps taken to support students with information, 
advice and specialist support services where personal or financial problems become 
hurdles to academic progression and achievement. 

10.1.1 Scope 
1. The chapter provides an overview of the sources of policy on enabling student 

development and achievement, identifies key managers, committees and documents in 
all the areas considered, and provides detailed process information relating to 
disabilities, mitigating circumstances, withdrawals and interrupting studies. 

2. The scope extends to strategic and operational responsibility for key activities but does 
not attempt a mapping of all current enhancement projects. 

3. The chapter focuses on the experience of all students, including research 
students. There will be variations in provision for students in collaborative 
provision that will be captured in specific course handbooks and Collaborative 
Procedures Manuals. 

4. The processes outlined in this Chapter of the Quality Handbook ensure that the 
expectations of the UK Quality Code for Higher Education are met. 

 
 http://www.qaa.ac.uk/quality-code/the-revised-uk-quality-code 

 

10.1.2 Communication 
1. Provisions identified in this chapter are made known to students through the following 

means: 

 The University of Bedfordshire website contains descriptions of support services, 
associated processes, and where they apply, terms and conditions. Much of this 
information is in the public domain and can be accessed by applicants and members 
of the public. 

 The same information links through to the University’s virtual learning environment 
BREO where it can be accessed through the BREO Gateway. BREO provides an 
online academic home for each subject and is intended to be a place where students 
can search for information about their course or their studies which will help them to 
achieve academically. The University provides a template for the production of 
course handbooks with an expectation that the content is standardised where it 
refers, for example, to regulatory or support information. 

 Students joining the University receive information prior to arrival listing available 
services, and on arrival will be invited to timetabled orientation events. For students 
who may arrive outside the standard orientation periods the Registrar requires 
faculties to confirm that alternative support arrangements have been put in place. 

 The Student Information Desk (SID) is intended to be a first point of contact for all 
support areas, universal and very visible to students. The University’s principal 

http://www.qaa.ac.uk/quality-code/the-revised-uk-quality-code
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enquiry service for campus-based students, it maintains a large bank of frequently 
asked questions, manages referrals to specialised services, and responds to face to 
face and online enquiries, email, telephone and approaches through social networks. 

 The MyBedsLife student portal provides an intuitive interface to University systems 
and information, and enhances communication between the University and students. 
It provides a single screen containing links to all applications, web pages, and 
sources of information and advice used by students for their student experience.  

 Information literacy, academic and employability skills are of importance to students 
throughout their course. Following orientation students receive information relevant to 
these areas through the curriculum, from their lecturers and from specialists coming 
into the classroom, such as employability advisors, although the extent to which skill 
development is built into the curriculum will vary across subjects. As students’ 
progress their lecturers or Personal Academic Tutor may refer them to specialist 
support. 

 Targeted communications go out to applicants/students with disabilities, international 
students for whom particular issues of visa approval and acculturation apply, 
students who appear to be particularly at risk of dropping out of University due to 
poor engagement or performance, students who are in breach of the student Code of 
Conduct or evidencing behaviours that appear to indicate that they may be a danger 
to themselves or others. 

 

10.2 Principles of student support 

10.2.1 Duty of care 
1. The term ‘duty of care’ is used within case law to describe the responsibility an 

organisation holds to another in provision of services. The responsibilities of universities 
are defined in statute in relation to specific groups, specifically those with protected 
characteristics as defined by the Equality Act (2010). Universities do have an additional 
ethical responsibility with respect to the welfare of students generally, although it is 
important to remember that the terms of that relationship with the University are defined 
by the fact that they are adults, whose primary point of interaction with the University is 
as a provider of higher education. 

2. It is not the University’s purpose to replace or even supplement community based 
services that have a statutory responsibility for the health and wellbeing of individuals. 

3. Where students are admitted to the University under the age of eighteen, this happens 
on the basis that the guardian accepts that they are being admitted to an adult 
orientated environment where there are substantial limitations on the degree of support 
that they can be offered. 

4. To meet its specific responsibilities towards students with disabilities, the University’s 
Health and Wellbeing team works with students to identify and develop appropriate 
support and with colleagues across the University to put in place disability-related study 
support and anticipatory measures. 

5. To meet the University’s general responsibilities toward students, the Student 
Information Desk can provide information and answer general enquiries. The Student 
Support teams are professional services and provide independent guidance plus short 
term therapeutic counselling, disability support, mental wellbeing and other services. 

10.2.2 Confidentiality 
1. Students who approach the University departments tasked with responding to personal 

issues (usually Health and Wellbeing, Student Engagement and Mitigation, Student 



Page 6 of 21 
 

Quality Handbook Chapter 10: Student support 

QAP0423 

Money Advice and Community and Faith) may be asked for written permission to share 
sensitive data relating to their case with internal and external parties. The details will 
vary depending on their specific situation but may include details relating to their 
disability, mental health condition or Specific Learning Difficulty and accompanying 
support needs. The information shared will be on a ‘need to know’ basis. 

2. Students are asked to give their permission as the University works under the terms of 
the) General Data Protection Regulation (2018) and the Equality Act (2010). 

3. Students can choose to restrict how information about their circumstances is shared. 
They can decide to restrict information sharing to include only Student Support, or only 
allow information to be shared with specific individuals. A decision to restrict information 
sharing will affect the type and level of support that the University can offer, for example 
it may inhibit the implementation of reasonable adjustments or the processing of 
applications for financial support. 

10.2.3 Management of critical incidents 
1. Strategic responsibility for the University’s response to critical incidents sits with the 

Registrar. The operational response to critical incidents that relate to individual student 
health and wellbeing will normally be led by the Director of Student Experience. 
Incidents falling into this category would include attempted student suicide or self-
harming, the death of a student, reports of infectious disease, support for the victims of 
violence or harassment, the onset of behavioural changes that mark a significant 
deterioration of their physical or mental well-being. 

2. All incidents that appear threatening in terms of harm to self or others should be dealt 
with through calling the emergency services, through University Security or directly by 
telephoning 999. 

3. Some incidents require corporate management as they may have a direct impact on the 
University’s reputation or on the health and wellbeing of other students. Examples would 
include a pandemic with victims on campus or a violent death in halls. The University’s 
protocols allow for the calling of a critical incident committee, chaired by the Vice 
Chancellor and including representation from across the University and Students’ Union. 

4. Published documents relevant to this aspect of support are: 

 Critical Incidents Protocol 

 Fitness to Practise Procedure 

 Response to the Death of a Student Policy 

 Responding to Suicidal Students Policy 

 Mental Health Support for Students Policy 

 Crisis Intervention Policy 

 Infectious and Notifiable Diseases Policy 

 Student Pregnancy, Maternity, Adoption & Partner Leave Policy 

 Fitness to Study Policy 

 Safeguarding Policy 

 Major Incident Plan 

10.2.4 Financial hardship 
1. The Student Money Advice team provide the underpinning administration for the Access 

to Learning/Student Opportunities Fund and the distribution of scholarships and 
bursaries. Students are expected to make appropriate financial provision to see them 
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through their course of study; however financial emergencies may arise due to factors 
such as loss of sponsorship, loss of paid work, accommodating the impact of personal 
problems on their financial arrangements, supporting family members, or rent increases. 
In such cases Student Services can provide short term relief through hardship payments 
following national criteria established through the Access to Learning fund. 

 

10.2.5 Working with others 
1. The Students’ Union (Beds SU) has a range of important membership services that 

make a major contribution to the support of students. These include independent 
welfare and advice services, opportunities to network with other students and 
campaigns relevant to student health and wellbeing. 

2. The University’s multi-faith Community and Faith team sits alongside Student Support 
to provide a combination of direct services to students, one to one pastoral support, 
and support for communities of spirituality and faith and chaplaincy centres that are 
welcoming for students of all faiths or none. They also provide a protection against 
exploitative groups that would otherwise seek to evangelise or influence young people 
on campus. 

 
10.3 Processes for student support 

10.3.1 Enabling progression and achievement 
1. The Deputy Vice Chancellor (Academic) provides strategic oversight of the measures 

taken to support students to progress and to achieve appropriate academic outcomes, 
working with the leadership of most professional and all academic departments. Areas 
of work that are not academic but nevertheless contribute to student achievement 
include helping students to overcome personal problems, encouraging students to fully 
engage with their studies, allowing them to retake assessments where there is evidence 
of illness or other evidenced mitigating circumstance, and managing interruptions to 
study. 

2. The Student Services Operations Manager is responsible for the operational direction 
of a number of key services that contribute to this area of work through supporting 
students with complex problems, working with Personal Academic Tutors to identify 
students who are in danger of disengaging, and administering applications for 
mitigation, withdrawals or interruptions of study. 

3. In a widening participation organisation, to establish some equity between groups, it is 
appropriate that the University has a range of supportive services. Their role is to 
provide a resource that students can use if in need. The University would only insist 
upon an intervention where there has been a breach of the student Code of Conduct, or 
where a situation has arisen that appears to threaten harm to the student or to others 

a Helping students with complex difficulties 

4. Problems may relate to a student’s course, the curriculum or relationships with 
University staff or other students. They may be financial, associated with 
accommodation, illness, relationship breakdown, mental health difficulties, acculturation 
issues, homesickness, alienation, violence, confidence, bereavement, pregnancy. Many 
of the University’s students are from poorer neighbourhoods and may be the first 
generation in their family to go into higher education. 

5. The complexity relates to the often multiple nature of problems, and the academic, 
financial and personal vulnerability linked to the difficulties the student faces in resolving 
them, given the intellectual demands of higher education. 

6. Student Support, with its constituent teams of Health and Wellbeing, Student 
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Engagement and Mitigation (SEAM), and Student Money Advice working together with 
Community and Faith, the Student Information Desk (SID) and the Students’ Union 
(Beds SU) to provide students with an important point of reference, promoting the 
support services that they can access when and if they require them. 

7. The main focus of the SEAM team is on student retention. The team provides 
confidential support for students and can also refer students to other support services 
such as Counselling, Mental Health Support and Money Advice. The team can liaise 
with the faculties and Personal Academic Tutors (PAT), to ensure the student is 
supported holistically. 

b Monitoring engagement 

8. The Student Engagement team support the Personal Academic Tutoring system and the 
PAT Admin software is used to connect PATs and Student Support. This ensures that 
PATs are able to raise any concerns and actions taken in relation to their tutees. This 
allows a coordinated and holistic approach to be taken regarding an individual’s support. 

c Personal Academic Tutors: the role of coaching 

9. Personal Academic Tutors provide an embedded aspect of the University’s support for 
student achievement. The scheme is shaped to support the University’s strategic plan 
objective to improve ambition and attainment among its students. Led by the Deputy 
Vice Chancellor (Academic) the PAT scheme represents an important culture change 
shifting the responsibilities of the Personal Tutor toward the more specific and 
circumscribed role of academic coach. This does not preclude the remedial, with the 
delivery of learning support and hand holding, but its real value lies in encouraging and 
maintaining the motivation of students, helping them to achieve the best they can. 

10. Personal Academic Tutors are supported in their work by the Student Engagement 
team, who help students to unpick the non-academic problems that would otherwise 
impede engagement, progress and achievement. 

11. Academic staff who are appointed to the role of Personal Academic Tutor are provided 
with training and other forms of support. Faculty Associate Deans (Student Experience) 
are the points of contact for academic enquiries about the scheme and the Student 
Services Operations Manager for those arising from professional services. 

12. The scheme is monitored and reviewed by the Retention and Performance Action Group 
(RPAG) to ensure that it achieves optimal effectiveness. 

d StAR Boards 

13. Student Attainment and Review (StAR) Boards are held twice in the annual cycle of 
each entry cohort at level 4 to monitor student engagement and agree actions to support 
engagement in cases in which such support is deemed necessary. The first StAR Board 
takes place around eight weeks after a cohort’s teaching start. The second StAR Board 
is held in term two of a cohort’s annual study plan, after any mid-year examination 
period. 

14. StAR boards are chaired by the appropriate Head of School (or Portfolio Leader) and 
involve Portfolio Leader(s) and Course Coordinators and staff members of the core 
Course Team, as appropriate to enable effective monitoring of student engagement 
(agreed by Portfolio Leader). A representative of Student Support and a Registry 
administrator also attend. Action notes, rather than minutes, are taken, sufficient to the 
task of identifying and monitoring completion of actions. Actions for Personal Academic 
Tutors are communicated to the faculty and normally recorded on SITS. 

15. The first StAR Board considers evidence of student retention and engagement in the 
early weeks of the academic year and identifies actions being taken to deal with 
students perceived to be at risk. Discussions draw on evidence including;- 
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 assessment deadline(s) already missed 

 non-attendance at a level that, within the course attendance pattern expected on 
the course, may indicate disengagement 

 mitigating circumstances lodged 

 non-engagement with University systems such as BREO 

 financial or other sanction or suspension 

 other indicators relevant to the students and/or the provision. 

16. The purpose of the second StAR Board is to consider what action may be taken to 
support students whose profile at the semester-based portfolio board indicates that they: 

 have a grade profile that indicates borderline performance between two final 
award levels, and might benefit from advice on how to maximize their 
performance; 

 require advice on their performance to date and its implications for their final 
result, with advice on any options for action available to them to recover their 
academic standing; 

 have been identified as having mitigating circumstances impacting on more than 
one final assessment, and so may benefit from advice on recovering their 
academic standing; 

 are partially or entirely disengaged. 

17. The StAR Board may identify actions including additional support from personal 
academic tutors or referral to Student Support. 

e Mitigating circumstances 

18. The Student Engagement and Mitigation Team (SEAM) is the only team able to grant 
students extensions and reassessments, and make decisions on all applications for 
mitigating circumstance (whether short or long term mitigation). Decisions are based 
upon the extent to which the application meets the mitigating circumstances criteria. 

19. Students must complete the mitigating circumstances form with the full assessment 
details (unit code, assessment number and assessment date) to apply for mitigation. 
Electronic copies of the form are available on the website and BREO. Paper copies are 
available from the SiD desk or Student Support Reception. Students can submit their 
completed form by email to mitigation@beds.ac.uk or in person to SiD/ the Student 
Support Reception. 

20. All mitigating circumstances applications must be made prior to or on the submission 
date of the affected assessment. Retrospective applications will only be considered in 
exceptional circumstances. Evidence may be produced after the submission point if it is 
not available at the time of submission. Evidence must be submitted as soon as it is 
available, and prior to the Exam Board cut off point. 

21. The specific mitigation granted to a student will be determined after consideration of the 
timing and impact of their mitigating circumstances. The supporting evidence supplied 
as part of the application will be a key factor in determining the most appropriate 
extension or support awarded. 

22. SEAM cannot intervene to improve a grade. This means that the grades for all 
submitted assessments will remain unchanged. 

Extensions 

23. Extensions may be awarded on assessments such as reports, essays or research 

mailto:mitigation@beds.ac.uk
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proposals. The maximum short term extension that can be awarded is 14 days from the 
original submission date. 

24. The maximum short term extension that can be awarded for a dissertation is 56 days 
from the original submission date. 

25. All extensions are calculated from the original submission date for the piece of work and 
this includes all calendar days (including bank holidays). The actual length of extension 
awarded is dependent on the information provided in the supporting evidence that the 
student submits. 

Re-assessment opportunities 

26. There are circumstances where an extension is not appropriate; this includes but is not 
restricted to the following situations: 

 The assessment was a one-off opportunity such as an exam or a presentation; 

 The supporting evidence demonstrates that the student has been disadvantaged 
for more than 14/56 days during the assessment period; 

 The student has valid reasons why they couldn’t produce evidence or submit a 
mitigating circumstances application within the normal extension timeframes and 
the maximum extension time has then passed. 

27. In these cases one of the following reassessment opportunities may be awarded to the 
student: 

 RE1 another attempt at an exam without penalty, which is a formally booked 
sitting within the next available centrally operated examination period 

 RA1 another attempt at a timed or in-person assessment without penalty, at the 
next occasion that the same assessment is operated within that same unit 

 RA1 another attempt for an assignment without penalty, at the next University 
submission point for resubmitted assignments or the next deadline for the same 
assessment within the same unit (whichever is earlier) 

 RE(D-) another attempt at a referral exam with penalty, which is a formally 
booked sitting within the next available centrally operated examination period 

 RA(D-) another attempt at a referral assignment or timed/ in-person referral 
assessment with penalty, at the next University submission point for resubmitted 
assignments or occasion that the same assessment is operated within same unit 

 dissertation re-assessment: if there is evidence of significant, long-term mitigating 
circumstances a student may be offered a referral opportunity on their 
dissertation. This may either be awarded as a referral opportunity marked without 
penalty or with the grade capped. 

Appeals against mitigating circumstances decisions 

28. Normally the decision of SEAM is final. However, there is an appeals procedure that can 
be followed if a student feels strongly that the decision taken on their application was 
unfair or additional information has become available. 

29. The first informal step is to talk through any issues and discuss why the claim was 
unsuccessful with a Student Engagement Advisor. 

30. If the student is not satisfied after this discussion and would like their case to be re- 
considered, the student should write to the Senior Engagement Advisor prior to the 
mitigation cut-off deadline for the relevant Board of Examiners. The Senior Engagement 
Advisor may seek further information from the student and discuss the case with the 
Student Services Operations Manager before making a decision. 
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31. If the application is reconsidered and turned down, and the student is still dissatisfied 
with the outcome, they can appeal under the University’s Academic Appeals process. 

32. Normally SEAM will consider all applications for mitigating circumstances. The only 
exception is when a Board of Examiners is due to meet resulting in is an administrative 
cut-off date for applications to be finalised and evidence to be received. If a student 
has mitigating circumstance and has been unable to apply before the cut-off for 
applications, to follow the University Academic Appeals Process.  

f Withdrawals and interruptions of study 

33. All students are advised to speak to a Student Engagement Advisor if they are 
considering withdrawing or interrupting their studies. This ensures that all students have 
the opportunity for a confidential discussion relating to their options and the implications 
of their decision. 

34. Although this action is recommended the withdrawal/interruption form can be processed 
without an engagement appointment taking place. 

35. The International Office will advise on and authorise withdrawals/interruptions for 
international students. 

36. The final decision on whether an interruption is authorised lies with the 
faculty/International Office as appropriate. 

37. An interruption for a single academic year can be requested on any grounds and no 
evidence of the student’s circumstances is required for home and EU students. 

38. If a student wishes to interrupt for a second consecutive year this will only be granted in 
exceptional circumstances. Students are required to provide evidence of their 
circumstances to SEAM, or for international students to the International Office. The 
application and the evidence will be considered by the Senior Engagement Advisor and 
the Student Services Operations Manager to determine if the interruption can be 
processed. 

Timing of interruption 

39. Students can only interrupt assessment points prior to the submission deadline. They 
cannot retrospectively interrupt something they have or haven’t done. In these cases, 
mitigating circumstances may apply. 

Impact of interruption on academic results and work outstanding 

40. All submitted assessments are deemed to be complete. This means that any units for 
which one or more assessments have been completed or not submitted should be 
considered by the next Board of Examiners. To prevent the student being failed after 
interrupting, due to an incomplete unit appearing on their record, an interruption code 
(IN) will be added to the SITS record (to mark an interruption prior to that assessment 
deadline). 

41. When a student interrupts their studies they are interrupting all outstanding 
assessments and academic work still to be completed until their agreed return date. 
They cannot interrupt individual assessments. 

42. Students need to be aware that they do not have the opportunity to improve their grades 
via an interruption of studies. As an example Unit A has 3 assessment points. If a 
student has submitted assessments 1 and 2 these are considered complete regardless 
of whether or not an exam board has considered the unit. If they interrupt prior to the 
submission date for assessment 3 the student will only be eligible to complete 
assessment 3 on their return. They will need to pay for the unit again and they are 
eligible to attend the teaching. However, their grades for assessments 1 and 2 will stand 
and they will only submit assessment 3. If the unit has undergone a material change or 
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is no longer offered in the year when they resume their studies the student will need to 
complete a new unit from scratch. Students need to be aware of this risk and will need 
to confirm this on the interruption form. Students should be directed to their faculty if 
they wish to discuss this aspect in further detail. 

43. If a unit has not yet started or the student hasn’t submitted (or missed) any assessments 
the unit would be restarted when they return to their studies. 

44. A student can interrupt their referrals providing they have not completed or missed any 
of their referrals for any units. They need to complete all or none. If they interrupt prior to 
the referrals they would then return at the next equivalent opportunity i.e. if they 
interrupted in August 2014 then they would return in August 2015 to complete the 
referral opportunity. 

 
10.3.2 Developing skills 
a Employability 

1. Employability is a key strategic driver for the University with key targets in the strategic 
plan. The University has launched an employability commitment; ensuring relevant 
employability activities are available through the curriculum and through co-Curricular 
and extra-curricular opportunities. 

2. Employability within the University is led by the Vice Chancellor. The Head of Careers 
and Employability Service and the Director of Academic Development also take a 
strategic lead. The Employability Action Group meets regularly to drive forward the 
employability agenda and is made up of members from professional services and 
academic departments. 

3. The Careers and Employability Service co-ordinates and delivers volunteering activities 
for students both with the university and externally with the community. 

4. Graduate Outcomes. The Careers and Employability Service work closely with 
departments ensuring students and alumni are informed of all opportunities available to 
them and ongoing support once they have graduated. The Careers and Employability 
Service is structured into three main teams: 

 Employability Advisors: provide support to academic staff by providing labour 
market information; delivering in-curriculum employability sessions and advice on 
how to ensure courses remain relevant to meet employers’ needs. The 
Employability Advisors also provide expert, impartial advice to students via daily 
drop-in service or bookable appointments as well as conducting mock-interview 
and assessment centre activities to support students in preparation for 
recruitment processes. They are also responsible for building and maintaining 
relationships with employers ensuring internship, placement and permanent 
opportunities for our students and introducing employers to academics so that 
they can get involved in curriculum and course design. All Employability Advisors 
hold a careers guidance qualification. 

 The Employability Advisors manage specific caseloads to support final year 
students and graduates providing twilight guidance sessions to suit availability 
and coaching to both students and graduates through employability Skills 
Awards. 

 Recruitment Services: act as an internal recruitment consultancy for students, 
advertising roles and short-listing on behalf of employers. The team also provide 
support, guidance and coaching to support students in preparation for interviews 
and assessment centres. The recruitment team build relationships with 
employers to ensure opportunities are made available to students. 
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 Student Development and Awards team: work with all courses that have a year- 
long sandwich placement option to ensure the quality of placement opportunities 
available. Over 90 of our undergraduate courses now offer a ‘With Professional 
Practice Year’ option. The team provides a 4-year programme of support to all 
Professional Practice Year students, working with them from day one in 
preparation for their Placement Year through to integration back into University 
for their final year. They offer a daily drop-in service for all Placement related 
enquiries from students split across the Luton and Bedford campuses. The SDA 
team is also involved in all new course approvals where there is a Placement 
element embedded into the course. 

5. The embedding of employability skills into the curriculum is tested through course 
approval (see Quality Handbook Chapter 2). To ensure best practice and standards are 
maintained, the Careers and Employability Service is a member of the Association of 
Graduate Careers Advisory Services (AGCAS); National Association of Students 
Employment Services (NASES), The Work Based and Placement Learning Association 
(ASET), Higher Education Careers Services Unit (HECSU) and the Institute of Student 
Employers (ISE) They also work closely with Luton Borough Council, Bedfordshire 
Police, the local Chamber of Commerce, Federation of Small Businesses and the CBI. 

6. The service offers an online Level 6, 7, PG and graduate career learning package to 
support leavers into work or further study. This is accessed through Careersonline and 
the webpage 

7. The services are promoted to current students via the careers website, induction weeks, 
links on BREO, email marketing; lecture shout-outs, leaflets, posters, banners, the 
Careers Service window display, digital screens throughout the University, the SU 
Handbook, University magazines and social media. 

8. The services can be accessed via group sessions, individual guidance and coaching. 
The team also work with some students via Live Chat, Skype and Blackboard 
Collaborate in order to provide guidance to students unable to make it onto campus. 

9. The service is monitored via Tell Us feedback and monthly performance indicators 
which record the number and type of sessions delivered, the number of guidance 
sessions provided, the number of employer interactions, the number of events and the 
number of students and graduates placed into part time or full time work or placement 
opportunities. 

b Information literacy and academic skills 

10. The Deputy Vice Chancellor (Academic) provides strategic oversight of the library 
service and academic and IT skills development with the Director of Learning Resources 
and Service Excellence providing a strategic lead. The scoping of these services is the 
responsibility of several departments working together, with the primary contribution 
coming from Learning Resources and the Centre for Learning Excellence. 

11. The Professional and Academic Development team (PAD) provides a number of 
operational strands intended to enhance the quality of the one to one services that 
students can access and the delivery of academic skills through the curriculum. 

12. PAD provides targeted support for specific student groups, for example transition into 
higher education for students with lower entry qualifications. 

13. The delivery of information literacy, academic skills and learner development are all 
tested through course approval and review (see Quality Handbook Chapter 2 and 4). 

14. Learning Resources complements skills delivery in the curriculum using the following 
teams: 
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 The PAD team offers a range of services to enhance student academic skills for 
study in higher education and employability. These include supporting writing, 
maths and study skills. 

 Computer Skills Trainers work in the context of Learning Resources to ensure 
that students using the facilities have recourse to one to one support, workshops 
and computer literacy training to enable them to access the facilities effectively. 

 The Academic Liaison Librarians team provide comprehensive in-curriculum 
information literacy programmes. Content includes: information needs, resource 
identification, evaluation techniques and ethical use of information. 

15. Learning Resources and Service Excellence gained the Cabinet Office Customer 
Service Excellence standard in November 2016. To ensure best practice and standards 
are maintained professional staff involved in teaching and learning are encouraged to 
maintain membership of the Higher Education Academy. The academic liaison 
librarians of the Chartered Institute of Library and Information Professionals (CILIP), 
and the PAD Team members are encouraged to obtain Certified Practitioner / Certified 
Lead Practitioner status from the Association for Learning Development in Higher 
Education. The University maintains its membership of the Society of College, National 
and University Libraries (SCONUL) and participates in regional and national initiatives 
promoted by JISC. 

16. The Professional Teaching Scheme (PTS) CPD Programme has content designed and 
delivered by the Academic Liaison Librarians and Professional Academic Development 
Tutors to provide academic staff with learning opportunities to develop their skills and 
knowledge of learning resources services (such as building reading lists, developing 
academic skills, information literacy, and contributing to course approval and periodic 
review) that can support the learning experience. 

17. The Information Literacy Guidelines for academic staff identify the wide range of 
learning opportunities provided by the Academic Liaison Librarians that can be 
embedded into the curriculum through the whole of a course. 

18. Services are monitored via Tell Us feedback and monthly performance indicators which 
record the number and type of sessions delivered. A five level evaluation framework is 
used by the Professional Academic Development team to ensure a consistent approach 
to monitoring and reviewing all service interactions with students. 

19. The Academic Resources and Reading Strategy (ARRS) provides a rationale for how 
Learning Resources and associated services (Centre for Learning Excellence) will 
undertake actions to enhance both the availability and access to required reading but 
also evaluate the impact and use of resources by students to inform future services 
developments. 

c. Study Hub@Library 

20. Skills development is promoted to students through the concept of Study Hub@Library. 
The Study Hub@Library service brings together the academic skills, IT training and 
information literacy learning provided by the Academic Liaison Librarians, Computer 
Skills Trainers and Professional Academic Development Tutors. The service is delivered 
digitally via BREO and the learning resources webpages (LRWeb) and physically in all 
University campuses as advertised. 

21. The open access aspect of the guidance on Study Hub@Library via LRweb and the 
reading lists software (www.readinglists.beds.ac.uk) provides pre-arrival students with 
the opportunity to identify the range of support and guidance available to them and the 
type of material they will be expected to read. 

http://www.readinglists.beds.ac.uk/
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10.3.3 Services for students with disabilities 
1. The Equality Act (2010) places a duty on higher education institutions to make 

anticipatory adjustments to their provision as well as implement ‘reasonable 
adjustments’ for individual students. These adjustments should encompass the whole of 
a student’s experience from pre-entry to graduation. University policy recognises that 
academic achievement amongst students with disabilities can wholly depend on 
anticipatory adjustments. 

2. Responsibility for supporting students with disabilities lies with: 

 Academic staff, who have an anticipatory duty in relation to disabilities and are 
required to consider the impact of their curriculum and delivery methods on 
students who have disabilities. The Professional Teaching Scheme CPD 
Programme includes advice on accessible and inclusive teaching methods; 

 Health and Wellbeing Advisors who provide the professional support service for 
students with disabilities, administering a formal sequence of contacts with 
students leading to the construction of an individual Learning and Teaching 
Support Agreement (LTSA). The Health and Wellbeing Team (Disability Support) 
is also responsible for communicating the LTSA to academic staff; 

 Every member of University staff must take steps to ensure compliance with the 
Equality Act, enabling the University to discharge its responsibilities sensitively and 
with due regard to the issues of data confidentiality. 

3. Compliance is ensured by adapting to changes in disability legislation in connection with 
Student Finance England/ Disabled Student Allowances and consulting with 
professional organisations and monitoring best practice elsewhere in the sector. 

4. The Health and Wellbeing team attends open days, HE fairs and outreach and 
transition events to advise applicants with disabilities and support the admissions 
process by providing guidance on applications from students with disclosed 
disabilities. 

a Individual support 

5. Students with disclosed disabilities are contacted before they arrive at the University to 
allow individual support to be put in place before they begin their course. This includes a 
Learning and Teaching Support Agreement (LTSA) and a Personal Emergency 
Evacuation Plan (PEEP), where appropriate. This information, with the student’s 
permission, is included on their student record and can be accessed by unit tutors, the 
Library, faculty administrators and the Examination Office. 

6. Students are asked to provide evidence of their disclosed disability or Specific Learning 
Difficulty. Any evidence claiming a disability submitted by students must meet the 
University’s requirements (for example GP or consultant’s letter). Students who have a 
Specific Learning Difficulty such as dyslexia must provide a diagnostic assessment 
report completed by a Chartered Educational Psychologist or Specialist Dyslexia 
Teacher (Patoss or equivalent). If the University considers that the evidence does not 
meet the prescribed requirements then the student may be asked to provide further 
evidence or have a re-assessment. The Health and Wellbeing Team (Disability 
Support) can provide advice on how to obtain appropriate evidence. 

7. Students are supported throughout the duration of their course and their support is 
reviewed annually or when their support needs change. Changes are written into a 
revision of the Learning and Teaching Support Agreement and will be communicated to 
academic staff. 

8. Students with disclosed disabilities are eligible for the following additional library 
services: individual assistance; unlimited renewals; waived fines; training and support in 
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the use of assistive software; specialist software and equipment. 

b Students who ask for support but cannot provide evidence of a disability 

9. Students who approach the University for disability-related study support believing that 
they may have a Specific Learning Difficulty such as dyslexia will be offered screening 
and, if indicated, recommended for a full diagnostic assessment. Students will pay a 
contribution to the diagnostic assessment and should contact the Health and Wellbeing 
team for further details. Students in financial hardship can apply to the Access to 
Learning Fund for financial support. 

10. Where a student presents with support needs relating to a medical condition, sensory 
impairment or a mobility difficulty, they will be advised on how to obtain acceptable 
evidence. 

11. Once a student has obtained appropriate evidence, they will be advised on how to apply 
for Disabled Student Allowances. Where a student is eligible, they will attend a Study 
Needs Assessment. The student’s learning support needs are assessed and 
recommendations are made for reasonable adjustments. 

12. For students with complete assessments, the information contained in their LTSA will be 
recorded on their student record and can be accessed by their unit tutors, the Library, 
faculty administrators and the Examinations Office. This agreement will also include any 
examination access arrangements for that student. 

13. Students who are waiting for an assessment or unable to access funding for additional 
support will be referred to the Study Hub for one to one or workshop based support. 

c Teaching and learning 

14. The University has an ‘anticipatory duty’ under the Equality Act (2010) to provide a 
learning environment that is accessible to disabled students. 

15. The design and implementation of teaching and learning strategies and activities should 
recognise the entitlement of disabled students to participate in all activities provided as 
part of their programme of study. 

16. All students with an evidenced disability will have a Learning and Teaching Support 
Agreement that describes the reasonable adjustments that will support their learning at 
university. These are written by the Health and Wellbeing Team (Disability) and are 
based on evidence provided by the student. With the student’s permission, these are 
recorded on their student record. This information can be accessed by their unit tutors, 
the Library, faculty administrators and the Examinations Office. It is expected that the 
reasonable adjustments are implemented by the teaching department. Additionally, the 
student may also be eligible for support from Disabled Student Allowances (DSA). 
These typically pay for assistive technology, non-medical helper support such as a 
specialist study skills tutor, the costs of additional consumables and travel costs. 
International and EU students are not eligible for DSA and are advised to contact the 
Health and Wellbeing Team (Disability) to discuss their support needs. 

17. The aim of reasonable adjustments to course work, examination and assessment 
arrangements is to enable disabled students to fully demonstrate their ability. This does 
not change the purpose of the assessment but may alter the form. Academic standards 
must be maintained and reasonable adjustments for disabled students should be made 
as an anticipatory measure. Alternative forms of assessment should be considered at 
the approval or re-approval of courses or units. It is considered good practice to offer a 
range of types of assessment so as not to indirectly discriminate against particular 
groups of students. It should be noted that the requirements of some professional 
organisations may dictate the form of any assessments conducted by the University. 
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d Reasonable adjustments in relation to lectures 

18. The following are considered reasonable adjustments for academic departments to 
make in relation to lectures. These reflect good teaching practice for all students. If the 
provision is not in place in a timely and appropriate manner, disabled students who are 
disadvantaged as a consequence may have the basis for complaint and ultimately 
recourse to the law under current equalities legislation. 

 Lecture notes should be available in advance and in an electronic format unless 
specifically requested in a different format. 

 ‘Information’" does not just mean course materials. It includes every 
correspondence with a student, such as reminder letters and posters about room 
changes. 

 Some disabled students may prefer to record lectures rather than take written 
notes. This is a useful and increasingly common practice enabling them to gain 
full advantage from their course, which might otherwise be inaccessible to them, 
for example when it is painful or causes discomfort for a student with a chronic 
medical condition to sustain handwriting even for a short period of time; or for 
students who find it difficult to concentrate for lengthy periods. 

The recordings are usually made by an audio recorder. Students who use such a 
device are usually identified by the reasonable adjustments described in their 
Learning and Teaching Support Agreement (LTSA). They are asked to sign an 
undertaking that the recording will be deleted after notes have been taken and that 
the University retains the copyright of the material contained in the recording and 
should not be shared. 

 In some instances, the student may be provided with a visual recorder. The same 
conditions apply as described above. The University is moving towards the audio 
recording of all lectures (Panopto). This is considered good practice as it 
removes the need for arrangements to be made for individual students and 
provides an inclusive environment for all students. 

e Reasonable adjustments in relation to coursework 

19. Reasonable adjustments to assessments are put in place to enable all students to have 
opportunity to demonstrate their ability. It is recognised that an individual student’s 
difficulties may not be fully accommodated by such arrangements. Some disabled 
students may require an alternative form of assessment for coursework; this should 
have been addressed at the course approval stage (see above). In these instances, it 
is recommended that there should be a consultation between the academic 
department, the student and the Health and Wellbeing Team (Disability), to determine 
the most appropriate method of assessment. 

20. Where the nature of the disability is such that a variation in assessment is necessary, 
any alternative form of assessment must be of the same standard and present a 
comparable level of challenge, and must enable the learning outcomes of the unit to be 
demonstrated. 

21. The University acknowledges that the production of written work may present particular 
challenges for some students. The University has published inclusive marking 
guidelines to ensure that students with language difficulties including those with Specific 
Learning Difficulties such as dyslexia are not unduly penalised in the assessment 
process (see Quality Handbook Chapter 8). 

22. Students should not be required to disclose a disability on cover sheets for coursework 
in order to allow them the same opportunities for anonymity that are available to other 
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students. However, where there are requests for alternative forms of assessment, 
relevant staff may have to be informed of the nature of the disability. 

23. Examples of alternative forms of assessment which may be considered when devising 
assessments are: 

 Oral presentation of work in the form of vivas. Both staff and students will benefit 
from training in the use of vivas to meet the learning outcomes of courses if this 
is the agreed mode of assessment; 

 When recommended, the option of presenting coursework instead of doing 
examinations (for example, where a student has a recommendation of 100% 
extra time for examinations but has a physical condition that would exhaust them 
over such a time period); 

 Examinations with an open book provision, for example for students who have 
significant memory difficulties; 

 Audio or video presentations for students who find direct presentation difficult (for 
example due to expressive language difficulties); 

 Mind-mapped or visual presentations; 

 Projects and practical work with a smaller written component as alternatives to 
dissertations; 

 Portfolios or presentations as alternatives to essays; 

 Short answer responses as an alternative to essays. 

24. Extensions to deadlines may be deemed a ‘reasonable adjustment’ for some students. 
Where this applies, it will be described in the student’s LTSA. It is the responsibility of 
the student to apply for mitigation in advance of the published deadline. 

f Examinations 

25. The Health and Wellbeing Team (Disability) make recommendations for examination 
access arrangements based on the evidence provided by the student. These 
recommendations are included in the student’s LTSA and communicated to the 
Examination Office who will implement the recommendations. Once approved, these 
arrangements will be maintained throughout the period of their course with the 
opportunity to review arrangements annually. 

26. These arrangements must be in place at least six weeks before the examination period. 
Additionally, the deadline is published via email and BREO to capture those students 
who do not receive support from the Health and Wellbeing Team but may have a 
disability that entitles them to such support. A reminder is also published to the plasma 
screens for the main examination periods (January and May/ June). 

27. Reasonable adjustments to the examination process will be implemented within the 
following range: 

o Additional time allowances: the extent of additional time allowances will 
depend on the requirements of the individual student. This typically ranges from 
25% to 50%; 

o Rest breaks: in general 10 minutes per hour of the examination may be allowed 
for rest breaks. These may be taken when required by the student and timed by 
the invigilator (‘stop the clock’ breaks). Time permitted for rest breaks is strictly 
’pen down’ time; 

o Reading time: time may be allocated for reading through the question paper and 
any additional materials. This additional time is also strictly ‘pen down’ time; 
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o Flexible start times: in exceptional circumstances, with the agreement of the 
Examination Office, students may be permitted to start the examination earlier or 
later than the scheduled time. In these cases there would be a requirement for 
students to be supervised before or after the examination for security reasons; 

o Modification of printed examination papers: students may require question 
papers to be made available in alternative formats, e.g. in enlarged print, Braille. 
All question papers and answer booklets are now provided in cream paper; 

o Personal Assistance: students may require a scribe (or ‘amanuensis’). 
Additional time will be required for examinations dictated to a scribe and a 
separate room will be required for the examinations; 

 Students may require the questions to be read out to them by a Reader; 

 Students who are D/deaf may require a communicator. Those who use sign 
language may require an interpreter at the beginning and end of an 
examination if instructions are delivered orally. Some students may require 
an interpreter to ‘read’ the questions to them in British Sign Language (BSL). 
Any additional time required will be factored into their access arrangements; 

 Students may be accompanied by a personal carer. Arrangements should be 
made for them to be able to sit in close proximity to the student; 

o Equipment: where the use of a computer is specified as an adjustment for 
written papers, standard computers and printers will normally be provided by the 
University. Additionally, specific equipment may need to be available to the 
student in an examination, e.g. ergonomic keyboard, large screen monitor, 
screen reader, or non-programmable electronic spellchecker. Where the 
student’s needs are unusually complex and therefore more specialist software or 
hardware is necessary, the student may be permitted to use their own equipment 
under the endorsement, and at the discretion, of the Examination Office. In such 
circumstances the University reserves the right to make a technical examination 
of the equipment for security purposes and to set parameters for usage; 

o Furniture: students may require ergonomic furniture rather than the standard 
furniture provided, e.g. a chair with support arms or back rest, a book holder, an 
adjustable height table. 

g Placements, study visits and field work 

28. The University and the placement provider both have responsibilities and often have 
overlapping duties to students on placement, regardless of whether a placement is 
arranged by the academic department or the student themselves. The responsibility to 
ensure that students are not disadvantaged on placement falls on the University. 
However the responsibility to make reasonable adjustments for disabled students 
ultimately resides with the placement provider. This may require continuous negotiation 
between both parties. Academic departments need to be very clear about the core 
requirements of courses and ensure that placements, study visits and field work are 
appropriate in this regard. Where these are integral to the course, under the ‘anticipatory 
duty’ section of the Equality Act (2010), the requirements of students who have a 
disability need to be considered at the planning and approval stages. 

29. Many vocational/professional courses combine campus-based study with an integral 
work placement. Early communication with the student prior to the placement being 
selected and confirmed is necessary to identify what needs are to be considered. With 
careful planning and monitoring, most work placements, field trips or study visits abroad 
can be accessible to the majority of disabled students. 
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30. Placement coordinators should be alert to personal (for the student) and legal (for the 
University) issues surrounding disclosure of information about a student’s disability to a 
placement provider. The student may need support in deciding whether or how to 
disclose a disability and the University may have a legal obligation to pass on this 
information. Advice on this issue can be sought from the relevant professional body, 
and/or the University’s Legal Services department. 

31. Checklist for consideration: 

 Have work placements, field trips and overseas partner institutions been audited 
for accessibility? Are tutors aware of the barriers that particular venues or 
activities may pose for disabled students? For example the geographical and 
physical location needs to be taken into account; can the student safely travel 
distances? 

 Are field trips or visits abroad organised to places that are accessible? 

 Are students given a further opportunity to disclose a disability as visits and 
placements are being organised? Are they asked about any particular needs? 
Has the Health and Wellbeing Team (Disability) been consulted for advice on 
suitable adjustments? 

 Are disabled students supported in finding placements that meet their 
requirements? Is the pace and/or pattern of work taken into account. For 
example, can placement hours completed over an extended period be 
accommodated? 

 Has the availability of local health services/care providers been established 
should the student need to access them? 

 Are arrangements made to ensure that the student can take personal assistants 
or assistive technology with them where necessary? 

 Has it been established whether the student can deal effectively with 
administrative tasks that may be required and the volume of reading or writing 
required? 

 Has additional consideration been given to any health and safety risks? 

 Have work placement providers or overseas partner institutions received training 
in disability equality or how to work with disabled students? 

 Where placements or field study opportunities cannot be made accessible, what 
alternative learning opportunities are available (for example, virtual field trips)? 

 Are placement providers or overseas partners clear about who will take 
responsibility for making adjustments and the range of adjustments they may 
need to anticipate? 

32. On completion of the placement it is advisable that placement supervisors obtain 
feedback from the student and record any disability specific issues, for example, the 
successful implementation of any reasonable adjustments and any suggested 
recommendations for future placements and field activities. 

h Other sources of information 

33. The Higher Education Academy and the Equality Challenge Unit (now Advance HE) 
have produced Disability Legislation; practical guidance for academic staff (2006, 
revised 2010). This document provides academic staff with clear information about 
how to apply disability legislation to teaching and learning. It draws on a host of 
resources from across the sector and signposts examples of issues and good 
inclusive practice when teaching disabled students. 



Page 21 of 21 
 

Quality Handbook Chapter 10: Student support 

QAP0423 

http://www.ecu.ac.uk/publications`/disability-legislation-practical-guidance-for-academic- 
staff-revised 

http://www.ecu.ac.uk/publications/disability-legislation-practical-guidance-for-academic-staff-revised
http://www.ecu.ac.uk/publications/disability-legislation-practical-guidance-for-academic-staff-revised

