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[Department/Program name]

Unit_code Unit_title

Semester X, 20XX

Unit Overview Guide

[can insert picture here by choosing Insert > Picture]

Unit coordinator:

Room [insert room number and building name]

Email address:

Phone:

Consultation Hours:
UNIT OF STUDY CODE AND NAME

UNIT DESCRIPTION

[This needs to be as appears in the Faculty of Arts Handbook, although some additional description may be added. You can find the Handbook description for your unit by going to your departmental website, clicking on Undergraduate then Units of Study.]

CONTACT DETAILS 

[for Coordinator and tutor(s) and times of consultation hours if not included on title page]

OBJECTIVES AND OUTCOMES

[The outcomes should be linked the generic attributes of graduates at: http://sydney.edu.au/arts/teaching_learning/academic_support/graduate_attributes.shtml#artsggas ]

LEARNING STRUCTURE

[Type of learning situation(s) should be described (lecture, tutorial, seminar, online, etc), include number of hours per week.] 
You can log on to the elearning system, via MyUni.  Alternatively, you can bookmark the login page directly at http://elearning.sydney.edu.au/. Log in with your unikey.


If you have any difficulties logging in or using the system, visit the Student Help area of the Sydney eLearning site, http://sydney.edu.au/elearning/student/ .

UNIT SCHEDULE

[Detailed week by week timetable of classes. Delete semester table not required.]

	Week
	Week beginning
	Lecture [content]
	Tutorial

	1
	28 Feb
	
	

	2
	7 March
	
	

	3
	14 March
	
	

	4
	21 March
	
	

	5
	28 March
	
	

	6
	4 April
	
	

	7
	11 April
	
	

	8
	18 April
	
	

	BREAK
	25 April
	SESSION BREAK
	

	9
	2 May
	
	

	10
	9 May
	
	

	11
	16 May
	
	

	12
	23 May
	
	

	13
	30 May
	
	

	STUVAC
	6 June
	STUVAC
	

	EXAMS
	14 June
	EXAM PERIOD commences
	


	Week
	Week beginning
	Lecture [content]
	Tutorial

	1
	25 July
	
	

	2
	1 August
	
	

	3
	8 August
	
	

	4
	15 August
	
	

	5
	22 August
	
	

	6
	29 August
	
	

	7
	5 Sept
	
	

	8
	12 Sept
	
	

	9
	19 Sept
	
	

	BREAK
	26 Sept
	SESSION BREAK
	

	10
	3 Oct
	
	

	11
	10 Oct
	
	

	12
	17 Oct
	
	

	13
	24 Oct
	
	

	STUVAC
	31 Oct
	STUVAC
	

	EXAMS
	7  Nov
	EXAM PERIOD commences
	


ASSESSMENT TASKS AND DUE DATES

[Include:

· A list of assessment tasks with due date, word count value and percentage weighting

· A statement about which assessment tasks are compulsory to pass the unit

· If a participation mark is awarded, then include it in the list with a percentage weighting. Faculty guidelines on participation marks strongly advise that they be capped at 15%. Participation is not included in word count and assessable tasks must not be included in the participation mark. Under no circumstances is a participation mark to be awarded for attendance only. It must be for preparation and tutorial participation and the criteria for awarding participation marks must be made clear to the students

Example:

Oral presentation (equivalent to 500 words)
10%
Due Monday 18 April 2011

1,000 word assignment



25%
Due Thursday 5 May 2011

1,500 essay 




30%
Due Monday 16 May 2011

1.5 hour exam




35%
During formal exam period

If possible give details of assessment tasks.  If assessment task questions are not included here, the date they are to be communicated must be stated here.

Indicate whether all assessment tasks are compulsory and what must be attempted to be eligible to pass.

Include details of online components is applicable, include resources available and how to use them.

Note: No assessment task must fall due during Stuvac week.  Any assessment tasks due during the formal examinations period are to be referred to as “take-home exams”. ]

READING REQUIREMENTS

[Include:

· Where readings are available (if to be purchased from Copy Centre and/or purchased from Co-Op Bookshop; if available in Special Reserve or on e-learning site.]

ONLINE COMPONENTS

[assessable or not, including:

what resources are available & how to use them for maximum learning outcomes

mention of any assessable tasks that must be completed via e-learning.]

ASSESSMENT CRITERIA

[Here you can refer any guidelines that will help students understand and meet the assessment criteria.

Reference your School or Dept’s grade descriptors (either reproduced in UoS outline or provide URL for Dept or School grade descriptor webpage), including any task-specific customising;  these should always be published in English.

It is essential that if scaling is a possibility the following statement must be included.]

The final grade a student receives is based on the standard of his or her own performance across all the tasks set for a unit. Assessment tasks are designed so students can demonstrate how well they have achieved a unit’s outcomes. While marks for individual assessment tasks may give a good indication of the likely final mark or grade for the unit, they do not guarantee a specific grade or final mark. 

From time to time, final results for a unit may need to be adjusted or scaled. This can happen, for example, if it is found that the marking process has not accurately represented the actual standards achieved by students. If adjustment to raw scores is needed, this is always done with care and attention to individual students’ work. The marking process involves consultation and cross-checking to ensure that results faithfully reflect standards expected in the Faculty of Arts at the University of Sydney.

ATTENDANCE REQUIREMENTS

Satisfactory attendance at classes is a minimum condition of completion of a Unit of Study.  Students who knowingly will be absent from all classes for more than one week should seek leave of absence, with supporting documentation. 
Absences without written evidence of illness or misadventure* may be penalised with loss of marks; absence from more than 50% of tutorials/seminars, regardless of the reasons for the absences, may result in the student being deemed not to have fulfilled requirements for the unit of study. The case of any enrolled student who is absent from 50% or more of classes will automatically be referred to the department’s end of semester examiners’ meeting for a determination as to whether the student should pass or fail the unit.
*Examples of misadventure may include but are not limited to accident, sudden bereavement, transport strikes, natural disasters and so on.  


 You may access the Faculty of Arts and Social Sciences policy on Attendance at http://sydney.edu.au/arts/current_students/policies.shtml .

SUBMISSION OF WRITTEN WORK
Written work must be submitted in typewritten hard copy at [your School office] by [TIME] on the due date.

· Online tasks must be completed by [TIME] on the due date.

· You must complete, sign and attach a cover sheet to any written work handed in for assessment.  This is in compliance with University Policy on Academic Dishonesty and Plagiarism

All students are required to submit a signed statement of compliance with all Work submitted to the University for assessment, presentation or publication. A statement of compliance must be in the form of:

a. a University assignment cover sheet;

b. a University electronic form; or

c. a University written statement;

Certifying that no part of the Work constitutes a breach of this Policy.

The University of Sydney takes alleged cases of plagiarism very seriously. Every student has the responsibility to submit appropriately referenced assignments that are in line with the current policy.  Information about the policy can be found at: http://www.usyd.edu.au/ab/policies/Academic_Honesty_Cwk.pdf
[NB Your School may enable completion of the form online:  refer to your School policy/administration manager on this.  NB if online tasks are required then online submission of the form should be enabled.]
ACADEMIC HONESTY
The Faculty of Arts and Social Sciences is committed to the principles of academic honesty as set out in the Academic Board Policy: Academic Dishonesty and Plagiarism. Students have a responsibility to familiarise themselves with these principles.

In accordance with Academic Board policy, the School’s definition of academic dishonesty includes but is not limited to:

· plagiarism: for full details see below;

· recycling: the resubmission for assessment of work that is the same or substantially the same, as work previously submitted for assessment in the same or in a different unit of study;

· fabrication of data;

· the engagement of another person to complete or contribute to an assessment or examination in place of the student, whether for payment or otherwise;

· communication, whether by speaking or some other means, to other candidates during an examination;

· bringing into an examination forbidden material such as textbooks, notes, calculators or computers;

· attempting to read other student’s work during an examination; and/or

· writing an examination or test paper, or consulting with another person about the examination or test, outside the confines of the examination room without permission.

· copying from other students during examinations

· inappropriate use of electronic devices to access information during examinations.

PLAGIARISM
Plagiarism is the theft of intellectual property. Students have a responsibility to understand the full details of the Academic Board Policy: Academic Dishonesty and Plagiarism which can be downloaded from the University’s Policy online website.

All students are required to include a signed statement of compliance with work submitted for assessment, presentation or publication certifying that no part of the work constitutes a breach of the University’s policy on plagiarism. This statement of compliance is printed on all assignment/essay cover sheets and written work will not be marked if the compliance statement is unsigned.

Common forms of plagiarism include but are not limited to:

· presenting written work that contains sentences, paragraphs or longer extracts from published work without attribution of the source;

· presenting written work that reproduces significant portions of the work of another student; and/or

· using the structure of another person’s argument, even if the wording is changed.

Legitimate cooperation between students is permitted and encouraged but students should be aware of the difference between cooperation and collusion. Discussion of general themes and concepts is allowed but students are not permitted to read each other’s work prior to submission or cooperate so closely that they are jointly selecting quotes, planning essay structure or copying each other’s ideas.

While plagiarism is never acceptable, there is a distinction between negligent plagiarism and plagiarism that involves dishonest intent.

Negligent plagiarism is defined in Academic Board policy as “innocently, recklessly or carelessly presenting another person’s work as one’s own work without acknowledgement of the source’. Where negligent plagiarism is proven, students will be counselled and referred to appropriate services for assistance. They will also be issued with a written warning explaining the consequences of any subsequent breaches of the University’s policy prohibiting plagiarism.  Further action may be taken including requiring the student to resubmit or undertake another assessment task, undertake remedial action, or in some cases a fail grade may be applied to the work or part of the work.

Dishonest plagiarism is defined in Academic Board policy as ‘knowingly presenting another person’s work as one’s own work without acknowledgement of the source’. Where academic dishonesty or dishonest plagiarism is proven as not serious enough to constitute potential student misconduct under Chapter 8 of the University of Sydney By-Law 1999 the student will be counselled and referred to appropriate services for assistance. They will also be issued with a written warning explaining the consequences of any subsequent breaches of the University’s policy prohibiting plagiarism.  Further action may be taken including requiring the student to resubmit or undertake another assessment task, undertake remedial action, or in some cases a fail grade may be applied to the work or part of the work.

In cases where academic dishonesty or dishonest plagiarism is proven as serious enough to constitute potential student misconduct under Chapter 8 of the University of Sydney By-Law 1999 the case will be referred to the Registrar.

Students are encouraged to think for themselves. In assessing students’ work academic staff look for evidence of understanding and capacity for independent thought; it is always disappointing to discover plagiarism. Written work containing plagiarism will be assessed according to its academic merit, but may fail because it does not meet the minimum standard required.

LATE WORK AND EXTENSIONS  

Essays and assignments not submitted on or before the due date are subject to penalty. The  Faculty’s Policy on Late Work for undergraduate units of study states that late work is penalised at the rate of two marks (out of 100) per working day (ie week day). In this instance, ‘two marks’ means two full points off the awarded mark, not two percent of the awarded mark. For assignments marked out of a maximum total other than 100, the penalty will apply pro rata. For example, for assignments marked out of 40, the penalty will be 0.8 marks per working day. 

Only coordinators, either of individual units or of the junior and/or senior curricula have the authority to grant extensions. Requests for extension must be made via the Faculty’s online assessment consideration system at http://sydney.edu.au/arts/current_students/online_application.shtml 

Late essays or assignments will not be accepted (except where applications for special consideration are lodged) beyond the designated return date for the relevant written work. In cases where documented misadventure or serious illness prevents students from submitting work before the designated return date an alternative assessment task will be set.

For further details see the Faculty of Arts Late Work Policy at:

http://sydney.edu.au/arts/current_students/policies.shtml 

We understand that students encounter difficulties of various kinds during their study and we are able to refer you to appropriate counselling services where necessary, but is your responsibility to contact the Unit of Study Coordinator if you do have problems that affect your attendance or prevent you meeting assignment deadlines. 

Extensions may be granted in the case of illness or misadventure; these must be applied for via the Faculty of Arts online system for Extensions, Special Consideration and Special Arrangements.

SPECIAL CONSIDERATION: ILLNESS OR MISADVENTURE

Student requests for special consideration are assessed in accordance with the principles set out in Part 5 of the Academic Board policy on Assessment and Examination of Coursework. Students intending to submit an application for special consideration should make themselves familiar with the full details of this policy.

Applications for Special Consideration must be made as soon as possible and within five working days of the due date of the assessment. Where circumstances prevent this, a student may still apply but must provide a reasonable case for the delay in submitting their application.

Only illness or misadventure during a semester or occurring at the time of an examination will warrant Special Consideration for academic performance. The academic judgement as to whether Special Consideration will be granted will depend upon both the nature of the illness or misadventure and its timing with respect to the assessment. For instance a short acute illness supported by a Professional Practitioner Certificate the day of the examination would normally be accepted as grounds for Special Consideration, but the same illness occurring several weeks before an assessment would be unlikely to be considered acceptable grounds.

All applications for Special Consideration must be made via an online system. To access this system please go to:

http://sydney.edu.au/arts/current_students/online_application.shtml 

If students miss an exam because of illness or misadventure they should first notify the department concerned and then apply for Special Consideration using the online system. 

Requests for Simple Extensions of less than five working days for non-examination based assessment are also covered by the online system.

SPECIAL ARRANGMENTS
Special Arrangements may be made available to any student enrolled in a Faculty of Arts and Social Sciences unit of study, who is unable to meet assessment requirements or attend examinations, because of one or more of the following situations:
1. essential religious commitments or essential beliefs (including cultural and ceremonial commitments)

2. compulsory legal absence (e.g. jury duty, court summons, etc),

3. sporting or cultural commitments, including political/union commitments, where the student is representing the University, state or nation,

4. birth or adoption of a child,

5. Australian Defence Force or emergency service commitments (including Army Reserve), and

6. Where the Faculty can form the view that employment of an essential nature to the student would be jeopardise and that the student has little or no discretion with respect to the employment demand

Applications for special arrangements are also handled through the same online system as Special Consideration (see above). 

Applications for Special Arrangements should be made at the beginning of semester with regard to religious beliefs or commitments relating to moveable feasts, prayer or worship times, or with regard to other requirements of a student’s religion. Applications for other types of commitment should be made as soon as possible after being notified of a requirement to be absent from the University. With regard to examinations held during University-wide examination periods, applications should be submitted within two weeks of the examination timetable.

APPEALS
Faculty policy reflects Academic Board policy on Appeals which can be found at: http://sydney.edu.au/student_affairs/AcAppealsStudents.shtml.
All care is taken to ensure that marking is consistent and fair and that markers adhere to the assessment criteria as advertised.  In some rare cases, however, a student may feel that the mark awarded does not reflect the quality of the work done.  If you wish to lodge an appeal against the grade awarded, the first step is to contact the Unit of Study Coordinator to arrange for a time to discuss the assessment task.  This should happen within 15 working days of marks being made available to students.

If you are not happy with the outcome of this discussion, then you may appeal formally against the grade awarded. The student should first read the Academic Board Resolution on ‘Student Appeals Against Academic Decisions’. This appeal should be lodged within 15 working days, of the outcome of discussions at local level as outlined above. The appeal must be lodged through the Faculty Office (attention Dean of the Faculty of Arts) and include the following: 
· Appeal for Reassessment Form (PDF) (available at http://sydney.edu.au/arts/current_students/undergraduate_forms.shtml)

· Written statement outlining the reasons for appeal and any additional supporting documentation. The written statement should draw attention to such matters as perceived injustice in terms of bias or inconsistent application of the grade descriptors published by the Department.

 All information concerning your appeal will be confidential.
LEARNING ASSISTANCE
Students experiencing difficulties with their written expression, including essay writing style or structure can seek assistance from the Learning Centre, which runs workshops on a range of subjects including study skills, academic reading and writing, oral communication, and examination skills. The centre offers programs specifically designed for students from a non-English speaking background. The Learning Centre is located on Level 7 of the Education Building A35 (beside Manning House); contact them on 9351 3853 or email  learning.centre@sydney.edu.au . For further information visit the Learning Centre website at  http://sydney.edu.au/stuserv/learning_centre/ .

Online learning assistance is available via the Write Site, which offers modules on grammar, sources and structure to help students develop their academic and professional writing skills. Each module provides descriptions of common problems in academic and professional writing and strategies for addressing them. Students can view samples of good writing and also do some practice activities in error correction. For further information visit the Write Site at http://writesite.elearn.usyd.edu.au . 

Learning assistance is also available to Indigenous Australian students via the Koori Centre and includes academic skills group workshops covering topics such as concentration strategies, writing for specific disciplines, time management, research and reading strategies, academic writing styles and referencing. The Koori Centre is located on Level 2 of Old Teachers College A22; contact 9351 2046 or 1800 622 742 (toll free) or email koori.centre@sydney.edu.au. For further information visit the Koori Centre website at http://sydney.edu.au/koori  .

OTHER SUPPORT SERVICES

Disability Services is located on Level 5, Jane Foss Russell Building G20; contact 8627 8422 or email disability.services@sydney.edu.au . For further information visit their website at http://sydney.edu.au/stuserv/disability/ .

The Counselling Service is located on Level 5, Jane Foss Russell Building G20; contact 8627 8433 or email counsell@stuserv.usyd.edu.au.  For further information visit their website at http://sydney.edu.au/stuserv/counselling/ .

Note: All Academic Board policies referred to above are available online at http://sydney.edu.au/policy .
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