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WELCOME FROM THE EXECUTIVE DEAN OF FACULTY

The Faculty of Arts and Social Sciences brings together scholars and
students from across an extraordinary range of academic disciplines
in a learning community that is dedicated to the discovery and
enrichment of the arts, humanities and social sciences. We are artists,
entrepreneurs, scholars and practitioners working on the pleasures
and challenges of ourtimes.

Universities, staff and students are often accused of not living in the
6 r va k IThisds perhaps true. At university we try to treat everybody
fairly and with respect. We value difference and see diversity as a way to learn and grow and not
something to be scared of, or managed. We try to take time to think and imagine a better world, not
simply act and defend our decisions afterwards. University is also a place where we try to rise above
the dreaded 6ébusiness cased justification for ever
activities that are not necessarily profitable financially, but the absence of which would make our
world distinctly poorer. As a student at the University of Surrey, and in the Faculty of Arts and Social
Sciences, you have an important role to play in ensuring the continuation and strengthening of these
values and aspirations. When the time comes to graduate, you then have a role in trying to make the
6 r eva Ir & litklé bit more like your time at university.

Your time at university is precious. You need to make sure that you fill every day with new
experiences and take advantage of all the opportunities available to you. Our staff work extremely
hard to bring in speakers, organise events and support clubs and societies, but you should see
yourself as a co-creator of your experiences and learning at university, and not simply sit back and
wait for things to happen. The more you engage with these opportunities, the richer your learning
experience will be and the greater your memories.

Finally, university is also a time to have fun, make friends and build memories that will stay with you
for the rest of your life. Make the most of this time.

Professor Graham Miller

WELCOME FROM THE DEAN OF SURREY BUSINESS
SCHOOL

| am delighted to welcome you to Surrey Business School. We are
proud of the hard work you have put in to secure your place here.
This is an incredibly exciting time to be studying business and
learning to practice the skills of management. In an increasingly
turbulent environment we all face the challenge of building
organizations that are economically and environmentally
sustainable as well as innovative and entrepreneurial.

Surrey Business School offers you the opportunity to analyse and
evaluate these complex business challenges and plan how best to respond to them. As a member
of our academic community you will have access to staff at the cutting edge of business research,
to career development opportunities that will add value to your personal profile, and to a range of
extra-curricular activities designed to stimulate new thinking and encourage active participation in
business-relevant activities.

The quality of Surrey Business School is recognised by international accreditation bodies such as
AMBA and AACSB and by a range of programme-specific accreditations. Furthermore, you are
studying at a University that has been awarded GOLD status in the national Teaching Excellence
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Framework exercise. Most importantly, we welcome your contribution to our activities: your ideas,
suggestions and involvement are what will make your time here productive - and fun. We want to
work with you to create the best business educationpossible.

Professor Steve Wood, Dean (Interim), Surrey Business School

WELCOMEFROMTHEHEAD OF SCHOOL OFHOSPITALITYANDTOURISM
MANAGEMENT

Welcome to the School of Hospitality and Tourism Management.

The University of Surrey is globally recognized as one of the very
best places to study tourism, hospitality and events. We have
been teaching and researching the tourism and hospitality
industries for over 50 years and during that time have been
consistent ' y ranked in the worl dos
programmes. We have excellent connections with industry,
ensuring that you, our students, are superbly placed to secure rewarding and enjoyable jobs.
Indeed, we have over 12,000 global alumni, many placed in some of the most senior positions in
the tourism, hospitality and events industries.

Everything we do in the School of Hospitality and Tourism Management is centered on our

students. All our staff in the School teach and research and they are some of the most sought-after
staff anywhere in the world, responsi ble for writin
Research Excellence Framework (which evaluates the quality of our research), the world-leading
nature of our st aff dpatoftheibreseacch was loighly commedded, dsevasi m
our PhD programme, level of esteem in which we are held by other Schools and our strong
connections with industry. This research underpins and makes our teaching relevant and cutting-
edge. The entry tariff required for students to study at Surrey is extremely high and our facilities are
amongst the very best in the world. To study hospitality, tourism and events at the University of
Surrey is to be part of an exceptional School; a truly world-class community of staff and students. |

am delighted to be able to welcome you into that community and to wish you well with your

studies.

Professor Nigel Morgan



The Universityd goachddward gartreerstilip veopking are:

RESPECT i We include everyone

Through valuing equality and diversity in people, cultures and ideas we build a vibrant and caring
environment to support people based on compassion and fairness.

AMBITION i We set stretching goals

Through focusing our energy into the common purpose of improving the University and its benefits to
students, partners and society.

COLLABORATION i We prefer to work in partnership

Through supporting staff and students in working closely together, across disciplines, with businesses
and industry, to benefit society.

INTEGRITYT We al ways aim to 6do the right thingéo
Through a commitment to honesty, decency and transparency we uphold the highest ethical standards
and professionalism in our activities.

EXCELLENCE i We strive to be the best we can

Through always seeking to improve in everything we do and thereby taking things to a higher level.

The Studentsd Union values and approach toward part

SUPPORTIVE T The Union promises to provide a variety of support to students or be able to signpost

them in the right direction.

APPROACHABLET The Union is open to all students and encourages participation from across the

student community.

DEMOCRATIC 1 The Union ensures students are given the opportunity to debate and make informed

decisions as a whole studentbody.

DYNAMICT We wi | | innovate in ways which best support s
ETHICAL i The Union will act in an ethical way that shows its accountability to students.

The University to be an inclusive and inspirational learning environment.
As staff members of an academic community we will:

a) Emphasise that the University is an open learning environment, in which challenge and debate is
accepted, thereby promoting tolerance whilst stretching and stimulating students.

b) Develop our course provision, teaching methods & technology to meet the needs of a diverse
student body, business, government and society.

c) Provide effective academic support services which contribute to student personal development and
success, ensuring fair access to the supportoffered.

d) Provide advice and feedback to students in a timely manner to encourage academic development.

e) Setclear expectations regarding student engagement with learning spaces and each other, so that
together we can maximize joint learning outcomes.

f)  Promote opportunities for student representation and feedback.

g) Provide access to an appropriate learning environment.

h) Ensure the learning environment supports and includes every one of all races, beliefs, abilities,
sexual orientation and gender and is free of discrimination on these grounds.

i) Ensure fair decision making in academic assessment and related procedures.

j)  Provide timely information on changes which may affect the experience of current or future cohorts
and clear complaint pathways.



As student members of the academic community we will:

Be open minded and accepting of differing views and experiences within a diverse but inclusive
community.

Engage with the learning environment and commit to use learning materials and resources fully.
Submit work that is my own work and clearly identify and fully acknowledge all material that is
entitled to be attributed to others, such that work is produced in accordance with the principles and
practices of academic integrity

Use academic support services and resources, such as personal tutor sessions, Library and
Learning Centre and the VLE, to achieve and enhance our learning, employability and career goals;
contributing to personal development and success.

Engage with mechanisms for academic feedback at the right point in time and to the necessary
depth, to promote best learning outcomes.

Respecto t h dearsindy opportunities across different teaching spaces and support one another,
so that together we can maximize our learningexperience.

Engage with opportunities throughthe St u d eUmibnsadd University to provide ongoing feedback
on aspects of the student experience and highlight opportunities for improvement or change.
Include everyone irrespective of differences in race, beliefs, ability, sexual orientation and gender
and challenge discrimination of any kind in the learning environment.

The University to be a supportive community contributing to a positive student experience.

As staff members of the community we will:

Contribute to student progression, achievement, personal development and employability through
professional support services.

Support access to extra-curricular activities throughout the year, whether through Union sports clubs
and societies or activities organised by the University.

Listen and respond to the student voice and feedback on professional services and learning
opportunities available at the University.

Promote diversity and inclusivity.

Promote student safety, security, and wellbeing, making referral to relevant services where
appropriate.

As student members of the community we will:
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Engage with professional support services to promote our success, personal development and
employability

Contribute to our personal development and success through extra-curricular engagement
Engage with opportunities to provide student voice and provide feedback on professional services
Promote diversity and inclusivity

Be aware of our safety, security and wellbeing and act responsibly (in a way that will not put
ourselves or anyone else in harm), contacting the relevant help if required.

To facilitate staff and student communication and collaboration across the student lifecycle, staff
and students will:

Ensure clear and timely communication using the most appropriate channels (electronic, face to
face) while recognising data rights and any privacy impact on all parties involved.

Ensure all parties take responsibility to inform and be informed. Promote belonging and ownership
through active, not passive, engagement.

Practice open governance, publishing key committee minutes and feedback from students/surveys
wherever possible, to ensure transparency, evidence actions and share outcomes / learning.
Encourage students to be active members of their academic and non-academic communities, to
continue this post-graduation through the Advancement (Alumni) office.

www.surrey.ac.uk/studentpartnership



http://www.surrey.ac.uk/studentpartnership

Welcome to our School! We are ranked in the top five for hospitality and leisure management in the
QS World University Rankings 2018 and achieved a five-star rating. We are also ranked in the top
three for hospitality, leisure, recreation and tourism in the Complete University Guide 2020.

Our School of Hospitality and Tourism management is a mixture of teaching fellows (Those that come
from a Hospitality, Tourism or Events background) and those who come from an academic
background and some have done both! We also have PHD students who help with the teaching and
marking in between their research activities.

OUR SHTM RESEARCH
As a school our world leading main research activities are on the following:

1 Competitiveness in the visitor economy
91 Digital Visitor economy
9 Sustainability and wellbeing in the visitoreconomy

Please see https://www.surrey.ac.uk/school-hospitality-tourism-management/research for more
information.

The benefits for students is that in our fields we are one of the longest established and globally
ranked schools for research. Our books are written by world leading academics who also will teach
you.

TEACHING

Our School (and the University) based on the evidence available was awarded the Teaching
Excellence Framework (TEF) Gold award. The panel judged that the University of Surrey delivers
consistently outstanding teaching, learning and outcomes for its students. It is of the highest quality
found in the UK.

Our SHTM teaching is based around working in teams, engagement with your academic team, hands
on case studies and industry facing experience and will often include renowned guest speakers. You
will be informed of the guest speakers who are confirmed at the start of your module i d on 6 t
out.

Our teaching is based on involvement and attendance. As in our industries we expect all our students
to attend organised teaching sessions and to contribute their ideas and start to build their internal
and external networks in doing so.

We encourage employability and skill development throughout our modules and programmes.

mi
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ENTERPRISE

Within our School we have Centre of Research and Enterprise, we are globally recognised for
providing industry-specific business services and educational programmes in hospitality, tourism,
events and transport management for post graduates in the workforce. We also use our impressive
and extensive alumni network for school talks, mentoring and leadership opportunities to our
students.

Surrey Business School (SBS) is a vibrant community of academics, students and business
professionals organised into six Departments i Business Transformation; Finance and Accounting;
People and Organisations; Digital Economy, Entrepreneurship and Innovation; Marketing and Retail
Management; Strategy and International Business.

We are |l ocated in the Rik Medlik Building (MS) at

Each year we have a rich and varied programme of talks and conferences involving expert
speakers from across the globe, as well as social and networking events i such as fresher, returner
and alumni events, as well as a Christmas Quiz and an end of year celebration. We encourage you
to attend and engage with these informal learning opportunities and extra curricula activities. For
more details about upcoming events, follow us on Twitter @sbsatsurrey and Instagram at
surreybusinessschool.

Our Vision, Mission and Values are outlined below.

OUR VISION

Toinspire positive change in business and society, individuals and organisations, locally and
globally.

OUR MISSION

To bring about this positive change through:

1 acollaborative approach that blends the best of business education with the strengths of a
technology-led university and the rigour of high-quality research with excellent teaching, both
driven by relevance and impact.

1 creating an environment where staff and students are able to grow their knowledge and skills
to co-create the future of business, and to further their professional careers.

1 utilising digital technology to explore new approaches to learning and to meet the needs of
learners seeking flexible solutions for their studies.

1 asocially responsible outlook that understands the place and role of business in building a
better society.

OUR VALUES

COLLABORATIVE 1 a community of staff, students and alumni connected to the university and to
business.

OPEN i creators of knowledge, developers of ideas and the freedom to experiment.
INNOVATIVE AND ENTERPRISING - embracing new approaches to research and teaching, inspiring
business and ensuring our graduates are fit for the workplace of the future.

PURPOSEFULT accelerating positive change across business and society.

HUMAN 1 personal and focused on providing an environment and experience where individuals
grow.



Sl Students should refer to table below for key University dates during 2020/21 Academic Year.

Semester Date Academic Activities
Week
Autumn Semester
0 September 7, 2020 UG Induction for returning Level 3
students
1 September 14, 2020 Teaching begins
4 September 28 - October 2, 2020 Reading week
12 November 27, 2020 Autumn Semester ends
13 November 30, 2020 Revision week
14 December 7 ¢ December 18, 2020 Undergraduate examinations
16 December 21, 2020 Winter Vacation
1 March 1, 2021 Teaching begins
12 May 21, 2021 Spring Semester ends
13 May 24, 2021 Revision week
14 May 31 ¢ June 18, 2021 Undergraduate examinations
17 June 21, 2021 Summer Vacation
TBC Late Summer Resits Examination**

*The Late summer assessment period is for re-sits and deferred assessments only.
**The arrangement of holidays and winter vacation will be published by DUFE later. If it is necessary,
Sll will adjust the calendartomeet t he DUFE®GS requirements.



Job Title

Name

Email

Executive Dean of
the Faculty of Arts
and Social Sciences

Professor Graham Miller

g.miller@surrey.ac.uk

Acting Dean of SBS

Professor Steve Wood

sm.wood@surrey.ac.uk

Head of SHTM

Professor Nigel Morgan

n.j.morgan@surrey.ac.uk

Associate Dean,
Education

Professor Emma Mayhew

e.mayhew@surrey.ac.uk

Director of Learning
and Teaching, SBS

Dr Christine Rivers

c.rivers@surrey.ac.uk

Director of Learning
and Teaching,
SHTM

Kerstine Lawley

k.lawley@surrey.ac.uk

FHEQ LS5 & L6

Title

Name

Email

Dean (Operations)

Dr Gary Rivers

g.rivers@surrey.ac.uk

Director IBM

Senior Lecturer (Teaching)

Dr. Jashim Khan

ji.a.khan@surrey.ac.uk

Director ITM

Senior Lecturer (Teaching)

Dr. Simon Kimber

s.kimber@surrey.ac.uk

Lecturer (Teaching)

Dr Humberto Gumeta

h.gumeta@surrey.ac.uk

Lecturer (Teaching)

Dr J Neil Scott

in.scott@surrey.ac.uk

Lecturer (Teaching)

Dr Jasmine Wang

cwangj@surrrey.ac.uk

Lecturer (Teaching)

Dr Kan Shi

k.shi@surrey.ac.uk

Lecturer (Teaching)

Na Zuo

Lecturer (Teaching)

Dr Raymond Cairo

na.zuo@surrey.ac.uk
r.cairo@surrey.ac.uk

Lecturer (Teaching)

Dr Samrat Hazra

s.hazra@surrey.ac.uk
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The University and SlI-DUFE staff will contact you via:

1 Your University email account.
Uni versitydngronment i ne | earning

1 SurreyLearn,t h e

At Sll, communications will normally be via your Registrar at SIl DUFE, Ms LIU Fang.

Itisyourresponsibilityto check your University email accountregularly, ideally daily. Important
and sometimes urgent information will be communicated to you via this account.

MySurreyfoundathttps://my.surrey.ac.uk/shares news announcements, highlights and

upcoming events on its homepage. It is worth you bookmarking this page.

As the social media world is fast and unpredictable, you are strongly advised to take a look at the
Universityos Social Media
https://policies.surrey.ac.uk/policies-regulations- and-codes-practice

Policy found at

KEEPING US UP TO DATE

Please do make sure you update any changes to your contact details during the time you are
registered as a student with us.

You can do t hi

s in the O6Manage Mgrvicbet ail so
website: https://studentselfserve.surrey.ac.uk/live/sits.urd/run/siw lgn?stu

section

The name recorded on any transcript or certificate issued by the University will be the name in which
the student was last registered. So do not forget to tell the University if your name is not recorded

correctly.

HOW CAN | CONTACT A MEMBER OF STAFF IN MY SCHOOL?

1. By booking an appointment. Staff in Schools generally post their availability on their office

door s. You

are then i

nvited totmebooko

your self

2. By sending an email from your University email account to the relevant member of staff.

Dr Gary Rivers
Sl DUFE Dean (Operations)

Academic Affairs
Room 202

g.rivers@surrey.ac.uk

+86-411-84710093

Ms LIU Fang
Institute Registrar

Academic Support&
Administration
Room 213

Liufang@dufe.edu.cn

+86-411-4710005

Mr YIN Tao
Assistant Registrar

Assessment Support
Room 213

yintao@dufe.edu.cn

+86-411-4710005
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All staff will have regular office hours depended on commitments such as teaching, research and
attending meetings. Out of Office response email messages will redirect you to alternative support
should the staff member be away.

Staff are committed to supporting students, but please remember that they, like yourselves, do
need time in the evenings and at weekends to rest.

You should allow a minimum of two working days for a reply to any correspondence.

Information can be found at: https://study.surrey.ac.uk/study-support/personal-tutors

The Code of Practice for Personal Tutoring can be found at:

https://policies.surrey.ac.uk/policies- requlations-and-codes-practice

You will be allocated a Personal Tutor at the start of your first week at University.

Your Personal Tutor is there to support your academic, personal and professional development
throughout your time at University. They will refer you to appropriate academic, welfare and support
services at Sll when necessary. If you transfer to the Stag Hill campus in the UK, then your new
personal tutor will advise you of the services available there.

Although you will be expected to meet with your Personal Tutor at least once each
semester/teaching block, there are many advantages in establishing a regular relationship with your
Personal Tutor. The more they get to know you, the better and more targeted the help they can
provide.

In situations where a student experiences a significant problem that affects his or her academic
performance, the responsibility for advising the student is normally shared between the Personal
Tutor and either the Programme Leader (UK) or Deputy Programme Leader (SII-DUFE). The Personal
Tutor retains the primary responsibility for advising the student on a personal basis, while the
Programme Leader or Deputy Programme Leader discusses action and decisions relating to the
degree programme with the student.

Students wishing to change their Personal Tutor should contact the Dean (Operations) at Sll, Dr
Gary Rivers.

The teaching day at SlI runs from 8.00am to 8.20pm Monday to Friday with the exception of
Wednesday afternoons, which are provided for sports and other activities.

Where a student fails to participate in the learning opportunities available the University will make
enquiries into their participation and attendance and where there are no extenuating circumstances
may terminate the stumglogmatnies regi stration on the

For students studying standard Undergraduate programmes you will be expected to be present at
the University throughout the whole of the 30 weeks of the academic year.
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Distance learning students are expected to access their course materials weekly and to maintain
regular contact with the programme tutors. Attendance at seminars held at the University is
optional.

The academic year comprises of two semesters. You must avoid taking on work, arranging holidays
or going home before the end of asemester.

You should not to make any holiday/travel arrangements which coincide with the late summer
assessment period in late August/September. Failure to submit or attend resits during this period
may resultin the termination of your programme. More details regarding late summer assessments
can be provided by the SlI Registry.

Please note, if examinations are required to be rescheduled (for example due to adverse weather),
they may be re-scheduled into any week of the semester/teaching block.

In the event of unforeseen disruption (e.g. adverse weather), unless the University is closed for
academic purposes, the timetable will continue as previously advertised by the SlI Registry. If you
are unable to attend any classes in these circumstances you will need to catch up once you have
returned to campus.

Options to assist those missing lectures may include:
7 lectures being posted on SurreyLearn wherever possible
1 repeat or revision lectures (if possible and as appropriate)
1 hand-outs and lecture presentations to be made readily available

For Sl students transferring to the UK, the University is required to advise the UK Visas and
Immigration Office of all international students who are under immigration control and to advise the
local authorities of those students receiving loans, grants or payment of fees, and of those students
who are not attending their programme as required.

If you are frequently absent from classes, or from University without permission, you could be asked
to repay your loans, grants and fees or find that your student visa has beenrevoked.

Specific information about Your Timetable can be found in the Help and Support Section of this
handbook
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PRACTICAL WORKSHOPS/CLASSES
These are group or individual sessions in which all students on your programme are required to
participate.

LECTURES

These are large group sessions which all students on your programme have to attend. Sometimes
students from multiple programmes attend the same lectures so you may find yourself in a large
group of students.

Because the group size is so large, lectures are primarily an opportunity for lecturers to impart
information to you. There will not be much opportunity for you to ask questions in the lecture itself.

Wherever possible any lecture notes, PowerPoint presentations or links to further reading may be
made available to you before or after the lecture via SurreyLearn. However you are advised to make
your own notes during lectures as the slides will only contain a minimum amount of information.

TUTORIALS/SEMINARS

These are small group sessions during which you can discuss issues raised in lectures and ask
questions. Lecturers may use these sessions to go through practical exercises or problems, to look
at case studies or for more open discussion. You may also, on occasion, be asked to prepare a paper
to present.

DIGITAL STUDY TOOLS
SurreyLearnistheu n i v e WVistualtLgaiag Environment. All learning materials can be accessed
via the relevant programme module pages on SurreyLearn.

Sl Library

Sl library is an independent building to the north of Lijin building near to its northern entrance. Currently it has
10791 books in economics, management, literature and other 18 subjects. 6633 of them are textbooks in
English for program study. With the development of institute, library will continue to enrich the book
categories and book volume to better serve the students and the teachers.

Resources Support

SlI Library is mainly responsible for book circulation. Teacher and student ID cards as well as bar codes will
be required in order to borrow books. Teachers can check out 8 books for a period of 150 days once. Self-
service machines for printing/ copying/ scanning are available on the second floor of Lijin Building.

Service Support
Surrey International Institute will provide library tours, library resources using guidance lecture, appointments
and drop-ins, online consulting services and so on for teachers and students to use library resources.
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During the Induction and Re-induction Week at the beginning of the semester, there
will be a basic introduction of available resources. A library tour will be provided.

If you have questions on the use of library resources, or need any related academic
support, you can join Sll Library We-chat platform: Surreybook
Send email to zhaotingtingl @dufe.edu.cn

Library Regulation
Open hours for Library (Book borrowing and returning)

Hours

Week Days
80071 11:30 13:007 17:00

It is important that you understand your own responsibility for ensuring the safety of those around
you. Throughout your time at University, you are required to co-operate in the implementation of the

either Universitiesé Health and Safety policies.

others at all times.

In particular to help the University to carry out its responsibilities you:

= 4 -4 -9

Do not create dangerous situations, e.g. clear up if you spill anything.

Do not leave things lying around for others to fall over.

Do not use equipment before you are shown how to use it.

Co-operate during fire drills and major accidents by evacuating the buildings immediately
in an orderly way. Please follow instructions of your class lecturer and/or evacuation
officers. Particular guidance will be given in laboratory classes.

You can ask for help and advice from the Student Affairs Office.

In case of an emergency call the Student Affairs Office: Internal 8401

The external Student Affairs Office numberis: +86-0411-84710615

Further information can be found at: https://study.surrey.ac.uk/digital-study-tools

SurreyLearn is your virtual learning environment giving you access to lecture and seminar learning
materials, module and programme information, supplemented by activities such as discussion forum,
quizzes, tests and online assignments.

You will need an internet connection and a PC or Mac to access SurreyLearn. You can also access
a mobile version from your mobile device such as an iPad, Android phones and iPhones.

SurreyLearn will be one of the methods of communication by your programme and module leaders,
13
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S0 you are recommended to opt in to receiving notifications of important messages and to check
regularly for the latest content.

SurreyLearn is also the portal for online submission of assignments. You will have access to Turnitin,
an electronic plagiarism detection tool that allows you to upload and check your coursework for
plagiarism before making your final submission.

ePortfolio an electronic collection of evidence, which lets you track, share and reflect on your learning
experiences can also be accessed through SurreylLearn

You may hear the term O6Captured Contentd used by )
obvious recording of lectures to refer to any digital media that can be used to supplement teaching.

This might include:

1 recordings of live teaching (also known as Panopto lecture capture) with the purpose of
aiding revision and notetaking for all students, and as part of a reasonable adjustment for
students needing additional learning support.

1 recordings of content created to review or demonstrate key concepts, or enhance
knowledge

1 links to existing educational videos

For full details on the policy please see the link below:

https://www.surrey.ac.uk/sites/default/files/2018-07/policy-use-of-captured-content.pdf

The University of Surrey follows the Quality Assuran
Education Qualifications in England, Wales and Northern Ireland (FHEQ) in assigning its levels of
study, these are as follows:

FHEQ Level 41 UK undergraduate programme Year One (At Sl this is your 2™ Year of Study)
FHEQ Level 51 UK undergraduate programme Year Two (At Sl this is your 3 Year of Study)
FHEQ Level 67 UK undergraduate programme Year Three (At Sl this is your 4" Year of Study)

Eachlevelc or r esponds ttimesmdyyear 6s ful |

Details about the educational aims and the learning outcomes of your degree programme can be
found at:

BUSINESS MANAGEMENT

The programme aims to:
1 Be truly international
1 Be grounded in the ethos of sustainability
1 Develop individuals who are recognised as professionals in their field
1 Reflect current industry practice and researchthemes
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Provide a professional, creative, dynamic and supportive learning environment
Recognise the role of the wider University in supporting the development of the individual
Be distinctive yet integrated and can be tailored to specialist interest

Produce employable individuals who reflect the characteristics of the 6 S u rMamagement
Graduat eb.

On graduation, successful students will be:

1

Thinkers T They exercise initiative in applying thinking skills critically and creatively to
recognize and approach complex problems, and make reasoned, ethical decisions.

Achievers i They get things done in an effective, efficient and timely manner. They
demonstrate adaptability and resilience when coping with complexity, applying creativity
appropriately.

Communicators i They understand and express ideas and information confidently and
creatively in a variety of communication modes. They work effectively and willingly in
collaboration with others.

Inquirers i They develop their natural curiosity and actively enjoy learning. They acquire the
skills necessary to conduct inquiry and research and show independence in learning.

Informed Risk-takers i They approach unfamiliar situations and uncertainty with courage and
forethought, and have the independence of spirit to explore new roles, ideas and strategies.

These graduates will strive to be:

f

Knowledgeable i They explore concepts, ideas and issues that have local and global
significance. In so doing, they acquire in-depth knowledge and develop understanding across
a broad and balanced range ofdisciplines.

Open-minded i They understand and appreciate their own cultures and personal histories, and
are open to the perspectives, values and traditions of other individuals and communities. They
are accustomed to seeking and evaluating a range of points of view, and are willing to grow
from the experience.

Balanced i They understand the importance of intellectual, physical and emotional balance to
achieve personal well-being for themselves and others.

Caring i They show empathy, compassion and respect towards the needs and feelings of
others. They have a personal commitment to service, and act to make a positive difference to
the lives of others and to the environment.

Reflective i They give thoughtful consideration to their own learning and experience. They are
able to assess and understand their strengths and limitations in order to support their learning
and personal development.

Principled i they act with integrity and honesty, with a strong sense of fairness, justice and
respect for the dignity of the individual, groups and communities. They take responsibility for
their own actions and the consequences that accompany them. They are brave and articulate
in defending their beliefs.

Professional 1 They utilize their independent judgement within an ethical framework in carrying
out their responsibilities. They demonstrate commercial awareness within an international
context.
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INTERNATIONAL TOURISM MANAGEMENT

The programme aims to:

= =4 8 8 -8 -8 -8 9

Be truly international

Be grounded in the ethos of sustainability

Develop individuals who are recognised as professionals in their field

Reflect current industry practice and researchthemes

Provide a professional, creative, dynamic and supportive learning environment

Recognise the role of the wider University in supporting the development of the individual
Be distinctive yet integrated and can be tailored to specialist interest

Produce employable individuals who reflect the characteristics of the 6 S u rHospitality and
TourismGr aduat ed.

The Philosophical Practitioner:

The School of Hospitality and Tourism Management (SHTM) strives to provide an excellent, world-
leading learning and teaching environment that is both research and industry-led in order to equip
students with the necessary values and skills to embark on a successful, professional career in the
Hospitality and Tourism sectors.

A graduate from SHTM will therefore be provided with the opportunities to develop the following
skills and values:

1

Graduates will be professional and knowledgeable of current industry practices. They will be
provided the opportunity to develop a sense of professional community, culture and identify
through a range of applied learning experiences. Through such experiences students will learn
the value of effective leadership though partnerships and collaboration.

Graduates will be encouraged to achieve excellence in scholarship.

Graduates will be ethical and responsible in their behaviour and attitude. Their learning will be
underpinned by issues of sustainability: social, environmental and economic awareness. They
will be encouraged to become responsible, socially aware and inclusive in their understanding
of business and society as they develop as honest professionals.

Graduates will be encouraged to achieved excellence in personal and professional
development and activity. They will recognise the importance of working to high standards to
realise and retain excellence and quality in their chosen profession.

Graduates will be encouraged to be confident and determined in their abilities. This will be
grounded in an ability to critically analyse issues within their context and develop sound,
rational solutions to problems identified. Such confidence will be grounded in ability and
competence.

Graduates will be encouraged to be creative and innovative. They should be constructive risk-
takers: adaptive and forward-thinking with an understanding of existing and emergent industry
trends. Graduates will be ambitious and enthusiastic.

In order to realise these values, graduates will be provided with the opportunities to develop and
refine the following key skills:

1

Critical thinking and analysis - Graduates will be encouraged to develop their ability to critically
analyse both theoretical and applied material through a range of learning techniques.

Applied thinking - By working in collaboration with a series of industry partners, graduates will
have the opportunity to apply theory to practice. This will arise through several opportunities
such as: guest lectures, seminars, case studies, and applied dissertation, collaborative module
provision with industry partners, simulations, internships, and professional training.

Reflective - Graduates will be encouraged to reflect not only on their learning experience but
on their personal and professional development throughout the course of their studies.

16



1 Problem-solving - By working independently and in teams, graduates will build experience of

both theoretical and applied problem-solving.

1 Team work - Through group work graduates will be encouraged to develop the efficiency of
their verbal and written communication skills, interpersonal skills, and negotiation and time
management skills. In doing so, they will be required to balance independent working with
working in groups, to achieve deadlines to the highest standards possible.

1 Communication skills - As indicated above, graduates will have a range of opportunities to
refine their verbal and written communication skills. For example, presentation skills, ability to
contribute constructively to discussions and debates both within group work and in class-based
discussions, and use of technology (e.g. podcasting and website construction). They will
develop written skills through essay and report writing in a range of contexts (e.g. theoretical
essays through to devising business plans and industry-led projects). Such opportunities will
also refine skills of editing, design and formatting that are essential in a professional career.

Business Management BSc
In 2010/21:
Business Management BSc

Year Two Students (FHEQ Level 5) will be studying:

Semester One

Semester Two

Compulsory modules:

Compulsory modules:

Human Resources Management MAN2133 | Management Accounting MAN2109

Finance for Business 1 MAN2165 Business/Organisational Psychology MAN2135

Management Information Systems MAN2092 | Entrepreneurship in the Digital Domain MAN2132

Marketing Communications MANZ2094 | Business Law MAN2108
Year Three Students (FHEQ Level 6) will be studying:

Semester One Semester Two

Compulsory modules: Compulsory modules:

International Business Strategy MAN3090 | Project Management MAN3104

Entrepreneurship and Innovation: A MAN3132 | Marketing Strategy MAN3106

Business Model Approach

Research in Marketing MAN3087 | International Trade MAN3100

Finance for Business 2 MAN 3171 | Business Research Project MAN3116
International Tourism Management BSc
Year Two Students (FHEQ Level 5) will be studying:

Semester One Semester Two
Compulsory modules: Compulsory modules:
Consumer Behaviour MAN2149 | Crisis Management in Tourism in MAN2156
Transport

Applied Financial Management in MAN2154 | Managing Organisations and Human MAN2112

Services Resources

Tourism Policy and Development MAN2101 | Technology, Media and Data MAN2130
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Intercultural Management in Tourism  MAN2153 | Economics for Tourism and Transport ~ MAN2152
and Hospitality

Year Three Students (FHEQ Level 6) will be studying:

Semester One Semester Two
Compulsory modules: Compulsory modules:
International Business Strategy MAN3090 | Strategic Brand Management in MAN3141
Tourism
Business Plan MAN3147 | Marketing Strategy MAN3106
Tourism and Hospitality Consultancy  MAN3129 | Sustainable Operations MAN3130
Leadership MAN3149 | Business Research Project MAN3116

In subsequent academic years modules available may differ from those taught in 2020/21.

On the Sl DUFE programmes you are required to submit a Business Research Project. A Handbook
will be available to view through SurreyLearn at the beginning of your final semester. This will contain
further details on the module, deadlines and what is required from students. It is very important that
you read through this document carefully once it is available.

The purpose of this module is to provide an opportunity to students to engage in a period of sustained
study of their choice on a topic that may be examined at a local, national or international level. The
research must be pursued within the context ofthe s t u d gnodgrainme of study.

Students will be encouraged to demonstrate their academic expertise in terms of their capability to
analyse and critically evaluate existing recorded work by acquiring and developing a number of skills
including problem definition, secondary data analysis and systematic review of the existing material
produced by researchers, scholars and practitioners in a chosen area of work. In addition, they will be
assisted to develop skills in the presentation of the project report according to normal academic
conventions.

On successful completion of this module, students will be able to:

1.

2.
3.
4
5

formulate and justify a suitable research topic relevant to their degree studies

review and analyse existing literature to identify keyconcepts

evaluate information collected to draw appropriate conclusions

related research findings to the contemporary field of study

communicate findings in a clear and effective manner in terms of a high quality and well-
structured project according to normal conventions for academic reports.

The overall aim of the business research project is to analyse and critically evaluate existing work in order
to deliver value to business.

Internship opportunities in China are periodically advertised for SlI students.

If you have any queries on such items you can speak to Mr. Lan Guang (languang@dufe.edu.cn), in the
Intemational Exchange and Cooperation Office (Room 222 Liin Buiding) or Miss Chang Hong
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(changhong@dufe.edu.cr), Miss LI Shugi (lishugi@dufe.edu.cn) and Miss Yao Hui
(yaochui@dufe.edu.cn) inthe Career and Alumni Office (Room 206 Lijin Building).

International Exchange and Cooperation Office

Study Abroadsuidance Center

Surrey International Institute (SlI) provides students with a series of overseas exchange opportunities to
help students expand their international horizons, improve their cimdtural communication skills, and
enhance- their strengthsm application to top academic institutions worldwide and their core competency

in international job markets.

Overseas Study Consulting Service

Study Abroad Guidance Center provides overseas study consulting service. Students can make an
appointment in adence. The procedures are as follows

O Stepl:Add WeChat Ip FENGd6 Note: study abroad + name + class

O Step2:Students fill the informationquestions, and select consulting time
O Step3:The Center will confirm the time with students and start the consulting.

Appointment

Preparation Camp for Studying Abroad

Based on the requirements for applying to wefiinous universities, the Study Abroad Guidance Center
organizes "Preparation Camp for Study Abroad"(PCSA). The PCSA selects outstanding studelids;sand

0KS 3JdzARIFYyOS 2F GKS dac¢dziz2zN) {2aidSyé (2 GKS &addzRSy
prepare for the application of their dream universities. At present, students of PCSA have obtained offers
from worldrenowned universities sth as Imperial College, University College London, University of
Edinburgh, University of Warwick, University of Hong Kong, University of Durham, University of Bristol, Swiss
Hotel Management School etc.

Overseas Shoterm Study Tours during Holidays

Sllhas established partnerships with prestigious universities, such as the University of Surrey, Columbia
University, and the Swiss Hotel Management School, to build a platform for students to attend the Summer
School or Winter School programs at top univés around the world. With multiple overseas resources, we

aim to facilitate students to improve their English skills, deepen the understanding and application of
professional knowledge, and understand the requirements of the international job marketder to
cultivate international and practical talents with a good balance of humanism and professionalism.

Career and Alumni Office
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Sll Career Development Cente&{C) is responsible for providing career advice, planning, and training services
to students. CDC is committed to helping all Sll students, including alumni of SllI, to achieve their career goals.
CDC takes full advantage of the Sll and its own social neoto establish a firm connection between
students and the corporate world.

CDC provides specialized, individual and systematic training and lectures, includingirigytraining,

interview techniques lecture, senior executive lecture, workplace iimgicamp, summer internship training

OF YL SGOdx &2 a G2 SyKFIyOS &addRSyidaQ LINRPTFTSaairzy
is also dedicated to assisting its corporate partners to recruit at campus and increase corporate visibility.

{ @REY GSNIINRAS /22LISNIGA2Yy ' ROA&A2NE / 2YYAGGSS

In 2009, SlI set up a "scheamiterprise cooperation advisory Committee" and reachedépth cooperation
agreements with more than 40 wedkhown domestic and foreign enterprises, including HSBC, bank of China,
Neusoft group, Coca cola, ShaHdgrhotel group, Grand hyatt hotel, Intel (Dalian), IBM global marketing
centre (Dalian), Dalian castle luxury select hotel, Dalian tourism bureau, etc. Through extensive and effective
cooperation with excellent organizatis and relevant enterprises, students are provided with platforms
and opportunities for company tours, simulated jhhnting competitions and summer intern.

& dzY YSNI LY G SNYAKALI ¢NFAYAY3I [ YL

G{dzYYSNI LYGSNYaKALI ¢ Nialtydarged dvéldpifeniéactivitg of S8IK B hak BeanK
successfully held for 10 years. CDC takes full advantage of the Sll and its Enterprise resources to establish
FANY O2yySOiGtAz2y o0SG6SSy OfFraaNrR2yY |yR (GKS 02 NLJ N
summer internship opportunities for more than 50 Sl students every year. The internship positions cover

finance, information, media, hotel, real estate, wholesale and retail and other industries.

Sll Career Development Centre Wechat Public Account
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There are a number of methods of assessment:

Essays, reviews, case studies, dissertations, projectwork
Simulated learning experiences

Group work and presentations

Timed tests

Performance

Lab Practicals

Computer based

= =4 4 =8 -8 -89

Continuous

Early in the module, you will be provided with full details of the nature and the timing of the
assessments so you will have time to plan your work over the semester/teaching block. You will
also receive information about how marks will be allocated between different assignments and for
different aspects of an assignment.

The mode and weighting of a unit of assessment will have been selected to suit the nature of the
intended learning outcomes of the modules you are studying.

For each module, the objectives (learnings) indicate the intentions of the teaching, and the
outcomes are specific measurable achievements of a successful student.

The intended learning outcomes for each module can be found
at: https://catalogue.surrey.ac.uk/2020-1

The minimum pass mark for modules at FHEQ levels 4, 5 and 6, and at level P is 40%.

Please also refer to Compensation in the Help and Support section of this handbook.

Referencing is the process of acknowledging other p
research. Good referencing allows the reader to locate and read your source material as quickly as
possible, and therefore verify the validity of your arguments.

Your Module Leaders will always be willing to help you regarding how to reference correctly for a
specific assignment and it is suggested that you speak to these staff first. At Sll, you can further seek
help from the Academic Study Support Centre. In the UK, the Student Learning Advisers in Academic
Skills and Development based on Level 1 of the Library are also experts in the skill of referencing
correctly.

Do also take look at the University Library website:
http://www.surrey.ac.uk/library/learning/informationskills/referencing.htm

Itis very important that you reference your work correctly i failure to do so could resultin an
allegation of academic misconduct
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University grade descriptors are generic statements that describe achievement in terms of the range

and breadth of knowledgeanda bi | i ti es a student is required to a
grade descriptors can be found in Appendix One of the Code of practice for assessment and

feedback. These generic descriptors are used as a basis to create discipline-specific descriptors

and sometimes specific descriptors for particular types of assessment.
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FHEQ Level 4, 5 and 6 grade descriptors

Lraae

Level

Lriteriav He ievel

HE4 (Year 1)

HES5 (Year 2)

90-100 EXCEPTIONAL (First)

Knowledge

Very impressive knowledge and understanding, evidenced throug
integrationandapplicatiorofafull rangeofappropriateprinciples,
theories,evidenceandtechniquesandanawarenes®f the limitations
of knowledge.

Extensivandrelevantknowledgeandunderstandingevidencedhrough
integrationandapplicationof full rangeappropriateprinciplestheories,
evidenceandtechniqueswith awarenes®fthe limitationsofknowledge
andimpactof thison possiblenterpretations.

Independent study

Evidencefreadingbeyondprovidedtexts,usinganexceptionallywide
rangeofcarefullyselectediteraturethatisintegratedntoworkand
usedto criticallyinform argumentsor problemsolve.

Evidence of extensive, carefully selected independent reading of a
exceptionally wide range of litature that is integrated into work and
used to critically inform arguments or problem solve.

Development of argumen

Clearrelevantandconvincingexplanationgvidencingighlevelability
to analyseshowingeriticalinsightandcreativity.

Clear relevant explanations and persuasive arguments sho
exceptional and thorough critical analysis, synthesis and reflection
willingness to suggest alternatives.

Application

Relates theory to practice with a range of relevant example]

Integrates theory and practice with original insight and a range rele:
examples.

Transferable skills

Competent in subjeespecific practical and transferable skills
appropriate to level.

Competentinsubjectspecificpracticalandtransferableskillsappropriate
to level.

80-89 OUTSTANDING (First)

Knowledge

Impressive knowledge and understanding, evidenced through
integrationandapplicatiorofafull rangeofappropriateprinciples,
theories,evidenceandtechniquesandanawarenes®f the limitations
of knowledge.

Impressiveextensiveknowledgeandunderstandingevidencedhrough

integration and application of a full range of appropriate principl
theories,evidenceandtechniquesandanawarenesfthe limitationsof
knowledgeandimpactofthisonpossiblenterpretations.

Independent study

Evidencef readingbeyondsettextsusinganimpressivelywiderange
of carefullyselectediterature that isintegratedinto work andis used
to criticallyinform argumentsor problemsolve.

Evidence of extensive, carefully selected independent reading of al
impressively wide range of literature that is used to critically inform
arguments or problem solve.

Development of argumen

Provides clear, relevant and convincing explanation, evidencing a|
sophisticated ability to analyse, and insight and creativity.

Clearelevantexplanationandpersuasivargumentshasedonthorough
criticalanalysissynthesisandreflection,andawillingnesso critiqueand
suggestlternatives.

Application

Relates theory to practice with a range of relevant example]

Integratestheoryandpracticewith insightandarangerelevantexamples

Transferable skills

Competent in subjeespecific practical and transferable skills
appropriate tolevel.

Competentinsubjectspecifiqpracticalandtransferableskillsappropriate
to level.




Thorough and substantikhowledge and understanding of main

Detailed/extensiveknowledge and understanding of key concepts,
evidenced through integration and application of a very wide range

Knowledge concepts, evidenced through integration and application of a wide|appropriate principles, theories, evidence and techniques, and an
= rangeof appropriateprinciplestheories evidenceandtechniquesand |awareness of the limitations of knowledge
if beginning to show an awareness of the limitations of knowledge.
: Some evidence of independent study beyond set texts, using a ra| Evidencefsignificanindependentreading,usingaverywiderangeof
E Independent study |carefully selected literature. carefullyselectediterature that is usedto drawsoundconclusionsr
a problem solve.
(@) Literature is critically analysed to create perceptive and persuasivqLiterature is critically analysed and reflected on to develop very goo
ﬁ arguments, and strong conclusions. relevant, explanations and arguments, some original ideas, to solve
& Development of argume| .
2 problems ad to draw strong conclusions.
2
Able to relate theory and practice with relevant examples. Able to relate theory and practice with relevant examples.
Application
Transferableskills Competent in subjeespecific practical and transferable skills Competentin subjectspecifigpracticalandtransferableskillsappropriate
appropriate to level. to level.
Detailed knowledge and understanding, with only some minor Detailed, thorough knowledge and understanding of key concepts,
misunderstandings, evidenced through integration and application|evidenced through integration and application of a wide range of
Knowledge range of appropriate principles, theories, evidence and techniques appropriateprinciplestheories evidenceandtechniquesandawareness
’N: some awareness dimitations of knowledge. of other stances, but with sme minormisconceptions.
[a)
o Evidence of reading set texts and use of some independently soulf Evidence of reading independently sourced, relevant literature.
8 Independent study |literature .
>
% Literature is analysedell to create basic, but relevant, explanationd Critical analysis and synthesis of literature to support relevant
; Development of argumer{@ndargumentshat aregenerallywell-supported but someconclusions|explanations and arguments autgrive valid conclusions and reflectio
g may be based on insufficiervidence.
o
Application Able to relate theory to practice with only some relevant examples| Able to link theory and practice with only some relevant examples .
Transferable skills Compet-ent in subjeespecific practical and transferable skills Competentin subjectspecifigpracticalandtransferableskillsappropriate
appropriate to level. to level.
Evidence of sound knowledge and understanding of core areas, |Generally sound knowledge and understanding of key concepts,
evidenced through integration and application of some appropriatd evidencedhroughintegrationandapplicationof arangeof appropriate
Knowledge principlestheories evidenceandtechniqueswith emergingawareness | principlestheories,evidenceandtechniquesandawarenes®f different
— different stancesbut there maybe majormisconceptionandlimited |stances, but there may be som@sconceptions.
; recognition of inherent complexities.
E Limited evidence of reading beyond lecture materials and set text{ Some evidence akading beyond lecture materials and set texts
o Independent study
8 Work is largely descriptive, with limited evidence of reasoning, lim]Accurate, analytical and generally critical use of literature to suppo
3 Development of argumer|relevant explanations and broadly vatidnclusions. arguments and generate generally sound conclusions and reflectio
% there may be a lack of focus

Application

Application of theory to practice may be confused.

Evidence of application of theory to practice, with soex@amples, but
may be confused.

Transferable skills

Competent in subjeespecific practical and transferable skills

appropriate to level.

Competentin subjectspecificpracticalandtransferableskillsappropriate
to level.




Basic, but broadly accurate, knowledge, based onliecture material,

Some evidence of basic knowledge and understanding of key conce

Transferable skills

— Knowledge but little understanding and some flaws evident.
=l
=
= No evidence of readin nd lecture material. i i i i ]
o Independent study o evidence of reading beyond lecture material Little evidence of reading beyond supplied texts
|_
§, Workis descriptive, with some unsubstantiated assertion or logic, aijWork is limited to description and only basic analysigh weak
(o4 only some valid conclusions. Arguments are weak, albeit that a sen|explanations and only some effective arguments and conclusions.
w Development of argume ) B . ) .
<D( argument is emerging with some evidence used to support views.
[}
g L Superficial links between theory and practice, and little application. |Ability to integrate theory and practice, but with limited application an
< Appl ezl poor examples.
Transferable skills Demonstrates adequate subjespecific practical and transferable skil Demonstrates adequate subjespecific practical and transferabdills
for the level. for the level.
§ Emerging, but patchy knowledge of the subject, with superficial Basic, patchy knowledge of some relevant topics and partial or supe
';: Knowledge understanding and some errors andsunderstanding. understanding, but with some inaccuracies.
|_
O
E e S Little evidence of reading and indiscriminate use of sources.
ﬁ P Y Evidence of little appropriate reading and indiscriminate use of sourc
~
= T Work is descriptive and uncritical, with generalisations and scant
5 S Development of argumerf evidence, and conclusions that lack validity. Work is largely descriptive with some unsubstantiated assertion and
o generalisations with scant evidence, and conclusions that lack validi
g Al Links between theory and practice are confused. Little integration of theory and practice, or application of knowledge,
6D PP poor examples.
S . Fails to demonstrate adequate subjesptecific practical and Fails to demonstrate adequate subjespecific practical and transferabl
Transferable skills ) )
transferable skills for the level. skills for the level.
= Little or confused knowledge and understanding, with major gaps. |Little knowledge and understanding and significant inaccuracies.
=g Knowledge
o ~
o <£ Independent study |No evidence of reading. No evidence of reading.
ﬁ o Work is descriptive, containing only personal views and Work contains unsubstantiated generalisations without credible evide|
— ';: unsubstantiated generalisations, and with little to no attempt to dravjand unsupportable conclusions.
w X |Development of argume! )
20 conclusions.
28
= ﬁ Application Unable to relatetheory and practice. Unable to relate theory and practice.
N . Fails to demonstrate adequate subjesptecific practical and Fails to demonstrate adequagribjectspecific practical and transferabl
Transferable skills ) )
transferable skills for the level. skills for the level.
;23' Knowledge Very weak understanding of key concepts, withjor inaccuracies and much confusion.
EE = E Independent study |No evidence of reference to relevant literature.
: (@] ﬁ: f:; Work is wholly descriptive, opinided, and largely irrelevant and has fundamental flaws in arguments.
<o QL Development of argume
o®@ag —
— ﬁ Application Unable to demonstrate application of theory to practice.
Transferable skills |Fails to adequately demonstrate subjesgecific practical and transferable skills for the level.
Et( Knowledge No understanding and no evidencerefevant learning, with many inaccuracies.
(L, Independent stud No use of appropriate sources.
> P y
E () = Work is wholly descriptive and opinion led, and is incomprehensible and irrelevant, with an absence of any argument or focus.
w3 & Development of argume
> =/
0 & Application Unable to demonstrate application of theory to practice.
(=}

Fails to demonstrate any subjespecific practical and transferable skills for the level.




All taught programmes at the University of Surrey, at both undergraduate and taught postgraduate
levels, are required to have external examiners in accordance with the http://www.gaa.ac.uk as
set out by the Quality Assurance Agency(QAA).

The external examining system allows the University to receive an external perspective on how its
academic standards are being met and whether
are comparable with other similar Higher Education Institutions. It also assures the University that our
assessment processes are fair and that marking practices are applied consistently.

External examiners are experienced academics within their home institutions and, where required,
highly-skilled practitioners, representatives from industry with links to academia, and professional
and accredited bodiCede.of pracece tom extesrakaxanyidisg: taught
programmes provides the full criteria for the appointment of external examiners and further
information about their role and responsibilities.

External examiners scrutinise samples of marked student work, including coursework assignments,
examination scripts, projects, dissertations and the associated feedback to students, and submit their
formal reports to the University on an annual basis. It is important to remember that external
examiners do not mark student work themselves.

In cases where external examiners have raised concerns or further recommendations in their annual
reports, Board of Studies provide a written
responses are included within the external e x a mi meport,Gveere appropriate.

If you have any questions or queries in relation to an external e x a mi meport,léase speak with
your Programme Leader(s) or Deputy Programme Leader(s) at Sll. Students should not approach
external examiners directly under any circumstances.

External Examiner reports will be available in SurreyLearn.

External Examiners

University

Business Management

Dr Vineet Agarwal

Cranfield University

Prof Jo Crotty

Aberystwyth University

Prof Yuksel Ekinci

University of Reading

Dr Alan Pilkington

University of Westminster

Prof Julie Cooper

University of Reading

Dr Jonathan Elms

University of Massey - New Zealand

International Tourism Management

Dr Caroline Ritchie

Cardiff Metropolitan University

Dr lan Elsmore

Sheffield Hallam University

Dr Nancy Stevenson

University of Westminster
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A Class Monitor is a representative student who volunteers to gather student feedback and voice it
to the University. They provide a direct way for students to communicate their diverse range of
opinions and experiences to the staff who deliver theireducation.

WHAT DO CLASS MONITORS DO?
1. Find out what students think i A Class Monitor would chat to the students on their course
and gather as much feedback as possible, whether it is positive or about something that
needs changing.

2. Voice it! T Class Monitors attend meetings with staff in the staff/student liaison committee
each semester to give voice to what their fellow students have told them about the course,
and to work with staff to find possible solutions.

3. Share the outcome i Finally, a Class Monitors should update their fellow students on what
has happened as a result of theirfeedback.

HOW CAN YOU GET INVOLVED?
Speak to your Student Affairs Officer and they will inform you of the role and what you can do.

WHAT ARE THE BENEFITS OF BEING A CLASS MONITOR?

| tadamtastic chance to meet new people, improve your communication skills and be recognised as
a vital student | eader. Youdl | get to experi
y o udévelbp close relationships with both your department and other students.

WHY ARE CLASS MONITORS IMPORTANT?
Representation is a core part of what we do here at the Sll. | t afs® vital that students take the lead
in their educational interests and shape the University now and for the future.

Staff/Student Liaison Committees (SSLCs) provide a forum for discussion between staff and students
abouttheSc h ool / De pdegree pregramnies and the student learning experience.

SSLC will also consider the outcomes of student surveys and contribute to the development of action
plans in response.

Meeting at least once each Semester, attendees will consist of at least one nominated Class Monitor
from each programme.

The SSLC will be expected to report to, and raise matters for consideration at the relevant Board of
Studies, held once a Semester.
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Following after a SSLC will be a Board of Studies, which is responsible for the overall monitoring,
evaluation and development of programmes.

Allacademic staff who teach on programmes are members and at least one elected student per level
for each programme is elected to the Board.

Class Monitors are invited to attend the Board meetings except for items identified as reserved
business, which are usually to do with individual student or staff issues.

For: All students (excluding those on placement or taking dissertation modules)
Survey dates: End of each semester

Students are contacted by email and asked to complete MEQs for each of their modules. The

anonymous online evaluation form covers key areas such as module design, assessment and

feedback, and academic support. MEQs provide schools and departments with important module
feedback and a better understanding of a studentds
Boards of Studies and Staff/Student Liaison Committees.

The second section of this handbook focuses on student support and welfare services, policies and
general procedures (eg Your Timetable, Submitting Your Coursework, Feedback, Exams etc).

Please read through this section. It is designed to show you where support can be found to help
your studies go smoothly
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All programmes are subject to the University of Surrey Regulations and Codes of practice.

When you register for your programme of study each year, you are agreeing to comply with the
regulations and terms and conditions governing your studies for that particular year.

All policies, regulations and codes of practice can be found
at: https://policies.surrey.ac.uk/policies-regulations-and-codes-practice

Please make sure you read for 2019/20 the Registration Terms and Conditions under the topic
called Terms and Conditions, and the Regulations for Taught Programmes found under the topic
called Courses. These regulations will be valid for the duration of your programme.

Codes of practice explain the principles and practices behind a range of activities.
You may be interested in, (but not limited to) the following codes found under the following topics:

1 Assessment and Feedback
1 Personal Tutor
1 Recognition of prior learning and prior credit: taught programmes

You may also be interested in, (but notlimited to)theU n i v e rstdentydiisies (which may
change for the next academic year) found under the following topics:

Academic Appeals

Academic Integrity
Accommodation

Complaints

Criminal Convictions

Disability and Neurodiversity
Discipline

Equality and Diversity
Extenuating Circumstances
Fee and Debt management
Fitness to Practice

Misuse of Drugs

Pregnancy, maternity and paternity
Procedure for Support to Study
Religious Observances

Sexual Misconduct

Social Media

Timetabling

Visa Compliance
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Located in the Lijin Building

The SlI Student Affairs Office, and your allocated Student Affairs Officer, can provide you with
assistance in many areas. These include such things as needing specialised counselling, assistance
when emergencies or personal problems arise, health or medical issues, and the Student Union at
SlLI.

The Student Affairs Office assists with the various student Associations and Clubs, competitions,
sports events, festivals and gala shows at Sll. If you are interested then please ask any of the student
affairs officers.

If you are seeking internal internship opportunities within Sl then please see the student advisor, Ms
Liu Chang, within this office. Normally, these opportunities are advertised in the Learning Centre
within the Lijin Building.

The website Aimy.surrey.ac.uko provides students wit
studying with or at the University of Surrey in the UK. It potentially enhances student experiences

by offering news, providing events offering help on various topics, amongst others. There are a

number of helpful links and My Surrey Hubs i which provide detailed information on all aspects of

student life.

While much of the information found at my.surrey.ac.uk is applicable to Sll transferring students to
the UK, there are useful links for Sll students studying in China such under the >MySurrey Hubs tab,
>useful links, >Surrey Self-Service, for instance.

It is suggested that Sll students have a look through the website and see the types of information
available and if you are not sure if it applies to you then just ask one of the Surrey staff members at
Sl or check with the Programme Director.
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The teaching day at Sll runs from 8.00am to 8.20pm Monday to Friday with the exception of
Wednesday afternoons, which are provided for sports and other activities.

New students will receive their timetable during Welcome Week. Continuing students should
receive their course timetable four weeks before the start of a semester.

You can access your timetable from the news column at: http://www.surrey.dufe.edu.cn

Your timetable will tell you the time, day and week each lecture, tutorial and seminar is running.
You will also see the module code, the location of the class and the name of the lecturer teaching
the programme (please note that when a programme is shared between a number of lecturers,
they may not all be listed on thetimetable).

How to find the location of your class
Locations are identified by building name and room number, for example:

Lijin216 is Room 216 in the Lijin Building
Zhi Yuan 101, is Room 101 in the Zhi Yuan Building.

Timetabling is extremely complex. The Timetabling Team has to think about room availability
across campus, teaching requirements, and student availability for every degree programme. The
team is constantly looking at how to improve the timetable so any suggestions you may have
please do talk to your Class Monitor.

On rare occasions a staff member may not be able to attend a scheduled session due to unforeseen
circumstances. SlI Registry Office will make every effort to inform you in advance by email, on Sli
Website, and a notice on the teaching room door. Students will be informed about rescheduled
sessions in due course.

If you have not been notified of an absence, and a member of staff has not arrived fifteen minutes
after the scheduled start time of a timetabled class, you should contact the Sll Registry Office (0411-
84710005).

Religious Observance

The University is a secular organisation and therefore privileges no religious faith or organisation. The
University does however recognise that some students may experience conflict between the demands of
religious observance and the formal timetabled contact and assessment on their programme of study.

Students wishing to request an adjustment to teaching or assessment arrangements should make their needs
known to the Dean (Operations), Dr Rivers in the Lijin Building as soon as possible after initial registration.
Please make an appointment with the Surrey Programme Administrator, Ms Lorna Liu. However, with the
constraints of scale in organisation of timetables it may just not be possible to adjust arrangements.

In considering a request from a student, staff will obtain advice from the University, via the Chaplaincy, on
aspects of the particular religious observance cited by the student. At SlI, the Student Affairs Office may be
consulted.

The Universityds c h alpth/Aviwwnsuyey.acaklicurtergstufieots/faitd/ at :
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Your degree programmei s di vi ded into units of |l earning

All modules are allocated a number of credits, which notionally shows the number of hours of study
forthe module. TheU n i v e rfosnmula forécalculating credit equates a module worth 15 credits to
150 hours; or a module worth 30 or 60 credits (such as a dissertation) to 300 or 600 hours. You
should not however use these notional hours to limit how much time you devote to a particular
module.

To pass a module and achieve the credit allocated to it you will need to be awarded a total module
mark of at least 40% at levels 4, 5 and 6 and level P.

Depending on type of modules you have studied, you may be eligible for Compensation as
described in the Compensation section of this document.

Module Descriptions will give you a good idea of the module content, assessment strategy,
learning outcomes and reading list for the modules you will be studying. Take alook

at: https://cataloque.surrey.ac.uk/2020-1

Please note that module descriptions for the 2019/20 may be subject to change within the academic year.

Detailed information can be found at: https://exams.surrey.ac.uk/assessments

Your module leaders will explain the forms of assessment required for their module such as a project,
presentation, report, essay, critique etc in advance of the assignment deadlines.

Further information should be available on SurreyLearn in the section of each module entitled Course
Materials.

The submission of all coursework, including reassessments, will be on a Tuesday by 4.00pm
Beijing Time.

Some coursework will be hard copy, but the majority of coursework will be submitted digitally via
SurreyLearn.

When submitting assignments (either digitally or hardcopy) you will be required to confirm that your
work is original by completing a declaration of originality. The wording can be found
at https://exams.surrey.ac.uk/assessments

You can avoid plagiarism by following good academic practice explained
at: https://fexams.surrey.ac.uk/academic-integrity-and-misconduct/plagiarism

The penalties for academic misconduct, which include programme termination, are outlined in the
Regulations for Academic Integrity found at: https://policies.surrey.ac.uk/policies-requlations-and-
codes-practice. Please also take a look at the Academic Misconduct section in this handbook.

You areresponsible for checking that you have successfully submitted the correct version of your
coursework, and in the correctformat.

cal
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Any worries you have about completing your assignments, do please talk to either your personal
tutor or the module leader before the deadline has passed.

At SlI, you can seek assistance from the Student Academic Study Support Centre in the Lijin
Building. For Sll students who transfer to the UK you can access the Academic Skills and
Development Team in the Library who are there to help with workshops and drop-

ins: https://study.surrey.ac.uk/study-support/academic-skills

CONTRACT CHEATING

The practice of buying assignments from third parties is strictly forbidden.

Presenting purchased essays as your own writing contravenes the Regulations for Academic
Integrity  (https://policies.surrey.ac.uk/policies-requlations-and-codes-practice) and is
considered to be academic misconduct of the highest severity. This means that a student's
registration could be terminated if they are found to have presented written material that was
produced by others.

The University rigorously checks all work submitted by students and can identify contract
cheating through software such as the Turnitin® Authorship Investigate service. All students
are responsible for complying with the requirements outlined in the Regulations for Academic
Integrity.

You are expected to submit your assignments on time. Submission times are strictly enforced. A
submission of 4.01pm is defined as late. Give yourself plenty of time to upload your coursework. Do
not leave it to the last five minutes before the deadline.

Further details about late submission penalties can be found
at: https://study.surrey.ac.uk/study-support/academic-skills

In the event of adverse weather, existing deadlines for the submission of coursework and
dissertations will remain in place.

Should you experience circumstances that are making it impossible for you to meet a specific
deadline, then you could consider submitting an extenuating circumstances application as
explained at: https://exams.surrey.ac.uk/extenuating-circumstances

Non-Submission of coursework, without confirmed extenuating circumstances, will not only result in
0% being awarded, but it may also be deemed as failure to make progress with your studies and/or
ceasing to participate in the programme. This could ultimately result in termination of registration.
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You are entitled to feedback for all your assessed work.
There are two types of assessment.

1. Formative assessments are designed to generate feedback on your performance. The grades
from these assessments do not contribute to your final module mark.

2. Summative assessments provide you and academic staff with an understanding of your overall
learning. These assessments may include class tests, assignments, exams, presentations or
projects. They take place under controlled conditions and evaluate your learning and academic
achievement, as set out in the relevant curriculum standards. The grades from these
assessments do contribute to your final module marks.

For all summative assessed work you should receive feedback within 15 working days within
Semester.

You will receive a mark and written comments on your work. If you do not understand the written
comments you receive, or want further explanation, you should ask to discuss this with your lecturer
or module leader.

Sometimes lecturers might choose to give different forms of feedback e.g. detailed marking grid,
feedback session, SurreyLearn, a podcast etc. Make sure you check with lecturer or module leader
that you are clear on what toexpect.

Inthe case of exams, you will not be given your script back, however you are still entitled to feedback
on your performance, this may be personal and/or generic; you can discuss this with your module
leader.

Modules are normally examined at the end of the Semester in which they have been taught, with
formal written examinations being timetabled by the Sll Registry Office.

End of Semester exams are held in December and June, covering Weeks 13 and 15 (Semester One)
and Weeks 14 to 16 (Semester Two).

Exams will normally take place from Monday to Saturday, and some may be held in the evenings.
Your exam timetable will be displayed on your personalised timetable four weeks before the start of
the examination period. The late summer reassessments will be displayed two weeks before.

The examinations timetable can be found at: http://www.surrey.dufe.edu.cn

Remember to check well in advance the date, time and venue for your exams, so that you arrive in

good time. I f you arrive | ater than 30 minutes

Give yourself plenty of travel time.

Remember to bring a selection of pens and pencils with you.
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Do not forget to bring your University ID campus card to all your exams. If you do not have the
appropriate ID you will be asked to collect a formal ID slip from the Sll Registry Office - there may be
a delay while your identity is checked, which may mean you have less time to complete the paper.

Read carefully the instructions at the start of each examination paper. Some exam papers provide
spaces for your answers and therefore must be handed in.

Examination scripts are subject to anonymous marking so you must use your University Registration
Number (your URN) not your name.

Allexaminations are conducted under University regulations: hitps://www.surrey.ac.uk/quality-
enhancement-standards/regulations

Information on what you can and cannot bring into an exam, including where a calculator is
permitted can be found at: https://exams.surrey.ac.uk/exams/sitting-exam

Allexaminations are conducted under Universityregulations: hitps://www.surrey.ac.uk/quality-
enhancement-standards/regulations

The University expects you to take responsibility to check what you can and cannot bring into an
exam, including which types of calculator will be permitted. This information can be found
at: https://lexams.surrey.ac.uk/exams/sitting-exam

TheUn i v e respectajod of student behaviour before, during, and after an exam can also be
found at: hitps://exams.surrey.ac.uk/exams/sitting-exam. The penalties for academic
misconduct, which include programme termination, are outlinedinthe 6 R e g u | fartAcademis

I ntegrityo. You should also ref er handbook.he Ac a

POSTPONED EXAMS

In the case of adverse weather, examinations will take place only when it can be certain that most
students can reasonably be expected to attend the campus to take them. The decision about
whether or not to postpone examinations will be made by the Sl Registry Office following any
announcements made by the Dean of Sll or nominee concerning the status of the campus. Details
of any postponement will be posted on the Sll website, through the email systems and/or the Sl
Student Affairs Office.

Postponed examinations will be scheduled until they have been completed i using weekends in the
first instance, then the reading week (of Semester One) and then the first week of the second
Semester (if this proves to be necessary). Students are required to be available throughout weeks
13, 14 and 15 of Semester One to sit any examinations which have had to be rescheduled because of
adverse weather.

Examination start times may be put back by 30 minutes to enable as many students as possible to
attend.

BEING PREPARED FOR YOUR EXAMS

Remember to follow the advice of your teaching staff in preparation for your exams. Additional advice
on exam preparations can be sought from the SlI Student Academic Support Centre located in the
Lijin building.

For Sl students transferring to the UK, remember to check out my.surrey.ac.uk homepage for events
which could include:
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If the Surrey Library and Library+ in AC 03 is too busy, book one of the central teaching rooms for
revision or use MySurrey Hive. If in the UK, do not also forget to check if your School will be holding
revision classes for any of yourmodules.

Past exam papers are available at: https://exams.surrey.ac.uk/exams/exam-preparation

EXAM ADJUSTMENTS

It is recognised that students with a disability or specific learning difficulties (including dyslexia) may
require additional learning support and examination adjustments. This may also apply to students
who are pregnant or subject to a temporary adjustment such as a broken arm.

At SllI, to apply for exam adjustments eg extra time, you should make an appointment with the Dean
(Operations), Dr Gary Rivers or speak to Mrs Liu Fang, Sll Registrar.

For those transferring to the UK, to apply for exam adjustments eg extra time, you should make an
appointment with the Disability and Neurodiversity Service within the first five weeks of the
semester/teaching block. Details on how to apply can be found

at: https://exams.surrey.ac.uk/exam-adjustments

Information about support and advice the Disability and Neurodiversity Service provides can be
found at: https://study.surrey.ac.uk/study-support/disability-and-neurodiversity

FEELING UNWELL DURING AN EXAM?

The presumption of the University is that students who attend for examination have deemed
themselves fit to be assessed.

If you become ill or are affected by unforeseen circumstances immediately before or during an
examination you must advise the invigilator of your situation and complete the appropriate form
(green).

If you wish for your circumstances to be taken into account you should then submit an application
for extenuating circumstances within five working days from the date of the exam. If your

application is successful your examination paper will not be marked and you will be permitted a
fresh attempt at the next available opportunity.

UNABLE TO ATTEND AN EXAM?

Failure to attend an exam will be regarded as a non-attendance and, in the absence of extenuating
circumstances, a zero mark will be awarded.
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If you are unable to attend due to sickness or other extenuating circumstances, notification on or
prior to the day is required by contacting the Sl Student Affairs Office as soon as possible.

To avoid receiving a mark of zero for non-attendance, submit an extenuating circumstances
application as explained at: https://exams.surrey.ac.uk/extenuating-circumstances . You
will need to make the claim no later than five working dates from the date of the exam.

If you applied for extenuating circumstances before an exam which deemed valid, and then you
decide to sit the examination, your paper will not be marked.

During the course of your studies you may experience circumstances that temporarily make it
impossible for you to participate in your programme, submit your written assignments or attend
examinations or other assessment related events such as a performance or group presentation.

Detailed information can be found at: https://exams.surrey.ac.uk/extenuating-circumstances
and you should familiarise yourself with this webpage.

It explains the grounds for recognition of extenuating circumstances; evidence required; possible
outcomes, and how to apply.

Ideally all applications should be made before the assessment deadline or event date.

Sometimes applying for extenuating circumstances may be not be the appropriate action. Itis always
recommended that students should first discuss the matter with their Personal Tutor, Registrar (Mrs
Liu Fang) before submitting an online application via Surrey Self Service.

Questions related to the actual process of applying for extenuating circumstances should be
directed to your Faculty Student Services: FASS- Faculty Assessment Team: fass-ec@surrey.ac.uk
or the Sl Registry Office. Guidelines on how to make an application for extenuating circumstances
are provided are at the back of thisHandbook.

On no account can your marks be increased as aresult of asuccessful extenuating circumstances
application.

Authenticity of Evidence

The University reserves the right to contact the authors of any evidence in order to verify authenticity.

If the evidence put forward to support the application can be shown to have been dishonestly acquired or
is itself dishonest the application will be dismissedand t he evidence wil/l be
disciplinary process.
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https://lexams.surrey.ac.uk/academic-integrity-and-misconduct

Academic integrity is fundamental to every aspect of learning and teaching at the University, and is
based on the following values: honesty, trust, fairness, respect, responsibility and courage.

Further information is available from: https://academicintegrity.org/fundamental-values/

Academic Misconduct is acts or omissions by a student that have the potential to give an unfair
advantage in assessments.

In order to avoid plagiarism, do take a look at the back of the handbook for guidance.
Further information on the practices and actions that constitute academic misconduct together with

the penalties for those found guilty can be found in the Regulations for Academic Integrity at:
https://policies.surrey.ac.uk/

Should you be asked to attend an Academic Integrity Interview or Academic Misconduct Panel you
are strongly advised to contact the Student Affairs Office at Sl or, if in the UK, the St u d eUmivns 6

All module marks (including coursework) are provisional only and subject to change until ratified
(confirmed) by the Board of Examiners. Once confirmed the results will be made available across
all faculties.

Semester One All Students TBC
Semester Two UG Final Year Students TBC

Continuing UG students TBC
Late Summer All Students TBC
Assessments

Results are accessed via Surrey Self Service. They are published progressively throughout the day
and will normally be available for students to view by 3.00pm on the advertised day of publication.

Examinations for reassessments timetable can be found at: http://www.surrey.dufe.edu.cn

You are only allowed to retake up to 60 credits worth of modules in the August late summer
reassessments, unless you have approved extenuating circumstances applications. Therefore, if for
example you fail 30 credits worth of modules in December, and then fail another 45 credits worth of
modules in June, you will have to re-take all failed units of assessment in the next academic year.
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The Board of Examiners will recommend that you enrol with attendance. This does have tuition fee
implications, so you may want to just enrol for assessment only. When making such a decision, do
first talk to your personal tutor or programme leader.

You cannot retake a unit of assessment you have passed.

If you fail a unit of assessment at a second attempt, and the module is failed overall at the second
attempt, and you are not entitled to compensation (see below) your programme of study will end.

Successful completion of a reassessed unit at second attempt, the mark will be capped at the
University pass mark (40%). If you fail your reassessment, you will be awarded the higher mark of
the two attempts.

For resubmission assignments, students will be informed of the deadline for each piece of work.
Where the original form of assessment is not practical an alternative may be used.

Compensation is available following the failure in a module (not core modules), and if certain
parameters are metthe s t u d evetalbpsrformance compensates for their failure, and the
student will be allowed to progress onto the next level of their programme or be awarded.

For undergraduate programmes compensation is available up to and including 30 credits in the UK
first year of study (FHEQ Level 4 - the 2" Year at Sll) and up to and including 15 credits thereafter.

Further information about compensation eligibility can be found
at: https://exams.surrey.ac.uk/compensation

Undergraduate Honours degrees and integrated
First Class 70% and above

Upper Second Class 6071 69%

Lower Second Class 5071 59%

Third Class 407 49%

(NB Third Class Honours is not available for Integrated
Masterb6s degrees)

Credits gained in the Professional Training Year (P credits) will not be used in the calculation to
classify honour undergraduate and integrated

The Higher Education Achievement Report (HEAR) is an official electronic document which provides
detailed information about your learning and achievement at the University to supplement your

14
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traditional degree classification. This electronic document can be used by you to evidence your
Higher Education credentials and to support your transition to work or further study.

Students who have successfully achieved their final award will also be issued with a final HEAR
following the official publication of their marks. All continuing students receive a formative HEAR,
towards the end of September.

Details on how to access your HEAR can be found at:
https://lexams.surrey.ac.uk/transcripts-and-award-documentation

Under the General Data Protection Regulation or GDPR (Data Protection Act 2018), the University of
Surrey is a Data Controller and therefore legally responsible for the personal data it collects and
holds about you.

https://lwww.surrey.ac.uk/information-management/data-protection/student-privacy-
notice explains how the University collects and uses your personal data.

PRIVACY RIGHTS OF THE STUDENT

The GDPR (Data Protection Act 2018) protects an individual's rights to privacy with regards to his or
her personal data. It establishes a set of principles and conditions about the use and disclosure of
personal data with which the University must comply. This means that the University cannot pass on
information about its students except in exceptional circumstances. In almost every case, the
University will need to obtain the consent of a student to share their data with a third party, including
parents.

WHAT CAN THE UNIVERSITY TELL PARENTS AND OTHER THIRD PARTIES?

The GDPR includes strict rules which protects the privacy of data subjects so even confirming or
denying that an individual is a student here could infringe on that privacy and may, in extreme
circumstances, put an individual in danger.

Although the University understands that parents may have concerns about their son/daughter it
cannot routinely disclose personal data if there is no authorisation to do so.

Should a situation arise where you would like the University to talk your parents or other third parties,
you will be asked to give written consent via your University issued email account.

When you give consent, you should specify the personal circumstances you would like discussed
and to whom the University will be allowed to disclose this personal data.
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Once registered, all students are required to disclose any new Relevant Criminal Conviction(s) on an
ongoing basis and as soon as a Relevant Criminal Conviction(s) is confirmed. Students will also be
required to make an annual disclosure atre-registration.

Students should disclose any new Relevant Criminal Conviction(s) in writing by contacting the Office
of Student Complaints, Appeals and Regulations (OSCAR) and are advised to seek advice before
doing so.

Students studying Regulated Courses (for example those regulated by the NMC or HCPC) are also
required to disclose charges and pending charges. Students are responsible for complying with
these requirements in accordance with the Regulations for Fitness to Practise.

A failure to disclose any Relevant Criminal Conviction(s) is taken seriously and could result in the
termination of registration in accordance with the Student Disciplinary Requlations or Regulations for
Fitness to Practise.

Further information, including the definition of Relevant Criminal Convictions, can be found in
the Criminal Convictions Policy located in the Policies section of MySurrey.

Further information including how to apply can be found at:
https://study.surrey.ac.uk/course-information/withdrawals

It is always recommended that you should first discuss the matter with your Personal Tutor, SlI
Registrar or your Programmes Administrative Officer in the relevant Faculty Student Services office
before you submit any online application.

For Sll students in the UK, if sponsored on a Tier 4 visa, taking a temporary withdrawal could affect
your visa status and right to stay in the UK. To check this, you should speak to a member of the
International Student Support team.

Atemporary withdrawal, for a maximum period of 12 months, allows you to take a break from your
studies.

You will not need to pay tuition fees during your temporary withdrawal, but you are still liable for any
previously missed fee deadlines and your fee liability will be determined by the date of your
withdrawal application in line with our regulations and fees policy.

As your studies have been ésuspendeddé, you cannot a
although you will retain access to SurreyLearn and the modules you are currently registered on.

For Sll students in the UK, you will have some access to University services such as the Centre for

Wellbeing, and the Library, but you will not be allowed to remain in University Accommodation.

Apermanent withdrawal means that you have decided to close your University of Surrey registration
and will no longer be using University services. Once approved, unless there are exceptional
circumstances, you will not be able to return to complete your degree.
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As with a temporary withdrawal your fee liability will be determined by the date of your permanent
withdrawal application in |ine with our regulations
to notify the University at the point at which they intend to withdraw via Surrey Self-Service. It is

highly unlikely that a retrospective withdrawal will be accepted, especially in light of Tier 4 Visa

requirements and student loan implications.

At Sll you have access to several library services including those in the Lijin building, the main DUFE
library and also the online services of the University of Surrey.

The Sl Librarian is Ms Zhao Tingting who is located in the Lijin building and can be contacted by
email at Zhaotingtingl@dufe.edu.cn or phone 0411-847 0081

Also, there is a Sl Library WeChat group (Surreybook) to communicate about library issues: please
feel free to join this group.

A summary of services available to you is in the first part of this handbook.

UNIVERSITY OF SURREY ONLINE LIBRARY SERVICE
I Over 50.000 electronic journals and over 350,000 electronic books
91 Direct access to online reading listsviathe 6 v i tearningé n v i r o (Sureyléat)
1 Subject-specific web pages i serving as online subject guides for your subject area
1 Dedicated services for distant learning students i Distance Learners Information Service
(DLIS)
Access to other University libraries, via the SCONUL Access Scheme
9 Current awareness services i Library blog, Facebook and Twitter (however, the latter two
services may not be available in China).

==

For general enquiries, the library staff can be emailed at: Library-enquiries@surrey.ac.uk

For online or print journal queries or access problems please email: Journals@surrey.ac.uk

ONLINE SUPPORT

There are dedicated web subject pages on the Library website for students with guidance on
resources available and on referencing and bibliographic
software. http://www.surrey.ac.uk/library/subjects/inde/htm
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INFORMATION SKILLS LIBRARIAN

Each Faculty has a named Information Skills Librarian (ISL), working alongside Student Learning
Advisors, to provide a programme of induction, academic and information skills development for
students. The ISL is available by email; contact details are available on the subject pages.

FACULTY ENGAGEMENT

Each Faculty has a designated Faculty Engagement Librarian responsible for developing
appropriate collections and services and for liaising with academic and research staff. The
Engagement Librarian works closely with the Schools within the Faculty from course initiation and
development through to delivery, ensuring effective communication.

COPYRIGHT
You need to be aware of the main points of copyright law. In the UK the legal framework includes
what is protected and for how long, it is laid out in the Copyright, Designs and Patents Act 1988 and
subsequent statutory instruments. Fair Dealing, however, allows a certain amount of copying for
the purposesof 6 r esear c hc d mme rac inaln pur p os €e amounpwhichvmeay e st udy
be copied is not specified but is usually taken to mean a single copy of:
1 One article from any one issue of ajournal
1 One chapter or up to 5% (whichever is greater) of a book or similar publication

Further information can be found at:
http://www.surrey.ac.uk/library/learning/informationskills/copyright/index.htm

The library of Dongbei University of Finance and Economics was founded in 1952. During60y e ar s 6
development, it has a built 7 up area for up to 25,000 Y including South region (9,700 Y ) and North
region (15,700 Y ). Now our library has a rich collection of more than 1.25 million copies of books,

more than 1500 types newspapers and journals, more than 220,000 copies of electronic books, more

than 33,000 types of electronic journals and more than 45 Chinese and Foreign Databases. It also

has more than 70 employees.

DIGITAL LIBRARY ACCESS
You can login the library homepage by 2 ways.

1. You could enter the DUFE homepage (wWww.dufe.edu.cn), and then choose English
version, you will see a dibrary" menu, click it you will enter the library homepage.

2. The alternative is to log in the library homepage by typing in www.lib.dufe.edu.cn into
address bar then you will be directed to the library homepage.

S| LI BRARI AN6S RESPONSIBILITIES
The Librarian will provide professional supportfors t u d dearnirgy.&rhe responsibilities mainly
include:

1 Introduce available library resources to students

Provide daily management of library resources

1 Provide guidance on how to use resources, including the book and periodical
collections, access to network resources and soon

1 Provide advocacy for new resources and provision of advisory services

=
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T Provide resources learsingsupport students?®o
1 Participate in Library Committee, Student Support Committee, Learning and Teaching
Committee, and collect feedback from teachers and students

If you have questions on the use of library resources, or need any related academic support, you can
contact the SlI Librarian for advice. Finally, to improve library services at Sll, you are welcome to
submit a proposal in writing to the Chair of the SlI Library Committee and the Committee can consider
this. Dr Humberto Gumeta is currently the Chair of this Committee and his details and email are
provided in the SlI Contacts (Academic) list, as provided in your handbook.

Detailed information about the Library can be found at: https://library.surrey.ac.uk/

The Universityds Library is | ocated at the h

The Library provides access to hundreds of thousands of books and journals i physical and
electronic 1 as well as audio and image collections.

Its resources can be searched via SurreySearch at: https://library.surrey.ac.uk/

For Sl students studying in the UK, the Support Hub is located on Level 1 of the Library, by the main
entrance barriers. Staff will be there to help you from 8.00am to 8.00pm weekdays and from 2.00pm
to 6.00pm on weekends. On Level 2 you will find the Language Study Area, with facilities and
resources for learning a wide range of languages. The Library has 1,700 spaces for study and
research including silent study areas, group areas and bookable group study rooms. 400 study
spaces are equipped with computers. The Library also has 144 laptops available for loan. The Library
is a main hub for printing, photocopying and scanning facilities.

You should be aware of the main points of copyright law
- https://library.surrey.ac.uk/collections-and-archives

Detailed information on all t he:http:i/iusrreyiat.ykd s

For Sl students in the UK, the walk-in IT Helpdesk, open weekdays 9.00am to 5.00pm, is on Level 1
of the Library.

YOUR ACCOUNT

As a University of Surrey Student you are automatically registered for a range of IT services
including a University email account, Office 365 applications Wi-fi and ResNet, file storage, remote
access, printing facilities, Surrey App Support and SurreyLearn.

YOUR PASSWORD
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Most University services including Surrey365 Email and SurreyLearn use the same username and
password. It is important to remember that when you change your password for your University
account it will also be updated across these services. Information on how to change your
password can be found at: https://it.surrey.ac.uk/it-account-and-password

WIFI AND PHOTOCOPYING AT SlI
SlI Lijin Building has free Wifi throughout the premises and photocopying machines available in the
open areas on the second floor (above the cafe).

NEEDING HELP OR REPORTING A PROBLEM?
IT support is available 24/7

Phone: +44 (0)1483 689898 (off campus) or ext. 9898
Email: itservicedesk@surrey.ac.uk

Web: https://it.surrey.ac.uk/

Please Note: Some online services are available to Sll students in SII-DUFE, but only those who
transfer to the home campus in the UK will be able to access all services mentioned below.

Detailed information can be found at:
https://study.surrey.ac.uk/study-support/academic-skills

For Sl students in the UK. Based on Level 1 of the Library the Academic Skills and Development
(formerly SPLASH) team, is there to help you achieve your personal, academic and professional
potential via group-based learning workshops, one-to-one appointments and drops-ins and online
resources available 24/7.

During and before the examination periods, the team hosts Revision Cafés, while postgraduates and
students in their final year have the opportunity to drop-in to a Dissertation Café. Details of these
events will be publicised on the home page of my.surrey.ac.uk.

Detailed information can be found at:
https://study.surrey.ac.uk/events/20190220-maths-and-statistics-hub-mash

For Sll students in the UK. Located on Level 1 of the Library, the hub is there to help you develop your
maths and statistic skills

The service available to both undergraduates and postgraduates, has a dedicated suite of computers
installed with learning software including interactive learning materials, demonstrations of
mathematical concepts, tutorials, test questions and automatic marking.

Please note that drop-in times do vary according to specialist staff availability.
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Detailed information can be found at: https://study.surrey.ac.uk/study-support/language

For SlI students in the UK. The English Language Support Programme is particularly valuable to
students who speak English as a second or additional language, but native speakers are also
welcome.

The purpose of the programme is to provide tailored English language support you need during your
time at Surrey, and is free of charge.

There is no compulsory homework and there are no assessments.

All students who enrol in writing classes are entitled to one-to-one tutorials with our expert tutors in
English for academic purposes.

Detailed information can be found at:
https://study.surrey.ac.uk/study-support/disability-and-neurodiversity

Opening Hours are Monday to Thursday 9.00am to 6.00pm, and on Fridays 9.00am to 5.00pm

Contact
Phone: +44 (0)1483 689609
Email: disability@surrey.ac.uk

For Sl students studying in the UK. Based on Level 1 of the Library, the Disability and Neurodiversity
support team provide a wide range of support to all students at the University with a disability as
defined by The Equality Act2010.

The team will support you by:

1 Arranging and putting into place reasonable adjustments for any aspect of your time at the
University including specific accommodation needs

Implementing exam arrangements and adjustments

Providing screening for specific learning difference such as dyslexia or dyspraxia
Providing advice on AtowamceDi sabl ed Students?d
Providing one-to-one study skills and mentoring sessions.

= =4 -4 4

At Sll, all matters pertaining to ALS or Neurodiversity can beraised with the Dean (Operations).
Please make an appointment with the Surrey Programmes Administrator. Ms Lorna Liu, in Room
201.
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EXAMINATION ADJUSTMENTS

To apply for examination adjustments (eg extra time), you must make an appointment with the Disability
and Neurodiversity team within the first five weeks of semester/teaching block.

From the latest job vacancy information to inspiring talks and employability workshops, our Career
Development Centre will help you transform knowledge and skills into the tools you need for a
successful career.

Our careers team offer a wide range of support, including one-to-one advice, innovative events and
access to employer directories to help you explore the exciting opportunities available after
University and navigate the different stages of the recruitment process.

Whatever your degree or stage of study, the Career Development Centre is open all year round, with
help available online as well as face-to-face in our office, Room 215 of the Lijin Building.

We also invite employers onto campus to run workshops on CVs, interview technique, assessment
centres and a wide range of skills as part of a central programme. You may also see us in lectures
as we provide bespoke sessions for manydepartments.

The Career Development Centre also has a strong online presence. There is a WeChat page, which
will send you regular alerts of opportunities once you have registered. These include short summer
internship opportunities as well as graduateroles.

T: +86411 84710812
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OSCAR deals with the administration of academic appeals, fitness to practise cases, fithess to study
matters, complaints and studentdiscipline.

TheSt u d dJniongudsu.advice@surrey.ac.uk)isavailable to offer advice and supportto
students for all of the processes summarized below.

Detailed information about each process can be found at:
https://surrey.ac.uk/oscar

ACADEMIC APPEALS

An Academic Appeal may be formally requested by a student once their module marks or award has
been approved by the Board of Examiners and formally published by the University.

The University considers an academic appeal may be made when there is independent evidence to
show:

0 That staff or bodies have not followed approved regulations and procedures, or have not followed
them with due care.

0 That staff or bodies have not acted fairly towards the student by showing, or appearing to show, bias
in the way they have made the relevant academic decision.

0 That the student's performance was affected by extenuating circumstances that they could not report
at the time for valid reasons.

[J That the student's performance was affected by extenuating circumstances that were reported at the
time and relevant new evidence has since become available which has not been taken into account

in making the relevant academic decision.

PROCEDURE FOR SUPPORT TO STUDY

The University is committed to suppothat & pogitivest udent
approach to management of physical and mental health is key to student learning and academic

achievement. A matter could be raised for example, if a student has been regularly missing
lectures/tutorials; not responding to emails from staff concerned about their wellbeing; failing to

attend agreed meetings and/or submitting numerous extenuating circumstances applications.

The process is a supportive one with the aim of achieving the best possible outcome for the student
concerned.

COMPLAINTS

Although the University endeavours to ensure that you have a positive experience, situations may
arise in which you feel dissatisfied with the service provided.
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For any programme-related matters, the School must be the first point of call for any complaint, and
this will initially be dealt with in an informal manner. For complaints that relate to a service the first
step is to discuss the matter with the person or persons providing the service.

Underlying this procedure is the basic principle, and an understanding within the University, that you
as the complainant should feel able to make a complaint without fear of victimisation or reprisal.

In the event that you are still unhappy with the resolution provided by the School or service area, or
if the School or service area does not respond, you should progress the complaint to the formal
stage.

STUDENT DISCIPLINE

Regul ation 11 oStudantDéeciplinary Regulasonstfourdds
at: https://policies.surrey.ac.uk/ provides guidance on the different types of behaviour viewed
as misconduct.

This covers everything, but not limited to, from threatening behaviour, damage to property, fraud
and deceit, flouting accommodation regulations; misuse of drugs; sexual harassment; failure to
respect the rights of others and the misappropriate use of social media.

Itis also important to note that breach of a University code, rule or regulation can lead to a finding
of misconduct.

The University has the power to apply a number of penalties, the most severe being expulsion from
the University and termination of registration.

The SISt u d eUmibngs@rganised by the Student Affairs Office and all students are eligible for
membership. For enquiry about the Student Union, please go to the Student Affairs Office.

Students can avoid plagiarism by following good academic practice, this includes:

Taking referencing seriously

Never trying to give the impression that you have read a source in the original if you have not.
Using entirely your own words unless quoting

Using relevant quotations sparingly and commenting on them; avoid using direct quotations as
a substitute for expressing ideas in your ownwords

Never writing directly from source material

When you take notes, always using your own words to explain the ideas; avoid simply
highlighting the text

= = =4 4

= =
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1 Summarising main ideas and paraphrasing in your notes

Locating knowledge through locating authors within traditions and perspectives

1 Trying to develop a critical approach when reading: see your sources as authored
constructions which can be challenged and debated, especially with the support of other
authorities within the field

1 Developing your own opinions based on your reading of the sources

1 Keeping ALL documentation of your work inprogress

=

In order to produce your coursework, you are likely to refer to a number of texts. Copying any part
of them word for word does not allow your assessor to determine if you have comprehended the
concepts relating to your work. You may take concepts and arguments from the documents but you
must write them in your own words. Just changing one or two words in a sentence does not prevent
your work from being plagiarism.

Full referencing guidelines can be found at:
http://www.surrey.ac.uk/library/learning/informationskills/referencing.htm

Ifyouareinanydoubtaboutthecorrectproceduresforacknowledgingandreferencingthework
of others, you should seek advice from your Personal Tutor, Lecturer or Module Leader.

You are strongly encouraged to view the fAAcademi

your subject webpage within the Library website (https://www.surrey.ac.uk/library/subjects/), where
you can learn about academic writing and how to get more advice and information. You can also
check your work with Turnitin, by using the Turnitin Checker hosted on your SurreylLearn homepage.

You should be aware that on submission of the electronic copy of your coursework on SurreylLearn
all work will automatically be checked through Turnitin, where applicable.

Failure to understand what constitutes plagiarism, pressure of time, or conflicting deadlines for
assessed work are not acceptable as sufficient explanations for the submission of plagiarised
material.

A NOTE ON SELF-PLAGIARISM

Among the types of plagiarism listed by the University in the Regulations for academic integrity
(paragraph 4 (aw) )gpassis widbwoeklag original that has already been assessed
(whether by the University or another institution).

This means that you may not submit work for assessment that has previously been submitted for
assessment at this university or elsewhere (i.e. at another university, or at school or college).

There should be no overlap of phrasing between work you have submitted for different assignments,
and you should avoid discussing the same aspects of a topic and deploying the same quotations in
different assignments.

On a related issue, you should not submit for assessment any work you wrote prior to taking the
module concerned. This means not only work submitted for assessment elsewhere, but also writing
you may have posted on an online platform. Even if you wrote it yourself, it would not be a response
to the module and the assignment instructions, and would not be indicative of your learning from that
module.
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LOG IN TO SITS SURREY SELF-SERVICE

Access to SITS e-Vision is available from the web browser and enter your normal username and

password https://sits.surrey.ac.uk/live/sits.urd/run/siw_Ign

ACCESS EXTENUATING CIRCUMSTANCES
Select the Extenuating Circumstances option from the Modules menu to start the process.

A summary of the EC process and guidance documentation are provided along with links to The
Office of Student Complaints, Appeals and Regulations (OSCAR) and The University of Surrey

Studentsd Uni on.

THE PROCESS

There are 6 steps in the submission of your
application. A progress time-line is indicated at
the top of each process window.

Each logical step includes guidance and an
option to update information or proceed to the
next step in the process. Mandatory fields are

indicated with an asterisk (*)
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