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INTRODUCTION

This handbook is designed to provide you with information relevant to your academic programme of studies and to relate this to University College Winchester policies and practices. The handbook is produced by Registry and is intended to supplement information provided to you by your School or Programme.

It is important that you keep this document for future reference. You should also familiarise yourself with the ‘Common Academic Regulations for Undergraduate Programmes of Study: September 2004’. These will have been issued as part of your induction : if you do not have a copy please contact your Course Leader in the first instance. 
The College is keen that students take responsibility for their learning and there will be occasions when you are asked to make important decisions about the precise nature of your programme of studies. Whilst staff will advise you, it is ultimately your decision and you should ensure that you are in a position to make informed choices which meet both your own preferences and the College requirements for the qualification you wish to gain at the end of your studies here. This handbook should be used as part of this informed decision making process.

We hope that you will have a happy and successful time at the College, both academically and personally. Our aim is to help you towards this. 

If you experience difficulties of any sort, do not ignore them in the hope that they will disappear. Let someone know, as early as possible: then we will be able to help you. The responsibility in these matters ultimately rests with you.  We will, of course, do our utmost to help, but can only do so if you help us to help you.

Who to inform if you…

	Change your term-time and/or home address
	advise Social Sciences School Office  or Registry 

	Change your name (original proof required)
	advise Registry

	Intend to withdraw/take a break from your programme of study
	advise Registry

	Intend to change your programme or subject
	advise Registry

	Intend to change one or more modules
	advise your School Office

	Intend to transfer to another institution
	advise Registry

	Have special requirements for your study/exams
	advise Student Services

	Require proof of student status
	contact Registry


If you require any assistance or advice on any of the above procedures, please contact your Course Leader.

SOURCES OF ADVICE

The Personal Tutor Scheme

You will have been assigned a Personal Tutor when you enrolled.   We hope that you will find this person helpful and have the opportunity to meet her/him regularly.   Personal Tutors may not be able to answer all your questions directly, but will be able to advise you as to who is in the best position to help.
The title ‘Personal Tutor’ is reasonably self-explanatory. This is the member of staff allocated to you as your first point of contact should you have any questions and is particularly important during your first semester as they can offer you guidance, support and advice on general matters or is someone to approach in a crisis, whether this is an academic or personal problem. Tutor may not be able to answer all your questions directly, but will be able to advise you as to who is in the best position to help. You are recommended to see your tutor at the beginning of each semester. 

Your Personal Tutor is the person responsible for acting as your advocate should the need arise and is the person responsible for drafting a reference for you for part-time and/or vacation work whilst you are a student and, most importantly, when you leave University College Winchester. As a new student the need for a reference may seem a long way in the future, however if you elect not to take advantage of the Personal Tutor Scheme we will not be able to provide anything more than confirmation of your academic record to potential employers.

Should your query be module or programme specific you may prefer to approach the Programme Leader or the person responsible for teaching the module.

The Programme Leader is 
   Professor Mike Hart   e-mail:  Mike.Hart@winchester.ac.uk Tel: 01962 827379
The Programme Administrator is
Gill Beck   e-mail:  Gill.Beck@winchester.ac.uk   Tel:   01962 827323
Opening times may vary during vacation time.   You will be notified of any changes by the Course Leader.
Central administration

There are various administrative departments within the College from which you may seek advice and assistance. Both academic and administrative staff concerned with your programme of studies will direct you to those departments as appropriate. Please do not hesitate to contact staff in one of the central departments if you think they may be able to help with your particular question or situation.

SUMMARY OF IMPORTANT DATES AND DEADLINES

Please note that these dates are correct at the time of printing but may be subject to change. Any changes will be notified via the College Intranet and School notice-boards.  

Further information about these events and procedures are contained in this Handbook but if you have any queries, please seek advice from staff in your School Office or Registry.

	Date
	Event

	Tuesday, 1st February 2005
	Induction (King Alfreds Campus)

	Monday 17 January - Friday 4 February 2005
	Semester 1 Assessment Period including formal exams 

	Monday 7 February 2005
	First day of semester 2



	Friday 18 February 2005
	Deadline for changing modules for semester 2

	Friday 11 March 2005
	Special needs for exams - deadline for agreeing any special arrangements that you require for semester 2 exams with the Disabilities Advisor in Student Services.

	Monday 25 April 2005
	Exam timetable for semester 2 published during this week

	Tuesday 30 May – Friday 17 June 2005
	Semester 2 Assessment Period including formal exams 

	Friday 17 June 2005
	Last day of the academic year 2004/05.  

Deadline for advising Registry of any change to your Home address, where your results will be posted after the Examination Boards have been held.

Deadline for submitting Concessions Applications for work affected during 2004/05 to your Home School Office


FLEXIBILITY OF THE PROGRAMME

The Foundation Degree is designed to enable you considerable flexibility in the ways you plan and structure your studies. Normally students should be able to progress during a period ranging between two and five years. As the programme is being delivered in part-time mode for the first year of its operation, you should anticipate a minimum of two years being required for you to graduate. Speedier progress may be possible if you qualify for accreditation of prior learning.

AIMS OF LEVEL ONE 

The Level 1 Modules (Computer Applications for Business, Public Services Information Management) are designed to give you knowledge, aptitudes and skills essential for this course.  At the same time, you will be asked (and given guidance) how to complete an APEL (Accreditation of Prior Experiential Learning) portfolio that will allow you accelerated progression throughout the programme.  This portfolio will the equivalent of  six conventional modules and with therefore enable you to complete the whole of Level One in one semester.
LEVEL 1 MODULES

In year 1 (part-time mode) you will complete the following modules: 

· Computer Applications for Business
· Public Services Information Management
In addition, you will prepare the APEL portfolio which is mapped onto the learning objectives associated with the following modules (drawn from the BA(Hons) Business studies programme but not actually studied)

· Introduction to Business Communication
· Political, Social and Legal Environment
· Introduction to Studying Management

· Business Thinking

· Individual and Organizational Behaviour

· Techniques for Business Decisions
The portfolio will need to be submitted by the end of the calendar year (mid-June). Full details of the assignments to prepare can be consulted on the website:
http://psim.co.uk/apel
In your second level you will study eight more modules: 

· Public Administration in Britain
· Local Government – Continuity and Change

· Communication and Organization [Work-based learning module]

· Research Methods and Statistics

· Quality Management and Customer Care

· Management Accounting

· 2 optional modules (one in Work Based Learning mode)
A single module is rated at 15 CATS points (Credit Accumulation and Transfer Scheme), so by the end of your first year you will have accumulated 120 points (30 points from taught modules and 90 points from your APEL portfolio).  By the end of your second level you will have accumulated a further 120 points.  Your foundation degree will be awarded after you have gained a total of 240 points.
ORGANISATION OF THE YEAR


The academic year at University College Winchester is split into two semesters, which run over three blocks of time equivalent to the three terms in secondary education. The first semester runs from the beginning of the academic year to the beginning of February. The second semester runs from the beginning of February to the end of the academic year. 

You are required to be in attendance throughout the teaching and assessment periods for both semesters.
 

The semesters in 2004/05 are as follows:

Semester 1: 
15 weeks

Teaching weeks

Weeks 1 – 12 
Monday 27 September 2004 – Friday 17 December 2004

Christmas Vacation (4 weeks)

Assessment weeks (and preparation for Semester 2)

Weeks 13 – 15 
Monday 17 January 2005 – Friday 4 February 2005

Semester 2: 
15 weeks

Teaching weeks

Weeks 1 – 6
Monday 7 February 2005 – Friday 18 March 2005

Easter Vacation (4 weeks)

Teaching weeks

Weeks 7 – 12
Monday 18 April 2005 – Friday 27 May 2005

Assessment weeks

Weeks 13 – 15
Tuesday 31 May 2005 – Friday 17 June 2005

Summer Vacation

The 2005/06 academic year commences on Monday 26 September 2005.

Please note: ‘teaching’ weeks indicates the weeks when formal teaching takes place. This does not imply that assessments will not be due for submission during this time.  Likewise, ‘assessment’ weeks do not imply that you are not required to attend College during this time.

The College is open all year round (except between Christmas and New Year and for bank holidays) and staff will be available during vacation periods.  But for specific academic queries you should contact the School Office in the first instance as academic staff may be on leave or involved in research activities off-campus.

STUDENT OPINION

It is important to us that we are fully informed about student opinion and there are a number of ways in which the College seeks to collect such information. The channels of communication are many and varied. 

One formal mechanism is through student representation on the Subject/Subject/ Programme Committee. These student representatives are there to voice your opinions about the way the year is progressing and to represent your views within the general business of the committee. It is also important that student representatives ensure that the student group as a whole is kept informed of the College response to concerns and questions which have been raised. This is usually done through notice boards. Reps are elected during the first semester. If you wish to stand for election please watch the first-year notice board for further details or contact Tim Moss, the Representation and Union Developments Co-ordinator in the Student Union. The Representation and Union Developments Co-ordinator is responsible for advising student reps and for preparing them for their role in communicating student opinion between the students and staff.

Module evaluations, cohort meetings, questionnaires are examples of other ways which will be used to collect feedback from you, either as part of the student group or as an individual.

Another method is through the Student Satisfaction Survey. This is a detailed questionnaire which asks questions which have been identified by students as important to their overall experience at the College. It not only asks questions about the academic side of your time at the College but also about a wide range of other services which the College provides. The Survey is administered and analysed by Student Services staff who will visit a large number of classes during semester two. Feedback from the survey and the steps the College intends to take to remedy any dissatisfaction is widely publicised in the following autumn on, for example, the College intranet. 

SUBMISSION OF ASSESSMENTS AND DEADLINES 

Deadlines are set for the submission of assessments so that work can be marked and returned to you within an appropriate time scale and provide you with feedback on your progress. This feedback should help you to identify both strengths and weaknesses in your work and, where necessary, enable academic staff to advise you on how best to address any weaknesses or, indeed, to further build on your strengths. 

Work submitted late, without good reason and without an approved extension, but within two weeks of the submission date will be marked for a maximum mark of 40% and, if it fails, will normally be eligible for redemption. Any work submitted later than two weeks after the submission date will be marked for a maximum mark of 40% and, if it fails, will not be eligible for redemption. Please also note that failure to meet attendance requirements means that staff are not obliged to mark your work even if it is submitted on time. Deadlines can only be extended by a previously agreed extension, no substantive mark will be awarded for late work for which no extension has been agreed. 

If you know you are going to be unable to finish your work by the submission deadline, it is your responsibility to apply for an extension.  The Social Sciences School Office (Herbert Jarman Building)  have extension forms which you should complete.   Please note that extensions will only be given for good reasons (illness, for example). Extensions will not be granted for situations arising from computer failure.


APPLICATIONS FOR EXTENSION TO SUBMISSION DEADLINES

Should it be necessary for you to apply for an extension to a submission deadline or to miss an examination you must apply on the appropriate form which you can collect from the School Office . Extensions can only be granted for good cause, for example illness, and in circumstances which can be verified by a professional person, for example your doctor or the College counsellor. With the exception of the Final Year Project, such extensions will be approved by the Programme/Subject Leader for the module(s) and assessment(s) affected.

It is your responsibility to check with the Course Leader to find out if your application is successful or not.

MARKING CRITERIA

Please find below the standard marking criteria used in the College. Programmes and subjects may enhance these criteria to meet the specific requirements of the subject and, where relevant, professional bodies. Each assessment will additionally have its specific requirements which will form part of the marking criteria.

FIRST CLASS HONOURS

GRADE A* 80-100%

Work at this level will show an outstanding mastery of the material, a high level of awareness of the controversies and critical standpoints and present a sustained analytical argument. It will also offer genuine insights and present a constructive, independent and original line of thought. The candidate will relate the topic under consideration to wider issues, and make valid generalisation in moving from the empirical to the abstract. Correct referencing techniques will be used throughout.

(Staff and students should note that the A* grade may be used on coversheets and assignments as part of the feedback process. A mark of 80% and above will not be distinguished from a mark of between 70- 79% on the College’s student records system and will show as an A grade only)

FIRST CLASS HONOURS

GRADE A 70-79%

Work at this level will show mastery of the material, awareness of the controversies and critical standpoints and the ability to sustain an analytical argument. It will also offer genuine insights and show the ability to develop a constructive, independent or original line of thought. The candidate will show a recognition of how the topic under consideration relates to wider issues, and an ability to make valid generalisations in moving from the empirical to the abstract. Correct referencing techniques will be used throughout.

SECOND CLASS HONOURS (UPPER DIVISION)

GRADE B 60-69%

Work at this level displays a high level of competence in knowledge and analysis. It will show an awareness of controversies or critical standpoints and the ability to make appropriate connections and distinctions. It falls short of First Class through failure to sustain a high level of perception or of original thought, and is distinguished from Second Class (Lower Division) by the grasp and insight it shows and the adroitness of its argument.

SECOND CLASS HONOURS (LOWER DIVISION)

GRADE C 50-59%

Work at this level would normally display sound knowledge and an average capacity to advance a case and to deploy information, though without sophisticated analysis. Work might be placed in this category if an essentially descriptive approach is combined with soundness of argument and competent coverage of the topic.

THIRD CLASS HONOURS

GRADE D 40-49%

Work in this category would normally display some, thought possibly superficial, knowledge. While showing recognition of the main implications of a question, it would tend to adopt a factual and descriptive (rather than analytical or interpretative) approach. Work at this level is likely to be adequate but undistinguished and limited in awareness or incomplete in treatment of topic.

FAIL

Work marked at 39% or below at the first attempt will normally be eligible for redemption for a maximum mark of 40%, a Grade D.

GRADE F 35-39%

Work in this mark range will normally be characterised by some weakness in one or more of the following areas: a level of failure to fully consider the questions set; some inadequacy of material or knowledge; an inability to fully advance or defend a coherent argument based on sufficiently relevant or detailed evidence. Inadequacy of expression may bring a Grade D answer into this category.

FAIL

GRADE F 0-34%

Work at this level will be characterised by one or more of the following weaknesses: total failure to consider the questions set; gross inadequacy of expression, material or lack of knowledge; inability to advance and defend a coherent argument based on relevant evidence.

MARK RECORDS

All assignments submitted for marking should have a “Cover Sheet” attached (these are obtainable from the School Office). When the assignments are returned one part of the Cover Sheet will be attached, bearing on it your marker’s comments, as well as the mark recorded. You should keep both this and the essay itself safely filed as they provide proof of the work you have undertaken during the year.    The mark on the cover sheet is provisional but is useful to you as an indication of how you have performed. Marks are confirmed at the Examination Boards held at the end of each academic year. Following the Examination Board a transcript of your module results will be sent to you along with the decision of the Examination Board on your eligibility to continue with your programme.

MARKING POLICY

The College has a marking policy which requires that all dissertations or major projects must be double marked and that all examination papers and assessed coursework which count for more than 20% of the overall module mark will be first marked and a sample moderated by a second tutor.

Students who are dissatisfied with the mark given for any piece of work, which has not already been second marked and after discussion of the result with the first marker may request a second marking. This request must be made in writing, to the Subject/ Programme Leader, within five working days of the meeting with the first marker. Students requesting a second marking must understand that the second and actual mark might be lower than the original mark. This second marking may affect the actual mark of more than one student in the case of group work. For further information please refer to the College Policy: Moderation of Assessed Work which can be obtained from the College intranet or Registry. 

EXAMINATIONS

If your programme includes examinations as part of the assessment diet, you will be notified of the time and place of your examination(s) nearer to the time. Most examinations are held during the assessment weeks. The full examination timetable for each assessment period is published by Registry and posted on the noticeboard in the School Office, Fred Wheeler Building and the College intranet.
PROGRESSION

Progression between semester 1 and semester 2 is normally automatic.  The College does however reserve the right to deny progression if you have not made a bona fide attempt to submit work by set deadlines, to attend examination(s) without valid cause or to satisfy specific attendance requirements. The academic standing of all students is checked at the end of semester 1 to ensure that any student who is considered to be in difficulty can be appropriately counselled as to their best course of action to remedy the situation.

At the end of the academic year, an Examination Board will consider your academic profile and agree whether you are eligible to progress to the next stage of your programme of studies. The regulations require you to be credited with all eight Level 1 modules (120 CATS credits) in your first academic year (or part-time equivalent). Of these at least 7 must be a passes at Grades A-D with the eighth being, if not Grade A-D, a condoned Grade F. 

The Examination Board has discretion to condone one failed Level 1 module (15 CATS credit maximum) in the light of your overall academic profile. Additionally, a subject/programme of study may require that a specific module(s) be passed at Grades A-D and in this case the Examination Board cannot condone a Grade F in that module(s). This rule applies even if you have decided to transfer into a different subject or to take a Single Honours programme, where available, in your other subject in which all your Level 1 modules are passes at Grade A-D. Where a fail is condoned the assessment marks and the module mark and grade will not be altered.  (Please note that Examination Boards cannot condone failed modules at Levels 2 or 3)

Most students progress with no difficulty. In a limited number of cases students are required to resubmit work or retake examinations in order to meet the requirements of the regulations. Please note that, should you be required to resit an examination during the summer vacation, it is expected that you will attend, it is not acceptable to cite holiday plans or vacation work as a reason for non-attendance. The resit examination period for the summer 2005 vacation will be confirmed during the 2004/5 academic year but is usually held in the last week of August/first week of September. Please ensure that you are aware of the dates before making holiday, or other, arrangements which, should it be necessary, would affect you ability to attend. If you have any queries, please contact Registry.

In a small number of cases a student will be denied progression due to academic failure, failure to submit work or failure to meet attendance requirements.  

A letter will be sent to your home address (as recorded on the College student records system) in July 2005 confirming the decision of the Board of Examiners, a transcript of your results to date will be enclosed. Please note that results cannot be given over the telephone or sent via E-mail and results will not be issued to a student who is in debt to the College.

Students requiring advice should contact the College during Student Advice Week, which is a week in July coinciding with notification of Board of Examiners decisions. During this week the College ensures that staff are available to assist you which it cannot guarantee during the remainder of the summer vacation.   If you experience difficulties in contacting a member of staff, please contact the Course Leader.
The date of the summer resit examination period; the date you can expect to receive the letter confirming the decision of the Board of Examiners and the dates of the summer Student Advice Week will all be confirmed during the academic year. 
CONCESSIONS

The College holds two Concessions Committee meetings each year, one at the end of semester 2 and the other in September. The Committee considers applications from students who can provide evidence in relation to factors which they believe adversely affected their performance or which prevented them from attending an examination or submitting work by the stipulated deadline and for which an extension has not already been approved. Applications for concessions are different from applications for extensions to submission deadlines. If you have already received approval for an extension and have either submitted the work by the new deadline or expect to be able to meet the new deadline, you do not need to apply to the Concessions Committee. Applications for consideration by the Concessions Committee should be made on the appropriate form, obtainable from the School Office, Registry or Student Services  and submitted by the relevant deadline.

Ideally you should submit only one application annually in which you detail all the problems affecting you during the current academic year.  But if after submitting a Concessions Application form, you find further problems arise or current problems worsen, please submit a second application. The Concessions Committee would normally support students’ applications relating to illness or other severe personal problem affecting themselves, eg family divorce, severe illness or death of an immediate family member.

The concessions process is your only opportunity to bring details of any medical or other circumstances, which have adversely affected your performance and/or your ability to study effectively during the current academic year, to the attention of the Examination Boards.

If you do not apply for concessions before the Examination Boards have met and you subsequently decide you wish to appeal against the Examination Board’s decision on the grounds that you had concessions during the current academic year, your appeal will be rejected without a hearing unless you can provide compelling reasons why you were unable or unwilling to bring the matter to the attention of the Examination Board via this concessions process.

The Concessions Committee comprises one member of academic staff from each of the four Schools, the Vice Principal (Academic) and the Director of Student Services. It is administered by a senior member of Registry staff. Information submitted to the Concessions Committee is confidential to that committee and details will not be divulged to a third party. The Concessions Committee confirms to an Examination Board the level of seriousness of the situation and the dates which the student was so affected, the Examination Board then considers this information against the academic record of the student and makes decisions in the light of this information. Whilst students may submit evidence from professional people outside of the College, students with confidential or sensitive circumstances are advised to contact Student Services. Student Services are able to provide confirmation of the seriousness of the situation without divulging the nature of the circumstances, this ensures that even the members of the Concessions Committee do not know the precise nature of the difficulty.

FAILURE OF MODULES /ASSESSMENTS

Should you fail a module at the first attempt but have made a genuine attempt, by submitting assessments by the due dates and by meeting attendance requirements, you will normally be permitted to attempt to redeem the failed assessments for a maximum mark of 40%. 

Usually the redemption exercise will take the form of, and often duplicate, the original assignment. In appropriate circumstances an alternative assessment may be set as long as the purposes of the original assignment are maintained, one such example might be where the original assignment included group work. The deadlines for redemptions and resubmissions for coursework for semester 1 modules are normally scheduled during semester 2; redemptions and resubmissions for coursework for semester 2 modules are normally set by the Examination Board.  Resit exams for semester 1 are normally held in the assessment period for semester 2 and resit exams for semester 2 are normally held in early September.  Students should check with the School Office for the module(s) concerned to find out when and how details of redemptions/resits are confirmed.

SICKNESS AND ABSENCE

If you are absent through illness or for any other reason you should inform the Course Leader or the Business Courses Administrator, Gill Beck (email:Gill.Beck@winchester.ac.uk) 
LEARNING RESOURCES

The Virtual Learning Environment  (VLE) will provide a key role in your learning, and help you to keep up, particularly if you are unable to attend some sessions.

Use of the library

Effective use of the library is a skill – one which we hope you will develop during your time here.  Information and practice in library skills will develop as you undertake assignments and exercises on your course.
As part of University College Winchester, you will have full borrowing rights for the Martial Rose Library, situated on the main campus in Winchester.  
The library operates a number of different loan schemes, depending on the demand for a particular text. These range from a four week to an overnight loan period. Whilst these loan schemes may seem restrictive, they are there for good reason – to make the library resources available to the greatest number of people. You will quickly develop strategies for coping with reading within a time limit.

Finding source materials

The library’s on-line catalogue provides the user with means of searching for texts in a number of different ways – by author, title, subject or classmark. It is reasonably easy to use and will often direct you to the required text. If you find the text you desire is on loan, then it is always worth looking around the shelves within the same general area, as you are very likely to find other books on the topic you are researching.
Getting to know your way around the library is vital to your efforts to make the most effective use of your study time. Also do not forget the reference materials which are not available for loan, but may be read in the library. These include the Oxford English Dictionary and the Encyclopaedia Britannica.

It is also very worthwhile to become familiar with the journal and periodical holdings, as these are often an avenue to the very latest scholarship in a particular area.

On-line searches

The library has resources to search for articles within periodicals through various bibliographic resources available on JANET (the Joint Academic Network – a network of computers within universities and colleges nation wide). These are mentioned in the various subject guides, and library staff will always help when they can.

There are also various Internet resources available.

Getting Help

There is usually someone available at the information point in the library, who should be able to help you with general queries.    
Noting and bibliography

An important part of developing good academic practice in essay writing is learning to acknowledge the sources of material that you use through adequate use of notes and bibliography. No essay is required to be entirely original (unless it is a piece of creative writing) but you are required to present the arguments of others as such – otherwise you will lay yourself open to a charge of plagiarism (see below). 

Notes may be placed at the bottom of a page (footnotes) or as a separate page at the end of the essay (endnotes). Those of you who are familiar with the use of computers will find either option little trouble, those who write their essays by hand are advised to use endnotes. Your bibliography should include all texts used for the essay (be they printed or electronic) and should follow the referencing conventions which will be explained to you by academic staff.

The development of good habits of referencing is closely allied to the development of good habits of note taking. When you read, and take notes about what you read, always be aware that you may wish to refer to the ideas you are reading in your essay. You cannot easily do this if you have not taken full note of the source text at the time you read it. Always adopt the practice of writing out the title of the source text as part of your notes – making careful note of the page number of any quotes you may copy down. This will save you a great deal of searching when you come to write the essay. 

Plagiarism

Plagiarism is defined as ‘the verbatim or near-verbatim copying or paraphrasing, without acknowledgement, from published or unpublished material attributable to or which is the intellectual property of another, including the work of other students.’

Plagiarism is a very serious matter within academia. It is, basically, cheating – using someone else’s ideas and passing them off as your own. These ideas may be from published sources, obtained through the Internet or from fellow students – in all cases use of such material is termed plagiarism, and will, at the very least, lead to failure of the assignment of which it forms a part. Serious breaches may lead to failure of an entire module – something which might affect your ability to graduate.

The above applies to intentional plagiarism – the fraudulent use of someone else’s argument in the hope of self-advancement. If you are influenced by something you have read then that is perfectly acceptable – provided you make it clear. The safest bet is to acknowledge everything.

Your tutors are all researchers in the areas in which they teach. It is therefore likely that they have read the same texts as you. They are also easily able to spot when a piece of writing adopts a different tone to that which it had previously exhibited – such changes of tone etc can arouse suspicion. 

Style Sheet
It is preferred that essays be typed, or word processed. They should be printed in a font no smaller than 12 point, and be double spaced. If you have an italic font, then this may replace instances of underlining, although it should be pointed out that this is often clearer, and less ambiguous, than the result produced by many italic type-faces.

Citations
To avoid any problems arising over the matter of plagiarism, all works used in researching for the assignment should be cited both in the Bibliography (which should conclude the assignment) and within the body of the text, where a reference is made to either a primary or secondary source.

To avoid inelegance, arising from the inclusion of such material within the main body of the text, citations should normally be given in the form of foot-notes (which can be easily automated by most word processing packages) or end-notes (which are easier to work with if the manuscript is typed).

The standard referencing convention for the College is the Harvard System, also known as the author-date system. Further details of how to use the system will be available from your tutor or the Library.

Great care should be taken over the accuracy of citations, both in foot-notes and the bibliography, and to the consistency of citations throughout the assignment. It is bad practice to cite the same work in different ways, and evidence of this being the case will present your work to the examiner(s) in a bad light.


USEFUL WEBSITES

	Website
	URL

	University College, Winchester
	http://winchester.ac.uk

	Business Management 
	http://winchester.ac.uk/bm

	PSIM website (HCC)
	http://www.hants.gov.uk/psim

	PSIM website (General tutorial)
	http://psim.co.uk

	Mike Hart’s Websites
	http://business.ucw.org.uk

	Mike Hart’s lectures
	http://mh-lectures.co.uk


MODULES LIST AND TIMING
	Academic Year
	Semester
	Level
	Modules

	2004-2005
	2
	1
	BS1904 Computer Applications for Business

	
	2
	1
	BS1035 Public Services Information Management

	
	2 (end)
	1
	(APEL portfolio due – June, 2005)

	
	Summer
	2
	BS2903 Communication and Organization

	2005-2006
	1
	2
	BS2912 Public Administration in Britain

	
	1
	2
	BS2910 Local Government-Continuity and Change

	
	2
	2
	BS2914 Quality Management and Customer Care

	
	2
	2
	BS2909 Management Accounting

	
	Summer
	2
	Option module (Work-Based Learning version)

	2006-2007
	1
	2
	BS2915 Research Methods and Statistics

	
	1
	2
	Option module (Work-Based Learning version)

	Course Completed: January, 2007.      Graduation:  October, 2007


CONCLUSION

We hope that this Handbook answers all the questions you may have.   Use it in conjunction with your various Module Handbooks.   If you have any questions, do get in touch with the Course Leader or the Business Courses Administrator/School staff in Winchester.    We can all be contacted by e-mail or telephone.
Above all, enjoy yourself while you learn, and we hope your time at the College will be both a happy and successful one.
mh/31.01.2005
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