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1. Introduction 
	
The following guidelines seek both to assist in preventing distance learning students’ poor performance and to set down the procedures that must be followed in dealing with cases of poor performance up to and including the termination of studies due to Academic Insufficiency. 
The introduction of different guidelines for students is necessitated by the exclusive status of the degree as a self-directed programme under the supervision of a personal advisor, a method of study that in all likelihood a student will not have encountered before. The student/Personal Advisor relationship is an intimate and unusual relationship and clarity of expectation and prompt action where expectations are not met is key to overcoming problems successfully.  
These guidelines apply to students and establish guidance for Personal Advisors, Course Tutors,  Course Coordinators and Program Coordinators in relation to the management of poor performance. These guidelines are designed to ensure that cases of poor performance are dealt with consistently and fairly, with the prime objective of improving an individual student’s performance to the required level for the successful and timely completion of their programme.  
The guidelines seek to ensure that NUP has a strong and open process for dealing with cases of Academic Insufficiency in students’ distance learning programmes. NUP has a responsibility for setting realistic and measurable standards of performance, for explaining these standards carefully to students, and for supporting students to achieve the required standards.  
2. Measures of Performance and Early Warning Signs 

Early identification of problems is key, but this is not always direct. The following aims to provide a list of some of the capabilities, milestones, and issues that can help the Personal Advisor measure, when a student is not performing at the required level.  
2.1 General Measures of Performance 
The following are some of the skills and capabilities about which the Personal Advisor should maintain awareness and provide constructive feedback. They can also give an indication of the student’s progress: 
· Creativity and brainstorming of new ideas 
· Independence of thoughts and actions 
· Enthusiasm and motivation 
· Familiarity with literature 
· Record keeping 
· Time management 
· Planning/strategic thinking 
· Problem solving 
· Communication skills 
· Networking 
· Standard of English 
· Technical writing 
Personal Tutors should also be aware of the following general issues that also provide early warning signs of problems: 
· Problems with attendance 
· Procrastination 
· Poor delivery against agreed objectives
· Problems with completing research tasks and other assignments 
· Overreliance on skills training 
· Isolation - lack of interaction

2.2 Reasons for Poor Performance and Preventative Actions 
Maintaining an open dialogue between student and Personal Advisor can help reduce conflict or prevent it arising. Providing quick and productive criticism is central to the role played by the Personal Advisor, but he/she must be alert to differing learning styles, academic background and personalities of the students. Unnecessarily negative criticism can be very demotivating; an overly uncritical approach will not address the problems of a student who is failing to achieve the required standards. 
The Personal Advisor should be alert to reasons for short term poor performance when the student under normal circumstance would meet the standards required and these may include the following: 
· Personal problems 
· Interpersonal problems – conflicts with colleagues and peers 
· Physical/mental health issues 
· Lack of clarity of academic and/or cultural expectations  
In these conditions, students may need support to identify these issues in the short and medium term, sometimes from outside the supervisory team, and may require a period of interruption if this is considered advisable. 
It is in the interests of both Personal Advisor and student that rapid action is taken. The procedure for dealing with poor performance from informal intervention through to formal Termination of Studies due to Academic Insufficiency is set out below: 
 
Managing Poor Performance – from Informal Interventions to Formal Academic Insufficiency Process  
a.  Informal Actions Arising from Poor Performance and Early Intervention 
Student and Course Tutor
When there is evidence that a student is not performing at an acceptable level, the Course Tutor should investigate this without delay to determine the reasons for the unsatisfactory performance. The course tutor could communicate with the student in order to discuss ways of performance improvement.
Student and Personal Advisor
If there is continued unsatisfactory performance or where a first instance of unsatisfactory performance is sufficiently serious to warrant formal action (e.g. where health & safety is at risk or significant costs or other liabilities are involved) the student should be invited to a meeting with the Personal Advisor to discuss the problem. The Students have the opportunity to discuss the issue with their Personal Advisor, through Skype. 
At this skype meeting concerning the DL students, the student will have the opportunity to explain their unsatisfactory performance and the early Intervention. Student will be reminded of the earlier discussions (where these have happened) and the steps taken to support an improvement in his/hers performance.
If, having heard any explanations offered by the student, the Personal Advisor remain concerned, the content and outcome of this meeting will be confirmed by by the Course Coordinator in writing to the student. This communication should include information on the type of improvement required, any additional support or training that could reasonably be provided to enable the student to reach the required standard, and any other agreed actions.  
A reasonable time period will be set within which improvement is expected and a further meeting arranged at the end of this time to review the situation. One month is typically sufficient. The student will be informed that they are at risk of being deregistered if satisfactory performance levels cannot be achieved and subsequently maintained. 

b. Formal Actions: Referral to Assessment Board 
It is good practice to involve the Assessment Board by writing a report for the low performance of the student. The Assessment Board will arrange as soon as possible for an informal meeting through Skype with the student to discuss the areas in which the student’s performance is below expectations. During the meeting the Assessment Board team should explain the evidence for believing that the student is under-performing, with the aim of identifying any problems or reasons for the underperformance and also early intervention and discuss possible resolution. Solutions could include additional more regular/closer supervision, training, providing a mentor, coaching or some other kind of ongoing additional support. 
The Programme Coordinator will be informed for the problems of the early intervention of student by the Personal Advisor and will inform the Assessment Board. The Assessment Board of Distance Programs meets per program every semester. The Programme Coordinator of each programme is the Chair of the Assessment Board. During the Assessment Board the Course Coordinators and Course Tutors per program are participating through an online teleconferencing. 
The Assessment Board should ensure that the student is aware of the level of performance / productivity required in relation to each element of the work and responsibilities about which there is a concern. At this point, the student should be given the opportunity to explain their under-performance and to raise any concerns.
It is important to set a reasonable time frame, agreed by all parties, within which improvement is expected and arrange a further meeting at the end of this time to review the situation. One month is typically sufficient. To reduce the chance of misunderstandings, the actions and time scale agreed should be confirmed by writing a report to the student. The repost is written by the DLU Administrator and the Office of Registry is being informed. 
In cases where physical or mental health issues are or are believed to be contributory factors to the under-performance, advice should be sought from the Director of the Counseling Center for Research and Psychological Services who will be able to advise on appropriate educational and pastoral support for the student, and whether a period of interruption is advisable/necessary (see the specific Policy). 
 



Final Decision re Termination of Studies 
[bookmark: _GoBack]If there has been insufficient improvement in performance within the timescale following the meeting with the Personal Advisor, a further formal interview with the student will be held. At this interview the Personal Advisor will review the history of the case, including the steps that have been taken to support the individual to achieve the required level of performance. The individual's explanation will be heard and considered. A decision will then be taken as to the likelihood that the student would reach the relevant standards required for the degree, or whether to deregister the student due to Academic Insufficiency or to extend the final caution to allow further time for improvement and maintenance of any improvement. 
The Personal Advisor and the Assessment Board team will confirm this decision and the reasons for it in writing to the student. The option of allowing further time for improvement may only be considered if there is evidence to persuade the above members. 
Despite the fact that the student will have been given full information on the process and eventual outcome, if the Personal Advisor’s and Assessment Board’s decision is to terminate studies he/she should be aware that this meeting may be difficult and the student not necessarily in agreement with the decision. It is advisable for the Personal Advisor to involve a third party at this stage and careful thought should be given to the selection of an appropriate person. An administrator from the DLU would be an appropriate choice. In the case of students with mental health issues, the Director of the Counseling Center for Research and Psychological Services must be informed and if necessary consideration given to asking a member of the Student Psychological Services to be available for the student immediately following the meeting.

Relevant Documents 

· Students’ Study Guide
· Quality Management Handbook 
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