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Rules & Regulations 

for Students 2016-17 

 

Part 1:  

The Academic Contract 

 

The Academic Contract 

You and the University of the Arts London of 272 High Holborn, 
London WC1V 2EY (“the University”) are entering into a contractual 
relationship, usually referred to as the “Academic Contract”. This is 
a personal agreement made between you and the University.  As 
part of this agreement simply put, the University agrees to 
undertake to teach you and you agree to attend and learn in 
accordance with the University’s Rules and Regulations, it’s 
Academic Regulations, your tutors’ guidance and instructions and 
your course handbook. The University is a Higher Education 
Corporation, a provider of further and higher education with degree 
awarding powers at the College you are studying and will examine 
your work throughout your period at the University after which it will 
assess your achievements and award an academic qualification it 
deems appropriate in its academic judgement.   
 
In consideration of the University receiving payment of its stipulated 
fees and you observing its rules and regulations, then each makes 
the following commitment to the other: 
 
The University shall: 
 
• Provide tuition and supervision in respect of your programme 

of study 

• Examine you in respect of that programme of study 

• Award a degree or other qualification in accordance with its 
academic judgement in the evaluation of your performance on 
such programme of study 

• Observe its Instrument and Articles of Government 

• Follow these regulations and associated procedures published 
in relation to all matters relating to you 
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• Act fairly and reasonably in dealing with you in all matters 

You shall: 

 
• Strive to achieve and sustain such standards of academic 

performance as shall be stipulated from time to time by the 
University in its absolute discretion in respect of the 
programme being followed 

• Comply with all of the University’s rules and regulations  

• Submit to the sole jurisdiction of the University in all academic 
matters (Academic judgement is not able to be scrutinised by 
you or any other person or body) 

• Be subject to the authority of the University in relation to all 
matters of conduct and discipline 

• Attend the University when and as reasonably required by the 
University 

• Use your best endeavours to produce such work as required 
by the University  

• Apply yourself wholeheartedly to the programme of study 

• Respect and observe the rights and feelings of fellow 
students, University staff and visitors. 

 
It is also agreed by both the University and you that: 
 
• The University shall be entitled to make such changes in the 

programme of study, facilities and to courses being offered at 
its sole discretion, which discretion shall be exercised fairly 
and reasonably and of which you shall be entitled to receive 
fair and reasonable notice.  

• The academic judgement of the University shall be final and 
binding 

• All electronic communication will be conducted through your 
University email account 

• All disputes between the University and the Student will be 
settled in accordance with the University’s Complaints and 
Disciplinary procedures (a copy of which are contained in the 
Student Regulations) 

• If no satisfactory resolution is reached, and once the 
University’s procedures have been exhausted, then if you 
remain concerned you may apply to the Office of the 
Independent Adjudicator for Higher Education, 
www.oiahe.org.uk who will review any complaint you may 
have.  

http://www.oiahe.org.uk/
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Student Rights & Responsibilities 

We recognise that in order to help you fulfil your creative and 
professional potential, it is important that we make clear what you 
can expect from University of the Arts London. Equally, it is 
important that you are aware of your responsibilities as a student. 
 
By meeting the responsibilities of studentship it is anticipated that 
you will become more resourceful, independent and, ultimately, a 
more successful student. In this way you will gain the most from 
your period of study at the University. 
 
 

Duty of Care 

The University has a Duty of Care - that is, an obligation to look out 
for all members of its community. Students, staff and visitors have 
rights and responsibilities, most of which are set out in the Student 
Regulations. 
 
 

Student Support 

We are committed to providing comprehensive and professional 
support to our students. Our aim is to have uniformly excellent 
provision that meets the particular needs of our students, built upon: 
 

• Standardised policy and best practice for student enquiry, 
admission and enrolment 

• Uniformly excellent on-course support arrangements 
• Support for employability and enterprise delivered across the 

curricula and through central services. 

 

Our Responsibilities 

You can expect us to: 
 
• Publish helpful and accurate information about our academic 

and other activities, procedures and regulations, taking steps 
to ensure that such information is provided in accessible 
formats where required and where it is possible to do so 

• Operate a fair and efficient admissions system 
• Provide an appropriate teaching and learning and research 

environment 

• Provide student support services 
• Provide careers information and guidance on employability 

and enterprise 
• Provide library and learning resources 
• Offer opportunities to be represented in policy-making 

procedures and to be involved in quality assurance 
mechanisms and arrangements 

• Provide fair, transparent and efficient procedures for dealing 
with complaints, appeals and disciplinary matters 

• Provide opportunities for open dialogue and feedback 
 
 

Student Responsibilities – Studentship  

To ensure a successful and enjoyable experience of admission 
and induction by: 
 
• Providing honest, complete and accurate information within 

application forms 
• Attending interviews and pre-enrolment visits as requested or 

making alternative arrangements 
• Providing the College with relevant information of any learning 

support or disability need you have before accepting a place 
on the course 

• Attending induction or orientation events provided by the 
College or the University. 
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To ensure that you can fully access all learning opportunities 
by: 
 
• Complying with the University’s Rules and Regulations for 

Students (as published in the Student Regulations, paying 
particular attention, in terms of studentship, to the Student 
Liabilities section in Part 9) 

• Behaving with care and consideration, and leaving facilities in 
good order for other students and staff 

• Attending all teaching sessions punctually, contributing 
actively to learning activities and planning work around 
deadlines 

• Booking access to facilities and learning resources with work 
schedules in mind. 

 
To ensure that you can fully use all learner support resources 
and services by:  
 
• Taking responsibility for identifying relevant course information 

in handbooks and other documents 
• Being active in seeking information provided through notice 

boards and pigeonholes, Moodle, School or studio meetings, 
emails, websites and the MyArts portal; providing accurate 
and up-to-date email, telephone and address contact details 

• Alerting the Course Leader and/or personal tutor if problems 
arise 

• Supporting and communicating with the Course 
Representative 

• Maintaining contact with your named tutor and keeping 
appointments with that tutor as requested or making 
alternative arrangements 

• Keeping appointments for tutorials, guidance, counselling, 
careers or other interviews 

• Familiarising yourself with Student Services and Information 
Services, as well as other general or specific student support 
services, including study and language support 

• Taking up the opportunities provided to be represented in our 
policy-making procedures and involving yourself in quality 
assurance arrangements 

• Completing, within the requested timescale, any course 
evaluation or other kind of student survey. 

 
A student has the following rights:  
 
• To be informed about the requirements of their programme of 

study, including attendance and course work  
• To be informed about the nature and methods of their 

assessment as set out in the regulations for the course on 
which they are registered  

• To be provided with teaching and tutorial guidance in 
preparation for assessment in accordance with the course 
regulations  

• To be assessed in accordance with the course regulations  
• To be consulted (but not necessarily individually) on any 

proposed changes to progression and assessment regulations 
that will relate to students currently on the course 

• To be able to request a review of a decision of a Board of 
Examiners and, provided that the request is made in 
accordance with the recognised appeal procedures and within 
the time limits set, to have that request formally considered in 
accordance with the appeal procedures  

• To be able to seek action through the Course or Programme 
Committee to redress any failure, without valid cause, by 
University of the Arts London to provide the teaching 
appropriate for preparation for the specified assessments, or 
to be provided with reasonable alternative arrangements. 

 
A student has the following responsibilities:  
 
• To attend the taught elements of the course on which they are 

registered unless sickness or other valid circumstances apply  
• To attend examinations and submit work for assessment in 

accordance with the regulations without cheating or otherwise 
seeking to gain unfair advantage  
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• To provide a Board of Examiners, via the extenuating 
circumstances procedures in advance of the meeting, with any 
relevant information on personal circumstances that may have 
affected performance  

• To bring to the notice of the Course Leader and/or the Course 
or Programme Committee any persistent failure to provide 
appropriate teaching. 

 
This is an important responsibility. Alleged/perceived deficiencies in 
the teaching provided do not constitute grounds for appeal against 
a decision of a Board of Examiners. There are many channels for 
dealing with such matters, depending on the nature of the problem. 
These include:  
 
• Consultation with personal or year tutors, Course Leaders and 

Deans  
• Student representation on Course or Programme Committees 

and School Boards of Study and, in serious cases, action 
through the Student Complaints Procedure.  

• Student Union – Advice, guidance and support on procedures. 
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Rules & Regulations 

for Students 2016-17 

 

Part 2:  

Admissions Policy 

The University of the Arts London has a key objective to provide 
educational opportunities for students from a wide and diverse 
community. The University seeks to harness students’ personal 
and intellectual growth, provide access for those who would not 
otherwise contemplate higher education and prepare students for 
life beyond the University.  The University aims to attract and 
retain students who have the potential to succeed and benefit from 
the experience. 
 
The University of the Arts London is committed to an 
admissions policy that is: 
 
• Consistent in application and operation; that is to say that all 

staff dealing with admissions must be consistent in giving 
detailed information about the admission process to 
applicants and their advisors.   

• Transparent in its procedures and process; a commitment to 
providing clear, accurate, complete and accessible 
information on its courses, relevant entry requirements and 
associated admissions procedures. For example an 
applicant needs to know what is happening to them during 
the admissions process, what to expect at a Portfolio Review 
or Interview or the time within which they would be given a 
decision on their application. 

• Accountable to all stakeholders; ensure that clear, consistent 
and accessible information and guidance is available to all 
stakeholders in the admissions process e.g. applicants, 
parents, advisers and all University staff involved in the 
admissions process. 

• Managed clearly and responsively; the University Secretary 
and Registrar or nominee and the College Admissions 
Managers work together as the University Recruitment and 
Admissions Group meeting on a monthly basis to share and 
develop good practice and respond to University and 
national initiatives.  The University Recruitment and 
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Admissions Group consists of a Strategic strand and a 
Practitioners strand This policy and associated procedures 
comply with relevant legislation and are designed to ensure 
that the University is compliant with the QAA Code of 
Practice.   

Please visit the Admissions website for more information 
http://www.arts.ac.uk/study-at-ual/apply/   
 

Admissions Complaints 
 
An applicant may wish to raise a concern regarding the way 
in which, for example, their application has been dealt with or 
the way in which they have been communicated with. An 
applicant will often raise an issue by telephone or email and 
the member of staff initially responding to that issue is 
responsible for listening to the concerns in full, taking note of 
all relevant information. If the applicant is not content with the 
response given by the member of staff, they should be asked 
to make a complaint or challenge.  
 
Admissions Complaints or Challenges should be made no 
more than 20 working days after the communication of the 
admissions decision or after the cause of the complaint 
arises. A formal complaint or challenge should be made in 
writing, either by email or letter and should be sent by the 
applicant to the Head of Admissions. 
 
Concerns about an application can only be raised by a third 
party on behalf on an applicant where the applicant has 
given consent for the third party to represent them and 
consent to the University of the Arts London to discuss the 
case with the third party. 
 
Further information is available on the Admissions website 
http://www.arts.ac.uk/study-at-ual/apply/admissions-
complaints--appeals/ 

 

http://www.arts.ac.uk/study-at-ual/apply/
http://www.arts.ac.uk/study-at-ual/apply/admissions-complaints--appeals/
http://www.arts.ac.uk/study-at-ual/apply/admissions-complaints--appeals/
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Student Fees Policy  
 
A. EXTERNAL STATUTORY AND FUNDING CONTEXT  
 
Current Position 
 
Undergraduate 
 
1. The following fee position applies at the point of publication of 
this policy but is subject to change. Please see the University’s 
website for more details 
 
2. For students who started their course on or after 1 September 
2012, institutions are permitted by legislation to charge 'home' 
undergraduate students fees up to a specified maximum "fee cap" 
(£9,000 per year in 2016-17), subject to the approval of the Office 
for Fair Access (Offa). 
 
3. At the point of publication of this policy, educational institutions 
are required to treat EU nationals who meet certain residence 
requirements ('EU students') and other specified categories of 
students in the same way as 'home' students in terms of tuition fee 
levels and policy. 
 
4. Undergraduate students from the Channel Islands or the Isle of 
Man (‘Islands students’) who started their course on or after 1 
September 2012 have been charged the same tuition fee rate as 
'home' students, in line with an agreement with the relevant 
Islands education authorities. Full-time undergraduate Islands 
students are not funded by the Higher Education Funding Council 
for England (HEFCE). The Islands authorities will only provide 
financial support to Islands students where these rates are not 
exceeded. Whilst the agreement with the relevant Islands 
education authorities remains in place, Islands students will 
continue to be charged the same tuition fee as 'home' students. 
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5. There are different fee caps in place for undergraduate part-
time students, Erasmus+/study year students and sandwich 
placement year students. 
 
6. Institutions are permitted by legislation to charge fees over the 
fee cap to students who do not fall within those specified 
categories (such as "overseas students") and the institution is free 
to determine its own tuition fee levels in respect of these students. 
 
7. You can contact the College where you are studying (or to 
which you are applying) for more information regarding your fee 
status and the criteria to be met to pay 'home' fees]. 
 
8. 'Home' and EU undergraduate students may obtain a Tuition 
Fee Loan and other student support from the Student Loans 
Company (SLC). For further details, visit the gov.uk website. 
 
9. 'Home' and EU students undertaking a course at a level which 
is equivalent to or lower than a qualification already held will not 
receive any student support under the Government’s Equivalent or 
Lower level Qualifications (ELQ) process. Students in receipt of 
Disabled Students Allowance (DSA) are exempt from the 
requirements of the ELQ arrangements. 
 
Postgraduate 
 
10. There is no legislative fee cap on the level of postgraduate 
tuition fees (taught or research), and fee levels for these courses 
will continue to be set by the University on the basis of cost of  
provision, market forces and other factors. 
 
11. While tuition fee rates for postgraduate students are not 
externally determined, it should be noted that where a student is 
successful in applying for financial support from the Arts and 
Humanities Research Council (AHRC) the Council will only 
provide tuition fee support up to a specified level in any particular 

academic year. Where proof of AHRC funding is provided the 
University will meet any shortfall. 
 
Further Education Courses 
 
12. The following fee position applies at the point of publication of 
this policy but is subject to change. 
 
13. Institutions are not permitted to charge tuition or exam fees to 
'home' or EU students under the age of 19 who undertake Further 
Education (FE) courses which are publicly funded. 
 
14. Not all FE courses offered by the University are publicly-
funded, those courses that are not may therefore incur tuition 
and/or exam fee charges. 
 
15. Where an FE student is aged 19 or over there are 
circumstances where the Government specifies that students on 
publicly-funded courses should not be charged a tuition fee. 
 
16. Where those circumstances do not apply and a tuition fee is 
charged to a Home/EU FE student aged 19 or over on a publicly-
funded course, the Skills Funding Agency will specify the 
maximum amount of tuition fee loan which can be taken out, and 
the University will take this into account when setting the level of 
fee for these students. 
 
17. FE ‘Islands’ Students are not entitled to SFA/EFA funding and 
so are charged the same fees as overseas students. 
 
18. You can contact the UAL College where you are studying (or 
to which you are applying) to find out whether your FE course is 
publicly-funded, the criteria to be met for free tuition, and FE 
course tuition fee levels. 
 
Anticipated fee increases for undergraduate courses (Home 
students) 
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19. At the point of publication of this policy, the Government is 
considering changing the law to increase the undergraduate fee 
caps in line with the Retail Price Index excluding mortgage interest 
payments ("RPIX") measure of inflation. These changes are not 
yet in force and so we are not yet able to confirm that there will be 
an increase in these fees or the level of the increase. 
 
20. We do expect that the law will change shortly and, if it does, 
then the University will increase your tuition fees within the 
legislative permitted fee caps for all undergraduate courses. 
Please note that tuition fees payable for each academic year of 
your programme will be subject to the increase where such an 
increase is permitted by legislation. If the Government makes the 
anticipated changes in the law, it is currently expected that full-
time undergraduate tuition fees for the 2017-18 academic year will 
increase from £9,000 to £9,250 and may continue to increase in 
line with RPIX for subsequent academic years of your programme. 
Tuition fee rates for part- time undergraduate students are also 
liable to increase on the same basis. Please see the University 
website for the most up to date information about 2017-18 fees. If 
your tuition fees will be increasing we will notify you as soon as 
possible in writing. 
  
Anticipated change for EU students 
 
21. EU Students will continue to be charged the same tuition fee 
as 'home' students whilst the current fee legislation remains in 
force. As a result of the UK's vote in favour of leaving the EU in 
June 2016, the University cannot guarantee EU Students who 
start their course after the 2016-17 academic year that they will 
continue to be charged 'home' fees for the duration of their course 
because the Government could change the fee legislation at any 
stage. Any such change could result in EU Students becoming 
classed as 'overseas' students. 
 

22. Please note that the level of tuition fees payable by EU 
students for each academic year of an undergraduate course will 
be subject to the increase where such an increase is permitted by 
the fee regulations at that time. If your tuition fees will be 
increasing we will notify you as soon as possible in writing. 
 
Further information 
 
23. Fees information should where possible be available before 
the start of the relevant admissions cycle. Staff involved in 
marketing and recruitment, student administration, student advice 
and funding in particular need to be fully aware of fee structures to 
ensure that prospective students can make admission decisions 
based on timely, clear and accurate information. 
 
24. The University recognises that some students may want 
further information or advice about the University’s fee policy and 
how it operates. The Student Advice Service is available to 
students who would like further advice on this policy, and Fees 
Managers in each College can also discuss with students 
particular issues such as requests to pay fees in instalments. 
 
B. TYPES OF FEE 
 
Tuition Fee 
 
25. The primary fee payable for a student’s course is the tuition 
fee, and this is the fee which is governed by legislation and may 
be controlled by the Government or other funding body. 
 
26. The rate of fee charged may vary according to the funding and 
‘fee status’ of the student. Your fee status depends on whether 
you meet certain criteria. The process of determining which rate of 
fee is paid by a student is termed ‘fee assessment’, and is 
managed by the University’s Academic Registry Admissions team. 
Further information about the fee assessment process is available 
on the University’s website. 
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27. The course tuition fee is applied to the specified qualification 
irrespective of mode of attendance unless specifically agreed 
otherwise. Where a full-time course is also offered on a part-time 
basis then a pro-rata fee is charged on the basis that (ignoring 
annual inflationary adjustment) the same overall course fee is paid 
irrespective of whether the qualification is being studied on a full- 
time or part-time basis. 
 
28. For some Continuing Professional Development (CPD) 
courses a fee is charged for each unit of a course rather than for 
the entire programme. Where this is the case the fee for the 
smallest unit (usually 10 or 20 credits) will be based on the 
amount of academic credit associated with that unit, as a 
proportion of the total course. Separate fee rates will be calculated 
for Home/EU and overseas students. This unit fee will then be 
rounded up to the nearest £10. Fees for larger units with more 
academic credit will be based on multiples of this unit fee. This 
means that a student undertaking a full CPD qualification may pay 
slightly more (due to rounding) than a student undertaking the 
same qualification on a non-CPD basis. 
 
Other fees which may be charged include the following: 
 
• Examination fee (also known as ‘Awarding Body registration fee’) 
– this would be payable by an FE student whose qualification is 
externally set and validated. This could include courses validated 
by the University’s awarding body (UALAB). Awarding bodies 
invoice the University for every student registered with them, 
irrespective of status, and these fees are normally collected at or 
by enrolment along with tuition fees. Where a student is exempt 
from the requirement to pay fees (for example a Home/EU FE 
student aged under 19) then the cost of this fee is funded by the 
University. HE students are registered for qualifications validated 
by the University for which no examination fee is due. 
 

• Additional fees – these include ‘residential’ fees and are covered 
in section D. 
 
29. Accommodation fees and associated procedures are managed 
by the University’s Accommodation Services and fall outside the 
scope of this policy. 
 
C. BURSARIES & SCHOLARSHIPS 
 
30. The University currently offers a number of scholarships, 
bursaries and other awards which cover all or part of a student’s 
fees. Eligibility criteria vary and depend on the level of the course 
(postgraduate, undergraduate or FE). The University website 
should be consulted for further information. 
 
D. ADDITIONAL FEES 
 
31. Most courses at the University charge a tuition fee. However in 
many areas there are also additional costs incurred by a student 
when undertaking a course, some (e.g. materials or residential 
fees) clearly quantified and others (for example those associated 
with end of year shows) more open-ended. The University 
recognises that it is important that information about such 
additional fees should be communicated clearly to applicants and 
students. 
 
32. There are only be very limited circumstances in which students 
could be charged additional compulsory fees on top of their tuition 
fees, for example where a separate residential fee is charged for a 
particular course. 
 
33. Undergraduate courses are currently subject to a regulated 
fee, and guidance is provided by the Government as to what fees, 
if any, can be charged to Home/EU students on top of the tuition 
fee. No additional fee will be charged to a student unless it 
complies with the relevant statutory requirements. Where an 
additional fee is charged it will be at the same rate for all students 
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on that course irrespective of their fee paying status (i.e. Home, 
EU or International). 
  
E. COMMERCIAL COURSE FEES (ARTSCOM) 
 
34. London Artscom Limited was established in 1989 as a 
separate trading arm of the University and provides short courses, 
consultancy, tailor-made training and study abroad programmes. 
Artscom courses are offered on a full-cost commercial basis, and 
receive no Government funding. Courses offered by the 
University’s Language Centre are provided on the same basis. 
 
35. These courses are primarily commercial rather than 
educational activities, and as such they fall outside the scope of 
this policy. 
 
F. INFLATIONARY ADJUSTMENT OF FEES 
 
36. Where a course lasts more than one academic year then 
unless stated otherwise the University reserves the right to make 
an inflationary adjustment to the tuition fee payable in the second 
and any subsequent year of a course. The amount of any increase 
will be determined by the prevailing or expected inflation factors 
faced by the University at the time of setting the fee rates for the 
relevant academic year. 
 
37. Where a student on a one-year course repeats all or part of 
their course or takes a year out, the fee payable in the subsequent 
academic year will be increased by the standard inflation factor 
agreed for that academic year. As a result these students may pay 
a different fee to those starting their course in that academic year. 
See section M for further information about the fees for students 
repeating or taking time out from their studies. 
 
38. The level of any inflationary increase will be capped at a 
maximum annual increase of 5%. Further information about the 

potential for inflationary adjustment will be contained in the offer 
letter sent to the student as part of the application process. 
 
G. HOW TO PAY FEES 
 
39. Tuition and other fees are charged in £UK (pounds sterling). 
 
40. Payment of fees can be made through the University’s secure 
on-line payment facility which can be found at 
http://www.arts.ac.uk/study-at-ual/enrol/fee-payment/ . The 
student’s 11-digit student ID number (provided along with the offer 
of a place on a course) is required. Off-site payment can also be 
made by internet banking, or bank transfer by completing the 
relevant form which accompanies international offer letters. 
 
41. Payment may also be made in person at or before enrolment 
by MasterCard, Visa, Visa Debit Maestro and Electron cards. 
Credit card payments cannot be made over the telephone. 
Payment of fees in cash cannot be accepted. Further information 
about payment of fees can be found in the ‘How to pay your tuition 
fees’ page on the University website. 
 
H. SPONSORED STUDENTS 
 
42. If an employer or other organisation agrees to pay all or part of 
a student’s tuition fees the University will invoice them for the 
appropriate amount. Parents, family and friends do not count as 
sponsors for this purpose. If they pay all or part of a student’s fees 
that student will be treated as self-financing and will need to pay 
the fees accordingly. 
 
43. Where a sponsor is paying fees on behalf of a student, 
confirmation of that sponsorship must be provided before the 
student may be enrolled without payment. 
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44. Where a sponsor fails to pay the relevant fees, or withdraws 
their support at any point during the year, the student will be liable 
for any outstanding fees. 
 
45. Some non-UK Governments which sponsor students will pay 
the fees to the student rather than direct to the University. This 
may be in termly instalments. Where a sponsor’s rules require the 
payment to made in this way, then as long as there is written 
evidence of this, and the student undertakes to pay their fees to 
the University without delay and understands that if this support is 
withdrawn they will be liable for the full fee, then such an 
instalment payment arrangement is allowed. Further advice should 
be obtained from local Fees Managers where necessary. 
 
46. Where a sponsored student (including anyone whose fees are 
being paid through a non-UK Government loan) withdraws from 
their course then the sponsor or student will continue to be liable 
for any fees due as set out in Section M (General Fee policy and 
procedures) 
 
47. Further information about the procedures to be followed by 
sponsored students is contained in the ‘How to pay your tuition 
fees’ pages on the University website. 
 
I. INSTALMENT PAYMENT 
 
48. University policy is that the fee due for a particular academic 
year should be paid in full at or by the start of the academic year. 
Where the fee is to be paid by a sponsor or Student Loans 
Company (SLC) loan then evidence of this must be provided at or 
by the enrolment date for the course. 
 
49. Tuition fees may be paid in instalments for postgraduate 
courses (including Graduate Diplomas) that last longer than 30 
weeks. Further information can be obtained from the University 
website. 
 

50. From 2016-17 onwards special arrangements have been 
made for students who are self-funding for one academic year as 
a result of previous study. This applies to UK undergraduate 
students in receipt of maintenance funding and who have to pay 
their own fees for one year of a BA course because their ‘previous 
study’ means that they cannot take out an SLC loan for that year. 
These students will have automatic approval for payment of their 
fees in instalments during their self- funded year on the basis of 
one third of the fee each term, payable after receipt of the termly 
maintenance grant payment. 
 
51. Paying fees in instalments does not affect a student’s liability 
for the full tuition fee for the relevant academic year in the event of 
withdrawal from the course. See Section M (General fee policy 
including withdrawal and refunds) below for further information. 
 
52. Where a student paying in instalments takes a full or partial 
year out from their course then fees will continue to be collected 
under the terms of that instalment arrangement. However in 
exceptional circumstances (which could include where the year 
out is taken due to financial difficulties) the student can request 
suspension of the instalment arrangements until they return to 
their course. This should be discussed with the local Fees 
Manager if it is a standard postgraduate payment plan. If it is a 
specific payment plan which has been approved by the Fees 
Policy Group then the University’s Credit Control team should be 
contacted in the first instance. 
 
J. FEE DISCOUNTS 
 
53. Students starting a postgraduate Masters course at the 
University (i.e. MA, MSc, MRes) are entitled to a progression 
discount on the tuition fee payable (split equally between years if a 
course lasts more than one year) if they have previously 
successfully completed an undergraduate level or postgraduate 
Diploma/Certificate course at the University. Further information 
can be obtained from the University website. 
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54. From the 2016-17 academic year this scheme has been 
extended to overseas students. 
 
55. Students in receipt of a Vice-Chancellor’s Scholarship or a 
Postgraduate Support Scheme Scholarship are not also entitled to 
a progression discount. 
 
K. FEE REMISSION/CONCESSIONARY FEES 
 
56. Fee Remission and Concessionary Fee Status apply to 
Home/EU Students on the Foundation Diploma in Art and Design 
(FAD) course only. 
Fee Remission 
 
57. In 2016-17 all eligible Home/EU students aged 19 or over on 
the FAD course are entitled to take out FE loans, and fee 
remission will no longer be available for these students. However 
Home/EU FAD students from low-income households who would 
previously have been entitled to fee remission will instead be 
entitled to a bursary to the value of the fee remission. 
 
58. In 2016-17 Home/EU students from a low income households 
on the FE Foundation in Performance course at Drama Centre 
London will be entitled to 50% Fee Remission. No other fee 
remission arrangements are currently in place. 
 
Concessionary Fee status 
 
59. Home/EU Students on the FAD course aged 19-23 and who 
do not already have a full Level 3 qualification do not have to pay 
tuition fees (Concessionary fee status). Awarding body registration 
fees and any additional fees are still payable in full. 
 
60. Please see the Further Education Tuition fees page on the 
University website for the current position on concessionary fee 
status. [hyperlink to be provided} 

 
L. FEE DEPOSITS 
 
61. Overseas fee-paying students are required to pay a deposit to 
secure their place on a course. The balance of the tuition fee due 
is payable on or by enrolment in the usual way. Further 
information is contained in the International Fees and Money page 
on the University’s website. 
 
62. This deposit is non-refundable. Should a student not start a 
course having accepted an offer of a place the deposit will be 
retained, except where, at the absolute discretion of the 
University, there are considered to be significant extenuating 
circumstances. Such refund requests are considered under a 
procedure determined by the University Secretary and Registrar. 
 
63. Where the University agrees to refund the deposit an 
administration fee of £50 will be retained. Students who are being 
sponsored by an official financial sponsor as defined by the UK 
Visa & Immigration (UKVI) may request a deposit waiver by 
sending evidence of their sponsorship with their Offer Acceptance 
Form. 
 
64. Where a student joins a different UAL course to the one for 
which they originally accepted an offer of a place, they may put 
their deposit towards the fees for that course (this does not apply 
to short courses or English Language courses). If a student is 
allowed to defer their place, their deposit may be carried forward 
to the next academic year. 
 
M. GENERAL FEE POLICY AND PROCEDURES 
 
65. Fees are payable in full at or by enrolment unless evidence of 
sponsorship is available or the student is entitled to pay their fees 
in instalments (see section I). 
 
Refunds 
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66. There is no general entitlement to a refund of tuition fees once 
a student has started their course, except in the case of 
overpayment or receipt of sponsorship after payment of the fees 
by the student or where the University has committed to giving a 
refund under the student terms and conditions [of enrolment]. 
Refunds for other reasons will only be made in specific 
circumstances as set out below. 
 
67. Where a fee refund is agreed it will be made payable to the 
individual or organisation that originally paid the fees. If a third 
party paid a fee deposit on behalf of an applicant or student then 
any refund is made to that organisation. To comply with money 
laundering regulations refunds can only be made to the bank 
account from which the original payment was made. 
 
Early withdrawals within first three weeks of course 
 
68. Where a student withdraws from their course during the first 
three weeks of the first year of study the University will waive any 
tuition or associated fee liability relating to attendance on that 
course. Where this results in the payment of a refund to the 
student an administrative charge may be payable. 
 
69. Further information is provided as follows: 
 
a) This applies to students starting a new course only, and so 
students starting the second or third year of a course are not 
covered by this policy. 
 
b) Direct entrants to the second or third year of a course are 
included, as are students starting a top-up BA course. 
 
c) This does not apply to Artscom, Language Centre or other 
uncertificated courses or to certificated short courses lasting for 15 
weeks or less. It does apply to all levels of course: FE, 
undergraduate and postgraduate. It also applies to full-time as well 
as part-time students and covers self-paying students. 

d) This applies to all categories of student: Home, EU and 
International. For International students the entitlement to a refund 
does not cover any deposit payable. Existing arrangements 
determining whether a deposit may be refunded are unchanged. 
 
e) Where a student joins a course after the normal course start 
date the three-week period starts from the date upon which the 
student starts attending the course. 
 
f) If a student does not complete the formal enrolment process 
until after starting to attend a course the three week period starts 
from the point of first attendance on the course, not the enrolment 
date. 
 
g) Where the first week of a course includes a “Freshers’ Festival” 
or similar activity then this week is included in the three-week 
period covered by this policy. 
 
h) This policy only covers students who start their course and then 
withdraw from the course. It does not affect the existing 
requirement for students to pay their tuition fees in full (or provide 
evidence of sponsorship) on or by enrolment, and it does not in 
any way sanction an extended deadline for the payment of fees. 
 
Withdrawal after three weeks of course 
 
70. It is currently University policy for a student who withdraws 
three weeks or more after starting their course to be liable for the 
full year’s fee, except in specified circumstances as set out below: 
 

a) Where a student with an SLC tuition fee loan withdraws 
from their course, the University will only receive the 
relevant proportion of the SLC fee loan triggered by the 
student’s attendance on the specified census date(s). For 
example the University will only receive the Spring term 
fees payment if the student is continuing to attend during 
that term. The fee liability of an SLC-sponsored student 
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who withdraws from their course will therefore be restricted 
to the amount of fee payable by the SLC, and the student 
will not be liable to pay the balance of the course fee not 
met by the SLC. This applies equally to FE students taking 
out an FE SLC loan. 

 
b) Where an International student is prevented from 

continuing on a course due to refusal of their visa 
application. 

 
c) Where a student is prevented from continuing on a course 

due to medical or other exceptional reasons, or where a 
curriculum-related student complaint against the University 
has been upheld. In both these situations the relevant Dean 
must endorse and submit a refund request to the University 
Secretary and Registrar for consideration. 

 
d) In the unfortunate event of the death of a current student 

there is an entitlement to a full refund of any tuition fees 
paid by the student for the academic year in question. The 
normal requirement to produce evidence will be waived 
where it would be inappropriate in the University's 
reasonable opinion. 

 
71. The ‘SLC loan exception’ (paragraph 71a above) also covers a 
situation where a student can demonstrate that they have applied 
for SLC fees support but not yet received it. As long as the student 
can produce evidence to show that they have applied for SLC 
support then they can be treated in the same way as those whose 
fees are being paid by SLC. In these situations, even if the student 
withdraws from the course before any payment of fees could be 
made, they would not become personally liable for the payment of 
any fees if they withdraw from their course as long as they can 
show that they had applied to the SLC for fees support. 
 
72. Application for SLC support does not automatically exempt a 
student from fees liability where that application would be 

expected to be unsuccessful, for example in the case of an 
international or ELQ student. 
  
73. Where a student’s fees are being paid partly through a SLC 
loan and partly through up front payment then only the element of 
the fees paid through a SLC loan will be covered by paragraph 
71a above. 
 
74. Paragraph 71a above also applies to Home or EU FE students 
who are entitled to take out a SLC tuition fee loan which would 
potentially cover their tuition fees. 
 
75. Anyone not covered by these exceptions (for example 
continuing students paying their own fees or sponsored students) 
will continue to be liable for the full fee if they withdraw from their 
course. 
 
Referrals and re-sits 
 
76. Where a student is referred by an exam board and given more 
time to resubmit their work without needing to attend classes or 
receive further tuition there is no separate tuition fee payable. 
However where a student needs to re-sit all or part of a course 
then the relevant fee needs to be paid. This is calculated on the 
basis of the academic credit value of the repeated study in relation 
to the full academic year. 
 
77. The fee rate used for this calculation is subject to inflationary 
adjustment – see section F for more information. 
 
Suspension of studies (full/partial year out) 
 
78. There may be circumstances in which a student may request a 
full or partial year out from their studies. Where such a request 
receives academic approval then as long as there is no repeated 
study the tuition fee originally paid will be held over to cover the 
delayed period of study. Any inflationary adjustment to the 
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standard fee due for the delayed year of study will need to be 
paid. See section F for more information. 
 
79. There is no automatic entitlement to a refund of any tuition 
fees paid in respect of a part of the course covered by the 
suspension of studies. However in line with paragraph 53 above, 
in exceptional circumstances (which could include where the year 
out is taken due to financial difficulties) the student can request a 
refund of the element of the fee already paid which covers the 
period of suspended study. This should be done through 
submitting a request to the local Fees Manager. Where this is 
exceptionally agreed the refund will be calculated on the basis of 
any terms for which no attendance has been made. Any 
outstanding fees would need to be paid in full (including any 
relevant inflationary adjustment) before the student can resume 
their studies. 
 
80. Where any repeated study is involved when a student returns 
from a full or partial year out then the relevant fee (pro rata to the 
current fee) will be payable. Where an FE student repeats a period 
of study the awarding body registration fee does not normally have 
to be paid again. 
 
Transfer to another UAL course 
 
81. Where a student transfers mid-year to a different course within 
the University then the fee paid will be apportioned between the 
relevant schools/colleges. Where the rate of fee for both courses 
is the same then no further fee is payable by the student. Where 
the rate of fee for the two courses is different then a pro rata 
calculation will be carried out for each period of study and the 
student either asked to pay the balance due, or refunded, as 
appropriate. The same will apply where a student changes their 
mode of study (i.e. where a full-time student moves to the part-
time version of the same course). 
 

82. The same principle applies where a student moves to another 
course at the University but does not join at the same point (for 
example leaves mid-course and then starts a new course at the 
beginning). Any tuition fee paid for the former course will be 
apportioned on the basis of actual study undertaken, and any 
remaining funds can be carried forward to contribute towards the 
fees for the new course. 
 
83. Where a student takes time out from a course (partial or full 
year out) and then decides to request a transfer to a different UAL 
course then the position is the same as in paragraphs 82 and 83 
above. However this only applies where it has already been 
agreed that the student may take time out from their course. 
Where a student withdraws from a course and then applies to join 
a different UAL course the fee liability for the first course is the 
same as with any other student withdrawal. 
 
Transfer to a course at another institution 
 
84. Where a student transfers mid-year to a course at a different 
institution then that institution may request that an appropriate 
proportion of the fees is transferred to them to cover tuition for the 
remainder of the academic year. Such a request will be agreed to 
where the ‘receiving institution’ undertakes to reciprocate in future 
where necessary. Any student in this situation should consult their 
local Fees Manager in the first instance. 
 
85. Where the transferring student has taken out an SLC loan to 
cover their tuition fees then the fees will continue to be paid to the 
institution where the student is studying on each specified termly 
‘census date’. Fee income will not be apportioned between 
institutions in these circumstances. 
 
Joining a course after the start 
 
86. There is no entitlement to a reduction in the fee due where a 
student joins a course later in the relevant term. However in the 
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unlikely event of a student joining a course a full term after the 
start of the course (for example joining an autumn term start 
course in January) then they would not be charged a tuition fee for 
any term during which they had not yet started their attendance on 
the course. 
 
Courses spanning more than one academic year 
 
87. Where a course spans two sessions (e.g. running from 
January to December), annual fees should be charged based on 
the fee for the session in which the student enrols, 
e.g. a full-time postgraduate student who enrols on a one-year 
course in January 2017 would be charged for the course ending 
December 2017 at the 2016-17 rate. 
 
Foundation degree students progressing directly to BA study at 
UAL 
 
88. Where a student undertakes a foundation degree course at 
UAL and progresses without a break on a UAL top-up BA course 
or onto the final year of a UAL BA course then the tuition fee 
payable for the BA course will be calculated on the basis that the 
student is undertaking a single three-year programme of study and 
not starting a new course. This will apply equally to Home, EU and 
overseas students. Students in this situation will normally need to 
successfully complete a foundation degree bridging course before 
starting the BA course. 
 
Erasmus and other exchange students 
 
89. Students on ‘incoming’ Erasmus exchange programmes 
(Home/EU or overseas) are not charged a tuition fee. The same 
applies to incoming students on non-Erasmus exchange 
programmes, unless the relevant exchange agreement says 
otherwise. 
 

90. Home/EU students on “full year” outgoing Erasmus and non-
Erasmus exchange programmes are charged a tuition fee (£1,350 
in 2016-17). Students on any other outgoing Erasmus and non- 
Erasmus exchange programmes are treated as standard students 
and therefore normally charged the full fee for the course. 
 
91. For purposes of Erasmus or non-Erasmus exchange 
programmes a ‘full year’ is defined as a year in which the 
aggregate of any one or more periods of full-time study at the 
University is less than 10 weeks. The administrative arrangements 
for these schemes are complex and further advice should be 
sought from local Fees Managers or other College staff where 
necessary. 
 
Student liabilities and non-payment of fees 
 
92. In order to progress or complete their University education 
satisfactorily, students should meet all obligations associated with 
the University, College and course in full. 
 
93. The obligations associated with the University, the College and 
the course include the following: 
 
• Payment of all fees related to the course 
• Payment of any Residence fees or accommodation charges 
• The return of any borrowed property, including books, 

visual aids and equipment or payment of compensation if 
the property has been lost 

• Repayment of any loans, e.g. hardship loans, made by the 
University 

• Any academic requirements. 
 
94. A student failing to comply with these obligations will be 
regarded as having outstanding liabilities, unless such obligations 
have been discharged or explicitly excused. Procedures for 
managing student debtors are documented separately. 
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95. A student with outstanding tuition fee liabilities may be 
excluded from learning activities until payment or explicit 
agreement has been effected. Where a student does not pay their 
outstanding tuition fee liabilities to the University within a 
reasonable time, the University reserves the right to expel them 
from the University, terminate the Academic Contract between 
them and the University and to not allow them to attend graduation 
(where relevant) at the end of their course. Although having an 
outstanding liability will not affect the assessment process, it will 
affect a student's ability to progress to the next year of their course 
or to receive their certificate or transcript. 
 
N. EXCEPTIONAL FEE PAYMENT ARRANGEMENTS 
 
96. Any student experiencing financial difficulties during the 
course of the academic year should consult the Student Advice 
Service in the first instance. Where this leads to a request for 
exceptional fee payment arrangements this should be discussed 
with their local Fees Manager. 
  
Where supported by the College exceptional fee payment 
requests are submitted to the University’s Fee Policy Group. 
 
Political difficulties affecting payment of fees 
 
97. There may be some students who encounter difficulty with the 
payment of their fees through political or other reasons beyond 
their control. This could for example potentially apply to students 
from Ukraine or Syria. Any student in such as situation should 
discuss their case with their local Fees Manager. 
 
O. COMPLAINTS AND APPEALS 
 
98. Where a student or applicant is dissatisfied with their fee 
assessment (i.e. Home, EU, Islands or Overseas) then they 
should request a written reason for their assessment from local 
Admissions staff. If they then wish to challenge the basis for the 

assessment they should contact the Head of Admissions in the 
University’s Academic Registry. 
 
99. Where a student or applicant is dissatisfied with their level of 
fee they have been asked to pay, or wishes to make a complaint 
about a fee-rated matter, they should raise the matter with their 
local Fees Manager in the first instance. If dissatisfied with the 
outcome the student should invoke the University’s complaints 
and appeals procedure, which is set out on the University’s 
website. 
 
100. Where a student or applicant wishes to appeal against a 
decision of the Fees Policy Group they should seek advice from 
their local Fees Manager who would explain the grounds for 
appeal and the process. The grounds for allowing an appeal are 
extenuating circumstances or material irregularity. The appeal 
would go to the Dean of Students for consideration and the 
student would be notified of the outcome within 14 days of the 
submission of the appeal.
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Rules & Regulations 

for Students 2016-17 

 

Part 4:  

Equal Opportunities 

 

The University’s Equal Opportunities Policy embodies its vision to 
integrate equality and diversity into all areas of the institution’s 
ethos, policy and practice. The rich diversity of our students, staff 
and alumni is core and vital to the University’s distinctive and 
global reputation for academia and enterprise in the arts, 
communication and design. Our diversity informs our practice-led 
teaching and learning traditions, our innovation and our 
employment practices, producing inspired practitioners who are a 
dynamic, influential and leading force in the creative industries. 
Our vision is underpinned by the following values that we will work 
towards: 
 

1.1 Overview 
 

 We believe that equality and diversity is integral to our 
inclusive curriculum, our creative innovation, our global 
reputation and the richness of our University life. We are 
committed to addressing inequality and celebrating diversity 
in order to sustain an accessible and inclusive environment 
for all students, staff, alumni, governors, visitors, 
community and commercial partners with whom we 
engage.  

 

 Reminding, developing and supporting our staff, students, 
governors, service users and external partners in 
understanding how equality and diversity is meaningful and 
relevant to the University on an individual, collective and 
institutional level. 

 

 Prohibiting unlawful discrimination, harassment or 
victimisation on grounds of age, caring responsibilities, 
disability, gender, nationality, race, religious belief (or no 
belief),  sexual orientation socio-economic class or trans 
and whether such an identity is actual or perceived or 
whether this is by association with persons from any of 
these equality strands. This will apply to all stages of the 
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student and staff life cycle and to our engagement with 
service users, suppliers and external partners. Non-
compliance will be investigated seriously within the 
University’s complaints and disciplinary procedures. 

 

 Complying with the requirements of equality legislation and 
fulfilling all our statutory and regulatory duties. In specific 
circumstances where differential treatment may be 
required, we will use lawful exception or exemption, apply a 
genuine occupational requirement or positive action 
intervention to address historical and persistent 
disadvantage or under-representation, apply an academic 
admission requirement, or provide objective justification 
that constitutes a proportionate means of achieving a 
legitimate aim. 

 

 Setting and monitoring targets to increase the presence of 
those traditionally under-represented and in accordance 
with the provision made by equality legislation, develop 
interventions to address the imbalance as appropriate. 

 

 Regularly monitoring the recruitment, progress and 
experiences of all students and staff, paying particular 
attention to those protected in the aforementioned equality 
strands. We will endeavour to publish the results of our 
monitoring on an annual basis.  

 

 Assessing University policies, strategies and functions for 
adverse impact upon staff and students, with respect to all 
the equality strands. 

 

 Actively consulting on, communicating and promoting our 
Equality and Diversity Framework, ensuring accessibility for 
all students, staff, service users and partners and in 
particular, involve disabled people in these processes.  

 

 Benchmarking our performance against the best and 
endeavour to network, collaborate and learn from best 
practice in the HE sector, equality and diversity field and 
from institutions and practitioners in the creative industries. 
 

1.2 The Student Experience 

Students will have a holistic University experience which is 
positive, fair and inclusive, from application to opportunities for 
employment and volunteering. To this end, we will work towards: 
 

 Application — encouraging applications from a diverse 
range of potential students, and where appropriate, 
undertaking initiatives to attract applications from under-
represented groups. We will ensure the publicity, 
information and guidance we produce displays diverse 
images, is available in accessible formats and meets the 
needs of potential students from diverse backgrounds.    

 

 Admission — basing admissions solely on the student’s 
ability to meet the requirements of the selection criteria for 
competitive admissions and their potential to benefit from a 
successful completion of study. We aim to ensure that 
students of all backgrounds are not discriminated against at 
all points of the admissions process. Disabled applicants 
will be encouraged to discuss their particular requirements 
post-acceptance so that we can identify and accommodate 
reasonable adjustments that will enable them to participate 
fully as a student of the University.  

 

 Induction — making all our students aware at induction of 
the ways in which this Policy affects them and their rights 
and responsibilities in relation to equal opportunities. This 
will apply particularly to equalities monitoring, opportunities 
to be involved in future equality research and the 
consultation activities and mechanisms that are in place to 
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support and guide students with diverse needs. We will 
endeavour to inform all students of the facilities and 
resources available to them. 
 
 

 Academic Progression — providing academic guidance 
and tutoring to support academic progression and with 
recognition and sensitivity to the different needs of students 
in relation to further education, undergraduate and 
postgraduate study.  

 

 Withdrawal and Transfer — ensuring students have 
access to academic advice and guidance when considering 
withdrawal or transfer and monitoring any significant 
variations between different groups, including those 
belonging to the equality strands of age, caring 
responsibilities, disability, gender, nationality, race, religious 
belief (or no belief), sexual orientation, socio-economic 
class or trans. 

 

 Curriculum and Course Design — regularly reviewing the 
design and content of the curriculum, timetabling and the 
teaching methods and materials used will be as part of 
existing processes to ensure that they are appropriate for 
our diverse student body and are compliant with our 
commitment to equality and accessibility. 

 

 Assessment — ensuring that no bias exists in our 
assessment policy and practice and making reasonable 
adjustments to assessment methods to meet the needs of 
disabled students.  

 

 Work Placements — ensuring that where work placements 
are offered the arrangements are proportionate, transparent 
and provide students with comparable opportunities and 
experiences as far as possible. Providers will be informed 
of their responsibilities through our Equality Framework and 

we will incorporate measures to monitor progress to ensure 
that the learning opportunities provided are appropriate and 
will refer to relevant sectoral guidance. Employment 
obstacles faced by disabled and BME students will receive 
particular attention. 

 

 Research — encouraging and supporting diversity in both 
staff and student research activities and addressing the 
recruitment of postgraduate research students from under-
represented groups. 

 

 Student Support Services — offering support services 
that provide information, advice, guidance and counselling 
sensitive to the background, learning and support needs of 
all students. Accessibility issues will be reviewed as 
regularly as possible. 

 

 Complaints and Appeals — All students will be made 
aware of the mechanism for reporting instances of 
discrimination or harassment through the University 
complaints procedure.  

 

 Course Validation – We aim to include equality 
considerations into the course validation process. 

 

 Employment Outcomes — Ensuring employability is an 
important element of the learning experience and we will 
work towards monitoring any significant differences in first 
destination between all groups of students of all 
backgrounds and academic levels. 
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1.3 The Staff Experience 

This policy covers every aspect of the employment of staff, and 
will be issued to all following appointment at the University. 
Working in the ways described will mean we recruit and retain 
staff of the highest quality who will be motivated by the creative 
and diverse environment in which they work. To this end, we will 
work towards: 
 

 Recruitment and Selection — ensuring that no bias exists 
in all stages of the recruitment and selection process. We 
will encourage applications through open competition and 
from all groups. Word of mouth recruitment as the sole 
method of selection will be unacceptable. Advertisements, 
placement of advertising and recruitment information will 
reflect this. Appointments will be made on personal merit 
and performance. Every member of a selection panel will 
be required to attend the University’s ‘Managing Equality 
and Fairness in Recruitment and Selection’ training 
programme. Each panel should aim to be diverse in terms 
of its gender and ethnic mix. Recruitment will be sensitive 
to the access requirements of disabled applicants at all 
stages of the process. 

 

 Contractual Status and Work-Life Balance — where 
possible and on request, giving due regard to offering 
contracts that are appropriate to the type of work and 
accommodate the needs of those who wish to balance 
employment with caring responsibilities, reasonable 
adjustment needs, faith observance or other interests. 

 

 Job Description, Grading, Pay and Benefits — through 
job descriptions and person specifications, job evaluation 
and reward policy, ensuring that there is equal pay for work 
of equal value. 

 

 Induction — as part of their inductions, making sure staff, 
and in particular line managers, are aware of their 
responsibilities through online diversity training, in their 
Welcome Packs and in the setting of their objectives for 
Planning, Review and Appraisal. 

 

 Probation — ensuring decisions on probation are based 
solely on the ability of staff to undertake duties and 
responsibilities of the role, to the standards required, and 
take into consideration any reasonable adjustments made 
to meet individual needs. 

 

 Planning, Review and Appraisal — ensuring that through 
our Planning, Review and Appraisal scheme everyone has 
a regular opportunity to discuss their role, contribution and 
development. Decisions arising from these discussions will 
be fair and transparent. All staff will be required to comment 
on how they have demonstrated the University’s 
commitment to equality and diversity in their role. 

 

 Employee Relations — ensuring that procedures to 
handle complaints or conduct disciplinary matters are 
enacted fairly and effectively. A Dignity at Work and in the 
Learning Environment programme will provide advice, 
support and the formal procedures for redress for those 
who believe they are experiencing or for those who have 
received allegations against them of harassment, bullying, 
victimisation or any other form of unlawful discrimination.  

 

 Staff Development — ensuring fair access for all staff 
development opportunities. To maintain the University’s 
commitment to equality and diversity, every member of staff 
will be required to undertake mandatory training in equality 
and diversity. Managers will also receive specific training in 
addition to other support and resources from the Diversity 
Team and Human Resources.  
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 Career Progression — promotion being on merit. Those 
who have been given less opportunity in the past may 
benefit from targeted development programmes to enable 
them to compete fairly. 

 

 Length of Service and Retention — aiming to create an 
environment where staff satisfaction levels are high and 
hence encourage loyalty, commitment and prolonged 
lengths of service at the University. 
 
 

1.4 Further Information 

The UAL Equal Opportunities Policy forms part of the Equality & 
Diversity Framework which can be downloaded from the 
Diversity web pages – go to www.arts.ac.uk and search for 
‘diversity’ 
 
 
The University Public Sector Equality Duty (PSED) Objectives 
represent our seven priority objectives for action in 2012-15. To 
find out more about the PSED Objectives visit www.arts.ac.uk 
and search for ‘equality act’.   
   
Contact Us 

 Email: diversity@arts.ac.uk   

 Web: go to www.arts.ac.uk and search for ‘diversity’ 

 Telephone: 0207 514 9862. 

http://www.arts.ac.uk/
http://www.arts.ac.uk/
mailto:diversity@arts.ac.uk
http://www.arts.ac.uk/
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Rules & Regulations 

for Students 2016-17 

 

Part 5:  

Attendance Policy 

 

 
 
The University is required to monitor your attendance and report, 
as appropriate, to the UK Borders Agency, the Local Education 
Authorities and the Student Loans Company. As such you must 
inform us of any changes to your contact details and /or 
immigration status (if relevant). 
 
As a student at the University of the Arts London you are expected 
to attend all timetabled sessions, including lectures, seminars, 
group and individual tutorials, learning support sessions, 
workshops, inductions and demonstrations. Regular attendance 
means that you can take full advantage of the learning and 
teaching opportunities available to you and gain the greatest 
benefit from the course. 
 
Poor attendance not only affects you but also affects others who 
rely on you in group projects and for peer learning: where group 
work and peer learning is central to the subject, poor attendance 
can lead to failure of assessment. 
 
If you regularly miss sessions you will be contacted by your 
Course Director or Personal Tutor and offered the opportunity to 
discuss any difficulties that might be affecting your attendance and 
ways in which the University might help you attend more regularly. 
If your attendance continues to be poor you will receive a warning 
letter, your visa or student loan could be revoked and, eventually, 
you will be withdrawn from the course. 
 
The University recognises that you may need to undertake part 
time employment to support your studies and may have other 
commitments such as childcare or family or religious events. 
However the University does expect you, wherever possible, to fit 
these commitments around timetabled sessions in order to take 
part in the course fully.  
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If you are aware of an event (for example, an offer of work 
experience or a religious holiday) that is going to disrupt your 
attendance at taught sessions you must discuss this with your 
personal tutor or Course Director. This helps to ensure that you do 
not miss important sessions that could affect your performance at 
assessment and also allows the University to make sure that the 
requirements of the Student Loans Company and UK Borders 
Agency continue to be met.  
 
Remember, if you are studying with us on a student visa, the 
University has a legal obligation to inform the UK Borders Agency 
if you: 
 

 do not enrol for your course by the latest agreed start date; 

 withdraw, or are withdrawn, from your course, take time out 
from your course, or exceed the number of permitted 
unauthorised absences; 

 change or transfer to a course of a shorter length; 

 break the conditions of your permission to stay in the UK. 
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Rules & Regulations 

for Students 2016-17 

 

Part 6:  

Quality Assurance 

 

 
The constituent Colleges of University of the Arts London have 
long and distinguished histories that are reflected in their portfolios 
of courses and the pride that staff and students take in the high 
standards of their work. 
 
Quality matters to all. Learning is a two-way process. Staff and 
students have an important part to play in the maintenance of 
quality. 
 
The University welcomes the contributions of students and wishes 
to encourage students to play their full part in ensuring that their 
courses remain relevant and of high quality. In order to do this, 
you need to be aware of the formal procedures for monitoring the 
quality of courses and to understand the framework of regulations 
and responsibilities within which a creative academic community 
works. 
 
The four main elements in the system are: 
 
• The continuous monitoring of courses 
• The procedures for the approval of new courses and the 

review of existing courses 
• Quality review of schools or equivalent units 
• The use of external examiners. 
 
You should also recognise that, individually, you can bring any 
concerns to the attention of members of staff. Don’t let small 
matters develop into problems – informal communication 
complements the formal structures. 
 
Students have an integral role in the formal system for maintaining 
and improving the quality of the academic work of the University. 
The following pages describe how students are involved in the 
quality assurance of their course. 
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Committees 

The following paragraphs outline the work of the committees who 
play the major part in the monitoring and evaluation of courses. 
 
Academic Board 
 
The Academic Board is ultimately responsible for the quality of all 
the University’s academic work. It is the senior forum for academic 
policy discussion and decision in the University, and is chaired by 
the Vice-Chancellor. The composition and terms of reference of 
the Academic Board in the University, as in all higher education 
institutions, are determined by the Articles of Government as 
approved by the Privy Council. 
 
Course and Programme Committees 
 
Every course has a Course Committee or Programme Committee 
on which teaching staff, learning resources staff, students and 
those involved in the management of the course are represented. 
There is a Student Representative from each year/main option of 
the course.  
 
The Committee meets termly and is responsible for monitoring the 
operation of the course, considering academic issues (its content, 
teaching and learning methods, methods of assessment) and 
matters of course organisation. Each year the Committee monitors 
the progress of the course by considering External Examiners’ 
reports, statistical indicators of performance and the Course 
Leader’s critical analysis of developments. The views of the 
Committee are incorporated into the continuous monitoring 
process, which identifies strengths and weaknesses and 
implements an action plan to improve the course or overall 
programme.  
 

Boards of Studies 
 
School Boards of Studies are concerned with the academic policy 
of the School/College, including maintaining and improving the 
standards of its courses. They are responsible for identifying 
academic and organisational issues that require action on a cross-
School basis and advising Academic Committees about School-
related matters. Twenty per cent of members of Boards of Studies 
are students. 
 
College Academic Committees 
 
Each constituent School of a College has a Student 
Representative on the College Academic Committee. College 
Academic Committees are responsible for the implementation of 
quality assurance procedures throughout the College, for College-
wide academic standards and for establishing the academic policy 
framework within which the School Boards of Studies work. 
 
Academic Quality and Standards Committee 
 
This is a Standing Committee of the University’s Academic Board. 
It advises the Academic Board on all aspects of academic 
standards on taught courses, including admission criteria, 
assessment policies and course regulations. It is responsible for 
the operation of the system for approving new courses and 
periodically reviewing existing courses. It oversees the operation 
of the continuous monitoring system and, on behalf of the 
Academic Board, it considers major policy matters related to 
academic standards and development.  
 
This committee also considers how enhancements to the quality of 
course delivery can be supported. Each year AQSC presents an 
overview of the operation of the quality assurance processes 
across the University and the progress that is being made in 
tackling problems. It also approves the nominations of external 
examiners. 
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Course Representatives 

Course Representatives for each year are elected by students 
registered on the course. It is then up to you to make use of your 
Course Rep. Make your views known to your Representative. 
There are various opportunities for you to express your opinion 
about your course. If you don’t know who your Course 
Representative is or if your course doesn’t have one, ask your 
Course Leader. 
 

Continuous Monitoring 

Through Continuous Monitoring, your feedback is obtained by 
questionnaires, group discussions or written student reports. This 
data is carefully analysed and plays a major role in ongoing 
monitoring and consequently in the operation and delivery of the 
course you are undertaking. The information gathered enables 
staff to respond to student needs in an informed way. It will also 
highlight those parts of the course that students perceive to be 
successful and areas where they perceive change to be required. 
 

Course Revalidation and Review 

For Higher Education qualifications, your course will either go 
through a process of enhanced monitoring, or revalidation, 
periodically – about every six years. Revalidation is used where 
major changes to the content and structure are proposed by staff. 
Revalidation is carried out by the Colleges with advice from 
academic staff from across the University and external subject 
experts. Enhanced Monitoring is used where no major changes 
are proposed but external experts are asked to review the course 
team’s own analysis. This analysis includes looking at course 
strengths and weaknesses as well as proposals for improvement. 
Further Education qualifications are nationally accredited and not 
subject to the procedure above. 
 

Election and Training for Student 

Representatives 

Student elections for Course Representatives are held after week 
two and no later than week four at the beginning of each academic 
year.  
 
The Students’ Union (SU) then runs a training programme for all 
elected Reps to familiarise them with their role. The training 
involves discussion of the Student Representative’s role, 
preparation of agenda items and participation in meetings. It also 
covers problems that Student Reps may encounter and how to 
deal with them. It aims to encourage students to make use of their 
position with maximum personal gain and satisfaction.  
 
The training for Course Reps normally lasts for a morning or an 
afternoon (less or more can be arranged if preferred). Elections 
are held for Academic Representatives, Boards of Studies Reps 
and College Academic Committee Reps from those present at the 
first Student and Dean Forum each year. Student Representatives 
for the Academic Board and the Academic Quality and Standards 
Committee are held at the first meeting of the Students’ Union 
Student Executive. 
 
Confidentiality 
 
There may be occasions on which Committees discuss sensitive 
matters. If there is a formal ruling that discussion should proceed 
on a confidential basis, students, like all other members, have a 
duty to observe the University’s standing orders on confidentiality. 
In these circumstances, Representatives should not discuss the 
Committee’s deliberations with other students. 
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How Can Students Play an Effective 

Part in Quality Assurance? 

It is important that you make your views known to your 
Representatives as the academic year progresses. The Course or 
Programme Committee is probably the most important and 
immediate forum for you, as a student, since it deals with matters 
directly related to your course experience. It provides a formal 
channel for students to meet with staff and discuss the operation 
of the course.  
 
Issues that students may wish to raise in a Course or Programme 
Committee, but that fall outside the remit of that Committee, may 
be passed, if relevant, to the School Board or College Academic 
Committee. Alternatively, other channels are available for matters 
that are not course-related, e.g. Student Services, the Equal 
Opportunities Forum or the Students’ Union, which can deal with 
queries and problems. The SU Central Office is always available 
for assistance on any matter if you cannot contact anyone on your 
College site.  
 
Take the selection of Student Representatives seriously. Your 
Representative is your voice; the attitude and commitment of the 
person elected really matters. Support your Student 
Representatives. Make your views known; be prepared to be 
consulted and to help your Representative understand what the 
balance of student opinion is. Be prepared to think about things in-
depth so that your views are informed and constructive. Not all 
problems can be solved, but informed input from students can 
help to manage problems more effectively and improve the quality 
of courses.  
 
Make a contribution to the academic community and stand for 
election as a Student Representative. Representation is a 

challenge and you will gain confidence and experience, which will 
always be useful. If elected, remember that the Chair and staff 
members are anxious that Student Representatives play their full 
part.  
 
Ask the Chair or University Secretary and Registrar for any help 
you feel you need in dealing with Committee procedure. Don’t be 
afraid to ask for an explanation if you do not understand a point, 
as you will often find other members are grateful for the 
clarification. If you find ‘breaking in’ to the discussion difficult, let 
the Chair know beforehand of your wish to speak on a particular 
agenda item. He/she can then invite you to put your point. 
Remember, it gets easier each time you speak.  
 
Act now – don’t let small problems develop into major problems. 
Use the many formal and informal channels to express your views, 
as informal communication complements the formal structures. 
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Rules & Regulations 

for Students 2016-17 

 

Part 7:  

Course & Assessment 

Regulations 

 

 
This section provides a brief guide to University of the Arts 
London’s Academic Regulations. 
 
It is not a substitute for the full information provided in your Course 
Handbook and the regulations governing your particular course of 
study on the Course Regulations website. 
 

The Course Regulations 

The Course Regulations include information about the 
assessment of all Higher Education students at the University.  
They include: 
 

 The marking criteria used to assess your work 

 The marking scale used to grade your work 

 Information on making a claim for extenuating 
circumstances (when something unforeseen prevents you 
from completing your assignment or negatively affects the 
quality of your work) 

 What happens if you miss a deadline or fail a piece of 
work  

 The adjustments that can be made to assessments for 
students with disabilities 

 How you can apply to take time out from your studies 

 How the standards of UAL awards are verified through 
internal and external moderation  

 Information about academic misconduct and plagiarism 

 The role of the Exam Board in considering your work 

 How to request a review of an Exam Board decision 
 
You can find everything you need to know about the regulations 
on your course on the Course Regulations Website – go to 
www.arts.ac.uk and search for ‘regulations’. 

http://www.arts.ac.uk/
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University of the Arts London 

Assessment Policy 

The University of the Arts London Assessment Policy covers all 
aspects of the assessment of Higher Education courses in the 
University. It includes 3 parts: 
 
Assessment Policy  
 
A statement of the principles governing assessment for all Higher 
Education courses within the University of the Arts London and a 
summary of the main aspects to consider when putting together 
an assessment strategy as part of a course development. 
 
Course Regulations  
 
Standardised Course Regulations are available to all staff and 
students on the University website. The Course Regulations 
highlight where there are associated procedures and guidance 
notes under each section. 
 
Guidance Notes  
 
The Guidance Notes cover the key principles behind each section 
of the course regulations as well as providing more detailed 
reading to aid decision-making. 
 
 

 

Key Principles Governing the Assessment 

of Students  

1. Assessment is an integral part of the learning process.  

2. Assessment is a matter of academic judgement not solely 
of computation.  

3. Assessment schemes must be explicit, transparent, fit for 
purpose and ensure fairness of treatment for all students.  

4. All assessment schemes must be approved by Academic 
Standards and Development Committee as part of course 
validation and their operation monitored and regularly 
reviewed.  

5. In assessment, academic judgments will be made with 
reference to the Marking Criteria specified for a unit or unit 
element.   

6. The UAL Marking Criteria have been developed to help 
tutors give students clear and helpful feedback on their 
work.  

7. Students must be provided with full and accurate 
information on all aspects of their assessment.  

8. Staff will be supported in the implementation of the 
assessment policy through the provision of information, 
staff development, and the sharing of good practice. 
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Mandatory Requirements for Higher 

Education 

1. The assessment strategy for a course must be devised in 
the context of good practice in learning and teaching as 
part of course development. Assessment strategy and 
submission requirements will be considered as part of 
course approval in validation and review.  

2. The methods and content of assessment for a course must 
cover all the learning outcomes for that course and this 
must be made clear in the course handbook at validation.  

3. All assignments and project briefs leading to a submission 
for assessments contributing to a final award or to the 
allocation of credit (i.e. summative assessments) must be 
given to students in written form.  Assessment briefs should 
include the Marking Criteria relevant to the assessment. 

4. Project briefs and assignments for submissions for 
summative assessment must be approved by the Exam 
Board or by a Sub-Board which has been agreed and 
established by the full Exam Board for this purpose. 
External Examiners must be involved in the approval of 
final examination papers and project briefs.  

5. Written feedback on summative assessment must be 
provided to students and should indicate the level of 
achievement against each of the relevant Marking Criteria.  

6. A system of internal moderation which promotes fairness of 
treatment and parity in marking and meets the particular 
needs of the course must be in operation in each course.  

7. All course regulations shall conform to the University 
regulations for the level and type of taught course. 
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Rules & Regulations 

for Students 2016-17 

 

Part 8:  

Disciplinary Code for 

Students 

 

 

Preamble 

This code is made under Article 12.2 of the Articles of 
Government, approved by the Court of Governors on 10 July 
2006, superseding the previous version approved in 1992. 
 
This Disciplinary Code observes the Common Law rules of Natural 
Justice in accordance with the Articles of the Human Rights Act 
1996. However, the detailed procedural requirements of the act for 
civil and criminal proceedings, do not apply to the application of 
this code. 
 
The code applies to all students in respect of University activities 
(but not in their dealings with its subsidiary companies, such as 
London Artscom Ltd). 
 
Adjustments to the process may be made to accommodate 
students defined as having disabilities under Disability 
Discrimination and allied legislation. 
 
 

1. Introduction 

In each School the Dean shall ensure that: 
 
• Each student receives a copy of this Code on his/her initial 

enrolment; and 
• Each student shall be reminded of the Code as well as the 

University’s further policies on Equal Opportunities and 
Health and Safety through their induction to their course. 
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The following terms in this document have the meanings indicated 
below: 
 

“A Dean” refers to the member of staff responsible to the 
Pro-Vice Chancellor for the circulation and operation of 
the Code to students within each constituent College of 
University of the Arts London, and to any member of staff 
formally acting for the Dean in disciplinary matters.    
 
“A Dean” also refers to members of staff who have 
cross-University roles and designated Dean status. 
 
“Senior Manager” refers to a Dean, Director or Head of 
Department or equivalent. “Staff at the level of Dean” 
refers to staff with managerial responsibility, directly 
reporting to a member of the University Management 
Team. 
 
“A friend” includes a fellow student in University of the 
Arts London, a representative from University of the Arts 
London Students’ Union or a relative. 
  
“Duty Manager” refers to the most senior manager 
responsible on site, including managers responsible for 
student residences. 
 
“Conduct” refers to the day-to-day activities of fellow 
students and/or University staff in teaching, learning, 
research, social or residential environments managed 
by, or on behalf of the University, and to alleged gross 
misconduct off-site (see section 3). 
 
“The Code” refers to this document as a whole. 

 

2. Conduct 

Overview 
 

2.1 It shall be a breach of the code if a student: 
 

i. Engages in any conduct that prevents, obstructs or 
disrupts: 

 
• Teaching, learning or research within the University 

• The administration of the University 
• Any member of staff from discharging his/her duties 
• Any other student from pursuing his/her studies 
• The occurrence or conduct of any lawful meeting 

within the University or organised by it. 
 

ii. Obstructs or attempts to obstruct access of staff, 
students or members of the public entering as 
normally permitted any building or premises within 
the University’s control. 

 
iii. Commits any breach of regulations, including 

policies and codes relating to Health and Safety, 
Equal Opportunities and the use of emails, software 
and datasets and all other services, facilities and 
resources. 

 
Offences against the person 
 

iv. Assaults, sexually harasses or otherwise intimidates 
any fellow student, member of the University’s staff 
or person visiting the University, or engages in 
discriminatory behaviour in contravention of the 
University’s Diversity policy. 
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Offences against property 
 

v. Misappropriates, deliberately misuses, maliciously 
damages, retains (without authorisation) any 
equipment, learning materials, student work, 
furniture or fittings belonging to, or under the control 
of the University or the Students’ Union or being the 
personal property of any student or member of staff. 

 
vi. Misappropriates any funds or assets of the 

University or the Students’ Union. 
 
Trespass 
 

vii. Enters or remains in an area from which excluded, or 
takes part in any trespass or unauthorised 
occupation of any buildings or premises owned or 
used by the University. 

 
Occupation will be deemed to be unauthorised if it is 
carried on after reasonable notice to desist has been 
given by University staff or if the student has 
occupied a building or premises or part thereof 
where access by students is normally prohibited, or 
scheduled to take place. 

 
Anti-social behaviour  
 

viii. Behaves in a disruptive or violent manner in learning 
and teaching or social environments and/or 
residential accommodation managed by the 
University. 

 
ix. Engages in alcohol or drug misuse and/or the illegal 

supply of Class A or Class B drugs within the 
learning and teaching or social environment or 

residential accommodation owned or managed by 
the University. 

 
x. Engages in communication with staff or other 

students which is offensive or slanderous. 
 
Plagiarism 
 

xi. Commits or is implicated in cheating or plagiarism in 
relation to an examination or assessment; or 
attempts to achieve any form of unfair advantage 
using others’ work, including creative artefacts, 
whether completed or in progress. 
 

xii. Such offences shall be investigated and any 
sanction determined according to this Code. In 
addition, it will be for the Board of Examiners or 
examining body, as appropriate, or if such 
arrangements do not apply, the Academic Board, to 
decide upon the standing of the candidate’s result or 
award if already made. Additionally, see the Course 
Regulations. 

 
The use of files and documents 
 

xiii. Invades, abuses or attempts to abuse the security, 
integrity or privacy of any files or confidential 
material, whether or not subject to protection under 
the Data Protection Act, including computerised 
systems of the University or the Students’ Union. 

 
Criminal offence 
 

xiv. Commits any criminal offence (including the 
infringement of copyright) or conducts himself/herself 
on the premises of the University in a manner that 
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would amount to a criminal offence were it 
committed in a public place. 

 
Miscellaneous 
 

xv. Otherwise commits a breach of any Regulation, Rule 
or Code of Practice authorised by the Court or the 
Academic Board. 

 
2.2 The offences specified in 2.1 are not intended as a 

definitive list. Where there is doubt, the University Secretary 
and Registrar and the Dean of Students shall decide the 
procedure to be followed in a particular situation, having 
regard to the standards of conduct implied in 2.1 generally. 

 
 

3. Gross Misconduct 

Any offence (including allegations of criminal behaviour as further 
detailed in section 4.4 below) in which the offender commits 
physical violence, malicious abuse, theft, fraud or other 
fundamental breach of trust or negligently endangers staff or 
students or visitors must be regarded as gross misconduct and 
may therefore lead to immediate suspension pending a 
disciplinary hearing and possible expulsion. 
 
Nothing in this code shall prevent a student from being suspended 
immediately on grounds of gross misconduct. 
 
 

4. Action on Misconduct 

Immediate Action – incidents on premises under University 
control 
 
4.1  Any member of staff may with good cause require a student 

to leave a specific room or area should a situation develop 

that cannot after reasonable endeavours, be otherwise 
resolved. However, members of staff do not have the 
authority to bar students from University facilities and 
resources beyond the immediate resolution of a difficult 
situation. 

 
Following a requirement to leave, the matter can only be 
extended into a formal suspension of the student through 
the procedure detailed within this Disciplinary Code. 

 
4.2  Any refusal to leave or similar escalation of the situation 

should be referred immediately to a member of staff at the 
level of Dean, or if the latter is not available, the Duty 
Manager for the site. The police will be called if the senior 
staff member present deems this appropriate. 

 
4.3  The request to leave with summary detail of the incident 

leading to it, together with any refusal to leave shall be 
reported to the student’s Dean as soon as reasonably 
practicable, normally using the ‘Student Incident Report 
Form’ available from the Student Services website, Human 
Resources or University Secretary and Registrar’s Office. 
The Dean will then revert to the sections of this code. 

  
Immediate Action – alleged criminal behaviour and police 
involvement 
 
4.4  Allegations of criminal behaviour (on or off-site) may come 

to staff’s attention in three ways: 
 

• Allegations by another member of the School/ College/ 
University community (e.g. student, staff or visitor) 

• Allegation by an external party (e.g. neighbour, member 
of public) 

• Report/enquiry from the police. 
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In all cases, the office of the Dean or equivalent should be 
informed; and advice from the University Secretary and 
Registrar and/or Dean of Students may be sought on the 
questions of liaison with police and informal progress 
respectively. 

 
4.5  In cases (a) and (b), if the allegation is potentially gross 

misconduct, the matter should be directed to the police. 
That is, the person making the allegation should be advised 
to contact the police. Staff should consider the merits or 
otherwise of assisting in this, according to circumstances. 

 
4.6  Once the police are involved with the alleged incident, their 

advice should be sought as to what further action the 
School/College/University might take. The relevant member 
of the University's Executive Board – Pro Vice-Chancellor 
or Deputy Vice-Chancellor, as well as the University 
Secretary and Registrar, and Dean of Students – should be 
informed, if not already aware. Apart from suspension, it is 
likely that the police will require that no further investigation 
is undertaken, as this might damage the proper 
proceedings for a charge. 

 
4.7  If the matter is not referred to the police or the police refer 

the matter back for School/College/University internal action 
only, it should be dealt with promptly utilising the 
procedures indicated in this section or Section 5 below, but 
with an awareness of the particular problems around cases 
of an interpersonal nature (e.g. student allegations about 
fellow students). In such instances, a counter allegation is 
often offered/ made as a defence. Hence, suspension (if the 
police are not involved) should be used very sparingly, as a 
suspension of only one party leaves the 
School/College/University in a very vulnerable position. 

 
 

5.  Initial and extended suspension 

5.1  Staff in the following posts have the Vice-Chancellor’s 
authority to suspend students: Deputy Vice-Chancellor, Pro 
Vice-Chancellor, Deans, Senior Managers, Duty Managers. 
Initially, suspension may be imposed for up to three 
complete working days. A suspension imposed by a Dean 
or Duty Manager must be notified immediately to the Pro 
Vice-Chancellor where the student is registered. No further 
action of a disciplinary nature shall then be taken in relation 
to a residential issue without consulting the Pro Vice-
Chancellor concerned. 

 
5.2  Within three working days of their suspension, students 

must be sent to their registered (QL) address written 
confirmation (by post or email), explaining why they have 
been suspended and for how long. Extensions to 
suspension should also be communicated clearly and 
promptly, once the decision to extend suspension has been 
made. In cases in which suspensions are extended the lead 
manager (see above) should meet the suspended student 
to discuss the situation with him/her. 

 
5.3  Where the University has been notified that the police are 

involved, proceedings may be deferred until police 
guidance concerning further legal action is received. 

 
In such cases, an explanatory meeting will be held within 72 
hours to keep relevant parties informed. If the student is 
already suspended by the University, this may be extended 
and the student will be notified accordingly. 

 
5.4  After the initial suspension, a further period may be 

imposed if more time is needed to complete an 
investigation or if exclusion is necessary until a disciplinary 
hearing is held. At the beginning of the extended period of 
suspension the student should receive in writing a 
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statement of the allegation(s) being investigated and 
confirmation of the reason for suspension. In all cases, 
unless the Vice-Chancellor determines otherwise, 
suspension shall debar the student from all University sites, 
premises and activities (except with express consent). 
However, reasonable opportunity to respond to an 
allegation would normally be permitted, and it is also 
recognised that special considerations could arise in 
relation to a student’s access to his/her place of residence. 

 
5.5  A student who has been under continuous suspension for 

two weeks or more may appeal to the Vice-Chancellor for 
the matter to be expedited unless a disciplinary hearing has 
been held or the date for a hearing set. If a disciplinary 
hearing is to take place the date should normally be notified 
to the student within three weeks of the initial suspension. 

 
 

6.  Informal and Formal Proceedings 
Regarding Infringements of the Code 

6.1  All infringements of the Code shall be investigated to 
establish the facts. Any student against whom an allegation 
has been made has the right to be accompanied by a 
“friend” at an investigative interview or disciplinary hearing. 
At this stage the process is led by the lead manager 
(usually the manager who has initiated the suspension). 

 
6.2  Prompt and informal resolution should always be sought for 

minor infringements. Deans or Duty Managers will seek 
early resolution without further reference to this procedure. 
In other circumstances, following investigation, the 
procedure should move to a formal disciplinary hearing, if 
necessary. 

 
6.3  The Dean of Students will act in an advisory and 

consultative manner to assist in informal resolution. Staff 

should consult the Dean of Students on matters to do with 
initial continuing suspension, including exploratory 
investigations. 

 
An informal resolution will seek to rectify a problem that has 
arisen, but will not be designed to punish the student. 
Suitable informal resolution led by the local College Dean 
may include: 
 

i. Successful mediation between students, or students 
and staff 

ii. Righting a wrong by paying for damage (but no fine) 
iii. Apologising to those affected by inappropriate 

behaviour 
iv. Agreement to certain standards of behaviour in the 

future. 
v. Agreement to seek a medical assessment if 

appropriate 
 
 

7.  Mental Illness 

7.1  If it appears to those considering an allegation of 
misconduct (as described in Sections 2 and 3 above) that 
the student in question is suffering from mental illness or 
mental instability, the proceedings may be adjourned for the 
preparation of a medical report following advice from the 
University’s Head of Counselling, Health and Disability. 

 
7.2  If there is medical evidence that the student is suffering 

from mental illness or mental instability, those dealing with 
the case may suspend or terminate the proceedings, if it is 
felt appropriate to do so. It may be made a condition of the 
deferment or termination of the proceedings, or the lifting of 
the suspension itself, that the student seek medical 
treatment. 
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8. Formal Resolution 

A student shall be informed in writing of the allegations against 
him/her ten working days in advance of any disciplinary hearing. 
Documentation relating to the hearing will be provided to the 
student no later than two working days before the meeting. 
Disciplinary hearings will usually occur no more than 15 working 
days after the Dean’s or Senior Manager’s investigation has been 
concluded. In cases involving health assessments this period may 
necessarily be longer. 
 
 

9. Disciplinary Hearing Panel 

9.1  The Disciplinary Hearing Panel will be convened by the 
University Secretary and Registrar and should normally 
consist of one Pro Vice-Chancellor or Dean (not from the 
student’s College), one senior member of Central Services 
staff (who shall be Chair), the Students’ Union President or 
their nominee, and the University Secretary and Registrar’s 
nominated representative as Clerk, none of whom should 
have been directly involved in interim action taken to 
investigate up to that date. 

 
9.2  The panel will receive a report from the Dean of the 

student’s School on their investigation. The Chair will be 
empowered to request additional documentation and/or 
evidence. 

 
9.3  Any documentation (including a tariff of sanctions) and 

evidence presented to the panel should be made available 
to the student at the earliest opportunity and no later than 
two working days ahead of the meeting. 

 
9.4  Disciplinary hearings will normally be chaired by a Senior 

University Manager. However, when gross misconduct has 
been alleged, or previous warnings have not produced a 

satisfactory response, or persistent infringements of the 
Code have occurred, the hearing will normally be 
conducted by an Executive Board member nominated by 
the Vice-Chancellor. The conduct of all disciplinary hearings 
should follow the standard University procedure. 

 

10. Conducting Disciplinary Hearings 

A record shall be kept of a disciplinary hearing, including the 
report of the investigation and of the action taken in consequence 
of the hearing. If misconduct is established, the hearing record 
and the detail of action taken shall be held for the duration of the 
student’s registration at University of the Arts London. 
 
In all cases: 
 

i. The student must know the case against him/her and the 
likely sanctions should the infringement be proven. 

ii. Relevant evidence and documents must be disclosed two 
working days in advance of the hearing. 

iii. Students will be permitted to make representations and 
question the evidence in a manner determined by the Chair 
of the Panel who shall be the final arbiter of the procedure 
to be followed at the hearing. 

iv. There is no absolute right for a student to require a witness 
to attend a hearing. The Chair has the discretion to allow 
witness’ written statement as evidence, or to arrange for the 
panel to interview them separately (in camera) if he/she 
believes it to be in the interest of natural justice to do so. 
However, the more serious the allegation and the more 
contentious the statement the greater the presumption 
should be towards witness attendance. 

v. A student or staff member, or their representatives will be 
allowed to challenge evidence through questions for 
witnesses, which should formally be directed through the 
Chair of the Panel. Confrontational or aggressive cross-
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examination will not be permitted and any restrictions shall 
be at the sole discretion of the Chair. 

 
 

11. Disciplinary Hearing (and Appeal) 
Panel Decisions 

i. In reaching a conclusion in disciplinary matters, the 
Chair should be satisfied that the student has done 
what has been alleged. 

ii. The ‘test of proof’ should be considered by the panel 
to be on a sliding scale depending on the 
seriousness of the allegation, with a heightened 
probability required, the more serious the allegation. 

iii. The Panel Chair will have a casting vote. 
 
11.1  If as a result of a disciplinary hearing the student is found to 

be blameworthy and further action necessary, one or more 
of the sanctions below may be applied: 

 
i. An apology may be required from the student to the 

member of staff or other student(s) involved in the 
original incident 

ii. An oral warning to be recorded on the student’s file 
for a specified period 

iii. A reprimand to be written on the student’s file 
iv. A written warning and/or requirement to give a 

written undertaking as to future conduct 
v. Payment to be made for any loss or damage caused 

either fully or in part 
vi. Withdrawal of registration for a period of up to 12 

months 
vii. Recommend expulsion. 

 
Except in the case of withdrawal of registration or ongoing 
suspension, exclusion from facilities for any significant period is 
not an acceptable sanction. 

 
Indeed in all cases it should be made clear at the end of a hearing 
when the student can and should return to College, either to 
collect belongings or to return to study, which should be at the 
earliest reasonable time. 
 
11.2  If the Chair of a disciplinary hearing recommends the 

student’s expulsion to the Vice-Chancellor, the student will 
be suspended until the Vice-Chancellor has come to a 
decision. The Vice-Chancellor shall receive the 
recommendation within three working days of the hearing, 
and promptly consider all relevant factors so that a decision 
is made and notified in writing to the student within no more 
than 15 working days. 

 
 

12. Appeals 

12.1  Any student dissatisfied with a decision relating to an 
allegation of misconduct may give written notice of intention 
to appeal. 

 
12.2  The notice of appeal must be made by notifying the 

University Secretary and Registrar in writing no later than 
the tenth working day after the notice of the decision was 
issued. 

 
12.3  The notice must specify the grounds on which the student 

wishes to appeal. The grounds on which the student may 
appeal are: 

 
• Evidence at the hearing was factually incorrect; 

and/or 
• Fresh evidence, which was not available at the 

original hearing and which may have affected the 
outcome of the hearing, is available; and/or 
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• The hearing was flawed on procedural grounds; 
and/or 

• The findings of the hearing were inconsistent with the 
evidence provided to the hearing; and/or 

• The sanctions imposed were not reasonable in the 
circumstances. 

 
12.4  The University Secretary and Registrar may reject an 

application to appeal if the notice of appeal does not include 
one or more of the grounds stated above and/or if the 
explanation given in support of the grounds stated discloses 
no reasonable basis for an appeal. 

 
12.5  The appeal will be heard by a person or persons who are 

independent from the first hearing. 
 
12.6  On hearing the appeal the University may: 

• Confirm and/or uphold the disciplinary action taken; or 
• Uphold the appeal and set aside the original disciplinary 

action entirely; or 
• Substitute an alternative form or level of disciplinary 

action or penalty if they think it is appropriate to do so. 
This means that the penalty could be less or more 
severe than the penalty originally imposed. 

 
12.7  The University will inform the student of the final decision 

within a reasonable time after the appeal hearing. The 
decision made at the appeal will be final and there is no 
right of further appeal within the University. 

 
12.8  A student whose appeal has been dismissed has the right 

to refer the matter to the Office of Independent Adjudicator. 
 
Right to Postpone 
 
12.9  Any student who is the subject of a disciplinary or appeal 

hearing may request a postponement of that hearing 

providing there are reasonable grounds to do so and the 
length of the requested postponement is reasonable. 

 
12.10  The University may at its absolute discretion grant a 

student’s request for a hearing to be postponed. 
12.11  The University may postpone a disciplinary or appeal 

hearing providing there are reasonable grounds to do so 
and the length of the requested postponement is 
reasonable. 

 
12.12  The final decision on whether to postpone a disciplinary or 

appeal hearing lies with the University. 
 
Failure to Attend 
 
12.13  Any student who is the subject of this procedure must make 

all reasonable efforts to attend any hearings or meetings he 
or she has been requested to attend. If the student fails to 
attend without good reason, the University may proceed 
with the hearing or meeting in the student’s absence and 
draw such inferences as are appropriate for the material in 
its possession and from the student’s absence. 
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Rules & Regulations 

for Students 2016-17 

 

Part 9:  

Referencing & Academic 

Misconduct 

 
Academic Misconduct refers to any form of academic cheating.  
Plagiarism is the form of cheating you may hear referred to most 
often. It is defined as stealing another person's ideas and 
presenting them as though they were your own.  Examples 
include: 
 

 Submitting assignments downloaded from the internet 

 Commissioning another person to produce a piece of work 
without acknowledgement 

 Cheating in examinations 

 Copying from a text-book, journal article, thesis, essay or 
website without providing adequate reference to the author 

 Reproducing original artwork, designs, film, sound or 
performance and presenting them as though they were 
your own 

 Copying someone else’s essay, programme, database, 
web-page or multimedia presentation without 
acknowledging their work 

 
Throughout your studies, you will be encouraged to reference the 
work of other artists, writers, designers or performers in your work. 
Tutors will expect to find reference to the sources of your ideas in 
supporting documentation such as sketchbooks or initial drafts. 
This is an essential and valuable part of your education. As long 
as the source of the ideas is acknowledged, this is not 
plagiarism. 
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How to avoid Academic Misconduct 

and Plagiarism  

The University of the Arts London takes all cases of cheating 
very seriously.   
 
Such an offence is likely to lead to failure of that assignment 
and/ or unit and serious or repeated offences may lead to 
failure of the whole stage of the course, suspension or even 
expulsion. In addition, a breach of copyright may lead to legal 
action. 
 
Make sure that, for any assignment, you refer to the University’s 
guidance on accepted and acceptable forms of referencing: 
Cite Them Right Online available from 
www.citethemrightonline.com. This lists the correct way to 
reference any source, from books, journals and essays to works 
of art, computer programmes and web pages.  
 
If you are concerned that your work may have been plagiarised by 
another student you should contact your tutor or Course Leader. 
 
 

Quick Guide to Referencing 

Always acknowledge anyone else's ideas that you use in your 
work by quoting the source of the information: 
 
• In an essay or assignment, when quoting another person's 

words "put their words in quotation marks" and properly 
reference the author within the text and in the bibliography 

• In computer software show where the information has come 
from in the acknowledgements or credits, e.g. programme 
design - A Brown, or Graphics - J Smith 

• When using an artefact, put a caption against the object, e.g. 
"original photograph by Cartier-Bresson" 

• If presenting an original piece of work based on an existing 
design or work of art, quote the source, e.g. "after Rodin", 
"after Eckersley" 

• If using a strategy of `appropriation' (i.e. the deliberate and 
conscious use of the style and images of another artist) 
make sure you tell your tutors what you are doing and why 
and acknowledge the strategy when submitting work for 
assessment 

• In a group project make sure all the members of the group 
are listed. If individuals undertake specific work within the 
project, make sure that this is acknowledged 

• In examinations do not copy another person's work. Do not 
quote passages from a text-book or journal without 
acknowledging the source 

 
 

http://www.citethemrightonline.com/
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What Will Happen if I Am Suspected 

of Academic Misconduct? 

If your tutor suspects cheating in an assignment, s/he will make a 
report to your Course Leader, who will determine how serious the 
offence is. If the misconduct is moderate or serious, you will be 
asked to meet with your Course Leader to discuss the allegation.   
 
You will then be invited to attend a misconduct hearing. You may 
take a friend along with you for support. The panel is made up of 
3-4 members of staff who have experience of dealing with 
Academic Misconduct cases. A representative from the Students’ 
Union will also be there, and a clerk will record the meeting.  The 
panel will ask you questions about your work and its authenticity, 
and you will also be able to bring evidence for the panel to 
consider. 
 
The Panel must come to one of two conclusions: The Panel is 
satisfied that misconduct has taken place or the Panel is not 
satisfied that misconduct has taken place.  If the Panel is not 
satisfied, you will be sent a letter confirming that your case is 
closed.   
 
If the Panel is satisfied that misconduct has taken place, the Board 
of Examiners will agree the level of the offence and an appropriate 
penalty.  Depending on the severity of the offence, you may be 
asked to resubmit the work, repeat the unit or even the whole 
year. All resubmissions and repeats will be capped at D-.  A 
repeat unit or year requires payment of full fees. 
 
Further details can be found on the Course Regulations website – 
visit www.arts.ac.uk and search for ‘academic misconduct’.

 

http://www.arts.ac.uk/
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Rules & Regulations 

for Students 2016-17 

 

Part 10:  

Reporting Serious 

Incidents 

 

 

 

 
 
The University is a charity and is expected to report any serious 
incidents at the University to its charity regulator. Further details of 
what might constitute a serious incident, and how the University 
meets its obligations are on the Governance web pages. Students 
are asked to report any serious incidents to their course tutor or 
Dean and the University Secretary and Registrar. 
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Rules & Regulations 

for Students 2016-17 

 

Part 11:  

Student Liabilities 

 

 
 
1.  In order to progress or complete their University education 

satisfactorily, students should meet all obligations 
associated with the University, College and course in full.  

2.  The obligations associated with the University, the College 
and the course include the following:  

 
• Payment of all tuition fees related to the course  
• Payment of any residence fees or accommodation 

charges  
• The return of any borrowed property, including books, 

visual aids and equipment or payment of compensation 
if the property has been lost  

• Repayment of any loans, e.g. hardship loans, made by 
the University  

• Any academic requirements. 
 
3.  A student failing to comply with these obligations will be 

regarded as having outstanding liabilities, unless such 
obligations have been discharged or explicitly excused.  

 
 

Outstanding Tuition Fee Liabilities 

 
4.  Students are expected to pay their fees in full at enrolment 

unless they can demonstrate evidence of having taken out 
a fees loan or having their fees paid by a sponsor, which 
could include the Student Loans Company. Where this is 
not the case they will need to agree to the conditions set 
out in the temporary enrolment agreement. If payment is 
not subsequently made in line with this agreement, the 
student will be sent three reminder letters by the Finance 
Department requesting payment. If the debt remains after 
this process has been completed then legal action may be 
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taken to recover the debt and the student will be regarded 
as having outstanding tuition fee liabilities. 

 
5.  A student with outstanding tuition fee liabilities may be 

excluded from learning activities until payment or explicit 
agreement has been effected. If a student does not pay 
their outstanding tuition fee liabilities to the University within 
a reasonable time, the University reserves the right to expel 
them from the University and to terminate the Academic 
Contract. Advice is available from the Finance Department 
on detailed aspects of fees regulations.  

 
6. Although having an outstanding tuition fee liability will not 

affect the assessment process, it will affect a student's 
ability to progress to the next year of their course or to 
receive their certificate or transcript.  Students will not be 
provided with their certificate or transcript if they have an 
outstanding tuition fee liability. 
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Rules & Regulations 

for Students 2016-17 

 

Part 12:  

Student Complaints & 

Appeals 

University Complaints Procedures 

Introduction  
 

1. The University has clear procedures for dealing with 
student complaints which form part of its quality assurance 
system and reflect current best practice. Complaints from 
students are treated seriously without negatively affecting 
student rights or impartial judgement on academic progress 
or any other aspect of student life at the University.  

 
2. These procedures are a means by which the University can 

resolve student complaints and address shortcomings. 
Through the procedures students enrolled or registered at 
the University may seek redress, wherever possible, for any 
disadvantage, injury, damage or distress caused by the 
University. The procedures are relevant to all categories of 
complaint and not only in relation to the University’s 
requirement to provide teaching and facilitate learning.  
 

3. University Secretary and Registrar. The complaints 
procedures are approved by the Academic Board and 
managed by the Office of the University Secretary and 
Registrar. It is the University Secretary and Registrar who 
has the final responsibility for the procedures together with 
the authority to adjudicate upon any questions raised by a 
student, the Students’ Union or member of staff in relation 
to any aspect of the procedures. In all cases the decision of 
the University Secretary and Registrar shall be final.  
 

4. Student Complaints and Appeals Officers. The Student 
Complaints Officers within each college and central support 
area have responsibility for the operation and management 
of the student complaints system at local level. It is the 
responsibility of Student Complaints Officers to manage, 
co-ordinate and monitor student complaints and ensure that 
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the college or central support area implements the 
University Complaints procedures in full and liaises with the 
University Complaints Unit. The Student Complaints 
Officers shall provide the relevant Pro Vice Chancellor or 
Head of Service with a regular update of current cases.  
 

5. Students’ Union. A student complainant may obtain 
representation from the Students’ Union. The Students’ 
Union can also provide procedural advice to complainants. 
 

6. Disability. Disabled students who require reasonable 
adjustments in order to undertake a complaint should 
contact the University Secretary and Registrar’s Office 
directly. Reasonable adjustments will be arranged in 
consultation with the student and where necessary the 
Central Disability team, Mental Health Adviser or College 
Disability Officers. Students may be asked to provide a 
copy of their Needs Assessment Report in order to inform 
the process.  
 

The Procedures 
  
General Guidance 
  

7. All students should feel that they can bring issues of 
concern, difficulties or differences of opinion to the attention 
of the University. Students have a right to expect that they 
will be listened to and that their concerns will be 
investigated properly and dealt with fairly without fear of 
recrimination or penalty.  

 
8. The University will always try to deal with concerns quickly 

and informally in order to seek an appropriate resolution. 
Where this is not possible the concern or problem must be 
dealt with formally. In such cases the complaint has to be 
lodged in writing using the Student Complaint Form. Forms 

can be obtained from College/School Offices, from the 
Students’ Union or on the intranet.  
 

9. Complaints should be submitted as soon as possible and 
any delay in submitting a complaint will need to be fully 
explained and may be grounds for rejection.  
 

10. A student may raise a matter on his/her own or as part of a 
group. If students wish to lodge a complaint as a group a 
spokesperson should be identified.  
 

11. If a complaint is considered to be vexatious or without 
reasonable purpose then the complaint will be referred to 
the University Secretary and Registrar for review and a 
response to the student or students concerned. A 
Completion of Procedures letter will be sent to the 
complainant within 14 working days of the University 
Secretary and Registrar making his/her decision. 
 

12. Issues excluded from the procedures  
 

12.1 Complaints raised anonymously are not 
considered under the procedures. (In certain 
exceptional circumstances anonymous complaints 
may be investigated at the sole discretion of the 
University Secretary and Registrar). 

 
12.2 Third party complaints.  
 
12.3 Complaints submitted by someone acting on 

behalf of the student unless the University 
Secretary and Registrar considers it fair and 
reasonable in all the circumstances.  

 
12.4 Complaints about any aspect of the admissions 

process should be raised under the Admissions 
Procedure.  
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12.5 Complaints from former students should be raised 

with the University Secretary and Registrar’s 
Office directly. All complaints must be raised 
within 3 months of a student leaving the University 
and complaints received after this time will not 
normally be considered. Former students must 
provide good reasons for not raising the complaint 
whilst they were at the university. The University 
Secretary & Registrar has the sole discretion to 
consider complaints outside the time limit.  

 
12.6 Complaints raised by students enrolled at another 

institution on a course leading to an award of the 
University. (Except in circumstances where 
students who are enrolled at another institution 
have reached the end of that institution’s 
procedures and demonstrate that there was a 
material or administrative or procedural error in 
the operation of the other institution’s procedures 
and the University Secretary and Registrar 
considers it fair and reasonable in all the 
circumstances to permit a complaint.) 

 
12.7 Complaints in relation to the decisions of 

examination boards. Such matters are covered by 
the regulations for the review of and appeals 
against the decisions of an examination board.  

 
12.8 Complaints in relation to the outcomes of student 

disciplinary hearings which are covered by the 
student conduct regulations. Students have a right 
of appeal against the findings of a disciplinary 
hearing through a separate procedure.  

 
12.9 Complaints against fellow students unless those 

students are acting as agents or employees of the 

University or the Students’ Union. Such matters 
can be addressed through the student conduct 
regulations.  

 
12.10 Complaints against the Students’ Union in relation 

to the Students’ Union trading activities or its role 
as a licensee.  

 
12.11 Complaints against the Students’ Union in relation 

to the conduct of elections. Such complaints will 
be addressed by the University Secretary and 
Registrar in his/her capacity as Returning Officer.  

 

Raising a concern 
 

13. Students have the opportunity to raise concerns without the 
requirement for submission of a formal complaint. If 
students wish to raise a concern they should contact their 
College Student Complaints and Appeals Officer (SCO)  
 

14. The SCO shall acknowledge receipt of the concern and will 
take reasonable steps to address it by providing information 
or explanation, suggesting solutions or contacting relevant 
members of staff. The SCO will keep a record of basic 
information on the concern such as the Student’s name, ID 
number, course title and a brief summary of the issues 
raised. 

 
15. The consideration and response to the concern should take 

no longer than 10 working days. 
 

16. The student will receive a response to the concern they 
have raised, and they will be directed to submit a Formal 
Complaint if they are dissatisfied with the response.  
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17. Raising a concern is an optional stage of the procedure, 
and students may begin with the submission of a Formal 
Complaint if they consider this appropriate.  

 
Making a Formal Complaint  
 

Formal Complaint:  
 

18. Students are required to complete a Student Complaint 
Form and submit it to the designated Student Complaints 
Officer (SCO), one of whom is located within each college 
and central service department.  
 

19. The Formal Complaint will be considered by the Dean on 
behalf of the Head of College/Pro Vice Chancellor.  
 

20. The SCO shall acknowledge receipt of the complaint in 
writing within 7 working days.  

 
21. If in the view of the SCO the complaint is vexatious or 

without substance or merit they shall consult with the 
University Complaints Unit (UCU) and either: 
 

(i) Dismiss the complaint summarily; or,  

 

(ii) Refer the complaint for investigation  

 
22. In each instance in 20 above the SCO shall notify the 

complainant in writing of its decision within 14 working days 
of making the decision.  If the UCU rejects the complaint 
then the complainant may proceed to Final Complaint 
Review.  

 
23. Where the SCO believes there are reasonable grounds for 

investigation the SCO shall refer the complaint to a member 
of staff that the SCO decides is most appropriate for 
investigation of the complaint.  

 
24. The investigating member of staff shall investigate the 

complaint and submit a written report for the consideration 
of the Dean in consultation with the SCO.  
 

25. The student shall receive a response to their Formal 
Complaint within 28 working days of its submission.  
 

26. If the complainant remains dissatisfied they may proceed to 
Final Complaint Review.  

 

Final Complaint Review:  
 

27. If the complainant wishes to proceed to Final Complaint 
Review they must write to the University Secretary and 
Registrar, or nominee, via the University Complaints Unit. 
The student should clearly set out the areas of the Formal 
Complaint response with which there is dissatisfaction 
including the reasons why the response is not satisfactory 
and the desired remedy.  
 

28. The University Secretary and Registrar, or nominee, shall 
acknowledge receipt of the complaint in writing within 7 
working days. An account of the complaint and the 
University’s response to it to date shall be provided by the 
college or service area to the University Secretary and 
Registrar, or his nominee, within 14 working days of a 
request being submitted.  
 

29. If in the view of the University Secretary and Registrar, or 
nominee, there has been an unreasonable delay in 
pursuing the complaint, or the matters being pursued are 
vexatious or without substance or merit he/she shall reject 
the complaint summarily, inform the complainant in writing 
and issue a Completion of Procedures letter within 28 
working days from the date of receipt of the request for 
Final Complaint Review. 
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30. If in the view of the University Secretary and Registrar, or 

nominee, the complaint has been considered fairly at the 
Formal Complaint stage and there is no reason to suggest 
that a different decision would be reached upon further 
consideration, he/she shall terminate the procedures, 
inform the complainant in writing and issue a Completion of 
Procedures letter, which shall be sent within 28 working 
days of receipt of the request for Final Complaint Review. 
 

31. If in the view of the University Secretary and Registrar, or 
nominee, the complaint warrants further investigation 
he/she shall refer the complaint to a specially convened 
Complaints Review Panel.  
 

32. The Complaints Review Panel shall be chaired by a senior 
member of staff and comprise a dean or associate dean, 
head of service or deputy head of service and a student 
nominated by the President of the Students’ Union.  
 

33. The student will be invited to attend the Complaints Review 
Panel and to bring someone with them for support. This 
supporting person should be a friend, relative, or 
representative from the Students’ Union.  
 

34. The University Secretary and Registrar shall provide a 
member of staff to act as secretary to the Panel.  
 

35. The Complaints Review Panel shall be conducted 
according to the guidance notes.  
 

36. The Complaints Review Panel shall consider the complaint 
and make its decision within 30 working days of receipt of 
the request for Final Complaint Review. 
 

37. The University Secretary and Registrar, or nominee, shall 
inform the complainant of the outcome of the review in 

writing in the form of a Completion of Procedures letter 
within 14 working days of the decision by the Panel.  
 

38. Once the University Complaints procedure is complete the 
complainant has a right to submit a complaint to the Office 
of the Independent Adjudicator which must be submitted 
within 12 months of the University’s final decision.  
 

39. If the complaint is related to advice received from Student 
Services regarding a debt the complainant may submit a 
complaint to the Financial Ombudsman 
http://www.financial-ombudsman.org.uk/ following 
completion of the University’s internal Complaints 
procedure.  

 
 

http://www.financial-ombudsman.org.uk/
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University Appeals Procedures 

Appeals against a decision of an 
examination board1 

 
Introduction  
 

1. The University has clear procedures for dealing with 
student appeals which form part of its quality assurance 
system and reflect current best practice. The procedures 
governing appeals against assessment outcomes are 
treated seriously without negatively affecting student rights 
or impartial judgement on academic progress.  

 
2. Appeals may be submitted within the boundaries set by 

these regulations when a student believes he or she has a 
significant concern related to the assessment process.  

 
3. University Secretary and Registrar. The Regulations and 

Procedures are approved by the Academic Board and 
managed by the office of the University Secretary and 
Registrar. It is the University Secretary and Registrar who 
has the final responsibility for the procedures together with 
the authority to make adjudication upon any questions 

                                                      
 
1 Appeals may only be made against decisions that have been 
confirmed by an Examination Board, a Reconvened Board, a 
Progression Sub-Board, a Unit Sub-Board or the Research 
Degrees Sub Committee. In the case of further education courses 
where the final award is conferred by an external awarding body, 
the procedures shall apply, but the final outcome of any appeal 
shall be referred to the relevant awarding body by way of a 
recommendation. 

raised by a student, the Students’ Union or member of staff 
in relation to any aspect of the procedure.  

 
4. Students’ Union.  A student appellant may obtain 

representation from the Students’ Union. The Students’ 
Union can also advise on the operation of the procedures, 
or in relation to any aspect associated with an appeal. 

 
5. Disability. Disabled students who require reasonable 

adjustments in order to make an appeal should contact the 
University Secretary and Registrar’s Office directly. 
Reasonable adjustments will be arranged in consultation 
with the student and where necessary the Central Disability 
team, Mental Health Adviser or College Disability Officers. 
Students may be asked to provide a copy of their Needs 
Assessment Report in order to inform the process. 

 
Grounds for requesting review of examination board 
decision  
 

6. Requests for review of an examination board decision may 
be made on the grounds that: 
  
(i) there was a material administrative error or other 

material irregularity in the conduct of the 
assessment (including accommodated 
assessment/reasonable adjustment for disabled 
students) or the application of the University’s 
academic regulations;  

 
(ii) extenuating circumstances, which for valid reasons, 

had not been made known to the examination 
board which had they been referred might have led 
the examination board to reach a different decision;  

 



57 | P a g e  

(iii) any other matter which in all the circumstances 
ought properly to be considered by a University 
Appeals Body in the interests of fairness.  

 
 

Issues excluded from the review  

 
7. Requests for review may not be based on the following:  

 
(i) disagreement with the examiner on the grounds of 

academic judgement, specifically, disagreements on 
the merit of individual assessments in relation to 
marks, grades or other measures of performance;  

 
(ii) requests from students enrolled at another institution 

on a programme or course leading to a University of 
the Arts London award, unless:  

 
(a) specific provision has been made within a 

collaborative agreement that those students 
may appeal directly to the University; 

 
(b) the student is also enrolled at University of the 

Arts London on the same programme of 
study. Such requests should be referred by 
the student to the institution concerned.  

 
(iii) Alleged inadequacy of supervision for Research 

Degree Students will not normally constitute grounds for 
appeal unless the student provides a valid reason for 
not making the issue known prior to assessment.  

 
8. In exceptional circumstances a student may submit both a 

complaint and a separate appeal and include common 
issues in each which link the two together. Under these 
circumstances the complaint should be investigated and 
concluded within the timelines specified by the complaints 

procedures. The appeal will be processed and considered 
after the complaint has been investigated and concluded in 
order that any evidence uncovered through this more 
extended investigation can feed in to consideration of the 
appeal if appropriate.  

 

The Procedure  
 
STAGE 1 APPEAL 

 
9. Stage 1 Appeals must be received within 15 working days 

of the publication of results.  
 
10. Appeals should be submitted for consideration to the 

University Appeals Unit using the Stage 1 Appeal Form and 
a full explanation of the reason for appealing must be 
included. 

 
11. Following scrutiny of the appeal and investigation as 

necessary, if the University Appeals Unit considers the 
appeal to be vexatious, frivolous or without substance or 
merit it shall have the authority to reject it summarily and 
inform the appellant of the decision in writing within 10 
working days.  

 
12. Following scrutiny of the appeal and investigation as 

necessary, if the University Appeals Unit decides that the 
appeal falls into any one or more of the above categories in 
section 7, then it shall write to the student informing the 
student of its decision within 10 working days of receipt.  
 

13. The student may appeal against the University Appeals 
Units rejection by writing to the University Secretary and 
Registrar within 10 working days. The University Secretary 
and Registrar may decide to overturn the University 
Appeals Units decision, accept the appeal and refer it to the 
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Exam Board for review. If the University Secretary and 
Registrar upholds the University Appeals Unit’s rejection of 
a request a Completion of Procedures Letter will be issued.  

 
14. If the University Appeals Unit considers the appeal has 

sufficient and valid grounds, it shall forward the appeal to 
the Chair of the Examination Board, or for Research 
Degrees to the Chair of the Research Degrees Sub-
Committee. The Chair shall conduct a review of the 
decision and decide, in the light of the review, either to 
confirm the original decision or to overturn it and put in 
place a new decision. The review should include 
consultation with the full board, including external 
examiners where appropriate. The Academic Registrar 
should be consulted on matters associated with the 
application of the University’s academic regulations. The 
Chair should respond to the student within 10 working days 
of receipt.  
 

15. If the University Appeals Unit considers that a clear 
administrative error has been made, the matter may be 
referred to the Academic Registrar who has the authority to 
approve a change of exam board decision on non-
academic matters.  
 

 

STAGE 2 APPEAL  
 

16. If the student is not satisfied with the outcome of the Stage 
1 Appeal they may submit a Stage 2 Appeal to the 
University Appeals Unit within 10 working days of 
notification of the Stage 1 Review decision.   
 

17. Stage 2 Appeals should be submitted to the University 
Appeals Unit using the Stage 2 Appeal Form and a full 
explanation of the reason for appealing against the Stage 1 
decision must be included. The student should include 

appropriate evidence in support of the appeal and indicate 
the remedy that they assert is fair, reasonable and 
appropriate.  

 
18. If the University Appeals Unit considers the Stage 2 Appeal 

to be vexatious, frivolous or without substance or merit it 
shall have the authority to reject it summarily and inform the 
appellant within 10 working days.  

 
19. Otherwise the University Appeals Unit will request a 

response to the Stage 2 Appeal from the Chair of the 
Examination Board or the Chair of the Research Degrees 
Sub-Committee on Form B2. The University Appeals Unit 
will consider this response together with the statement from 
the student appellant. 

 
20. If the University Appeals Unit considers, based on the 

response from the Chair, that there are no grounds for 
further appeal it shall reject the Stage 2 Appeal and inform 
the student within 10 working days. 

 
21. If the University Appeals Unit decides to accept the Stage 2 

Appeal a University Appeals Committee meeting will be 
convened as soon as possible.  
 

22. Early resolution of Stage 2 Appeals In exceptional 
circumstances the College may be provided with the 
opportunity to put in place a new Exam Board decision 
without the requirement for a University Appeals Committee 
meeting. This will require the student’s specific agreement. 
If the student does not agree with the proposed resolution a 
University Appeals Committee meeting will be held.  
 

23. The student may appeal against the University Appeals 
Units rejection of its Stage 2 Appeal by writing to the 
University Secretary and Registrar within 10 working days 
of notification of the decision. The University Secretary and 
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Registrar may decide to accept the Stage 2 Appeal and 
convene a University Appeals Committee meeting. If the 
University Secretary and Registrar upholds the University 
Appeals Units rejection of a Stage 2 Appeal a Completion 
of Procedures Letter will be issued. 
 

The University Appeals Committee  
 

24. The membership of the University Appeals Committee shall 
be approved by the University Secretary and Registrar 
acting in his/her sole discretion. The University Secretary 
and Registrar has the sole discretion to exclude any 
member of the committee if he/she considers it fair and 
reasonable so to do in all the circumstances, including but 
not limited to any committee member who it may be 
perceived has too close a personal or professional 
relationship with the appellant or to a member of the 
examination board, or members from the same department, 
school or other area of the University as the student 
submitting the appeal.  
 

25. The University Appeals Committee will consider 
representations of the student appellant and the Chair of 
the Examination Board or the Chair of the Research 
Degrees Sub-Committee in deciding whether to accept or 
reject an appeal. The decision of the University Appeals 
Committee will be communicated to the student and the 
Chair of the Examination Board or the Chair of the 
Research Degrees Sub-Committee within 10 working days 
of the meeting.  

 
26. If the student is not satisfied with the decision of the 

University Appeals Committee they may appeal in writing to 
the University Secretary and Registrar. This appeal must be 
submitted to the University Appeals Unit within 10 working 
days of notification of the University Appeals Committee 
decision. The decision of the University Secretary and 

Registrar’ is final and will be issued in the form of a 
Completion of Procedures Letter.  

 

Outcomes of the University Appeal Committee  
 

27. The University Appeals Committee may make a decision it 
considers fair, reasonable and appropriate in all the 
circumstances of the case as follows:  

(i) That the Appeal is ACCEPTED 
(ii) That the Appeal is DEFERRED pending receipt of 

further relevant documentation 
(iii) That the Appeal is REFERRED to Academic Board 

and/or the University Secretary and Registrar 
(iv) That the Appeal is REJECTED 

 
28. If the University Appeals Committee decides to accept an 

appeal the Chair of the Examination Board or the Chair of 
the Research Degrees Sub-Committee will be asked to 
review its original decision in line with the decision and 
recommendation of the UAC. The Chair will be asked to 
carry out this review within a specified period of time which 
will normally be within seven working days of notification of 
the UAC decision. The Chair will write to the student 
confirming the outcome of this review. If the student is 
unhappy with the outcome they may submit an appeal in 
writing to the University Secretary and Registrar within 10 
working days. The decision of the University Secretary and 
Registrar is final and will be issued in the form of a 
Completion of Procedures Letter. 
 

29. If the University Appeals Committee decides to reject an 
appeal the student may appeal against this decision to the 
University Secretary and Registrar within 10 working days.  

 
30.  The University Appeals Committee may also do any of the 

following: 
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(i) Annul the previous decision of the Examination 
Board if it is not possible to reconvene the Board. In 
this event the University Appeals Committee shall 
refer the matter to the Academic Board. Upon 
receiving a referral the Vice Chancellor shall 
convene an Academic Board Sub-group on Student 
Appeals. The Academic Board Sub-group on 
Student Appeals shall consider the representations 
of the Examination Board and the University 
Appeals Committee in reaching a final and binding 
decision on the appeal. 

 
(ii) In exceptional circumstances where the Examination 

Board is in disagreement with the decision or 
recommendations of the University Appeals 
Committee, the Chair of the Committee will refer 
the appeal to the Academic Board. Upon receiving 
a referral the Vice Chancellor shall convene an 
Academic Board Subgroup on Student Appeals. 
The Academic Board Sub-group on Student 
Appeals shall consider the representations of the 
Examination Board and the University Appeals 
Committee in reaching a final and binding decision 
on the appeal. 

 
(iii) Make whatever recommendations are deemed to be 

necessary to the assessment process to avoid a 
recurrence.  

 
(iv) For Research Degrees, request the Research 

Degrees Sub-Committee to appoint a new 
examination panel and recommend a first 
examination 

 
31. Upon receipt of a Completion of Procedures Letter the 

student may seek adjudication from the Office of the 
Independent Adjudicator for Higher Education.  
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Rules & Regulations 

for Students 2016-17 

 

Part 13:  

Ownership of Student 

Work 

 
 
The University’s Intellectual Property Rights Policy (IPR) and 
Guidelines govern the ownership of Intellectual Property between 
students and the University. 
 
 

Exhibition of Work 

Students’ works (i.e. works of art, artefacts and designs) created 
in fulfilment of assessment or other requirements of a University 
course are regularly exhibited publicly within the University, in 
galleries, trade fairs, commercial and professional premises and in 
many other venues. This arises on the initiative of either the 
University or the students. 
 
The University supports the personal involvement of students with 
their creative works, and seeks to collaborate with them in 
securing opportunities for the works to be seen by the outside 
professional and public world. The University believes public and 
private exhibitions to be valuable instruments for developing 
students’ professional engagement.  
 
 

Principles  

1.  Up to the time of the student’s final academic assessment, 
the University and its constituent Colleges shall have the 
final right to decide whether or not works should be 
exhibited. During this time, and as a requirement of every 
course, the works may be held in the possession of a 
student but shall be made available to the University and its 
constituent Colleges when requested with reasonable 
notice.  
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2.  Throughout their course, students have the right to exhibit 
their work outside the University subject to the University’s 
priority requirements (see Principle 1 above) and provided 
they give their Course Leader reasonable notice of their 
intention together with the details of the proposed 
exhibition.  

 
3. A student exhibiting on his/her initiative outside the 

University (see Principle 2) will normally be encouraged to 
do so. The University shall be entitled to require a student 
not to exhibit in the following circumstances: 

 
 3.1  Where the reputation of the University may be 

adversely affected, decided in the sole discretion 
of the Pro Vice-Chancellor of the student’s 
college;  

3.2  If a contractual relationship, e.g. with a gallery 
requiring sole rights to exhibit or an industry 
sponsor requesting the work to remain confidential 
for a period of time, obliges exhibitor; 

3.3  If the work concerned is required by the University 
for assessment or exhibition purposes; or 

3.4  Upon the University advising that the intellectual 
property rights in the work should be formally 
registered and that for this purpose, the work may 
not be released in the public domain until this has 
been done.  

 
4.  Whenever a piece of work is exhibited by the University, its 

author(s) will be credited by name.  
 
5.  Students are entitled to sell works created within and in 

association with the University, provided that their Course 
Leader agrees that those works are no longer required for 
assessment, exhibition or retention, or is satisfied that the 
work is still available until the final academic assessment. 
Where sales are made from University premises or in 

circumstances where the University acts as the agent, a 
commission (normally 25 per cent of the selling price 
exclusive of VAT) will be retained by the University.  

6.  Following graduation, student works are normally regarded 
as the property of the graduate, to be disposed of as he/she 
thinks fit, except that the University shall have the right to 
retain any piece of work for up to one year from the date of 
graduation, and shall have the first option to purchase a 
piece of work if the student is willing to sell it.  

 
7.  Some University live course projects are specifically 

sponsored by industry. Principles 1, 2, 4, 5 and 6 above will 
not apply to these projects. Instead, the students taking part 
will be asked to give their written agreement to the terms 
and conditions under which the industry sponsor may wish 
to buy pieces of works (and/ or intellectual property rights) 
arising out of the live project. If the sponsor requests that 
the work be withdrawn from the public eye (for legitimate 
commercial reasons) for a certain period of time, the 
student(s) will be notified of this requirement. 

 
8.  Where a University live course project is sponsored by 

industry and this results in the sale of a piece of work (and/ 
or their intellectual property rights), a commission (normally 
30 percent exclusive of VAT) will be retained by the 
University.  

 
 

Notes: Application of the Principles and 
detailed conditions 

1.  Enhancing students’ employment prospects via the 
students’ portfolio of work is a major purpose of University 
courses. The right to exhibit or retain work by the University 
will be set aside where the Course Leader is satisfied that 
the work is needed by the student as evidence of ability to a 
prospective employer or customer. 
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2.  Unless expressly agreed with the University (for example in 

the course of the University commissioning work from a 
student, the intellectual property rights in works that are the 
sole creation of the student(s), belong to those student(s). 
This remains the case, even where the University exercises 
its option to exhibit or retain a piece of work. 

 
3.  The Principles apply to any original work of art, artefact, or 

design. In many cases, a second copy or a facsimile in an 
appropriate medium may, by agreement, enable both the 
student and the University to hold a version of the work. 
This will normally be the case where the work is in written 
form, or is a print, photograph, film, video, or uses any other 
medium from which accurate copies can be made. The 
Course Leader will agree with the students whether the 
original or a facsimile will be exhibited in each case.  

 
4.  In cases where the University or a constituent College takes 

a sales commission on the sale of a piece of work (see 
Principle 5), this may contribute towards marketing costs 
which promote the sale, but will primarily be returned to the 
relevant School to support the teaching of students in the 
future. VAT is payable by a student only on the 
commission, price charged by the University to a student 
(see notes 5 and 8) not on the full sale price, unless the 
student him/herself is registered for VAT. 

 
5.  The University’s decision to retain a piece of work (see 

Principle 6) will, other than in exceptional circumstances, be 
communicated (whether orally or in writing) to the student 
prior to graduation.  

 
6.  Course Leaders, Deans or other senior staff make the 

decision, on behalf of the University, to retain works, or to 
agree their exhibition or sale elsewhere.  

 

7.  On graduation, except where the University has notified a 
student in accordance with these regulations (see Principle 
6 and Note 5), the right for the University to retain work will 
normally terminate.  

 
8.  In exceptional cases, where a material of high intrinsic or 

recycling value (notably precious metal and stones) has 
been supplied by the University, the University shall retain 
title to such material, and if it requests a student to return to 
the University the work using such material for re-use or 
recycling, it will pay the student the actual value of that 
material in consideration for the loss or destruction of the 
work.  
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Rules & Regulations 

for Students 2016-17 

 

Part 14:  

Student Safety 

 

Student Safety Notes 

Introduction  

Under the Health and Safety at Work Act 1974 and the 
Management of Health and Safety Regulations 1999, the 
University has a responsibility to provide a healthy and safe 
environment for staff, students and visitors to its premises. These 
notes are intended to highlight some of the important areas where 
the University has established safety guidelines and to inform 
students of their responsibilities for health and safety while 
attending University. Further information can be found on the 
University Health and Safety web pages – visit www.arts.ac.uk 
and search for ‘health and safety’. 
 
 

Health and Safety Policy Statement  

A reference copy of University of the Arts London’s Health and 
Safety Policy is available in all College libraries. Each College has 
also produced a statement of local arrangements (part three of the 
overall policy) that gives details of the health and safety contacts 
who deal with various aspects of health and safety. This statement 
is posted at conspicuous points on the premises.  
 
 

Safety Rules  

During your course you will be given lectures or codes of safe 
practice covering various aspects of the curriculum, use of 
machines, hazardous substances, wearing protective clothing, etc. 
All safety rules must be followed, not only for your own safety but 
also to ensure the safety of your fellow students and staff. The 
College also has a legal responsibility to ensure that students 
comply with all its safety rules.  

http://www.arts.ac.uk/
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You must not introduce any unauthorised substances or 
equipment into the College without the prior consent of the Dean 
of School. All new substances are required to be assessed in 
accordance with the Control of Substances Hazardous to Health 
Regulations before they may be used.  
 
Electrical modifications or the construction of electrical circuits are 
not permitted unless they are made under the direct supervision of 
a College-approved electrician or technician.  
 
 

Health and Safety Standards 

A series of Health and Safety Standards have been prepared. The 
Standards detail the requirements of Health and Safety Legislation 
and best practice for a variety of activities and topics. They 
provide a minimum standard for health and safety practice, failure 
to meet these standards may result in disciplinary action. 
 
 

Accidents and Injuries  

It is a legal requirement that the University maintains records of 
accidents that occur on its University sites. If you suffer from an 
injury while on University premises, you must ensure that it is 
recorded on University of the Arts London’s accident/injury form. 
This form may be filled in by yourself or any person acting on your 
behalf. It must be signed by the Pro Vice-Chancellor/site Health 
and Safety Manager or appointed deputy who should ensure, so 
far as is reasonably possible, that the facts and information are 
correct. The location of report forms, normally the College and 
School Offices and the building reception desk, are stated in the 
local Health and Safety Statement. It is important that if an injury is 
subsequently shown to be more serious than first thought, local 
records must be amended accordingly.  
 

 

Fire and Emergency Evacuation  

In the event of a fire or other emergency requiring evacuation of 
the building, you must follow the procedures appropriate to the 
situation. Such procedures will be given to you during your 
induction at the start of the academic year. In the event of fire, 
leave the building by the quickest route, do not use lifts and do not 
stop to collect belongings. You must not re-enter the building until 
the attending fire officer or authorised member of University staff 
says it is safe to return. In the event of a bomb alert, follow 
instructions given at the time by staff and the emergency services. 
If you require assistance to evacuate then you should talk to your 
Course Leader and a Personal Emergency Evacuation Plan 
(PEEP) will be prepared in consultation with you. If you are inviting 
others to the University who require assistance in an evacuation 
you must refer to the sites General Emergency Evacuation Plan 
(GEEP).  
 
 

No Smoking Policy  

The University does not allow smoking on any of its premises, or 
in vehicles. Smoking is also restricted in most University grounds, 
restrictions will be clearly marked. This includes all staff, students, 
contractors and other visitors to University premises, seven days a 
week, 24 hours a day. 
 
It is not the purpose of this policy to dictate to individuals whether 
they smoke or not, other than when they are on the University’s 
premises. Smoking is prohibited at all times around the entrances 
to all University property. Smoking will also not be permitted in 
student bars or other commercial areas of the building, nor will it 
be permitted in common areas, i.e. kitchens, corridors, lounges or 
University residences.  
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Communications  

All Colleges have an inspection system for buildings and 
machinery as well as for monitoring safe practices. Occasionally, 
however, an unsafe condition may arise and you should report any 
occurrence or hazardous situation immediately to the lecturer in 
charge of your class or to your course tutor. If you are in doubt 
about the safety of any process, practice, machine or substance, 
you should immediately consult a member of staff for advice 
before proceeding. All Colleges have a Health and Safety 
Committee that meets once a term. A Student Representative can 
sit on this committee, and safety policy matters concerning 
students may be raised. If you have an item that you would like 
discussed or acted upon, you should consult your Student 
Representative.  
 
 

Health and Safety at Work Act 1974 
Section 8  

Section 8 of the Act places a duty on all persons, including 
students. It states:  
 
No person shall intentionally or recklessly interfere with or misuse 
anything provided in the interests of health, safety and welfare in 
the pursuance of any of the relevant statutory provisions. 
 
This includes such acts as unauthorised removal of guards from 
machinery, discharging fire extinguishers without proper cause, 
removing or obliterating any safety notices, etc. A breach of this 
section is a criminal offence.  
 

Co-operation  

The University and its constituent Colleges seek to make a healthy 
and safe working environment for all staff, students and visitors. 
We cannot achieve this without the co-operation of all concerned. 
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Rules & Regulations 

for Students 2016-17 

 

Part 15:  

Personal Property 

 

 
 
1.  The University does not accept liability for loss of or 

damage to clothing or other property left by any person on 
its premises.  

 
2.  It is therefore essential that you take reasonable care of 

your personal property. Do not leave valuables, money, 
cash cards, bank books or keys unattended at any time. 
Keep them on your person if possible.  

 
3.  If you are using expensive or valuable personal property, 

you are advised to make arrangements for its insurance 
against being stolen or damaged away from your home, in 
addition to its inclusion in any domestic contents insurance.  

 
4.  Should you lose property on the University’s premises, 

report this to University of the Arts London security or 
buildings staff as soon as possible. Equally, should you find 
lost property, hand it in. All lost property is recorded.  

 
5.  The University also needs your assistance in protecting its 

equipment, much of which may be attractive to the 
opportunist thief. Where security devices are provided, use 
them and do not compromise security by leaving rooms 
unattended and unlocked or by giving code numbers or 
access to other people. Tell your tutor, technician, security 
or building staff immediately if you see anything suspicious, 
but do not put yourself at risk.  

 
University of the Arts London Facilities Helpdesk is 
available on 020 7514 8000 / 2222. Insurance queries 
should be referred to your School Office or Finance on 020 
7514 6030 / 2306 / 8870.
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Rules & Regulations 

for Students 2016-17 

 

Part 16:  

Privacy Policy 

 

 
This privacy policy sets out how University of the Arts London (the 
University) uses and protects any information that you give to us in 
the course of your work or study (see “What we Collect” below for 
examples of this). The University is committed to ensuring that 
when you provide us with information, the information (or “data” as 
it is more formally known) and your privacy are protected. This is a 
legal requirement under the Data Protection Act of 1998. 

The University is also obliged to inform the Information 
Commissioner of how we use your information. The Information 
Commissioner is the UK’s independent authority set up to ensure 
that an organisation correctly uses and protects the personal data 
it holds.  

You can find details of the University's Notification to the 
Information Commissioner, setting out brief details of how we use 
your data by clicking on the following link and entering "University 
of the Arts London" in the Name field: www.ico.gov.uk 

The University may change this privacy policy from time to time. 
When this happens, you will be directed to a link to the changes 
and given the opportunity to say if you do not agree with them.  
This privacy policy is effective from June 2013. 

What we collect 

The types of information which we may collect and process about 
you are: 

 your name 
 your contact information including postal address, email 

address and any phone number which you provide 
 demographic information such as postcode, preferences 

and interests 
 information which you provide when using our services 

through our website, or when you complete an application 

http://www.arts.ac.uk/privacy/www.ico.gov.uk/ESDWebPages/search.asp
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for entry into a course of study at the University, or when 
you apply for accommodation 

 information which you provide when you enter into prize 
draws or competitions, and details of any donations which 
you make to the University 

 other information relevant to surveys and/or offers 
 a record of any correspondence, comments or other 

communications which you sent us via the website 

If we ask you to enter a username and password to access our 
services then, in addition to the information set out above, we may 
also collect information about the areas of the website or network 
you have visited, the pages you have looked at, and any materials 
you have viewed or downloaded. 

Even if we do not require you to enter a username and password 
in order to access our services, we will hold information about your 
visit to the website, including but not limited to the services and 
resources on the site which you have visited, pages you have 
visited, and information about website traffic. 

What we do with the information we gather 

We use the information which we collect from you to help us to 
understand your needs and provide you with a better service by 
customising the website to match your interests. We may also use 
it for the following purposes: 

 to process orders, applications, enquiries and requests 
which you may submit through the website 

 Internal record keeping. 
 to identify other services which meet the needs of our staff 

and students 

We may also do the following, but only if you have given your 
consent for us to do so; 

 send you information about the University and its 
achievements; 

 tell you about conferences, seminars, workshops, shows, 
exhibitions and other similar events which we think you may 
be interested in; 

 send you information about courses or other studies which 
we may make available to you and which we think could be 
of interest to you; 

 send you details of any fundraising or other campaigns 
which we may run 

 send you promotional information about third parties we 
think you may find interesting. 

Information (data) security 

We are committed to ensuring that your information is secure. In 
order to prevent unauthorised access or disclosure, we have put in 
place suitable physical, electronic and managerial procedures to 
safeguard and secure the information we collect online. 

How we use cookies 

Cookies are used to remember the type of information a user of 
the website has looked up. Users are given the option to remove 
cookies. 

Disclosure of your information 

We will generally not disclose your personal data to any third party 
except for the following reasons: 

 if we are under a duty to do so in order to comply with our 
legal obligations 

 to protect our rights 
 to protect our property or that of our staff, students, other 

users of our website or services, or any other person (which 
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may include third parties who claim that you have infringed 
their privacy or their intellectual property rights) 

 to ensure the safety of our staff and students 
 for the purposes of reducing credit risk or preventing fraud 

Links to other websites 

Our website may contain links to other websites of interest. 
However, once you have used these links to leave our site, you 
should note that we do not have any control over that other 
website. For that reason we cannot be responsible for the 
protection and privacy of any information which you provide whilst 
visiting such sites and such sites are not governed by this privacy 
statement. You should exercise caution and look at the privacy 
statement applicable to the website in question.  

Controlling your personal information 

You may choose to restrict the collection or use of your personal 
information in the following ways: 

 whenever you are asked to fill in a form on the website, 
look for the box that you can click to indicate that you do 
not want the information to be used by anybody for direct 
marketing purposes 

 if you have previously agreed to us using your personal 
information for direct marketing purposes, you may change 
your mind at any time by contacting the IT helpdesk. 

Requesting details of your personal 
information 

You may request details of personal information which we hold 
about you under the Data Protection Act 1998. This is known as a 
subject access request. The University may charge a fee of £10 

for this service plus any additional charges as required. The Data 
Protection Officer will advise of charges at the time the request is 
made. 

If you would like a copy of the information held on you please write 
to The Data Protection Officer, Governance , 8th floor, UAL, High 
Holborn, 272 High Holborn 

When you receive the details of personal information and identify 
something that is incorrect or if you believe that any information 
we are holding on you is incorrect or incomplete, please write to 
the Data Protection Officer at the above address. We will promptly 
correct any incorrect information. 

There may be limitations to the type of information the University 
is able to supply under the Data Protection Act and these are 
called exemptions. The Data Protection Advisor will advise you if 
the information requested cannot be supplied and the reasons 
why. 
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Rules & Regulations 

for Students 2016-17 

 

Part 17:  

IT Services Codes of 

Conduct 

University IT Services  

IT Services aims to support your study by providing a variety of 
learning environments and a range of facilities and services. 
 
We need your active co-operation to ensure IT Services can 
deliver this aim. 
 
We undertake to deal fairly and courteously with all our users, but 
in return we require that people respect what is asked of them in 
these guidelines. If users of IT Services fail to abide by these, this 
may result in: 
 
• users’ behaviour or actions being reported to Course 

Leaders and Deans 
• users being asked to leave the premises 
• users’ rights to borrow being suspended 
• disciplinary or legal action 
 
Please note that the University’s Disciplinary Code for Students 
states: 

 
“Any offence in which the offender commits physical 
violence, malicious verbal abuse, threatening language or 
behaviour, theft, fraud or other fundamental breach of trust or 
negligently endangers staff, students or visitors must be 
regarded as gross misconduct and will, if verified by the 
investigating manager, lead to immediate suspension 
pending a disciplinary hearing and possible expulsion.” 

 
Security systems including CCTV are in operation. If the exit alarm 
sounds, you are required to allow staff to check your belongings. 
IT Services complies with both the Data Protection Act (1998) and 
the Freedom of Information Act (2000). All IT Services’ guidelines 
also comply with the existing codes of conduct, charters, statutes, 
ordinances and regulations of University of the Arts London. 
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When you sign the enrolment form you agree to abide by these 
guidelines as a member of IT Services. 
 

IT Network and Acceptable Use  

1.  Introduction  
 

Information Technology (IT) services are provided to University of 
the Arts London (UAL) students to support the teaching, learning, 
research and administrative activities of the University and are 
critical to the success of the University’s mission, operations and 
business. However, the use of these facilities carries its own risks 
and the University wishes to make students aware of these risks 
and the steps that can be taken to alleviate them.  
 
The data held within the University’s IT systems and network 
forms part of its critical information assets. As a user of University 
provided IT services you are required to keep University 
information and data secure. You are also required to assist and 
support the University in carrying out its legal and operational 
obligations with regard to University data and information stored 
on its own systems.  
 
This policy relates to the acceptable use of all IT services that are 
owned by, hosted and/or administered by the University. This 
includes:  
 

• computer equipment, email and the internet 
• connections made to external networks through the 

University network 
• telephones, voicemail, smartphones, laptops, desktops, 

tablets 
• fax machines, copiers and scanners  
 

It outlines the standards we require users of these systems to 
observe and the action we will take in respect of breaches of these 
standards. This policy applies to anyone using the University’s IT 
services (‘Users’). This includes: 
 
• students using either personal or University provided 

equipment which is connected locally or remotely to the 
University network 

• visitors using University IT services 
• students from other institutions logging on using Eduroam  
 
In addition to this policy you must also abide by any regulations 
and policies applicable to other organisations whose services you 
access, such as JANET, Eduserv and JISC. When using services, 
you are subject to both the regulations of UAL and the institution 
where you are accessing IT services. (See Appendix A). 
 
2.  Who should read this policy?  
 

2.1.  Students will be directed to this policy during their 
enrolment each year. This policy will be placed on the 
University website and/or Intranet. Changes to this policy 
may be communicated via email at the time of change.  

3.  University of the Arts London  
 

The University is defined as the sites and physical locations which 
comprise the Colleges across London and University Services as 
follows: 
• University Services at Holborn, Kings Cross and Elephant & 

Castle 
• Camberwell College of Arts 
• Chelsea College of Arts 
• Wimbledon College of Arts 
• Central Saint Martins 
• London College of Communication 
• London College of Fashion 
• Academic Enterprise and associated entities 
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• UAL Halls of Residence 
 
This policy has been established to: 
 
• Provide guidelines for the acceptable use of the University’s 

computing and networking resources by students of the 
University, including the personal use of these services. 

• Inform users of their responsibilities for the protection of the 
University information, IT Services and their own devices. 

• Provide guidance which mitigates against information 
security risks, losses and threats arising from virus attacks 
and compromises of network systems and devices. 

 
4.  Dos and Don’ts  
 
• Do take care when accessing material that could reasonably 

be considered, by others, to be offensive, obscene, indecent 
or similar. In particular do not attempt to access content that 
is illegal or poses a security risk to IT services. The 
University reserves the right to monitor and block access to 
content that is considered illegal or poses a security risk to 
University IT Systems.  
 

• Do report, as soon as possible, any loss, theft or damage of 
University owned IT equipment. 

 
• Do ensure you look after your own data.  
 
• Do take care when using removable data storage such as 

USB sticks or into cloud-based storage devices such as 
Google Apps and Dropbox. Students should make use of 
their University OneDrive account for this purpose. Although 
these services offer convenience and simplicity there are 
risks to their use which should be considered to eliminate the 
risk of data loss or unauthorised access.  

 

• Do comply with copyright laws when using material such as 
images, text, music, film and software.  

 
• Don’t share your network password with anyone. 
 
• Don’t attempt to access material that is either illegal or could 

pose a security/malware risk to the University. 
 
• Don’t publicly disclose, in any way, any information about 

the security measures used to protect the University’s 
information and IT network. 

 
• Don’t install, use or distribute software on University owned 

devices unless the University is legally entitled to use the 
software for legitimate University purposes. 

 
• Don’t send emails that could be interpreted by others as 

being abusive, obscene, discriminatory, racist, harassing, 
derogatory or defamatory. 

 
• Don’t attempt to circumvent or disable UAL IT services and 

devices configurations, or use utilities, techniques and 
devices to gain visibility of, corrupt, or impersonate UAL IT 
services, configurations and architectures, for any purpose. 

 
• Don’t connect unauthorised equipment to the UAL network. 
 
5.  Network User IDs and Passwords  
 

5.1.  Under no circumstances should you share your network 
password with any other person. 

6.  Access to Offensive Material  
 

6.1.  It is recognised that students in the course of their study, 
campaigning or research may have a legitimate 
requirement to use material that, while legal, could 
reasonably be considered by others, to be offensive, 
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discriminatory, obscene, indecent or similar. Under these 
circumstances you should be mindful of other policies in 
this area e.g. Code of Practice on Research Ethics; and in 
the event that you require guidance, consider consulting 
your Dean or Course Leader to avoid possible issues later 
on.  

6.2 The University reserves the right to monitor and block 
access to content considered illegal or that poses a security 
risk to the University IT systems.  

7.  Monitoring  
 

7.1.  Equipment used on the UAL network will be monitored for 
adherence to regulations, operational efficiency, 
performance, and protection from malicious and illegal 
activities. Monitoring will be in line with the Regulation of 
Investigatory Powers Act 2000 and adhere to the Data 
Protection and the Human Rights Acts. 

8.  Loss, Theft or Damage to University IT Equipment 
 

8.1.  You must report any loss, theft or damage of University 
owned IT equipment to your Course Leader or loan store 
immediately. This will enable access to the device to be 
revoked and/or the activation of any remote locate and wipe 
facility. In the event of theft you should obtain a Crime 
Reference Number by reporting the theft to the police. 

9.  Your Email Obligations 
 

9.1.  The use of email carries similar obligations to any other 
kind of publication or commentary and should follow the 
same standards of professional practice and conduct 
associated with everything else we do. Common sense and 
sound judgment will help to avoid the most difficult 
problems. You should always assume that email messages 
may be read by others and you should not include anything 

that would offend or embarrass any reader, or you, if it 
found its way into the public domain.  

9.2 Users of the University’s systems must not send abusive, 
obscene, discriminatory, racist, harassing, derogatory or 
defamatory emails. Anyone who feels that they have been 
harassed or bullied, or are offended by material received 
from a student or member of staff via email, should inform 
their Course Leader.  

9.3 The University reserves the right to suspend a user’s email 
account as a result of any suspected misuse or breach of 
this policy. 

10.  Disclosure of IT Security 
 

10.1.  Students must not in any way publicly disclose any 
information about the security measures used to protect the 
University’s information and IT networks that could be used 
by unauthorised persons to access the University’s 
systems; or otherwise infiltrate, damage or compromise 
them. More specifically, this relates to disclosing technical 
information about how IT security is configured and 
implemented at a practical level, or any known weaknesses 
which could be exploited by a third party regardless of 
whether the University is already aware of them. 

11.  Personal Use of IT Services 
 

11.1.  IT services such as email and internet access will be 
provided to students solely for the purpose of supporting 
University business and learning. You may make 
reasonable personal use of computing facilities provided by 
the University, as long as it does not interfere with the 
performance of your duties, does not damage or interfere 
with the smooth running of University IT services, or commit 
the University to additional costs arising from your personal 
use.  
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12.  Copyright Infringement 
 

12.1.  When using externally sourced content such as images, 
text, music and software, you should consider any copyright 
or intellectual copyright implications before using the 
content in your own work.  The onus is on you to ensure 
that you use content within copyright law. 

13.  Responsibility 
 

13.1.  It is the responsibility of individuals to ensure that they 
comply with this policy. The rules and guidelines set out in 
the policy will be incorporated into the registration phase of 
all new students. 

14.  Breach of Policy 
 

14.1.  Security and information breaches arising from your failure 
to follow the guidance and terms of this policy will be 
considered a policy breach. Breaches will be logged and 
investigated in accordance with the University’s Disciplinary 
Code for Students. In some cases this could lead to 
disciplinary action which, in cases of gross misconduct, 
could include immediate suspension pending a disciplinary 
hearing and possible expulsion in the case of students. 

 

Appendix A: Domestic Law Relevant to the 
Use of IT Services 

When using UAL IT services you remain subject to the laws of the 
land, even those that are not apparently related to IT such as the 
laws on fraud, theft and harassment. There are many items of 
legislation that are particularly relevant to the use of IT, including: 
• Obscene Publications Act 1959 and 1964 
• Protection of Children Act 1978 
• Police and Criminal Evidence Act 1984 

• Copyright, Designs and Patents Act 1988 
• Criminal Justice and Immigration Act 2008 
• Computer Misuse Act 1990 
• Human Rights Act 1998 
• Data Protection Act 1998 
• Regulation of Investigatory Powers Act 2000 
• Prevention of Terrorism Act 2005 
• Terrorism Act 2006 
• Police and Justice Act 2006 
• Freedom of Information Act 2000 
• Freedom of Information (Scotland) Act 2002 
• Equality Act 2010 
• Privacy and Electronic Communications (EC Directive) 

Regulations 2003 (as amended) 
• Defamation Act 1996 and 2013 
• Terms for the provision of JANET network services (including 

Eduroam and JISC Collections) 
• Counter Terrorism and Security Act 2015  
 
JISC provide an excellent set of overviews of law relating to IT use 
which is available at www.jisclegal.ac.uk/LegalAreas  
 
 

Use of Email Facilities  

1.  Introduction  
 

1.1. The email facilities of the University of the Arts London are 
provided as a fast and effective means of communication 
for all users.  
 

1.2.  Set out below is a code of conduct regarding the use and 
security of University of the Arts London email facilities.  

 
1.3.  The code of conduct provides a framework for operating 

within a rapidly evolving area of activity. The code may 

http://www.jisclegal.ac.uk/LegalAreas
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appear to be restrictive but it is actually meant, in spirit, to 
be a means of enabling all users to obtain maximum benefit 
from the available email facilities of the University of the 
Arts London.  

 
1.4.  The term 'Users' which appears throughout the code of 

conduct includes all employees and students of the 
University of the Arts London and any others who may be 
authorised to use the email facilities of the University of the 
Arts London.  

 
2.  General Guidance  
 

2.1.  Email is not a secure medium. Users should never send 
Strictly Private or Confidential messages by email unless 
prior consent has been obtained from the addressee or 
unless approved encryption, i.e. an acceptable method of 
ensuring privacy and authenticity, is used. Always assume 
that your email is not secure unless you have ensured that 
it has been made secure through encryption. If in doubt ask 
a responsible person.  

 
2.2 The speed at which email communications can be 

produced and sent can affect the amount of thought and 
reflection that would normally be given to the content of a 
message. Allow a little time to consider the content of your 
messages.  

 
2.3.  Avoid inadvertently entering into any contractual 

commitments through the use of email.  
 
2.4.  Beware what you say in email messages. Improper 

statements can give rise to personal or business liability.  
 
2.5.  Email messages that have been deleted may still exist on 

back-up media or in other storage areas.  
 
2.6.  Unless it is protected, email can be: 

• read by anyone 
• modified by anyone 
• made to look as if it has been sent by you when it was 

written by someone else. 
 

3.  Specific Requirements  
 

All users must ensure that they: 
 

• Do not create or transmit material which is designed or 
likely to cause annoyance, inconvenience or needless 
anxiety to others. Such material includes chain letters, 
abusive, obscene, sexist, racist or nuisance messages 
or defamatory material and is strictly prohibited.  

• Do not infringe the copyright of others by downloading, 
copying or transmitting their work to third parties. If you 
wish to use material produced by another, make sure 
that you have their permission first  

• Do not send information concerning bank accounts or 
credit cards in email communications  

• Do not import non-text files or messages onto 
University of the Arts London facilities without first 
having scanned them for viruses  

• Do not create network congestion through email by 
sending trivial messages or unnecessarily copying or 
forwarding email e.g. chain letters or humorous stories  

• Do check your email to ensure that the content is 
appropriate  

• Do contact a responsible person if you become aware 
of a virus or if you are unsure about what is meant by 
the term 'virus'  

• Do make hard copies of email which needs to be kept 
for record keeping purposes 

• Do check your mailbox for messages at regular 
intervals. You should also make appropriate 
arrangements for your mail to be forwarded or 
accessed by others during periods of planned or 
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unplanned absence from the University of the Arts 
London.  

• Do clear your mailbox at regular intervals  
 

4.  Email Lifespan  
 

UAL email accounts are temporary and are only active whilst the 
user is a UAL student. The UAL email account will expire 150 
days after the user’s course end date.  
 

5.  Disclaimer  
 

The following wording should be considered when sending an 
external email with an attachment:  
 
“The contents of this email may contain software viruses which 
could damage your own computer system.  
 
 Whilst we have taken every reasonable precaution to minimise 
this risk, we cannot accept liability for any damage which you 
sustain as a result of software viruses.  
 
You should therefore carry out your own virus checks before 
opening the attachment."  
 

Acknowledgement  
 

The University of the Arts London acknowledges the contributions 
of Osborne Clarke to the above Code of Conduct. 
 

Use of Software and Datasets  

1.  Introduction  
 

1.1.  This Code of Conduct must be observed by all users of any 
software and/ or computer readable datasets, hereafter 

referred to as "Product” that has been issued or made 
available to them by the University of the Arts London.  

 
1.2.  This Code does not constitute a licence and, in all cases, 

users of software products should acquaint themselves with 
the provisions of the relevant licence when they obtain a 
copy and before putting the same to use.  

 
1.3.  The term 'Users' which appears throughout the code of 

conduct includes all employees and students of the 
University of the Arts London and any others who may be 
authorised to use the information technology (IT) facilities of 
the University of the Arts London. Such facilities include 
computers, scanners, printers, modems and all other 
peripheral devices, telephones, fax machines and 
photocopiers.  

 
2.  Compliance  
 

2.1.  All users are required to comply with the University of the 
Arts London Code of Conduct.  

 
2.2.  Failure to comply with the code of conduct will lead to the 

suspension of your use of University of the Arts London IT 
facilities whilst the circumstances are investigated. A 
serious failure to comply with the code of practice is a 
disciplinary issue within the University of the Arts London.  

 
2.3.  The penalties for failing to comply will range in severity from 

loss of access to these facilities, to suspension or dismissal 
from the University of the Arts London. Some forms of 
software or dataset misuse are a criminal offence; such 
misuse will be referred to the police.  

 
3.  General Guidance  
 

3.1.  The use of University of the Arts London systems for illegal 
or criminal purposes is strictly prohibited.  
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3.2.  The creation, transmission or reception (other than for 

properly supervised and lawful research purposes) of any 
offensive, obscene or indecent images, data or other 
material, or any data capable of being resolved into 
obscene or indecent images or material is strictly 
prohibited.  

 
3.3.  Unless advised to the contrary it is to be assumed that 

Product is subject to copyright law and is provided for 
educational use, (see Annexe A Definition of Educational 
Use).  

 
3.4.  The University of the Arts London will maintain a record, 

and require any School, Department, or Administrative 
Office which is in receipt of Product to maintain such a 
record, of each Product that is available for use in the 
University of the Arts London or, in the case of devolved 
responsibility, within the relevant School or Department. In 
either case the record shall contain details of the licensing 
arrangements for each product together with the names of 
any persons to whom a copy has been issued.  

 
3.5.  All employees and students of the University of the Arts 

London will be informed of this code of conduct. All users of 
Product will be advised of the conditions under which it may 
be used and that this code of conduct forms part of the 
normal conditions of service for staff and is part of the 
University of the Arts London rules and regulations 
governing student attendance.  

 
3.6.  In the event that users, who are neither employees nor 

students of the University of the Arts London, are 
authorised access to Product they will be similarly advised 
and shall be required to sign that they have been so 
advised and will further sign that they will abide by the Code 
before being given access to the Product.  

 
3.7.  The responsibility for ensuring such users are so informed 

may be devolved to the constituent college.  
 
3.8.  All employees and students of the University of the Arts 

London will be issued with a copy of the Copyright 
Acknowledgement (see Annexe B Copyright 
Acknowledgement).  

 
3.9.  Where site licensed or multi licensed software is issued the 

University of the Arts London will, where this is permitted, 
organise arrangements for back-up, copying and 
distribution of Product and Documentation subject to the 
conditions of the licence.  

 
3.10.  Where it is a condition of supply of Product the University of 

the Arts London will organise a single point of contact for 
dealing with queries and support of Product.  

 
3.11.  In the event of termination of the licence for a Product, the 

University of the Arts London will instruct the single point of 
contact to call in all copies of Product and, where 
appropriate, make arrangements for the safeguarding of the 
authorised archival copy.  

 
3.12.  The University of the Arts London will use all reasonable 

endeavours to apply, administer and ensure compliance 
with this code of conduct.  

 
3.13.  All persons who are provided by the licensee with copies of 

Product will sign a declaration incorporating the Copyright 
Acknowledgement.  

 
3.14.  No persons shall be excluded from use of Product for 

reasons of nationality or citizenship.  
 

4.  Specific Requirements  
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4.1.  Users must not copy or distribute copies of product unless 
permitted to do so under the terms of the licence.  

 
4.2.  Users must comply with the letter and spirit of the 

Copyright Acknowledgement.  
 
4.3.  Users must not use computer games software on 

University of the Arts London facilities, other than that which 
is an integral component of a proprietary software product, 
e.g. Microsoft Windows.  

 
4.4.  Users must not attempt to reverse engineer of decompile 

or modify Product without such provision being specifically 
included in the licence for Product.  

 
4.5.  Users must not deliberately or recklessly introduce viruses 

onto the facilities of the University of the Arts London. (see 
note 3 below)  

 

Annexe A: A Definition of Educational Use  

Note 1: The following is a full quotation from the "General Licence 
Conditions" which apply in CHEST, centrally negotiated 
agreements and in the recommended Form of Licence for non-
centrally negotiated offers. The following are ground rules and any 
variation should be a matter for discussion centrally with the 
University of the Arts London BEFORE the form of licence is 
signed.  

 
1.  Educational Use:  
 

1.1.  Product may be used by any employee, students, or other 
persons authorised by the Licensee for the purpose of the 
normal business of the Licensee's organisation, whether or 
not they are located on the Licensee's premises. Such use 
of Product includes the following:  

• Teaching  

• research  
• personal educational development  
• administration and management of the business of the 

Licensee's organisation  
• development work associated with any of the above  
 

2.  General Exclusions:  
 

i. Consultancy or services leading to commercial 
exploitation of Product.  

ii. Work of significant benefit to the employer of 
students on industrial placement or part-time 
courses.  

 

2.1.  In (i) and (ii) above the Licensor may allow such use in 
return for the acknowledgement of use of Product and/ or 
for an agreed fee.  

 
Note 2: "Commercial Exploitation" in the context of this Code is 
the use of Product for monetary gain either by the Institution or an 
individual. Where Product is so used this must be a matter for 
discussion between the Supplier and the Licensee.  
 
 

Annexe B: Copyright Acknowledgement  

I agree that my usage of any Software or Computer Readable 
Datasets, hereafter referred to as "Product", issued or otherwise 
made available to me by a School, Department; or Administrative 
Office is subject to the following conditions:  
 
1.  I will ensure that all the requirements of the agreements or 

contract under which Product is held by the University of 
the Arts London will be maintained. (Copies of the relevant 
agreements or contracts may be seen by application to the 
School or Department; or Administrative Office which made 
product available).  
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2.  I will not remove or alter the copyright statement on any 
copies of Product used by me.  

3.  I will ensure the security and confidentiality of any copy 
released to me, and will not make any further copies from it 
or knowingly permit others to do so.  

4.  I will use Product only for purposes defined in the 
Agreement, and only on computer systems covered by the 
Agreement.  

5.  I will not incorporate a modified version of Product in any 
program written by me without express permission of the 
Licensor.  

6.  I will not reverse engineer or decompile Product or attempt 
to do without such permission explicitly being permitted 
within the terms of the Agreement for the use of Product.  

7.  I will return all copies of Product at the end of the course/ 
year/ period of employment or when requested to do so.  

 
Note 3: Viruses are most commonly introduced to a computer 
system by either inserting a disk which already has a virus on it or 
by downloading software which contains a virus from a source on 
the internet. Games software which has been copied or 
downloaded, and screen savers which have been downloaded, 
are recognised as prime sources of computer viruses. The 
downloading of games and screen savers or other installation 
of such software by users is specifically prohibited. A fuller 
discussion of this matter is provided in the Code of Conduct for 
Computing and ICT Facilities.  
 
Acknowledgement: This Code of Practice for The use of Software 
of Datasets has been customised from draft guidelines (Version2) 
issued by CHEST and NISS August 1992.  
 
Combined Higher Education Software Team (CHEST - 
http://www.chest.ac.uk);  
National Information Services and Systems (NISS – 
http://www.niss.org).   
 

These services, are based at the University of Bath 
(http://www.bath.ac.uk/), and are supported by the Joint 
Information Systems Team (JISC - http://www.jisc.ac.uk) and the 
Higher Education Funding Council for England (HEFCE – 
http://www.hefce.ac.uk).  
 

Use of Computing and IT Facilities  

1.  Introduction  
 

1.1.  The information technology (IT) facilities of the University of 
the Arts London are provided to support teaching, learning, 
research and the general furtherance of knowledge.  

 
1.2.  Set out below is a code of conduct regarding the use and 

security of London IT facilities. Such facilities include 
computers, scanners, printers, modems and all other 
peripheral devices, telephones, fax machines and 
photocopiers.  

 
1.3.  The code of conduct provides a framework for operating 

within a rapidly evolving area of activity. It may appear to be 
restrictive but it is actually meant, in spirit, to be a means of 
enabling all users to obtain maximum benefit from the 
available IT facilities of the University of the Arts London.  

 
1.4.  The term 'Users' which appears throughout the code of 

conduct includes all employees and students of the 
University of the Arts London and any others who may be 
authorised to use the IT facilities of the University of the 
Arts London.  

 

2.  Compliance  
 

2.1.  All users are required to comply with the University of the 
Arts London code of practice.  

http://www.chest.ac.uk/
http://www.niss.org/
http://www.bath.ac.uk/
http://www.jisc.ac.uk/
http://www.hefce.ac.uk/
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2.2.  Failure to comply with the code of practice will lead to the 

suspension of your use of University of the Arts London IT 
facilities whilst the circumstances are investigated. A 
serious failure to comply with the code of practice is a 
disciplinary issue within the University of the Arts.  

 
2.3.  The penalties for failing to comply will range in severity from 

loss of access to these facilities, to suspension or dismissal 
from the University of the Arts London. Some forms of 
computing equipment misuse are a criminal offence; such 
misuse will be referred to the police.  

 
3.  General Guidance  
 

3.1.  The use of University of the Arts London systems for illegal 
or criminal purposes is strictly prohibited.  

 
3.2.  Any user who finds a possible security lapse on any 

University of the Arts London system is obliged to report it 
to a responsible member of staff. You should not attempt to 
use the system under these conditions until the problem 
has been investigated.  

 
3.3.  All users should be aware that periodic security checks are 

conducted on University of the Arts London systems, 
including password checks. Users may be required to 
change their passwords on request.  

 
3.4.  Email on all University of the Arts London systems is 

private. Attempts to read another person's email or other 
protected files will be treated with the utmost seriousness.  

 
3.5.  University of the Arts London systems could be adversely 

affected by an unnecessary large scale use of system 
resources (e.g. inappropriate use of disk space, download 
time, printer time etc.) The deliberate wasting of network 
resources or of the time of staff involved in the support of 

such systems will lead to the withdrawal of access to these 
facilities.  

 
3.6. The creation, transmission or reception (other than for 

properly supervised and lawful research purposes) of any 
offensive, obscene or indecent images, data or other 
material, or any data capable of being resolved into 
obscene or indecent images or material is strictly 
prohibited.  

 
3.7.  The creation or transmission of material which is designed 

or likely to cause annoyance, inconvenience or needless 
anxiety to others, including chain letters, obscene or 
nuisance messages or defamatory material is strictly 
prohibited.  

 
3.8.  Use of the facilities of the University of the Arts London by 

outside individuals or organisations requires special 
permission from the University of the Arts London and the 
possible payment of licence fees.  

 
3.9.  Use of University of the Arts London facilities for 

commercial uses, except by approved licence holding 
organisations, is strictly prohibited.  

 
3.10.  University of the Arts London facilities must not be used for 

the transmission of unsolicited commercial or advertising 
material either to other user organisations on academic 
networks or to other user organisations on other networks.  

 
4.  Specific Requirements  
 

4.1.  Each individual user is responsible for all matters 
concerning the proper use of their account. All users must 
ensure that they: 

 
• Choose safe passwords.  
• Do not share passwords with another person.  
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• Do not share their account with another person.  
• Do not make unauthorised attempts to gain access to 

any account belonging to another person.  
• Do not attempt to gain access to any University of the 

Arts London systems to which they should not have 
access.  

• Do not attempt to gain unauthorised access to other 
systems.  

• Do not attempt to gain access to University of the Arts 
London systems through unauthorised dial-up access.  

• Do not create material such that this infringes the 
copyright of another person.  

• Do not install any unauthorised software onto the 
computing facilities of the University of the Arts London.  

• Comply with the University of the Arts London Code of 
Conduct for the Use of Software and Datasets.  

 

4.2.  Deliberate activities with any of the following characteristics 
are strictly prohibited:  
• corrupting or destroying other users' data  
• violating the privacy of other users  
• disrupting the work of other users  
• loading, downloading, copying or playing computer 

games  
• introducing viruses to a computer and/or network (see 

section 6 below)  
• other misuse of networked resources  

 

5.  Intellectual Property Rights  
 

5.1.  The University of the Arts London recognises that respect 
for intellectual labour and creativity is vital to academic 
discourse and enterprise. This applies to works of all 
authors and publishers in all media. It encompasses 
respect for the right to acknowledgement, the right to 
privacy, and the right to determine the form, manner and 
terms of publication and distribution.  

 

5.2.  Because electronic information is volatile and easily 
reproduced, respect for the work and personal expression 
of others is especially critical in computer environments. 
Violations of authorial integrity, including plagiarism, 
invasion of privacy, unauthorised access, and trade secrets 
and copyright violations, may be grounds for sanctions 
against users.  

 
5.3.  The codes of conduct and regulations of the University of 

the Arts London provide a framework with respect to 
intellectual property rights with which all users are required 
to comply.  

 

Computer Viruses  

A computer virus is a piece of software which has been written by 
someone with the specific intention of disrupting the normal 
operation of a computer or network. Computer viruses are usually 
written in such a way that they are capable of spreading from one 
computer to another and from one network to another.  
 
Viruses can seriously affect the 'health' of a computer and by so 
doing they have the potential to severely affect any work which 
users are trying to do on a computer or network which has been 
'infected' by a virus.  
 
Viruses may have varying effect on computers and networks. At 
one extreme the only effect may be that a mischievous message 
appears on a screen once and is never seen again, there may be 
an intermittent malfunction of a computer or, at the other extreme, 
there may be a complete loss of all data and systems files on a 
computer or network. A computer or network may be out of action 
for a significant period of time following the introduction of a virus. 
The consequent loss of staff or student work stored on such a 
computer can be devastating to the user.  
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Viruses are most commonly introduced to a computer system by 
either downloading software or documents which contain a virus 
from a source on the internet or by inserting a disk which already 
has a virus on it.  
 
Internet sites often offer an opportunity to download material. If 
this happens - be careful. If the internet site is not instantly 
recognisable as a reputable site e.g. a government department or 
public company then exercise caution.  
 
Occasionally you may receive a message which tells you that, in 
order to receive a download; you must first load a piece of 
enabling software. If this happens, ask a responsible person for 
guidance.  
 
Games software which has been copied or downloaded, screen 
savers which have been downloaded and email attachments are 
recognised as prime sources of computer viruses. Users are 
required to assume that all downloadable games, screen savers 
and email attachments, as well as games software which has 
been copied to a disk, are capable of carrying viruses.  
 
The downloading of games and screen savers or any other 
installation of such software by users of University of the Arts 
London computers/ networks is specifically prohibited. Email 
attachments must be subjected to virus checking software.  
 

The University of the Arts London takes precautions against 
computer viruses through its use of virus checking software. The 
effectiveness of these precautions will be greatly enhanced if 
individual users were to recognise the mutual interest which they 
have in protecting University of the Arts London computers from 
such viruses. Your cooperation is essential if the threat is to be 
minimised.  
 
Further information on relevant legislation and codes of conduct 
which govern computing and IT usage are available from college 
libraries. These include: 

 
• Computer Misuse Act 1990  
• Copyright, Designs and Patents Act 1988  
• Data Protection Act 1984  
• Libel Laws  
• University of the Arts London Code of Conduct for the Use of 

Software and Datasets  
• Obscene Publications Act 1956  

 

All authorised users are granted access to relevant aspects of the 
computing and IT facilities of the University of the Arts London: 
Use of computing facilities will be affected through the provision of 
passwords which will enable access to personal email, worldwide 
web and personal disk space.  
 
Collectively these aspects form the user account.  
 

Acknowledgement  
 
The University of the Arts London acknowledges the contributions 
of EDUCOM (http://www.educause.edu) and UKERNA 
(http://www.ja.net) to the above Code of Conduct. 
 
This Code of Conduct for the use of software and datasets has 
been customised from draft guidelines (version 2) issued by 
CHEST and NISS August 1992.  
 
This Code of Practice is pursuant to the requirements of the 
Education Act 1994 (Clause 22(3)) in relation to Students’ Union 
and other local arrangements as agreed between the Court of 
Governors,  University of the Arts London and the Students’ Union 
(SU).  
 

http://www.educause.edu/
http://www.ja.net/
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Data Protection Act 1998 Statement 

University of the Arts London is registered under current UK Data 
Protection law. It holds data in electronic and paper form on your 
personal details, academic and administrative history and on any 
relevant financial transactions. This information is necessary for us 
to properly administer your studies with the University, e.g. the 
recording and processing of assessment results, the determination 
of final award outcomes and the production of management 
information. Your assessment data will be processed to determine 
your overall award outcome, and the precise way in which this is 
done is published in the relevant examination handbooks and 
programme documentation. In due course, your records will form 
part of the student archive and your computer record will be 
available to University of the Arts London for approved purposes, 
such as the construction of mailing lists.  
 
In addition, we are required by law to collect and provide 
information on every student to certain external agencies. These 
bodies include the Higher Education Statistics Agency, Local 
Education Authorities and other grant-awarding bodies, and local 
taxation authorities. We are also obliged to release information to 
the police and similar law officers as part of criminal investigations 
and in certain circumstances to officers of the court in relation to 
civil proceedings.  
 
The details of your academic award from University of the Arts 
London are regarded as public information (but not the fact that 
you have failed an award). Names of successful candidates will be 
published on open pass lists. This information will also be routinely 
released to a third party (e.g. prospective employers). The only 
other information that will be routinely released to a third party in 
appropriate circumstances is whether or not you are a student 
here. If you do not wish us to reveal your student status you 
should make this known via your School.  
 

In accordance with the Freedom of Information Act 2000, the 
University has a Publication Scheme proving further clarification 
on access rights. If you wish to inspect University of the Arts 
London’s data protection registrations, you should contact the 
Data Protection Officer in the Office of the University Secretary 
and Registrar.  
 
An up-to-date list of these contacts and future guidance can be 
obtained from the Office of the University Secretary and Registrar. 
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Rules & Regulations 

for Students 2016-17 

 

Part 18:  

Accommodation 

Services 

 

Accommodation Services Duty of 

Care Policy 

Purpose 

1. The University of the Arts London has recently developed a 
policy statement on the issue of duty of care, which will act as a 
guideline to all students and staff. Whilst the policy statement 
covers the issues of Duty of Care within an educational context, 
there are additional considerations, which are relevant for the 
Halls of Residence, with particular reference to the 
accommodation provision for under 18’s. 

2. It is the intention of this document to highlight the issues  and 
legal requirements which the University, as accommodation 
providers,  takes into consideration which are over and above the 
more general issues highlighted in the Duty of Care policy 
statement. 

3. In addition, this paper seeks to identify and clarify the services 
and facilities in place to meet those legal responsibilities. 

The Relevant Legal Requirements Regarding Under 18’s 

 The Children Act 1989 
 The Care Standard Act 2000 
 The Protection of Children Act 1999 

4. The pertinent point is that parental responsibility 
is not transferable. Whilst a student is under 18, it is the parents 
continuing responsibility to safeguard and promote their child’s 
welfare. The University provides accommodation of reasonable 
standard as the response to its duty of care for ‘children’ residing 
in UAL accommodation. This is limited to having in place 
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measures, which are clearly understood, reasonable and based 
on common sense. These measures are summarised below and 
further guidance on specific issues can be found through the 
overarching Duty of Care Statement. 

Our Responsibilities 

5. In order to adhere to our "duty to safe guard and promote the 
child's welfare" Accommodation Services undertake to provide the 
following: 

 A Duty Manager available 24 hours, 7 days a week 
 That all residence staff are available to assist students and 

resolve issues or refer requests to those more able to assist 
advice and guidance services through Student Services at 
college sites or at 272 High Holborn London WC1V 7EY 

 An active Drugs policy (as per the Tenancy Regulations). 
 Notification to the parents/guardians of any infringement of 

Conditions of Occupation or Tenancy Regulations, provided 
always the student consents thereto (Date Protection Act 
1988). 

 Disciplinary action in accordance with Tenancy Agreement. 

6. Accommodation Services cannot ensure/enforce the following: 

 request residents to sign in or out of the accommodation 
 checking of late night/overnight visitors 
 students are placed in single sex accommodation 
 checking on activities off premises 
 student's health or eating habits are monitored  

Student and Parents/Guardians Responsibilities 

7. When a formal offer of accommodation is made to a student it is 
important that you read the Tenancy Regulations and read and 
sign the Tenancy Agreement and Duty of Care Agreement. It is 
required that a signed copy of the Duty of Care Agreement is 

returned to Accommodation Services, which confirms that both the 
parents and the student have read and understood the 
information. 

Summary 

8. The provision of residential accommodation within the 
educational environment has additional legal requirements, in 
parallel to the obligation of duty of care to all students. 

Accommodation Services have addressed these requirements 
through putting into place clear and concise practices, services 
and facilities. These measures intend to create and maintain an 
environment which caters for student's accommodation needs, at 
an expected standard, whilst also safeguarding and promoting the 
student's welfare. 

General Residence Regulations 

Separate regulations exist for residents at The Costume Store and 
Cordwainers Court. All other halls come under our ‘UAL Halls 
(General)’ Regulations. Please find these documents below:  

The Costume Store – Tenancy Regulations (2016/17) 

Cordwainers Court – Tenancy Regulations (2016/17) 

UAL Halls (General) – Tenancy Regulations (2016/17) 

Important Note 

Breach of any of these regulations will be deemed to be a breach 
of the Resident's tenancy agreement. Breach of any of these 
regulations will make the Resident liable to disciplinary action 
under the code set out in section 5 below.  

http://www.arts.ac.uk/media/arts/study-at-ual/accommodation/brochures-and-booklets/TCS-Ten-Regs-2016_17%5b1%5d.pdf
http://www.arts.ac.uk/media/arts/study-at-ual/accommodation/brochures-and-booklets/Cordwainers-Tenancy-Regs-for-16_17%5b1%5d.pdf
http://www.arts.ac.uk/media/arts/study-at-ual/accommodation/brochures-and-booklets/UAL-Tenancy-Regs-for-16_17%5b1%5d.pdf
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Persistent breach of tenancy on the part of any resident may result 
in the University seeking a termination of the tenancy and 
possession of the room - through the courts if necessary.  

Breach of some of these regulations may also constitute a criminal 
offence and it is the University's policy to report such matters to 
the police.  

General  

1. Accommodation Services  

The overall responsibility for the management of the College’s 
accommodation rests with the Director of Estates and the Head of 
Accommodation Services. The day -to-day management of the 
accommodation is delegated to the Residences Manager, with 
operational control vested in the Residential Operations Manager.  

2. Personal Safety  

The University will use all reasonable endeavours to comply with 
its statutory obligations to keep the accommodation in repair and 
maintain an evacuation and contingency plan in case of 
emergency. Beyond that, responsibility for the personal safety of 
residents and their visitors in an emergency rests with the 
individual.  Residents should carefully read and observe the Fire 
Regulations displayed in Hall and be familiar with the location of 
all exits, alarm bells and firefighting equipment.   Residents   with   
a   disability   who   would   need   assistance   in   an   emergency 
evacuation or drill should discuss their needs with the Residences 
Manager before starting to occupy Halls. Fire drills are held on a 
regular basis.  

3. Guests  

3.1 Guests are permitted on to site between the hours of 10:00 
and 22:00 without prior written permission. Outside these hours 

residents must have prior written permission from a Residence 
Manager to have guests (including overnight guests) on site. No 
overnight guests are permitted in twin rooms without the prior 
written agreement of the other occupier.  

3.2 All guests are to be signed in to the visitor’s book upon arrival 
and signed out upon departure.  

3.3 Only 2 guests per resident are permitted in hall at any one 
time and no resident may have a guest to stay overnight for more 
than 3 nights within a fourteen night period.  

3.4 In accordance with regulation 3.3, once a guest has stayed up 
to 3 days (in a14 day period) no guest is permitted to stay again in 
the hall again with any resident until a further period of 21 days 
has elapsed. 

3.5 Guests are only permitted on site when in the company of the 
resident they are visiting and are not permitted to hold the access 
key/fob belonging to the resident at any time  

3.6 Residents are responsible for the safety of their guests and to 
ensure they understand the relevant health and safety 
requirements  

3.7 Residents are responsible for ensuring their guests 
understand and abide by the Halls Regulations.  

3.8 Residents are accountable for any breach of the regulations 
made by their guest(s) and will be liable for the reasonably 
incurred costs of reinstatement after any damage caused by their 
guests 

3.9 The University reserves the right (in their reasonable 
discretion) to refuse entry to a resident’s guest(s) at any time  
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4. Conduct  

4.1 Drugs 

4.1.1 Solvents and other substances which are not controlled 
drugs but may be used to produce an intoxicating, stimulating or 
narcotic effect which could cause the Resident to be a danger to 
themselves or others may be treated by the University for the 
purposes of this contract in the same way as unlawful drugs.  

4.1.2 Residents must not bring, any unlawful drugs into Halls or 
engage in controlled or unlawful drug use or knowingly permit 
anyone else to do so.  

4.1.3 Residents must not come into Halls if they are under the 
influence of unlawful drugs.  

4.1.4 The  University's  policy  on  unlawful  possession,  sale  or 
 supply  of  controlled drugs is to refer the matter to the police. In 
addition, the University may take disciplinary action and/or treat 
unlawful drug use as a serious breach of the Resident's tenancy 
agreement, which may lead to that agreement being terminated.  

4.1.5 Where the University suspects that unlawful drugs are being 
used or sold for use by a Resident the police will be invited into 
the hall to investigate.  

4.1.6 It shall not be in breach of these regulations for a resident to 
have or use a controlled drug, if it was prescribed for him or her by 
a medical practitioner and is used as directed.  

4.2 Weapons  

4.2.1 Residents must not bring any firearm, air gun, ball bearing 
guns, or replica weapons into Halls, even if they have a licence for 
the item or the item does not require a licence in the UK.  

4.2.2 Residents must not bring any other weapon or article which 
is intended to be used as a weapon or anything that could be used 
/regarded as being a weapon into Halls.  

4.2.3 The University's policy on weapons, or articles intended to 
be used as weapons, is to refer the matter to the police, but it may 
in addition take disciplinary action and/or treat the matter as a 
serious breach of the Resident's tenancy agreement, which may 
lead to that agreement being terminated.  

4.3 Fire Safety  

4.3.1 Residents must comply in all respects with the Fire Rules 
posted in their room and set out in the “Guide to Living” document 
for their hall.  

4.3.2 Residents must not cause fires, use equipment that could 
potentially cause fires, and must or set light to anything inside 
halls or on hall grounds.  Examples of behaviours that would 
breach this regulation include (but are not limited to) frying with 
deep fat (whether using an electric fryer or not) using barbeques , 
candles, tea lights, melting wax, using joss sticks, oil burners or 
similar devices in their bedroom or kitchen.  

4.3.3 Residents must not interfere in any way with fire 
extinguishers, fire equipment, fire signage or smoke alarms, fire 
doors, door closures or any fire prevention or fire safety 
equipment. Wrongful use of or interference with fire equipment is a 
criminal offence and will lead to disciplinary action being taken 
under this code and could also result in the matter being referred 
to the police. If residents are found to have tampered with the fire 
equipment then a staff call out charge of £30 will be charged to the 
resident or residents deemed responsible to inspect the 
equipment. If the damage upon examination is found to be serious 
then the resident will be liable to pay all charges for the equipment 
to be replaced or fixed.  
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4.3.4 Residents must not obstruct exits, stairways, corridors or 
other passageways. Items found in such places will be removed 
and either thrown away (if deemed to be rubbish) or stored for a 
maximum of one month before being disposed of. The University 
does not accept liability for any loss or damage caused.  

4.3.5 Upon hearing the fire alarm, Residents must evacuate the 
building immediately, proceed to the agreed fire assembly point 
and wait for further instruction from a member of staff or the fire 
brigade.  

4.3.6 No resident is permitted to leave any iron, hair straightener 
or other piece of personal electrical equipment which generates 
heat and constitutes a fire safety risk plugged in and unattended 
whether in their own room or in the common area of their flat.  

4.4 Health and Safety 

4.4.1Residents must comply in all respects with the University's 
Health and Safety Policy, a copy of which may be obtained from 
the Halls Office or from the University’s web site 
at www.arts.ac.uk.  

4.4.2 Residents must not interfere in any way with any health and 
safety equipment. Interference with health and safety equipment 
might be a criminal offence and the University can refer such 
matters to the Police in addition or as an alternative to taking 
disciplinary action.  

4.4.3 Residents must not keep bicycles inside their room or in any 
part of Halls including corridors. Bicycles may only be stored in 
designated bike storage areas. Bikes discovered on site in non-
designated areas will be removed and stored for a maximum of 
one month before being disposed of. The university accepts no 
liability for any loss or damage arising in such circumstances.  

4.4.4Residents must notify the Residences Manager or the on -
site/on-duty halls staff of any accident or incident occurring in 
Halls and must also notify the Residences Manager or the on-
site/on-duty halls staff if they are ill (except for minor ailments).  
Residents must promptly notify the Residences Manager if they 
become aware of a health and safety hazard that is likely to lead 
to an accident. 

4.4.5 Residents must not enter areas designated by signage 
and/or staff directions as restricted (for example, without being an 
exhaustive list , maintenance and cleaning storage cupboards, 
tank room, roof area(s) and lift motor room(s)). 

4.4.6 Residents must not place any item on outside window 
ledges or throw or cause objects to fall from windows, balconies or 
other parts of a building. 

4.4.7 Residents must not do or neglect to do anything likely to be 
hazardous for people who may have to work in their room or flat.  
This obligation includes (among other things) ensuring that cables 
to personal electrical equipment are safe, emergency exits and 
escape routes are not blocked and materials such as broken glass 
are disposed of safely and with consideration for others who might 
have to handle it.  

4.4.8 Residents must not act in any way that  puts  the University’s 
insurance, the health or safety of others or the University’s or 
other’s property at risk  

4.5 Alterations and damage  

4 .5.1 Residents must not make any alteration to their room or to 
the Halls or grounds.  

4.5.2 Residents must not cause any damage to their room, or to 
the Halls or grounds.  

http://www.arts.ac.uk/
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4.5.3 Residents must not remove any furniture or furnishings 
(including curtains) from their rooms or from Halls.  

4.5.4 Residents must not bring any furniture or furnishings 
(including curtains) into their rooms or Halls.  

4.5.5 Residents must not rearrange the furniture or furnishings in 
their room unless the new arrangement complies with applicable 
safety standards. At the end of the tenancy period Residents must 
leave the furniture and furnishings in their original positions.  

4.5.6 Residents must not affix any aerial, cupboard, bookcase, 
shelf, picture, hook or any other item to the walls, ceiling or 
woodwork in their room  

4.5.7 The University will display an indicative list of charges for 
reinstatement in each hall.  

4.5.8 Where damage or loss occurs at a hall and (despite all 
reasonable efforts) it is not possible for the University (acting 
reasonably) to ascertain who is at fault, each Resident must pay a 
fair and reasonable proportion of the cost of repairing the damage 
or reinstating the loss including a [£20] administration fee per 
Resident where the University (in its reasonable discretion) 
considers it appropriate. A Resident shall not be required to 
contribute to loss or damage which in the University’s reasonable 
opinion has been caused by an intruder provided that the Resident 
has complied with these Regulations and the terms and conditions 
of their tenancy agreement relating to security.  

4.6 Noise and nuisance  

4.6.1 Residents must not make any noise audible outside their 
room between the hours of 2300 and 0700 and must not make 
noise which is likely to disturb other people at any other time.  

4.6.2 Residents are required to have due consideration for other 
residents in Halls and for the occupiers of neighbouring properties. 
Residents must take care when entering and leaving Halls and 
when using audio equipment, as these are common sources of 
disturbance.  

4.6.3 If, having been once requested not to make a noise, a 
resident subsequently makes noise, the University will remove any 
item causing or contributing to the noise disturbance. The 
University will return the item to the resident at the end of their 
tenancy, provided the resident pays the University’s reasonable 
storage charges. The University may additionally or alternatively 
take disciplinary action. The University does not accept liability for 
any loss or damage arising in such circumstances.  

4.6.4 Residents must not hold a party in Halls (including the 
grounds of Halls) without first obtaining the written permission of 
the Residence Manager. Residents must not participate in any 
unauthorised party.  

4.6.5 Residents must not bully others or behave in a way which 
constitutes assault, harassment, nuisance or annoyance to staff, 
other students, visitors to the University or occupiers of 
neighbouring properties. The University will treat very seriously 
any threatening, menacing, aggressive or antisocial behaviour and 
will deal with allegations of such behaviour under the Student 
Disciplinary Code.  Where such behaviour is predicated on 
another person's protected characteristic (such as gender, race, 
colour, nationality, religion or sexuality) the University is likely to 
refer the matter to the police and may take action internally under 
the University’s Diversity policy.  

4.6.6 The Residence Manager may require any Resident to 
remove from Halls any picture, poster, video or other 
representation of an explicitly violent or sexual nature if in the 
reasonable opinion of the Residence Manager that item would be 
likely to cause offence to others.  
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4.7 Security and keys  

4.7.1 Residents must ensure that entrance doors to the Hall are 
properly secured after entering or leaving the building (and 
promptly report any problem with the locking devices)  

4.7.2 Residents should make sure that the door to their room is 
properly secured and the University will not be held liable for loss 
or damage to personal property where the door to a room has 
been left unlocked  

4.7.3 If a Resident mislays his/her door entry card or key, they 
must notify a member of the halls team immediately. A 
replacement key/door entry card will then be arranged, but the 
Resident will be responsible for paying the cost of the replacement 
(including replacement locks if necessary).  

4.7.4 Residents must not alter or duplicate any door entry card or 
key or allow any other person to use their door entry card or key.  

4.7.5 Residents must not allow any unknown person into Halls 
unless that person has shown reliable identification and the 
Resident is reasonably satisfied that the person has a legitimate 
reason to be at the Halls.  

This regulation does not require Residents to challenge unknown 
persons or attempt to prevent them gaining access, particularly 
where the Resident's own personal safety might be put at risk. 
The University's authorised staff and contractors will always carry 
with them, and offer to show, an identity card with their photograph 
and details of the person's position.  

4.8 Lights and electrical  

4.8.1 Residents must promptly report to staff any maintenance 
defects especially water leaks, electrical faults, breakages  

4.8.2 Residents must not change any light bulb or lampshade in 
their room or in any other part of Halls. If a light bulb or lampshade 
needs replacing, Residents should contact Reception.  

4.8.3 Residents should not use any form of additional heating in 
their room or in any other part of Halls unless such additional 
heating is supplied by the University where halls heating has 
failed  

4.8.4 Residents should not use cooking appliances (which 
includes kettles, microwaves and toasters) in any part of Halls, 
except in the kitchen areas of Halls.  

4.8.5 Residents must not use cube electrical adapters.  

4.8.6 The Residence Manager may request that any Resident on 
or after arrival provide him/her with full details (including 
manufacturer, type of equipment, loading, and whether it complies 
with relevant safety standards) of all the Resident's electrical 
equipment, which s/he intends to use in Halls  

4.8.7 Residents must allow the University on request (after giving 
reasonable notice) to inspect any item of electrical equipment, 
which s/he brings into Halls, and to test it for safety.  

4.8.8 Residents must not use any electrical equipment which the 
Residence Manager (in his/her reasonable discretion) considers 
unsafe and must either remove it from Halls within 3 days of being 
requested to do so or hand it into the Residence Manager, to be 
collected at the end of the tenancy period or (if earlier) on the 
Resident giving an undertaking to remove the item from Halls that 
day.  

4.9 Cleanliness and keeping in good condition  

4.9.1 Each Resident must keep his/her room, including the 
furniture, fixtures and fittings clean, tidy and in good condition.  
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4.9.2 Residents must not cook or store food in their rooms at any 
time.  

4.9.3 If in the reasonable opinion of the Residence Manager a 
Resident’s room is in such a condition as to be a hazard to health 
or likely to cause damage to the University's property or contents, 
the Residence Manager may give the Resident written notice to 
return the room its proper condition within 48 hours. If on further 
inspection the room has not been cleaned and tidied to the 
Residence Manager's reasonable satisfaction, the Residence 
Manager may employ cleaners and charge the costs to the 
Resident (please refer to the list of charges for your Hall, available 
from reception)  

4.9.4 By signing the tenancy agreement the resident accepts that 
cleaning charges may be levied should the regulations not be 
adhered to.  

4.10 Shared areas  

4.10.1 Residents in each Hall have shared responsibility for 
shared areas such as bathrooms and kitchens, and must keep 
them clean, tidy and not damage them.  

4.10.2 Each Resident must clean up after themselves immediately 
after using a shared area, paying particular attention to washing 
up cooking utensil s, cutlery and crockery, and wiping up spillages 
on cookers and work surfaces.  

4.10.3 Where a cleaning service is provided, domestic staff will 
clean surface areas, but will not clean kitchen equipment, utensils, 
cutlery or crockery. Decaying food or unwashed items which 
appear (in the reasonable discretion of the domestic staff) to 
constitute a hazard to health may be disposed of by the domestic 
staff and the University will not be liable to compensate the 
Resident for any personal belongings discarded in the process.  

4.10.4 If  Residents sharing a  kitchen or  bathroom or  twin 
bedroom  do  not keep it clean and tidy the University may hire 
professional cleaners and re -charge the cost to the Residents 
who share that facility (please refer to the list of charge s for your 
Hall)  

4.10.5 Where damage(s) to shared areas has occurred and a 
single Resident has not been identified and/ or accepted 
responsibility the University shall divide the associated costs 
between multiple Residents as reasonably as possible. All 
Residents receiving an invoice for costs of this kind have a right to 
appeal. All appeals must be made out in writing to the Residential 
Operations Manager and submitted within 7 working days of the 
date of the invoice. The Residential Operations  Manager  wi ll 
 review  each case  individually  and respond to  the Resident 
within a further 10 working days with confirmation of the final 
decision on this matter.  

4.11 Overflows and blockages  

4.11.1 Residents must not use baths, basins, sinks or storage 
systems in a w ay that makes them, or would be likely to make 
them overflow. Paints, plaster, chemicals and any other solid 
waste must not be disposed of using the sink.  

4.11.2 Residents must not cause any blockage in any toilet, waste 
pipe or drain.  

4.11.3 Residents must promptly report to the halls team any 
blockage, overflow or any disrepair, which is likely to cause a 
blockage or overflow.  

4.12 Pictures and notices  

4.12.1 Residents must not put pictures, posters or other 
decorations on any surface in Halls except on the pin boards 
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provided for that purpose and must pay the University for any 
damage they cause by failing to comply with this regulation.  

4.12.2 Residents must not display any pictures, posters, 
advertisements or other signs in their rooms or in Halls so as to be 
visible from outside.  

4.13 Pets  

Residents must not keep pets or other animals in their rooms or in 
Halls unless the Residence manager has given their written 
permission (which will not be unreasonably withheld where the 
animal is necessary and trained for the assistance of a disabled 
person.)  

4.14 University's reputation  

Whether at the Halls or elsewhere, Residents must not behave in 
a way which (in the opinion of a reasonable person) will, or would 
be likely to, bring the name of the University into disrepute.  

4.15 Tenancy agreement  

4.15.1 Residents living in Halls must comply with the terms of their 
tenancy agreement.  

4.15.2 The University may take court action to enforce the terms 
of a tenancy agreement and/or disciplinary action under the 
Disciplinary Code (Accommodation Services).  

4.15.3 Where a breach of the terms of a Resident’s tenancy 
agreement is also a criminal offence it is the University's policy to 
report such matters to the police.  

4.15.4 In deciding whether to take court action and/or disciplinary 
action and/or refer a matter to the police, the University shall take 

into account any penalties already imposed or likely to be imposed 
on the Resident.  

4.16 Smoking Policy  

4.16.1 It is a criminal offence to smoke in shared areas inside 
halls. Since 1st July 2007 all of our halls of residence have been 
smoke-free. Smoking is not permitted in any part of the building 
including study bedrooms, corridors, kitchens, bathrooms, and 
communal areas. Smoking on University property is only permitted 
out of doors in the designated smoking areas.  

4.16.2 Inside Halls, Residents must not use e-cigarettes, sheesha 
pipes or other devices designed or intended to be used for 
creating or inhaling smoke or vapour.  

4.16.3 The University will treat any breach of this policy as a 
serious breach of the Resident's tenancy agreement which could 
lead to disciplinary action being taken under the Accommodation 
Services Disciplinary Code.  

4.17 Theft  

4.17.1 Residents will not remove property that belongs to other 
residents or to the University without prior permission from the 
rightful owner.  

4.17.2 Any allegation of theft by a resident will   be investigated 
under the Disciplinary Code set out in section 5 of these 
regulations. However, theft is a criminal offence and 
Accommodation Services may also refer the matter for the police. 

4.17.3  Any proven incident of theft will be dealt with as a serious 
breach of these regulations and dealt with under the Disciplinary 
Code set out in section 5 and may lead to termination of the 
Resident’s tenancy.  
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5. Disciplinary Code (Accommodation Services)  

5.1 Where a Resident is in breach of their obligations in their 
tenancy agreement or has failed to comply with Hall Regulations, 
the University may (where appropriate) refer the matter to the 
police and/or begin proceedings in the County Court and/or treat 
the matter as a disciplinary issue.  

5.2 In serious cases after a disciplinary hearing, or as an 
alternative to a disciplinary hearing under this code, the 
Residential Operations Manager, or the Head of Accommodation 
Services may refer the matter to the Resident's Pro Vice 
Chancellor/Head of College and or Dean of Students who may, in 
appropriate cases and having regard to the outcome of any 
proceedings under this code, take action under the Student 
Disciplinary Code.  

5.3 This Code sets out the procedure to be followed by the 
University and the Resident when disciplinary action is taken.  

5.4 Allegations of a breach of the tenancy agreement or a breach 
of Hall Regulations shall be made to the Residence Manager who 
will investigate the allegation and endeavour to establish the 
facts.  

5.5 If in the reasonable opinion of the Residence Manager the 
allegation is substantiated, then the Residence Manager shall give 
the Resident(s) a verbal or first written warning, which may be 
recorded on the Resident's file for the remainder of their tenancy 
period.  

5.6 If, in the reasonable opinion of the Residence Manager, an 
allegation is serious they will instruct the Group Residence 
Manager (GRM) who will conduct investigative interviews to 
determine the facts.  The Resident may be required to move 
rooms temporarily whilst an investigation is undertaken and facts 
established.  

5.7 If in the reasonable opinion of the Residence Manager the 
allegation is substantiated and serious, then the Residence 
Manager can give the Resident(s) their second warning, which 
may be recorded on the Resident's file for up to 12 months. 
Depending  on  the  seriousness  of  the  breach  a  second 
 warning  can  be  issued without a first warning having been 
issued.  The Residence Manager can also issue ask the Resident 
to enter into a Good Neighbour Agreement at any time.  

5.8 A Resident may appeal against the decision of the Residence 
Manager by writing to the Residential Operations Manager within 
5 working days of being notified of the disciplinary decision  

5.9 If, in the reasonable opinion of the Residence Manager, an 
allegation is serious and if, after investigation, the Residence 
Manager reasonably considers that there is a case to answer, the 
University's Accommodation Services department will notify the 
Resident in writing of the allegations made against him/ her and of 
the requirement to attend a disciplinary hearing at a specified 
date, time and place.  

5.10 The Resident shall have at least 48 hours’ notice of the 
proposed disciplinary hearing, and shall be entitled to bring a 
friend or representative and, if reasonably required, an interpreter 
to the hearing. In this instance the Resident shall give the 
University’s Accommodation Services department 24 hours’ notice 
of this intention.  

5.10 The disciplinary hearing will be conducted by the University's 
Accommodation Services personnel.  No person who made an 
allegation or was involved in the preliminary investigation shall 
hear the case, though they can be present at the hearing  

5.11 The Resident may respond orally to the allegations or submit 
a written statement and any written witness statements. The 
Resident may ask relevant questions pertaining to the 
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allegation(s). All written statements must be formally submitted 
24hrs before the time of the disciplinary hearing.  

5.12 Accommodation Services Personnel may ask relevant 
questions of the Resident to whom the allegations pertain and of 
any witnesses called by the Resident.  

5.13 If the allegation is found not to be substantiated, no further 
action will be taken against the Resident.  

5.14 If the allegation is found to be substantiated, the UAL staff 
member conducting the disciplinary meeting has the power to 
impose one or more of the following penalties and shall take into 
account any penalty already imposed in relation to the same 
matter by any other body: 

a)    a first written warning, to be recorded on the Resident’s file for 
the remainder of their tenancy period 

b)    a second written warning, to be recorded on the Resident's 
file for 12 months 

c)    a third and final written warning to be recorded permanently 
on the Resident’s file 

d)    a requirement for the Resident to give a written undertaking 
as to their future conduct 

e)    an order that the resident is moved to another room of similar 
cost and standard. 

f)     an order that the Resident pays for loss or damage which 
they have caused 

g)    a referral to the Resident's Pro Vice Chancellor/Head of 
College  and/or Dean of Students who may, in appropriate cases 
and having regard to the outcome of any proceedings under this 

code, take action under the Student Disciplinary Code. Application 
of the Student Disciplinary Code can result in immediate 
72hr suspension from college pending further investigation and if, 
following investigation, an allegation is substantiated, possible 
sanctions are: 

(iii) a reprimand to be written on the Resident’s file; 

(iv) a written warning and/or requirement to give a written 
undertaking as to future conduct; 

(v) payment to be made for any loss or damage caused either fully 
or in part; (vi) withdrawal of registration for a period of up to 12 
months; 

(vii) recommendation of expulsion.  

(h) an order that the Resident’s tenancy agreement is terminated 
(subject to due process of law and the requirements of the 
Protection from Eviction Act 1977). If formal eviction proceedings 
are commenced the Resident shall receive a Notice to Determine 
letter. This Notice constitutes and details the legal requirement for 
the Resident to give up possession of their room. The Resident 
will have 28 days from the day the Notice is served to vacate their 
room otherwise the University will apply for a court order to gain 
possession of the room. In any proceedings the 

University will claim any sums the Resident owes plus interest and 
costs.  

5.15 The University’s Accommodation Service’s department will 
provide written confirmation of any decision within 5 working days 
of the disciplinary hearing  

5.16 The University’s Accommodation Service’s department shall 
make a written record of the hearing, which will include the report 
of the investigation, a summary of the evidence heard or 
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presented, and the disciplinary panel’s finding. This will be made 
available upon written request by the Resident.  

5.17 The Resident may appeal against the decision of the UAL 
staff member conducting the disciplinary meeting by writing to the 
Head of Accommodation Services within five working days of 
being notified of the disciplinary decision. The appeal will not be 
treated as a re- hearing, but will be heard on the basis of a review 
of the original decision. The Head of Accommodation Services has 
the power to reverse the decision of the disciplinary meeting 
reduce the penalty made by the disciplinary meeting, or uphold 
their decision.  

5.18 If the University has found against a Resident at a 
disciplinary hearing and that Resident is subsequently in breach of 
these Regulations, the Resident may be subject to further 
disciplinary proceedings under these Regulations.  Depending on 
the seriousness of the actual and alleged breaches, , the 
Residential Operations Manager may refer the matter to the 
Resident's Pro Vice Chancellor/Head of College or the Dean of 
Students as an alternative to a disciplinary hearing under these 
Regulations.  The Pro Vice Chancellor/Head of College or the 
Dean may, in appropriate cases and having regard to the outcome 
of any proceedings under these Regulations, take action under the 
Student Disciplinary Code.  

5.19 Residents and their guests, whilst in halls of residence, must 
not behave in any way that breaks the law. Any action or 
behaviour in the hall of residence that is against the law could be 
disciplined in accordance with these Regulations referred to the 
Resident’s Pro Vice Chancellor/Pro Vice Chancellor/Head of 
College/UAL Dean of Students and/or referred to the police.  

6. Debt collection procedure  

6.1 The Accommodation Services Central Finance personnel will 
send a reminder letter to Residents if they do not make payment 

by the payment due date. This letter will be sent within 7 days of 
the payment first becoming due.  

6.2 If rent remains unpaid for a further 14 days after the date of 
the reminder letter, the Accommodation Services Central Finance 
personnel shall send a Notice of Breach to the Resident detailing 
the nature of the breach and giving the Resident a further 7 days 
to make payment.  

6.3 If any payment lawfully due from the Resident remains unpaid 
after the date specified in the Notice of Beach the University’s 
Central Finance Personnel shall refer the case to the Head of 
Accommodation Services for review. The Head of Accommodation 
Services shall refer cases to the University’s Credit Control 
department unless there is a substantial and compelling reason for 
not doing so.  

6.4 Where a case is referred to the Credit Control Department, the 
Credit Control Department will ascertain whether the debtor is still 
a Resident at the University, and apply the following procedures 
according to whether the debtor is a Former or Current Resident.  

Former Residents  

6.5 Where a debtor has ceased to be a Resident, a letter of 
demand will be sent to the debtor's last known permanent address 
within seven days of the referral by the Head of Accommodation 
Services. The letter will state that if payment is not received within 
7 days then proceedings will be started for recovery of the debt.  

6.6 If the letter of demand is returned, Credit Control Department 
may in his/her reasonable discretion employ a tracing agent.  

6.7 14 days after the letter of demand (this allows the Resident a 
further 7 days leeway) the Credit Control Department will check 
with other relevant departments whether payment, or a realistic 
offer of payment, has been received. If there is no payment or 
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realistic offer, the Credit Control Department will issue 
proceedings in the County Court for recovery of the debt.  

6.8 If Judgment is awarded in the University's favour, the 
University shall write to the debtor requesting payment and/or take 
action to enforce the judgment.  

6.9 The Credit Control Department may instruct such agencies as 
are reasonable in the circumstances to trace the debtor and 
enforce the judgement.  

Current Residents  

6.10 The Head of Accommodation Services has the right to serve 
Notice of Determination on the Resident. The Resident will have 
28 days from the day the Notice is served to vacate their room, 
failing which the University will begin formal eviction proceedings. 
In any proceedings the University will claim sums that remain 
unpaid under the tenancy agreement, interest, court fees, legal 
fees, bailiff’s or high court enforcement officer’s fees and costs.  

Fee payment arrangements  

6.11 The Credit Control Department has authority to accept offers 
of payment from Residents which amount to less than the total 
sum outstanding, but only after consultation with the Head of 
Accommodation Services and obtaining the approval of the 
Director of Estates. The Director of Estates and Deputy Vice 
Chancellor have authority to write-off the balance of the debt. In 
exercising that authority, they have an obligation to consider their 
statutory duty to safeguard and protect the University’s assets.  

6.12 Where the Credit Control Department agrees a payment 
instalment schedule with a debtor, they shall confirm the schedule 
in writing to the Resident and each schedule must reserve the 
right to resume the debt recovery procedure if the debtor does not 
meet the agreed payment programme.  

6.13 Debts may be paid by standing order, cheque, credit or debit 
card. International Residents may make a payment by bank 
transfer. Should payment be made by bank transfer the full 
amount due in GBP Sterling must be received in the University of 
the Arts London bank account. The Resident remains liable for 
any bank charges and any fluctuations in the exchange rate which 
affect the final amount in GBP Sterling reaching the University of 
the Arts London bank account. The Credit Control Department 
shall issue a receipt and (where applicable) a statement showing 
the balance outstanding.  

7. Moving Out  

7.1 Residents should remove all personal possessions and return 
keys to reception by 10.00 am and comply with the check -out 
procedures distributed prior to check -out.  This includes making 
sure that doors are locked and windows are firmly closed when 
leaving.  If a Resident fails to leave the room secure, the 
University may charge the Resident for theft, loss or damage that 
may occur before the University has the opportunity to make the 
room secure.  

7.2 The bedroom should be left in the same condition and state of 
repair as the room was received. Residents should ensure they 
clean the bedroom and ensuite including removing rubbish and 
clearing notice boards.  

7.3 Residents should ensure all personal belongings are removed 
from all communal areas. The kitchen/ lounge should be cleaned 
and left in an adequate condition of cleanliness.  

7.4 Residents should clear all items at the end of the tenancy, if 
the Resident has left an item by mistake, and if it appears to the 
University’s cleaners to be worth more than £50, the University will 
take reasonable steps to notify the Resident using the contact 
details most recently provided by the Resident. The University will 
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not be liable for any damage, loss or theft of items stored for the 
Resident if left in any part of the Hall at the end of the tenancy.  

7 .5 If left items are not collected within 14 days of notice being 
given to the Resident , or if the University is unable to make 
contact with the Resident, the University may dispose of the items 
without liability to the Resident. The Resident shall be liable to the 
item’s owner if they are not the owner themselves.  

7.6 Each bedroom / studio/ kitchen/ lounge will be inspected. 
Inspections will be carried out and assessed against the original 
inventory the Resident completed on arrival. If a Resident has not 
returned the inventory, the University will assess damage against 
their record of the condition of the room when the Resident took 
possession of the room. The University may hold the Resident 
liable for the repair/ replacement of any items deemed to be 
damaged by the Resident.  

7.7 If excessive cleaning and maintenance is required to return the 
bedroom to its original state the Resident will be held responsible 
for the costs of the required work. As stated in the contract, The 
University would be responsible for fair wear and tear; any costs 
that the Residents are responsible for would be deductible from 
the Deposit. The processing of the Deposit and any possible 
deductions made by the University are outlined in the Deposit 
section of the tenancy agreement.  

7.8 Within cluster flats all Residents are equally responsible for the 
communal areas, areas inside the flat door, up until and including 
the last day of the contract. Any damage and/ or cleaning charges 
issued for that cluster flat will be shared between all Resident s as 
reasonably as possible. Residents are responsible for their 
communal kitchen/ lounge for the entire contract period even if 
they leave the scheme early or are absent for a period during the 
period of Tenancy. 
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Code of Practice on Students’ Union 

Affairs 

1 Status of this Code of Practice 

1.1 This Code of Practice, as amended from time to time by 
the Court of Governors in consultation with the Students' 
Union, is the public and formal record of the Governors’ 
requirements in relation to their legal responsibilities 
under the Education Act 1994 (Clause 22(3)) in relation to 
the Students' Union. 
 

1.2 The Governors of University of the Arts London recognise 
the important contribution made by the Students' Union 
(SU) and are supportive of its various activities, resulting 
in its key aim to be a permanent and integral part of 
student life at the University.  In active support of this, the 
Governors are pleased to provide appropriate financial 
support to the Union to enable it to operate in an effective 
way and fulfil its aims through the services and activities it 
offers to all students. 
 

1.3 The Students' Union has a full legal responsibility to 
conform in detail to all the requirements of this Code. If it 
fails to comply with this Code, the Complaints Procedure, 
its Constitution or any regulations or standing orders that 
apply to it, University of the Arts London reserves the right 
to withdraw funding from the Union and to require the 
repayment to University of the Arts London of any 
University funds that have been misapplied. The Code of 
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Practice is included in Rules and Regulations for Students 
and made available to all students.  
 

1.4 Revision of this Code will be at the discretion of the Court 
of Governors, from time to time, as they deem this to be 
appropriate. This Code forms part of an overarching 
Relationship Agreement between the Court of Governors 
and the Students Union. 
 
 
 

2 Membership/Non-membership of the 
Students' Union (SU) 

2.1 All enrolled students of University of the Arts London are 
automatically deemed to be full members of the Students' 
Union, unless they choose not to be. Hence, every 
enrolled student has the right not to be a member of the 
SU and therefore has the choice not to be represented by 
the Union. 
 

2.2 University of the Arts London will publicise this option 
through its student joining procedures prior to enrolment. 
 

2.3 The consequences of opting-out from membership of the 
SU are: 

 Non-members are not permitted to vote in any Union 
election procedures or referenda 

 Non-members are not permitted to stand in any 
elections for Union offices 

 Non-members are not permitted to hold office in any 
Union Club or Society. 

 Non-members shall not have the right to stand or 
nominate students for participation on University of 
the Arts London's Court of Governors and University 
Boards and Committees until and unless University 

of the Arts London ceases to recognise the Union as 
representative of its student body. 
 

2.4 Students of University of the Arts London will, at the point 
of enrolment, be offered the opportunity to indicate their 
desire to opt-out of Union membership. A register of such 
students will be compiled and filed within University of the 
Arts London's Central Registry and shared with the 
Students’ Union. 
 
 
 

3 Procedure for opt-out from Students' 
Union Membership 

3.1 Under the terms of the Education Act 1994 (Clause 22(3)) 
in relation to Students' Unions, the Court of Governors of 
University of the Arts London, in line with its required 
Code of Practice, must ensure that appropriate 
arrangements are made for all enrolled students of the 
University to exercise their right to opt-out of student 
membership if they so decide.  
 

3.2 In line with this requirement, the following procedure has 
been adopted to facilitate this option: 
 

 (i) All students of University of the Arts London will, at 
the point of enrolment, be offered the opportunity to 
decide whether they wish to opt for membership or 
non-membership of the Union by the simple process 
of ticking an appropriate box on the University's 
standard enrolment form. A register of such students 
will be compiled and filed within University of the 
Arts London's Central Registry. 

(ii) The consequences of a decision to opt-out of Union 
membership are clearly presented in this Code of 
Practice. 
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(iii) Any students wishing to change their minds, 
subsequent to the enrolment process, may exercise 
their right by writing to the President of the Students' 
Union. The President will pass copies of such letters 
to University of the Arts London's University 
Secretary and Registrar who will include them in the 
Central Registry file. 

 
 

4 Complaints Procedure 

4.1 Any complaint by an enrolled student with regard to their 
dealings with the Union will be dealt with in accordance 
with the Union's published Complaints Procedure. 
Complaints will be directed in writing, in the first instance, 
to the President of the Union, or other appropriate office 
holder, who will then progress the complaint in line with 
the procedures laid down. 
 

4.2 This is a procedure for problem solving and improvement 
in respect of Students' Union activities, services and 
facilities, including representation of the student body. 
This procedure is available for all students and groups of 
students at the University (whether Union members or 
not). 
 

4.2.1 Status of procedure 
 

 This procedure operates alongside the grievance, 
discipline, complaints and other University of the Arts 
London procedures. It shall be the decision of the 
University Secretary and Registrar as to the appropriate 
procedure(s) for consideration of any particular issue. At 
this officer's discretion, this may involve either the parallel 
operation of more than one procedure or the precedence 
of one single procedure as an appropriate vehicle for the 
consideration of all aspects of a particular complaint. 

4.2.2 Introduction 
 

 Any student who is dissatisfied in his/her dealings with, or 
exclusion from, the activities, processes or facilities of the 
SU may take this up as follows: 
 

 A. Normal process 
 

 By putting his/her problem in writing to an appropriate 
office holder of the Students' Union. Students not able to 
identify an appropriate representative should contact the 
President's Office. A written response, which may (at the 
SU officer's discretion) include an invitation to an 
interview, shall be provided within two weeks during term 
time or four weeks otherwise. 
 

 B. Appeal process 
 

 (i) If a student is dissatisfied with, or unable to secure 
the progress of his/her complaint through the normal 
process, he/she shall put his/her views in writing to 
the Dean of Students (internal mail facilities may be 
used for this purpose and the envelope should be 
marked 'Formal Appeal Request'), with a copy to the 
Students' Union President. 
 

(ii) After due consultation between University of the Arts 
London and the SU, the Dean of Students shall give 
a written response to the student within two weeks of 
receipt of the request. This response may be to invite 
the student to a meeting with the Dean. If it does not 
and the student so requires, then a meeting may be 
arranged by contacting the Dean's Office. A final 
written response following any meeting between the 
student and the Dean (or their representative) shall 
be provided within two weeks of the meeting. 
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 C. Independent review 
 

 (i) On those rare occasions when the above processes 
have failed to respond adequately to the 
dissatisfaction of a student, he/she may formally 
request in writing to the University Secretary and 
Registrar an Independent Review of the case, giving 
his/her grounds for such request. 

 
(ii) In such instances, the University Secretary and 

Registrar will obtain copies of relevant papers from 
all parties involved to date and will forward such 
papers as deemed relevant (including any papers 
from the complainant) to a person specifically 
appointed as the Independent Review Officer for the 
purposes of this stage of the procedure. 

 
 (iii) The Governing Body, on the recommendation of the 

University Secretary and Registrar, shall nominate 
up to four persons, each of whom may act as the 
Independent Review Officer according to availability. 
On initial nomination, and not more frequently than 
annually, the Students' Union may make 
representations regarding the nomination of the 
Governing Body. Nominated Review Officers may 
resign or be removed from office by the Governing 
Body at any time. 

 
 (iv) The Independent Review Officer has absolute 

discretion to determine whether a written response or 
a further meeting is appropriate. Official 
communication between the Independent Officer and 
all other parties shall be through the University 
Secretary and Registrar’s Office. 

 
(v) In all cases, the student shall receive a written 

response to their case within four working weeks of 

any such request being received in the University 
Secretary and Registrar’s Office. This shall be copied 
to the Students' Union. 

 
(vi) Unless the Court of Governors (or a duly authorised 

delegate) decides otherwise, the recommendations 
of the Independent Review Officer will be final. 

 
 D. Monitoring arrangements 

 
 The Students' Union President shall produce a termly 

summary report of complaints received, respecting the 
confidentiality of the parties involved. This report shall be 
considered by the Board of Trustees and, with such 
commentary as the Trustees may wish to provide, 
subsequently by the Court of Governors of University of 
the Arts London. 
 
 
 

5 Responsibilities of the Union President 
& General Manager 

 The President of the Union, on behalf of the Trustee 
Board, is responsible for the financial management of the 
Union, for the observance of the Union Constitution as 
approved from time to time by the Court of Governors, for 
the Operation of the Union in a fair and democratic 
manner and for the observance of the Governors’ Code of 
Practice pursuant to the requirement of the Education Act 
1994 (Clause 22(3)) in relation to Students’ Unions. The 
General Manager of the Union is responsible for the 
observance of any legal and statutory requirements in the 
general operation of the Union and of any other necessary 
requirements of the University of the Arts London. 
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6 Union Constitution 

6.1 The Union shall have a written constitution approved by 
the Court of Governors. Any suggested or required 
changes to the Constitution shall be submitted to the 
Court of Governors for approval. 
 

6.2 The Court will review the Constitution at its discretion as 
deemed appropriate, but this is to be at least every five 
years. The Court will, through its approval and review 
process, satisfy itself that: 
 
(i) The Union’s Constitution provides for appointment to 

major Union offices to be by election in a secret 
ballot in which all members are entitled to vote. 

(ii) Through the approval by the University Secretary 
and Registrar of the appointment of a suitable 
Returning Officer, Union elections are conducted 
fairly and properly, and that no person shall hold 
major Union office or paid elected Union office for 
more that two years in the Students’ Union. 

 
 
 

7 Affiliation to external organisations 

 The Union will publish through its normal communication 
channels any decision made to affiliate to an external 
organisation. This will state the name of the organisation 
and detail any fees or donations paid to the organisation. 
The Executive Committee and Board of Trustees will 
review all affiliations to external organisations at least 
once per year and will publish an annual report giving 
details of all such affiliations (including any subscriptions, 
fees or donations paid since the last report). The list will 
be submitted for approval by the members annually, 
within one month of which a requisition may be made to 

the Union by five per cent or more of the members of the 
Union, regarding the question of continued affiliation to 
any external organisation. This will be decided upon by a 
secret ballot in which all members are entitled to vote. The 
procedure for conducting such a vote will follow that for 
referenda as outlined in the Elections Bye Law of the 
Constitution. The Union will publish annually, to all 
students, the procedure for such challenge to any 
affiliation. 
 
 
 

8 Allocation of resources to Union clubs 
and societies 

 The procedure for allocation will be set out in a separate 
document, published annually by the Union and applied 
as a basis for budget proposals to University of the Arts 
London. This will be made freely available to all students 
on request to the President of the Students’ Union. 
 
 
 

9 Freedom of Speech Code of Practice 

 The University has a Freedom of Speech Code which is 
also binding on members of staff, the Students Union and 
all students.  The University requires all members of staff 
and students of the University to tolerate and protect the 
expression of opinions within the law whether or not 
these opinions are repugnant to them.  The Code covers 
the use of University premises for meetings, gatherings 
and activities. Full details of the University’s Code, its 
requirements, and relevant legislation are available on the 
University’s web pages.  
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10 Financial Affairs of the Students’ 
Union 

 
10.1 Financial Control of the Students’ Union 

 
10.1.1 The President of the Union will present annually to the 

Court of Governors the Union’s proposed budget for the 
following financial year. This will fully observe all the 
requirements of the Union’s financial orders contained in a 
separate Union document appended to the constitution 
and its schedules. The Court of Governors will, on the 
basis of the budget presented, and the University of the 
Arts London’s overall financial position, and such other 
factors as it considers relevant, make a decision regarding 
the level of funding to be allocated to the Union. Any 
changes to the financial standing orders requested by the 
Union will not be implemented without agreement of the 
University Secretary and Registrar who may endorse and 
record such changes, or withhold agreement and seek a 
judgement from the Court of Governors as he/she may 
consider appropriate. 
 

10.1.2 The General Manager will be required to alert the 
University Secretary and Registrar of any deviance from 
the Union’s financial standing orders of significant 
variation from the approved budget and will allow the 
University Secretary and Registrar access to such 
financial and other records of the Union as he/she may 
request. University of the Arts London’s auditors will have 
access to such financial and other records of the Union as 
they may request. 
 

10.1.3 The accounts of the Union will be published annually, on 
or before 31 December in each year. A copy of the 
accounts may be obtained by any member of the 
Students’ Union on written application to the President of 

the Union. The accounts of the Union must list any 
external organisation to which the Union has made 
donations in the period to which the accounts relate, 
together with details of these donations. The accounts will 
also record any affiliations and fees or donations paid by 
the Union to any such external organisations. 
 

10.2 Proper conduct of affairs 
 

10.2.1 The Students’ Union is responsible for ensuring that funds 
provided to it by University of the Arts London are used 
only in accordance with the Education Act 1994, this Code 
and any other statutory requirements or other conditions 
that University of the Arts London may from time to time 
prescribe. 
 

10.2.2 The Union shall designate, subject to acceptance by 
University of the Arts London, an officer or professional 
advisor to the Union, who is required to satisfy University 
of the Arts London that all such conditions are complied 
with. This designated person has the responsibility of 
advising the Union if, at any time, any action or policy 
under consideration by the Union appears to the 
designated person to be incompatible with the terms of 
this Code. Should the Union decide nevertheless to 
proceed, the designated person is required to inform the 
University in writing. 
 

10.2.3 The Students’ Union is required to: 
 
(i) Keep accounts and accounting records in 

accordance with normal professional accounting 
principles. 

 
(ii) Maintain a sound system of internal financial 

management and control. 
 



105 | P a g e  

(iii) Plan and conduct its financial affairs so as to ensure 
that its total income is at least sufficient, taking one 
year with another, to meet its total expenditure and 
that its financial solvency is maintained. 

 
(iv) Obtain the prior written consent of University of the 

Arts London to any significant transaction (as may be 
determined by University of the Arts London from 
time to time) involving land, buildings or equipment. 

 
(v) Obtain the prior written consent of University of the 

Arts London to the borrowing of any money. 
 
(vi) Not give any guarantee or indemnities incurring 

contingent liabilities other than in the normal course 
of business. 

 
(vii) Maintain adequate insurance cover. 
 

10.3 Approval of Budgets 
 

 The Students’ Union is required to: 
 

 (i) Prepare budgets for the following financial year at a 
reasonable date as necessary to meet requirements. 

 
 (ii) Obtain the approval of the Trustees to such budgets 

and to submit them to the University at a date set by 
the University, which shall be at least two months 
before the commencement of the financial year. 
 

10.4 Monitoring of Expenditure 
 

 The Students’ Union is required to: 
 

 (i) Prepare audited annual accounts in accordance with 
generally accepted accounting principles within four 

months of the end of the financial year. 
 

 (ii) Obtain the approval of the Trustees and AGM to 
such accounts, make them available to all students 
and to submit them to University of the Arts London 
within five months of the end of the financial year. 

 
 (iii) Provide periodic reports of income and expenditure 

against budget for consideration by the Trustees or 
Executive of the University of the Arts London when 
appropriate. 

 
 (iv) Include, within its annual accounts and financial 

reports, a list of the external organisations to which it 
has made donations in the periods to which such 
accounts or reports relate, and details of such 
donations. 

 
 (v) Make available the books and accounting records of 

the Union to the University and/or its auditors for 
inspection on request. Failure to comply with this 
Memorandum of Practice or any statutory 
requirements may require the repayment in whole or 
in part of funds paid by University of the Arts London 
to the Union, together with interest in respect of any 
period during which a sum due to the University 
under this or any other condition remains unpaid. 

 

 
 



106 | P a g e  

 

 

 

Rules & Regulations 

for Students 2016-17 

 

Part 20:  

Alumni Association 

 
 
 
 
 
 
 
 
 
When you complete your studies you become a member of 
University of the Arts London Alumni Association.  
 
Alumni gain access to a range of benefits, including a biannual 
magazine, monthly e-bulletins, access to College libraries and 
invitations to networking events. You will also be entitled to 
discounts on continuing education at University of the Arts London 
through short courses and the Language Centre, access to the 
careers information service and a range of professional 
development programmes. If you plan to live abroad after 
graduation, you will be able to join our local alumni groups, which 
will keep you in touch and promote social and professional 
networking.  
 
To find out more about the Alumni Relations programme and to 
register your contact details on graduation please visit the Alumni 
web pages – go to www.arts.ac.uk and search for ‘alumni’. 
 
 

http://www.arts.ac.uk/

