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Key things to note:



Key things to note: PT Meetings

• there are no more scheduled one-to-one meetings with your Personal 
Tutor, but you should not hesitate to arrange a meeting if you need to;

• it is always a good idea to check in with your PT at the start of semester 
2, just to let them know how things are going.



Key things to note: Extensions: reminder

• if you need an extension for any piece of work, you must apply for this 
in advance – information on how to apply is available on the student 
intranet on the School website or on the Learn site ‘UG Students in 
HCA’ – look under Student support and wellbeing;

• extensions are possible for a maximum of seven days only;
• in Honours years, the request is forwarded to the Director of Teaching, 

who may ask for additional information;
• an extension has not been approved until you get word from the course 

administrator so please do not assume that it will be forthcoming.



Key things to note: Special Circumstances: reminder

• if, during this semester, you experience any difficulties that have 
affected your work, you can apply for Special Circumstances;

• for most Honours courses, this will not be until the spring – this is 
because for courses with exams, the exams often are not until the 
spring diet – check DRPS/the course website/PATH for information – it 
is your responsibility to know when the exams are;

• only for those courses in which all assessed work is completed in 
semester 1 will SCs be considered in January (e.g. Historical Skills and 
Methods I);



Key things to note: Special Circumstances: reminder

• only certain reasons are valid for SCs and documentation MUST be 
provided;

• an email will be sent out by the SSO informing you of the deadline for 
applications;

• please note: these MUST come in on time – while late applications are 
sometimes considered, you take a risk by submitting them late;

• details are available on the School website or on the Learn site.



Key things to note: Attendance and Engagement

• we are now monitoring attendance and engagement – checkpoints 
include seminar attendance and assessment deadlines;

• email the course organiser in advance if you cannot attend a seminar;
• if there are any problems affecting your studies, let us know as soon as 

possible (the SSO is a good place to go);
• don’t slip off our radar!



Key things to note: Email Correspondence

• remember that email is the official method of communicating with you 
so check your university email daily;

• and, just a reminder, email is a formal means of communication: there 
are rules to follow, so please familiarise yourself with these…



Email Etiquette

• do not begin with ‘Hi’ unless you know the person well;
• do not use first names for lecturers or tutors unless they have said that 

it is fine to do so;
• be concise in your request and ensure that the message is clear and 

makes sense;



Email Etiquette

• be sure you are sending the email to the right person
• for questions about course content, that should be the course 

organiser; 
• for questions about administrative matters to do with courses (e.g. 

accessing dropboxes), that should be the course administrator; 
• for queries about transfers, course changes, etc., that should be 

your Personal Tutor in the first instance and then the Student 
Support Office;

• you can usually expect a reply within three working days – please do 
check for the reply.



Degree classification



Degree classification

• a reminder about the marking scale: 
• HCA uses the University’s 100-point mark scale as follows*

• in the ‘First Class’ band (70–100), marks will progress in 
increments (70; 72; 75; 78; 80; 85…); 

• the ‘Fail’ band will have a first step which indicates a clear fail but 
is designed to be recoverable (i.e. 38), before falling in 
increments of ten (30; 20; 10), with a mark of 0 reserved for non-
submission/no answer; 

*note that language courses are exempt from this



Degree classification

• the remainder of the scale (38–70) will progress in increments of 
two marks, thereby removing odd numbers;

• this use is intended to promote:
• a greater use of the full range of the scale and in particular of the 

upper end of the First Class band;
• the ease with which first and second marker/moderator can 

agree marks;
• the avoidance of ‘borderline’ marks (e.g. 49; 59; 69): a mark 

should be clearly at the top end of one band (e.g. 68) or at the 
bottom end of another (e.g. 70).



Degree classification

• a reminder about the stages of the marking process: 
• first marker (course organiser/supervisor);
• moderators (particular attention to Firsts, borderlines, Fails);
• External Examiners provide a third check;
• Course Boards review marks prior to Exam Boards.



Degree classification

• a reminder about how Special Circumstances work: 
• any SCs must be submitted no later than one week after submission 

of last piece of assessment on a course;
• SC Committees meet before Exam Boards to consider all cases;
• cases are considered anonymously and without sight of marks;
• we are looking for evidence of circumstances that will have had a 

material impact on performance;
• all due allowance is given whenever possible but we are restricted 

as to what we can do (e.g. we cannot change marks).



Degree classification

• role of the Externals and Exam Board: 
• review of internal marking – is range of marks appropriate?
• may be asked to review ‘difficult’ scripts;
• review of all borderline cases where minor adjustment will have 

effect on classification.

• first meeting of the Exam Board to confirm marks;
• confirmation of mark deductions;
• second meeting of the Exam Board to classify degrees.



Degree classification

• is based on marks over third and fourth year (240 credits) OR fourth 
year alone, where third year is taken abroad (120 credits);

• classification is done by mean (average) mark across 240 or 120 credits;
• 0–38% = Fail; 40–48% = Third; 50–58% = Lower Second; 60–68% = 

Upper Second; 70–100% = First;
• but an overall mean mark within 2% of a class boundary is considered 

‘borderline’ (38–39.9; 48–49.9; 58–59.9; 68–69.9); 
• in these circumstances classification is then by ‘profile’ – i.e. number of 

marks in each class...



Degree classification

(a) Where 50% or more of the marks (e.g. marks for courses totalling 120 
credits or more out of a maximum of 240 credits) fall in a class above 
that indicated by the mean mark, the class above that indicated by the 
mean mark must be awarded. 

(b) Where more than 50% of the marks fall in or below the class indicated 
by the mean mark, the class indicated by the mean mark must be 
awarded. 



Degree classification

• to qualify for an Honours degree, you must have: 
• 80 credits of passes in each Honours year;
• an aggregate pass in each Honours year (i.e. an overall average of 

40% or more over the full 120 credits);
• otherwise a BA degree is awarded;
• please note: we usually cannot ignore courses for degree 

classification purposes so any fail mark will be factored into the 
calculation (the only exception – and it is very rare – is via SCs).



Degree classification

Some examples…

















Degree classification

• Appeals: only two possible reasons for an appeal:
• information not available to Board of Examiners at the time of its 

meeting;
• improper conduct of the Exam Board.

• If you think you wish to appeal, speak to:
• Personal Tutors
• Academic Advisers at EUSA



Key things to note: going into fourth year

• a reminder to watch for emails about applying for your courses for next 
year – these will be sent out in spring (remember: we do not use Path 
but an online form for applications, available via the HCA website);

• those of you on joint degrees should note that different Schools often 
have different deadlines and you may get information at different times 
so check email daily;



Key things to note: going into fourth year

• of vital importance: you are NOT allowed to carry any credits into 
fourth year: this is a university regulation and we cannot override it;

• if you are short credits at the end of year 3, you will have to do a part-
time repeat year;

• there are no resits for courses except in exceptional circumstances that 
are well supported by an SC application.
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