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SECTION 1

Royal Holloway International

1 Overview 

The courses we teach fall into three categories. These are:

a)
the teaching of tailor-made courses for visiting overseas students who need substantial English language support;

b)
the teaching of European and other languages to students studying full-time at Royal Holloway;

c) the management of an undergraduate bridging programme, and the management and teaching of a postgraduate bridging diploma.

The Pre-sessional English Language Programme falls into the first category.

2
Teaching & Learning Guidelines
Please note that these guidelines provide a framework for all our programme and courses.  Detailed information on individual programmes and courses can be found in the relevant Programme/ Course Guide.  These in turn are subject to Royal Holloway Regulations details of which are available on the College web at the following address: http://www.rhul.ac.uk/Registry/academic_regulations/.
The students on our programmes come from many different countries and have had very different educational experiences.  We therefore think it important that everyone has a clear understanding of our approach to teaching and learning.  Teaching staff in see learning as a partnership between teachers and the students, and that without this, successful learning cannot take place.  We hope that these guidelines make our shared responsibilities clear.

Approach to Teaching and Learning

We will
· provide you with well-organised and clearly structured courses of study;

· explain, where necessary, the reasons why we use particular methods of teaching and learning; 

· make clear to you what you are expected to achieve on a particular course of study;

· ensure that courses are, as far as reasonably possible, taught as timetabled, and that classes start punctually;

· help you to develop independent learning strategies;

· guide you in the use of appropriate self-study language learning materials;

· develop your skills in using the technical language learning facilities in the International Building. 

You are expected to

· attend all classes and arrive in time for the start of the class; 

· participate actively while in  class;

· take increasing responsibility for your own learning;

· respect the cultural diversity and varied approaches to learning in your classes.
Coursework


We will
· regard the regular completion and submission of coursework as an essential element of language learning.  We undertake to mark and return all course and assessed work within two weeks of receipt, if at all possible;

· provide clear guidelines and/or helpful comments on what you need to do to improve the quality of the work submitted;

· provide written guidelines on the assessment criteria used for marking both oral and written work.

You are expected to

· complete and hand in coursework and assessed work by the deadlines set by your Language Tutor.  You need to be aware of College Regulations in relation to the late submission of work and overlength work.  Details are provided below.

· take note of the comments made on your work and learn from these.

· use the Assessed Work Submission Form and, if needed, the Assessed Work Extension Form.  Copies of both forms can be downloaded from the website at the following address: http://www.rhul.ac.uk/international/Current/languages/index.html 
Student Welfare

We will

· allocate a Personal Tutor to all students on full-time programmes of study of eight weeks or longer;

· ensure that all Language Tutors  are available to be seen by appointment at weekly office hours. These hours will be displayed on the appropriate notice boards as well as on the notice boards next to the doors to individual staff offices;

· ensure that the Director and  other senior staff are available to be seen by appointment by any student in the department;

· treat issues related to student illness or personal problems sensitively and confidentially.

You are

· normally expected to attend all classes. However, in the event of absence, you should inform us as soon as is reasonably possible;  

· expected to be familiar with College Regulations on attendance and other matters related to assessment. Further details can be found on the following website: http://www.rhul.ac.uk/Registry/academic_regulations/.  In particular, please note the documentation that you have to give us if you have been absent as a result of illness or other personal matters (see below). 

Student Feedback

We will:

· give the views expressed by students careful consideration and respond to any issues raised as quickly as possible;

· hold regular meeting of the Staff/Student Committee where all students and programmes in the department are represented;

· use a variety of ways to obtain student views;

· provide  you with  questionnaires on all courses and programmes;

· respond quickly and appropriately to issues of concern raised by students.

You are expected to:

· make comments and provide feedback in a constructive manner;

· elect one or more representative to serve on the Staff/Student Committee and ensure that s/he represents your views on this committee;

· use the formal channels of communication to raise issues of concern

· complete and submit all course and programme questionnaires, as requested.

3 RHUL Online Student Handbook

All students are expected to be familiar with the university’s online Student Handbook, which can be found at http://www.rhul.ac.uk/Registry/OnlineStudentHandbook/ and contains information about the College Profile and Mission Statement, Equal Opportunities, the Student Charter, Services and Facilities, and information about Regulations, Policies and Codes of Practice, Term dates, the Academic Year Calendar with a list of the main deadlines about payments, accommodation in halls and examinations, and local maps.
4  Regulations related to the late submission of work, missed assessments, the outcome of course assessments and over-length work
Please note: specific information about the course or programme that you are enrolled in can be found in the assessment section of this guide.
a. Students are required to take all assessments set as part of the in-course arrangements. Please note that the use of dictionaries is not permitted under examination conditions. 

b. Students are required to complete an Assessed Work Submission Form for each assessment done outside of class. A copy of this form can be found on the website http://www.rhul.ac.uk/international/pdfs/Current-students/English-and-foreign-language-courses/Assessed_Work_Submission_Form_2009-10.pdf It is the student’s responsibility to supply this form with each submission.

c. An extension to the deadline of assessed work can only be granted by one of two named individual members of staff in the department and extensions will only be granted in special circumstances. 

d. If a student wishes to apply for an extension, s/he must do so by submitting an Assessed Work Extension Form to the relevant named individual member of staff at least two working days before the submission deadline for consideration.  This form can be downloaded from the website http://www.rhul.ac.uk/international/pdfs/Current-students/English-and-foreign-language-courses/Assessed_Work_Extension_Form_2009-10.pdf 
e. If a student misses a scheduled assessment or a submission deadline through no fault of his or her own (e.g. proven ill health, etc.), we will take these circumstances into account in determining the student’s outcome for the relevant piece of work.  However, in order to be considered, students must provide satisfactory documentary evidence of the nature and severity of the circumstances and of the period of time during which s/he was affected by those circumstances.


The following are the forms of evidence required:

· for medical circumstances, a note from a suitably qualified medical practitioner (self- certification is not acceptable);

· for psychological circumstances, a note from a suitably qualified psychologist or educational psychiatrist (self-certification is not acceptable);

· for other personal circumstances (e.g. death of a family member), a written statement of the circumstances from the student.

All documentary evidence must be written in English, or an official translation provided by the candidate. Further details can be found in either the New 
Undergraduate Regulations or Postgraduate Regulations (as relevant), listed on the following website: 


http://www.rhul.ac.uk/Registry/academic_regulations/ .  

If an assessment is missed for no valid reason, the mark given will be 0% unless paragraphs d. and e. above apply.

f. In the case of assessed work done outside of class time, the penalties for late submission are as follows unless paragraphs d. and e. above apply:

for work submitted up to 24 hours late, the mark will be reduced by ten percentage marks, subject to a minimum of a minimum Pass; for work submitted more than 24 hours late, the maximum mark will be zero. 

The following extract is taken from College Regulations. In order to qualify for final consideration in a course, a candidate must first:

· have satisfied the attendance requirements specified for the course;

· have completed and presented for assessment all work specified for the course within the specified deadlines.

g.
You will be given a target word count for assessed written work.  All over-length work submitted on undergraduate and taught postgraduate programmes will be penalised as follows:
· For work which exceeds the upper word limit by at least 10% and by less than 20%, the mark will be reduced by ten percentage marks, subject to a minimum mark of a minimum pass.

· For work which exceeds the upper word limit by 20% or more, the maximum mark will be zero.

5
Regulations related to attendance

Students should be aware of the following which is taken from the Royal Holloway Regulations:

· it is a requirement of enrolment with the College that a student attends as far as reasonably possible all parts of the course(s) for which s/he is registered.

· students are required to have completed and presented for assessment all work specified for the course within the specified deadlines.

· in the absence of satisfactory and adequately documented reasons (see above), the Head of Department responsible for the course may terminate a student’s registration for the course via the normal disciplinary process.
Attendance on the Pre-sessional Programme is a condition of your entry to Royal Holloway, University of London and you are expected to attend all timetabled classes. Failure to attend will mean that you are unable to progress to your main programme of study for the coming academic year.  For those of you who entered the UK on a General Student Visa non-attendance can result in you being required to leave the UK by the UK Border Agency (UKBA).  Attendance is therefore essential.

The following arrangements have therefore been put in place:

· registers will be taken in all classes and the attendance of all students will be monitored

· at the end of each week the Programme Leader will check on the attendance of all students

· students who are ill, or have a good reason to be absent from class, must therefore inform the Programme Leader by e-mailing:

For PELP Part 1 karin.whiteside@rhul.ac.uk
For PELP Part 2 gerald.dampier@rhul.ac.uk 

· students who are absent for 3 or more days without explanation will be contacted by e-mail and asked for an explanation

· if no satisfactory explanation is received, Royal Holloway International will after ten days have to report this absence to the Academic Registrar

·  if you have a General Student Visa and you have been absent for a 10 day period without explanation then Royal Holloway must, by law, inform the UKBA. This may result in you having to leave the UK.

Therefore, if you are ill or have another good reason for missing a class, you must inform Royal Holloway International. Any unexplained absence, or one which does not have a good reason, will be recorded and for students with a General Student Visa may result in your name being sent to the UKBA.

6
Regulations in relation to resits  
Students should refer to the relevant section of the Royal Holloway Regulations for information on resits. Students on the University Foundation Programme and the Bridging Diploma for International Students should refer to their Programme Guides for specific information about their programmes.

7
Regulations related to assessment offences, including plagiarism 
Plagiarism – that is the presentation of another person’s thoughts or words as though they were your own – must be avoided. You should be aware that College regulations require that all work a student submits for assessment must be written in his/her own words and incorporate his/her own ideas and judgments.  This includes copying from a book, journal or website without clearly mentioning the original source.  You must not copy from the work of another student or a native speaker of the language you are studying.  Intentional plagiarism in coursework is as serious as cheating in exams.  Remember that plagiarism is considered to be dishonest and a particular kind of stealing.

Please note

RHI guidelines and College regulations will be applied when dealing with instances of plagiarism.  Serious offences will be referred to the Head of Department.
Students should refer to the section on Regulations Governing Examinations and Assessment Offences in the Royal Holloway Undergraduate Regulations for information on plagiarism and other assessment offences including duplication, collusion, falsification and failure to comply with rules laid down for particular assessments . These regulations are available at http://www.rhul.ac.uk/Registry/academic_regulations/Examination_Assessment_Offences.html 

As part of the work you do on avoiding plagiarism, you will be taught how to use the Harvard Method of referencing which represents the form of referencing you are expected to use. You will be given a copy of the RHI Style Manual to help you with this. Other departments at Royal Holloway may ask students to use a different form of referencing. It is the students’ responsibility to find out what that is and use it in departmental coursework.

8
Useful contacts at Royal Holloway

Useful contacts in the department  Please note: tbc = to be confirmed
	Name
	Title
	E-mail
	Phone

01784 +
	Room 
	
	

	Academic Staff
	
	
	
	
	
	

	Gerard CLOUGH
	Academic Co-ordinator
	g.clough@rhul.ac.uk
	443756
	IN044
	
	

	Vicky COLLINS
	English Language Tutor
	Vicky.collins@rhul.ac.uk
	tbc
	tbc
	
	

	Norlene CONWAY
	Academic Co-ordinator  
	n.conway@rhul.ac.uk
	414111
	IN043
	
	

	Gerald DAMPIER
	English Language Tutor
	gerald.dampier@rhul.ac.uk
	414124
	IN003
	
	

	Elizabeth ENGLISH
	English Language Tutor
	e.c.english@rhul.ac.uk
	tbc
	IN004
	
	

	Marion ENGRAND-O’HARA
	Language Tutor
	m.e.ohara@rhul.ac.uk
	443898
	IN037
	
	

	Katherine FEINSTEIN
	English Language Tutor
	katherine.feinstein@rhul.ac.uk
	tbc
	IN002
	
	

	Alina GHIMPU-HAGUE
	English Language Tutor
	a.ghimpu-hague@rhul.ac.uk
	tbc
	IN004
	
	

	Duncan HUNTER
	English Language Tutor
	duncan.hunter@rhul.ac.uk
	276434
	IN003
	
	

	Katy IDDIOLS
	English Language Tutor
	k.e.iddiols@rhul.ac.uk
	443109
	IN004
	
	

	Jan KOSECKI
	English Language Tutor
	j.kosecki@rhul.ac.uk
	443812
	IN002
	
	

	Zohreh MOGHIMI
	English Language Tutor
	zohreh.moghimi@rhul.ac.uk
	414319
	IN035
	
	

	Heather MUSTARD
	Assistant Director
	h.mustard@rhul.ac.uk
	443841
	IN042
	
	

	Emer O’TOOLE
	English Language Tutor
	e.c.o-toole@rhul.ac.uk
	tbc
	IN003
	
	

	Silke PLACZECK
	Academic Co-ordinator
	s.placzeck@rhul.ac.uk
	443110
	IN033
	
	

	Sonya SAUNDERS
	English Language Tutor
	sonya.saunders@rhul.ac.uk
	443367
	IN035
	
	

	Katie SHAW
	English Language Tutor
	Katie.shaw@rhul.ac.uk
	443335
	IN002
	
	

	Sheryl SIMON
	Director
	s.simon@rhul.ac.uk
	443335
	IN039
	
	

	Sophia STAVRAKAKIS
	English Language Tutor
	Sophia.stavrakakis@rhul.ac.uk
	414320
	IN002
	
	

	Karin WHITESIDE
	English Language Tutor
	karin.whiteside@rhul.ac.uk
	414033
	IN002
	
	

	Stuart WRIGLEY
	English Language Tutor
	stuart.wrigley@rhul.ac.uk
	414033
	IN037
	
	

	Administrative Staff
	
	
	
	
	
	

	Liz BURGER
	Administrative Assistant
	liz.burger@rhul.ac.uk
	276373
	IN008
	
	

	Jenny LACK 
	Admissions Officer
	jenny.lack@rhul.ac.uk
	443368
	IN010
	
	

	Stella LIN
	Administrative Assistant
	x.lin@rhul.ac.uk
	276373
	IN008
	
	

	Rachel SCOTT
	Executive Assistant to Director
	Rachel.scott@rhul.ac.uk
	414412
	IN009

	Katie SHARPE
	Administrative Officer 
	Katie.sharpe@rhul.ac.uk
	276245
	IN009

	Kay ZHENG
	Administrative Assistant
	k.zheng@rhul.ac.uk
	443250
	IN008


Useful contacts in other parts of the college
	Service
	Name 
	E-mail and/or phone
	Room 

	Please note: FW = Founder’s Building West, FE = Founder’s Building East

	

	Student Administration Centre - http://www.rhul.ac.uk/Registry/SAC/index.html 

	All central administration, e.g. College cards
	Tel: 01784 414081
	Crosslands Bungalow (next to bookshop)

	

	Fee Payment Centre - http://www.rhul.ac.uk/finance/fpc/ 

	For tuition and residence fees 
	Ms Alexis Hillier 

Fees Office Controller
	student-fees@rhul.ac.uk  

Tel: 01784 414097
	FW135     

	For payment of fees and questions about fees
	student-fees@rhul.ac.uk
	FW141

	

	Student Housing Bureau - http://www.rhul.ac.uk/Registry/SAC/sh/index.html  

	For questions about accommodation
	studenthousing@rhul.ac.uk

Tel: 01784 443349
	Student Admin-istration Centre



	

	Wardens – http://www.rhul.ac.uk/for-students/student-support/wardens.html 

	Penrose Court

Highfield Court
	Professor Robert Hall
	Tel: 01784 443897 (office)

robert.hall@rhul.ac.uk
	

	Gowar and Wedderburn
	Dr Tony Stead


	Tel: 01784 443761 (office)

a.stead@rhul.ac.uk
	

	Runnymede, Tuke and Butler
	Dr Richard Smith
	Tel: 01784 443689 (office)

r.smith@rhul.ac.uk
	

	

	Student Support and Advice Services – http://www.rhul.ac.uk/for-students/student-support/ 



	International Student Support - advice for international students,

incl. visa information


	Ms Denise Keable

Deputy Head of Student Services

Ms Sue Silk

International Student Adviser
	d.keable@rhul.ac.uk 

Tel: 01784 443663

sue.silk@rhul.ac.uk
Tel: 01784 276168
	FW139

FW139

	Educational Support Office - for students with a medical condition or learning difficulty


	Ms Patricia Ramsay

Senior Educational Support Officer
	educational-support@rhul.ac.uk
Tel: 01784 443966
	FW151

	Student Counselling - 

for information and advice on common problems


	Ms Marilyn Patel

Administrator


	www.rhul.ac.uk/counselling
counselling@rhul.ac.uk

Tel: 01784 443128


	FW171

	Careers Service -  career-development advice and for help in finding full- or part-time work


	Mr Andrew Falconer

Careers Adviser
	www.rhul.ac.uk/careers
careers@rhul.ac.uk
Tel: 01784 443073
	Horton Building

	

	Religious Faiths – http://www.rhul.ac.uk/Chaplaincy/index.html   

	The College Chapel is used for daily worship and services are open to everyone. There is also a Muslim prayer room on campus.
	Father Vladmir Nikiforov
	Tel : 01784414358

Mobile: 07742 582983


	FW169

	

	Health Centre - http://www.rhul.ac.uk/health-centre/ 

	Health Centre (24 hours)

Nurses and doctors available if you have registered with the Royal Holloway Health Centre.
	for appointments and in emergencies

Tel: 01784 443131
	FE1

	

	Security 

	Security and Safety:  

for emergencies (24 hours)
	Tel: 01784 443063
	FE39

	


	Computer Centre - http://www.rhul.ac.uk/Information-Services/Computer-Centre/index.asp 

	For swipe cards, virus protection, computing problems etc.
	www.rhul.ac.uk/information-services/computer-centre
	Computer Centre Reception

	

	Students’ Union - http://www.su.rhul.ac.uk 

	· Advice Centre

· Finance & Employment

· Safety

· Entertainment

· Housing 

· Health

· Clubs & Societies
	Reception
	Tel: 01784 486300
	Students Union (SU)

	Postgraduate student issues
	Relevant Postgraduate Officer
	postgraduate@su.rhul.ac.uk

Tel: 01784 486300 
	SU

	Volunteer Co-ordinator

Community Action Programme
	Phil Simcock
	www.rhul.ac.uk/communityaction

Tel: 01784 414078
	SU

	

	Sports Centre – http://www.rhul.ac.uk/sports/sports-centre.html 

	For enquiries and bookings about sports activities
	Jon Clark 

Sports Centre Manager
	Tel: 01784 443892
	Reception

Nobles Field

	


	Banking 

	Cash Machine

24 hours access
	National Westminster Bank
	located on Campus 
	Opposite Founder’s Reception

	Santander

2 days per week
	John Browning 


	07795 953452
	Ground Floor International Building

	

	College Bookshop – http://www.thecollegebookshop.co.uk 

	For all your academic books - order your books online for payment and collection at The College Bookshop 
	books@thecollegebookshop.co.uk
Tel: + 44 (0)1784 477304
	Crosslands Bungalow

	

	College Shop - http://www.rhul.ac.uk/Facilities-Management/2007/College-Shop/

	The College Shop - open throughout the year,  offering a wide selection of groceries, incl. speciality foods such Korean, Japanese, Chinese and Halal products.
	Tel: 01784 443268
	behind

Crosslands Bungalow

	

	College Bus Service - http://www.rhul.ac.uk/Facilities-Management/2007/Travel-and-Security/busServe.html 

	Main campus to Kingswood & return

Main campus to Egham Station & return
	http://www.rhul.ac.uk/Facilities-Management/2007/Travel-and-Security/busServe.html
Tel: 01784 443892
	Bus stop by tennis courts


9
Equal Opportunities

The College is committed to an equal opportunities policy for all student admissions. All persons of the requisite academic standard, whether resident in the UK or elsewhere, are eligible for admission as registered students of the College. The College does not discriminate against any person on the grounds of race, ethnic origin, gender, age, marital status, details of dependants, nationality, disabilities, sexual orientation, religion, political beliefs or social origins.

The College has developed a race equality policy within the requirements of the Race Relations (Amendment) Act 2000 (RRAA 2000).

The College will endeavour to ensure that it meets the requirements of the general duty within the RRAA 2000 by eliminating unlawful race discrimination, promoting equality of opportunity and promoting good relations between people of different racial groups within the College. 

The College will seek to achieve the general duty through the following specific duties:

· prepare and maintain a policy-promoting equality;

· prepare, maintain and regularly review a race-equality action plan, with objectives committed to meeting the general and specific duties of the Act;

· put measures in place to assess the impact of all policies within the College on all students and staff from different racial groups;

· monitor by racial group all student admissions and progress, and all staff recruitment and progress, throughout the College, and publish these results annually;

· publish the race equality policy, action plan and results of assessment and monitoring as widely as practicable.

The full race equality policy and action plan are available at 

http://www.rhul.ac.uk/personnel/equalopportunities.html
The College has adopted a policy with respect to personal harassment. Any incidents of harassment will be regarded as extremely serious and can be grounds for disciplinary action that may include dismissal or suspension.

SECTION 2

1
Aims and learning outcomes of the Programme 

The overall aim of the Pre-sessional Programme English Language Programme is to prepare non-native speakers of English for undergraduate or postgraduate study at Royal Holloway. 

The programme aims:

· to develop your knowledge and use of the study skills and academic English required for university study;

· to develop your proficiency and confidence in both oral and written English so that you can communicate in a variety of situations;

· to provide an introduction to the academic environment  at Royal Holloway; 

· to provide an introduction to some aspects related to contemporary British society, thus enabling  you to adapt to everyday life in the UK.

 The programme learning outcomes are

· you should have a greater understanding  and a working knowledge of the key skills and the language required for successful study at university;

· you should have developed strategies for independent learning;

· you should have improved your level of English;

· you should have developed your working knowledge of  a number of basic computer packages, e.g, Microsoft Word, Microsoft Outlook and Moodle.

2
Programme structure 

According to your English language ability, you can enrol on the Pre-sessional which runs for 8 weeks from 19 July to 10 September 2010.  The programme is divided into 2 parts: Part 1 from 19 July to 11 August and Part 2 from 16 August – 10 September. You will receive approximately 15 hours of tuition a week plus a weekly group or individual consultation. (Please see appendix 2 for further details of the consultations and see section 9 for details of the role of the Personal Tutor). On entering the programme in July or August, you will be placed in groups according to your language proficiency based on your IELTS or TOEFL score. On arrival, you attend a number of short induction sessions to introduce you to life at Royal Holloway.

Sample timetables for both parts of the pre-sessional can be found in appendix 1.
As part of the Pre-sessional English Language Programme you are allocated a Personal Tutor with whom you have a consultation on a weekly basis.  During the consultation, you will have the opportunity to talk about your strengths and weaknesses as a language learner and to jointly consider what you can do to develop your strengths and improve your weaknesses.  You will also have chances to discuss course work in progress.  In order to achieve this you will have a consultation folder in which you will keep a record of the work being done. The aim of the consultations is to help you to develop an independent focus to your study – the Personal Tutor will expect you to contribute to the time you have together. (Please see appendix 2 for details of what you can expect from a group consultation and what is expected of you in return).

The Programme Leader and Deputy Programme Leaders are also available if you need to see them. Please e-mail to arrange an appointment.

3
Programme schedule 
The important dates of the Pre-sessional English Language Programme 2010 are given in the table below:

	Date 
	Event

	Monday 19 July 
	Start of Pre-sessional English Language Programme (PELP) Part 1.

	Monday 2 August
	Submission of draft 1,000 word essay – a tutor will give you written feedback on your work 

	Friday 6 August
	Oral presentation (please see Moodle and appendix 3 for further details).

	Monday 9 August
	Submission of final draft of 1,000 word essay (please see Moodle and appendix 4 for further details).

	Wednesday 11 August 
	End of PELP Part 1.

	Monday 16 August 
	Start of PELP Part 2 (registration and induction sessions)

	Tuesday 17 August
	Start of PELP 2 for students continuing from PELP 1.

	Monday 30  August
	Bank Holiday

	Tuesday 31 August
	Submission of draft 1,500 word  (undergraduates) or 2,000 word (postgraduates) essay – a tutor will give you written feedback on your work.

	Tuesday 7 September 
	Submission of final draft of 1,500 word  (undergraduates) or 2,000 word (postgraduates) essay (please see Moodle and appendix 4 for further details).

	Wednesday 8 September – Friday 10 September
	Assessed seminar discussion (please see Moodle and appendix 5 for further details) and Project presentation (please see Moodle and appendices 3 and 4 for further details).

	Friday 10 September
	End of PELP Part 2.

	Monday 20 September
	Start of 2010/2011 academic year.


4
Part 1 class descriptions 

During the Pre-sessional Part 1, you will take the classes which are detailed below, according to the programme you are planning to progress onto:
	For students progressing to MBA or MSc International Management 
	For students progressing to all other programmes

	Reading and Writing Skills for PG Management
	24 hours
	Writing Skills


	13.5 hours

	
	
	Reading Skills
	10.5 hours

	Listening and Speaking


	16 hours
	Listening and Speaking


	16 hours

	Intensive English
	16 hours
	Intensive English
	16 hours


Writing Skills

The classes normally consist of 3 hours of student – teacher contact time per week

They aim to develop writing skills and develop awareness of the conventions concerning the writing of academic texts in English. The skills to be covered include:

· linking ideas within a piece of writing;

· structuring writing;

· referencing and producing a bibliography.

Learning Outcomes:

· an increased understanding of the conventions of academic writing in a British context;

· an increased awareness of the concept of plagiarism and its consequences;

· development of writing skills and application of them to particular writing tasks 

A variety of materials will be used including:

Bailey, S., 2003, Academic Writing – A Practical Guide for Students, Nelson Thorne: London.

Reading Skills

The classes normally consist of 3 hours of student – teacher contact time per week

They aim to develop the efficiency of reading within an academic context. The skills to be covered include:

· skimming a text;

· scanning a text;

· making notes from a text;

· reading for a purpose.

Learning Outcomes:

· increased efficiency in reading in English;

· application of reading skills to a variety of texts.

Coursebook used:

Glendinning, E. and B. Holstrom, 1992, Study Reading, Cambridge University Press: Cambridge.

Reading and Writing for PG Management
The classes normally consist of 6 hours of student – teacher contact time per week

They aim to develop reading and writing skills relevant to the study of management at PG level, and to develop the efficiency of reading within an academic context and awareness of the conventions of writing academic texts in English. The skills to be covered include:

· skimming a text;

· scanning a text;

· making notes from a text;

· reading for a purpose;

· linking ideas within a piece of writing;

· structuring writing;

· referencing and producing a bibliography.

Learning Outcomes:

· increased efficiency in reading in English;

· application of reading skills to a variety of texts;

· an increased understanding of the conventions of academic writing in a British context;

· an increased awareness of the concept of plagiarism and its consequences;

· development of writing skills and application of them to particular writing tasks. 

A variety of materials will be used including extracts from:

Hill, C (2008) Global Business Today (5th Edition) McGraw-Hill: New York
Listening and Speaking Skills

The classes normally consist of 5 or 6 hours of student – teacher contact time per week (Please note that contact time alternates each week).

They aim to develop listening and speaking skills with an emphasis on developing confidence in oral production. The materials to be used in these classes include off-air video and radio recordings. The skills to be covered include:

· listening for details;

· listening for gist;

· dealing with unknown words;

· planning and delivering a presentation;

· fluency in speaking.

Learning Outcomes

· ability to deliver a short oral presentation with appropriate visual aids;

· increased confidence in spoken English;

· increased awareness of listening skills.

Intensive English

The classes normally consist of approximately 5 or 6 hours of student – teacher contact time per week (Please note that contact time alternates each week). 

They aim to support your learning by focusing on areas of learning not specifically covered in other courses.

Learning Outcomes

· development of skills for independent learning, grammar, vocabulary and pronunciation.

Coursebook used:

Walton, R. and M. Bartram, 2001, Initiative, Cambridge University Press: Cambridge.

The classes above are all connected to the learning outcomes of the programme and the skills that are covered by all the classes are indicated in the matrix below:

	Class
	Reading
	Writing
	Listening
	Speaking

	Writing Skills
	
	(
	
	

	Reading Skills
	(
	
	
	

	Listening and Speaking Skills
	
	
	(
	(

	Intensive English
	(
	(
	(
	(
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Part 2 class descriptions 
In Part 2 of the Pre-sessional, the focus changes. There is an increased emphasis placed on discovering more about the academic community at Royal Holloway and gaining a clear understanding of what academic departments expect of their undergraduate or postgraduate students. You will take some classes which are specific to the needs of undergraduate or postgraduate students according to your intended programme of study. 

The classes are detailed below:

	For students progressing to MBA or MSc International Management 
	For students progressing to other PG programmes


	For UG students

	Reading and Writing Skills for PG Management
	24 hours
	Reading Skills
	12 hours
	Reading and Writing Skills
	24 hours

	
	
	Writing Skills
	12 hours
	
	

	Listening to Lectures 
	6 hours
	Listening to Lectures 
	6 hours
	Listening to Lectures 
	6 hours

	Seminar Discussion
	8 hours
	Seminar Discussion
	8 hours
	Seminar Discussion
	8 hours

	Presentation Skills
	8 hours
	Presentation Skills
	8 hours
	Presentation Skills
	8 hours

	Encounter Project
	8 hours
	Encounter Project
	8 hours
	Encounter Project
	8 hours


Writing Skills (postgraduate)

The classes consist of a total of 12 hours student - teacher contact time during the August and September programme.

They aim to develop awareness of, and proficiency in, academic writing in order to enable you to produce an analytical essay. The skills to be covered include:

· incorporating data from textual sources;

· organising extended written texts;

· note-taking and summarising;

· being analytical.

Learning outcomes:

· development of writing skills and critical analysis and their application to particular writing tasks;

· awareness of the concept of plagiarism and how to avoid it;

· understanding and application of the conventions of academic writing in a British context.

Coursebook used:

Trzeciak, J. and S.E Mackay, 1994, Study Skills for Academic Writing, Prentice Hall: Hemel Hempstead.

Reading Skills (postgraduate)

The classes consist of a total of 12 hours student - teacher contact time during August and September.

They aim to develop the skills and strategies needed for successful academic reading. The skills to be covered include:

· evaluating the writer’s purpose and attitude;

· assessing certainty in argument;

· understanding text organisation and function.

Learning outcomes:

· awareness of different text types;

· increased efficiency in reading in English.

Coursebook used:

Slaght, J., 2004, Reading, Garnet Education: Reading.

Reading and Writing for PG Management

The classes consist of a total of 24 hours student - teacher contact time during August and September.

They aim to develop awareness of, and proficiency in, academic reading and writing in order to enable you to produce an analytical essay on a theme related to the study of International Management. The skills to be covered include:

· incorporating data from textual sources;

· organising extended written texts;

· note-taking and summarising;

· being analytical;

· evaluating the writer’s purpose and attitude;

· assessing certainty in argument;

· understanding text organisation and function.

Learning outcomes:

· development of writing skills and critical analysis and their application to particular writing tasks;

· awareness of the concept of plagiarism and how to avoid it;

· understanding and application of the conventions of academic writing in a British context;

· awareness of different text types;

· increased efficiency in reading in English.

Materials will be drawn from a number of relevant sources including newspapers, online sources and management textbooks.
Reading and Writing Skills (undergraduate)

The classes consist of a total of 24 hours student - teacher contact time during August and September.

They aim to integrate the skills of reading and writing in order for you to be able to produce an analytical essay. The skills to be covered include:

· reading purposefully;

· reading actively;

· structuring writing.

Learning outcomes:

· development of  reading and writing skills and application of them to particular writing tasks;

· awareness of the concept of plagiarism and how to avoid it;

· understanding and application of the conventions of academic writing in a British context.

Listening to Lectures   

The classes consist of a total of 6 hours student - teacher contact time during August and September.

The aim of these classes is to develop skills for listening in an academic context. As a part of the classes, guest lecturers will deliver academic lectures and you will be encouraged to think about your note-taking and listening skills.

· listening for details;

· listening for gist;

· recognising changes of direction in lectures;

· note-taking.

Learning outcomes:

· development of listening in an academic context.

Coursebook used:

Lynch, T., 2004, Study Listening, Cambridge University Press: Cambridge.

Seminar Discussion Skills

The classes consist of a total of 8 hours student – teacher contact time during August and September. They aim to integrate the skills of listening and speaking and to develop your ability to respond to the input of other speakers or to external sources. Alongside published materials, use will also be made of off-air radio and television broadcasts.

 Skills to be covered include:

· responding appropriately to input;

· listening for gist;

· listening for details;

· maintaining a conversation.

Learning outcomes

· ability  to interact  orally with others;

· ability to respond appropriately to input.

Presentation Skills

The classes consist of a total of 8 hours student - teacher contact time during August and September. They aim to develop the skills you need to give an oral academic presentation. Skills to be covered include:

· planning and delivering a presentation;

· fluency in speaking.

Learning outcomes:

· ability to deliver a short oral presentation with appropriate visual aids;

· increased confidence in spoken English.

Coursebook used:

Reinhart, S., 2002, Giving Academic Presentations, University of Michigan Press: Michigan

Encounter Project

The classes consist of a total of 8 hours student - teacher contact time during August and September.  They aim to facilitate opportunities for you to be familiarised with the learning and social environment at Royal Holloway. As a part of this process, you will interview various members of Royal Holloway staff.

The skills to be covered include:

· listening for gist;

· listening for details;

· formulating appropriate questions;

· managing conversations with native speakers of English.

Learning Outcomes

· familiarisation with the learning environment at Royal Holloway, and with facilities for international students in the area;

· increased confidence in communicating with English speakers; 

· development of team working skills;

· development of oral presentation skills.

The classes above are all connected to the learning outcomes of the programme and the skills that are covered by all the classes are indicated in the matrix below:

	Class
	Reading
	Writing
	Listening
	Speaking

	Writing Skills
	
	(
	
	

	Reading Skills
	(
	
	
	

	Seminar Discussion Skills
	
	
	(
	(

	Listening to Lectures
	
	
	(
	

	Preparatory Academic Task
	(
	
	
	

	Presentation Skills
	
	
	
	(

	Encounter Project
	(
	(
	(
	(
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Independent learning

An extremely important part of your time at a British university will be spent engaged in independent learning; this refers to the fact that you will be working on your own or in small groups and managing your own time in order to discover more about your chosen area of study. Independent learning will also play an important role in the Pre-sessional English Language Programme and tutors will expect you to consider carefully the needs you have both as a language learner and a student studying in a foreign language. The tutors will expect you to take responsibility for your learning needs and to take a role in deciding what you need to do to develop and improve your strengths and weaknesses. 

Please note: Royal Holloway recommends that students should spend 40 hours per week on their studies, inclusive of student - teacher contact time.

As part of independent learning on the Pre-sessional English Language Programme, you are expected to make use of the self-access facilities available at Royal Holloway. These are:

· the English language materials available in Founder’s library (Check what is available at: http://www.rhul.ac.uk/information-services/library/ 
· RHI Student Resources (located in the foyer outside IN031/032) – please check the opening times on the information sheet on the notice board;

· the English language websites and Computer Assisted Language Learning materials at http://www.rhul.ac.uk/international/Current-students/Learning-Resources/index.htm 
· The Founders library viewing rooms in which to watch English language films 

Further information on self-access is in Appendix 8 of this Programme Guide.
You will also be expected to make use of the other facilities which are available on campus:

· Founder’s and Bedford libraries contain over half a million items - books, journals, videos, CD-roms, electronic texts, etc. Founder’s Library houses English and American language and literature; film and theatre; and classical and modern languages and literature. Bedford Library has history, philosophy, social sciences and science. Once you have obtained your Student Card, you can borrow from any of the libraries. All students are also eligible for membership of the University Library in central London. 

· The Computer Centre contains many laboratories of PCs for student use, normally open weekdays from 9am-7pm. Outside these hours there is a 24 hour access system for which you will need your College Card. 
7
 Assessment 

Assessment structure

Assessment in late August 

There are two elements of assessment:

	Element of assessment
	Further details

	Essay


	900 - 1100 words in length on a given title on an aspect of British life, or a management topic for those following the English for Management strand.  A reading list will be provided.

	Oral presentation
	3-5 minutes in length on a different aspect of British life, or on a different topic by agreement with your tutor.


Both elements of assessment are compulsory. You will be given feedback on your essay and presentation and be awarded results as follows: Fail, Pass or Distinction (please see appendices 3 and 4 for details). This is to help you identify individual strengths and weaknesses which can be worked on during the September part of the programme. Your written work must be accompanied by an Assessed Work Submission Form.
Assessment in late September

There are three elements of assessment:

	Element of assessment
	Further details

	Essay


	Either 1,800 – 2,200 words (postgraduates) or 1,350 – 1,650 words (undergraduates) in length on a given title. A reading list will be provided.

	Oral presentation


	5 minute individual presentation based on group research done in Encounter Project

	Seminar discussion
	You will take part in a seminar type discussion following input from a reading text. You will interact by listening to and responding to the opinions of other students. 


Your written work must be accompanied by an Assessed Work Submission Form.

For the presentation and discussion, you will be awarded results of
Fail, Pass or Distinction; for the essay you will be awarded a result of Fail, Narrow Pass, Pass or Distinction (please see appendices 3, 4 and 5 for details).

Outcome of results

At the end of the Pre-sessional, you will be given a transcript informing you of your results in the presentation, the essay and the interactive task. The individual transcript will also include a recommendation, if necessary, for you to enrol on the In-sessional English Language Programme for further English language study (please see appendix 6 for the way in which the recommendations are made). A copy of the transcript will also be sent to your academic department.
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Appeals procedure

You have the right to ask the department’s Examinations Sub-board for Preparatory Programmes with English Language to reconsider the decision it reached on your results. To do this, you must be able to provide adequate evidence of further information which could not have been previously available to the Sub-board. This information must be provided in writing within one month of the results being announced.  Appeals should be addressed to the Academic Registrar and will be dealt with within the established Royal Holloway procedures. Details of these procedures can be found at http://www.rhul.ac.uk/Registry/academic_regulations/
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Welfare

Personal Tutors

It is important that you let your Personal Tutor know of any concerns you have about the programme or, more broadly, life at Royal Holloway; these broader concerns could include welfare issues such as anti-social flatmates, financial difficulties, health problems etc. Your Personal Tutor can be contacted by e-mail or telephone and an appointment can always be made to see him or her if advice is needed on any of the above.  If s/he is unable to deal with a problem, it may be referred to someone more qualified such as a Student Counsellor. The Deputy Director or the Director are also happy to provide assistance if required.

The Dean of Students' Office and the Student Support Services Manager can also be contacted for assistance. Further information about these services can be obtained in the Overseas Student Handbook http://www.rhul.ac.uk/For-Students/Student-Support/handbookindex2.html . 

Medical and Health Care

When you arrive at Royal Holloway, you will be advised how to register with the College Health Centre. For further information, please consult the Royal Holloway Student Handbook. 

Student Counselling Service

Professional counselling is available for any student wanting confidential help with personal, emotional, psychological or academic-related concerns. The counsellors can be seen by appointment and their office is Founder’s West 171.

Welfare Advisor in the Students’ Union

The Students’ Union’s Education and Welfare Office complements the College’s own welfare services and can provide advice and information on all areas relating to academic and personal needs. They can be contacted via 01784 486 300.
Educational Support Office

Royal Holloway recognises that every student is unique and will have the intellectual capacity to succeed.  As part of this uniqueness, some students may have a medical condition, specific learning difficulty or special psychological need which can make achieving their full potential difficult. There are a number of support services that the college may be able to offer to you. For example:

• If you have dyslexia, the use of special software may enhance your visual thinking.

• If you are hearing impaired, you may benefit from a note-taker or a sign language interpreter.

• I f you have a visual difficulty, you may need your course materials in a larger print format or perhaps have the support of read-text software.

As support provision differs according to individual needs and course requirements, it is essential to discuss this with a member of the Educational Support Office team as early as possible. This will allow you to identify what is most appropriate for your needs and enable the College to allocate the required resources. Please contact the ESO if you would like to arrange a visit to the campus, tour the accommodation available and/or speak to departmental staff.

Emergency help

If an emergency should occur outside normal working hours, you should contact the Security Office in the Founders Building as there is someone on duty 24 hours a day.  The Security Officer on duty will call a doctor, an ambulance or the police, as necessary. 

You can contact the Security Office either in person, or by telephone. A name must be given if the Security Office is contacted and they must be told how to contact the person making the call, or the person who needs help.  The telephone number for the Security Office is (01784) 443063.

Accommodation 

For further information and regulations about accommodation, please consult the Overseas Student Handbook and the Royal Holloway Student Handbook.

Please note 

All accommodation on campus is allocated by the Student Housing Bureau and we have no responsibility for this area.

Student Administration Centre
If you have questions about general issues, e.g, fees or accommodation, the Student Administration Centre is located between the Windsor Building complex and the College Shop and adjacent to the College Bookshop, and is open 10:30 – 4:00 Monday – Friday.  See http://www.rhul.ac.uk/registry/sac/ for more information.
Train Travel in the UK

If you are between 16 and 25 years of age, you are eligible to purchase a 16-25 Railcard (costing approximately £20). This card will enable you to obtain reduced fares (between 30% and 50% lower) on most rail journeys for one year. A Young Person's Railcard may be purchased at any Railway Station or at the Students' Union, or online at http://www.16-25railcard.co.uk/ . Full-time students aged 26 and over may also buy a railcard, although the application has to be endorsed by the College. Information on trains and fares in the UK is available on the web at www.nationalrail.co.uk or by telephone on 08457 48 49 50.
HOST

HOST offers the opportunity for overseas students to spend a weekend or holiday with a British family in their home.  For more detail, please visit  www.hostuk.org
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Feedback

Student views are important for the successful running of the programme and the department in general.  In order to provide an opportunity for you to express your views and to discuss issues which affect students on the programme, a Staff/Student Committee has been set up:

a
to develop and maintain communications within the department between 
staff and students;

b
to discuss matters of concern to both staff and students of the department;

c
to provide a formal means of communication between the student body and 
other committees, i.e the Staff Committee.

You will be represented on this committee by an elected representative of the student body and the committee will meet at least once during the Pre-sessional (Please see Appendix 7 for guidelines on what the role of the representative involves).

You will also be asked to complete an evaluation form which will ask you for your comments on the Pre-sessional English Language Programme.  
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Making a complaint

We hope that you will make use of your representative on the Staff/Student Committee. However, some complaints concern only individuals, and are better dealt with more confidentially.   If you feel that you want to make a complaint, the following guidelines may be useful:

· check the Royal Holloway Student Charter  on http://www.rhul.ac.uk/For-Students/charter.html  and the Teaching & Learning Guidelines which explain what you can reasonably expect and/or what your rights are;

· discuss the matter with your Personal Tutor or the relevant course teacher;

· if you feel unable to discuss the matter with your Personal Tutor or relevant course teacher, consider talking to another member of staff;

· if the problem cannot be resolved, the matter should be brought to the attention of the Director;

· if you are still not satisfied, you should consult the College’s complaints procedure for at http://www.rhul.ac.uk/For-Students/complaints.html
· in all cases you have the right to see a member of staff accompanied by a friend who is a member of the college.
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After the end of the Programme - In-sessional 
English Language Programme 

Towards the end of the Pre-sessional, you will be given information about the In-sessional English Language Programme and, on your final transcript, it may be recommended that you continue to study English alongside your academic subject by attending some classes on it (Please see appendix 6 for details of how the recommendations will be made). The In-sessional English Language Programme is a series of English language classes offered by the department to non-native speakers of English during the Autumn and Spring terms. These classes are designed to suit the academic English language needs of undergraduate and postgraduate students; there are individual courses which focus on the skills of Writing, Speaking, Pronunciation and Grammar. The In-sessional English Language classes tend to be multi-national and provide a valuable opportunity for making friends with students from a wide variety of countries. For further information on the In-sessional English Language Programme, please go to the website:

http://www.rhul.ac.uk/international/Current-students/English-and-foreign-language-courses/In-sessional-English-Language/index.htm 
Appendix 1

Sample timetable for Pre-sessional Part 1
	
	9
	10
	11
	12
	13
	14
	15
	16

	Monday
	

	Listening and Speaking Skills 
	
	Reading Skills
	
	*
	
	

	Tuesday
	
	Intensive English
	
	Writing Skills 
	
	

	Wednesday
	
	Listening and Speaking Skills
	
	Reading Skills
	
	

	Thursday
	
	Intensive English
	
	Writing Skills 
	
	

	Friday
	
	Intensive English


	
	Listening and Speaking Skills 
	
	


* = consultation

Sample timetable for Pre-sessional Part 2 (undergraduates)

	
	9
	10
	11
	12
	13
	14
	15
	16

	Monday
	Reading and Writing Skills
	
	*
	

	Tuesday
	
	Listening to Lectures
	
	
	Encounter Project
	

	Wednesday
	Reading and Writing Skills
	
	

	Thursday
	
	Reading and Writing Skills
	
	Encounter Project
	

	Friday
	
	Seminar Discussion Skills
	
	Presentation Skills
	


* = consultation
Sample timetable for Pre-sessional Part 2 (postgraduates)

	
	9
	10
	11
	12
	13
	14
	15
	16

	Monday
	Reading Skills

	
	Writing Skills
	
	*
	

	Tuesday
	
	Listening to Lectures
	
	
	 Encounter Project
	

	Wednesday
	
	Reading Skills
	

	Thursday
	
	Writing Skills
	
	 Encounter Project
	

	Friday
	
	Seminar Discussion Skills
	
	Presentation Skills
	


* = consultation

Appendix 2

Group Consultations

Consultations are a very important part of the programme.  You will have a consultation with a Personal Tutor once a week.  This may be a 30 minute group consultation; alternatively your tutor may choose to split the time between individual group members. 
What You Can Expect From A Consultation

· independent learning support:

· help in identifying your strengths and weaknesses in English

· suggested strategies to address your weaknesses and develop your strengths

· support and feedback related to drafts of course work assignments

· support and advice on other skills needed during an academic course of study e.g. strategies for improving your comprehension of lectures, language that will help you to perform more effectively in seminars etc.

What We Expect From You

· regular attendance at arranged times.  If you cannot attend a consultation, as a matter of courtesy, please let your tutor know. 

· the development of an independent approach to study, i.e. do not expect the tutor to do your work for you.

· efficient use of consultation time.  In other words, select the most important matters you want to talk about in a consultation and do not wait until the end of the session to raise these concerns

Appendix 3

Royal Holloway University of London Pre-sessional English Language Programme 2010
Assessment & Feedback Sheet for Oral Presentations

	Student 
	Given Name/ Family name
	Marker
	

	
	
	
	



Grade Awarded 

	Criteria 
	Strong Pass:

The student has delivered a skilful presentation
	Pass:
The student has delivered a competent presentation
	Fail:

The student has delivered an unsatisfactory presentation.

	1 Content & structure
	
	
	

	2 Delivery
	
	
	

	3 Visual aids
	
	
	

	4 Communication
	
	
	

	Overall grade
	
	
	


	Optional tutor comments:




Grade Profile

To receive a Strong Pass, at least 3 Strong Passes are required in the four criteria below, with at least a Pass in the 4th.

To receive a Pass, at least 3 Passes are required in the four criteria below.     

A student with fewer than 3 passes will receive a Fail. 

A student who does not deliver a presentation will receive a grade of Incomplete/Absent.

	Criterion 1
	Strong Pass
	Pass
	Fail

	Content & structure


	The content is clearly relevant to the subject stated and shows much evidence of critical analysis. The presentation is well structured.
	The content is generally relevant and shows some evidence of critical analysis.  The presentation is clearly structured.
	Much of the content is not relevant, and is mostly descriptive,. The structure of the presentation is not clear.


	Criterion 2
	Strong Pass
	Pass
	Fail

	Delivery
	Body language is totally appropriate, the delivery is confident and the student only makes discreet use of his/her notes.
	There is good awareness of appropriate body language, delivery is competent and the student makes some use of his/her notes. 
	Body language is not appropriate. The student relies heavily on his/her notes and much of the presentation is scripted; engagement with the audience is not achieved.


	Criterion 3
	Strong Pass
	Pass
	Fail

	Visual aids
	Visual aids are designed and used very well.
	Visual aids are designed and used well.
	Visual aids, if used at all, are poorly designed and handled.


	Criterion 4
	Strong Pass
	Pass
	Fail

	Communication
	Communication is received with little effort. The student shows him/herself capable of a wide range of complex expressions and good standard of pronunciation.
	Communication is clear, with reasonable pronunciation, and the range of expression is competent.
	Communication is hindered by numerous, noticeable errors in pronunciation and the range of expression is limited.


	In-sessional recommendations based on Assessed Presentation 

	Guidelines:

· For students awarded a ‘Strong Pass’, no In-Sessional support for Presentation Skills is recommended.

· For students awarded a ‘Pass’, the In-Sessional course in Presentation Skills may be recommended, at the discretion of the assessing tutor.

· For students awarded an overall ‘Fail’, the In-Sessional course in Presentation Skills is strongly recommended.

· For students awarded a ‘Pass’ or ‘Fail’ for Criterion 4, In-Sessional courses in Pronunciation may be recommended, at the discretion of the assessing tutor.

All students who feel they would benefit from further study in certain areas are welcome to register for relevant In-Sessional courses, subject to availability. 


	Specific In-Sessional Recommendations
	Tutor please tick relevant boxes below:

	
	

	Presentation Skills 

	

	Pronunciation 1

	

	Pronunciation 2

	


· In addition to the above, please check your Pre-Sessional transcript for further In-Sessional recommendations, eg for subject-specific In-Sessional support.

Appendix 4 

Royal Holloway University of London Pre-sessional English Language Programme 2010
Feedback on assessed written work
	Given Name/ Family name
	Marker
	Essay

	
	
	



Grade awarded 

	Criteria
	Strong Pass:

The student has written skilfully
	Pass

The student has written competently
	Fail:

The student has written unsatisfactorily

	1 Completion of task 
	
	
	Automatic fail overall

	2 Overall communication
	
	
	

	3 Use of argument & sources
	
	
	

	4 Language
	
	
	

	Overall grade
	
	
	


Grade Profile

A Fail in the first criterion (Completion of Task) means an automatic fail overall.

To receive a Strong Pass overall, at least 3 Strong Passes are required out in the four criteria below, and at least a Pass in the 4th.

To receive a Pass, at least 3 Passes are required in the four criteria below. However, a student who receives a Fail for Criterion 3 will receive a Narrow Pass.    

A student with fewer than 3 Passes will receive a Fail.

A student who does not submit written work will receive a grade of Incomplete/Absent.

	
Criterion 1
	Strong Pass
	Pass
	Fail

	Completion of task – relevance, adherence to guidelines
	The task is fully completed and the writing displays very clear focus
	A good attempt is made to complete the task with focus generally on relevant areas
	Some attempt is made at the task but it is incomplete and the writing lacks focus


	Criterion 2
	Strong Pass
	Pass
	Fail

	Overall communicative impression, organisation and linking of ideas 
	The writing displays an ability to communicate with minimal difficulties for the reader.
	The writing displays an ability to communicate although there is a little strain for the reader.
	The writing displays a limited ability to communicate which puts frequent strain on the reader.


	Criterion 3
	Strong Pass
	Pass
	Fail

	Use of argument, sources and critical thinking


	Arguments are well-presented and supported with very good use of sources. All referencing conventions are followed
	Arguments are competently presented and supported with good use of sources. Referencing conventions are competently followed
	Arguments are inadequately presented with limited or no use of sources. Referencing conventions are inadequately followed.


	Criterion 4
	Strong Pass
	Pass
	Fail

	Language accuracy, range and appropriateness
	Wide range of appropriate language.  The reader is aware of, but not troubled by occasional minor linguistic errors.
	Good range of appropriate language.  The reader is aware of linguistic errors but these only intrude occasionally.
	Narrow range of language, may be used inappropriately.  Linguistic errors are noticeable and troubling throughout.


	Guidelines:

· For students awarded a ‘Strong Pass’, no In-Sessional support for Writing Skills is normally recommended.

· For students awarded a ‘Pass’, In-Sessional courses in Writing Skills may be recommended, at the discretion of the assessing tutor.

· For students awarded an overall ‘Fail’, In-Sessional courses in Writing Skills are strongly recommended.

· For students awarded a ‘Narrow Pass’, the In-Sessional course in Referencing Sources and Avoiding Plagiarism is strongly recommended.

· For students awarded a ‘Pass’ or ‘Fail’ for Criterion 4, In-Sessional courses in Grammar for Academic Writing may be recommended, at the discretion of the assessing tutor.

All students who feel they would benefit from further study in certain areas are welcome to register for relevant In-Sessional courses, subject to availability. 



	Specific In-Sessional Recommendations
	Tutor please tick relevant boxes below:

	A-Z: Key Aspects of Academic Writing
	

	Essay Structure and Academic Language 
	

	Referencing Sources and Avoiding Plagiarism 
	

	Critical Thinking for Academic Writing
	

	Grammar for Academic Writing
	

	
	


· In addition to the above, please check your Pre-Sessional transcript for further In-Sessional recommendations, e.g. for subject-specific In-Sessional support.

· If you have further concerns about your writing, you may like to consider the 1:1 Writing Consultations offered by RHI as part of the In-Sessional Programme.

Comment:
Appendix 5

Royal Holloway University of London Pre-sessional English Language Programme 2010
Assessment & Feedback Sheet for Seminar Discussion

	Student 
	Given Name/ Family name
	Marker
	

	
	
	
	



Grade awarded 
	Criteria 
	Strong Pass:

The student has participated skilfully.
	Pass

The student has participated competently
	Fail:

The student has participated unsatisfactorily.

	1 Content 
	
	
	

	2 Interaction
	
	
	

	3 Appropriacy and range of language
	
	
	

	4 Accuracy of language
	
	
	

	Overall grade
	
	
	


Grade Profile

To receive a Strong Pass, at least 3 Strong Passes are required in the four criteria below, and at least a Pass in the 4th.

To receive a Pass, at least 3 Passes are required in the four criteria below.     

A student with fewer than 3 Passes will receive a Fail.

A student who does not attend the seminar will receive a grade of Incomplete/Absent.

	Criterion 1
	Strong Pass
	Pass
	Fail

	Content


	The student shows a very good understanding of the topic and gives well-argued responses.
	The student shows good understanding of the topic and gives reasonable responses.


	The student refers to the topic in a minimal way and gives a limited response, or any response is irrelevant, or there is no participation. 


	Criterion 2
	Strong Pass
	Pass
	Fail

	Interaction
	S/he interacts skilfully and fluently by taking turns effectively, encouraging others and responding to their comments
	S/he interacts competently, with occasional hesitations,  and responds to and encourages others.
	S/he has difficulty maintaining interaction and frequent hesitations make communication difficult, or there is no interaction at all


	Criterion 3
	Strong Pass
	Pass
	Fail

	Appropriacy  and range of language
	Language used is appropriate and displays a wide variety of structures and expressions.
	Language used contains minor inappropriacies. It displays a good variety of structures and expressions.
	Language used is basic in terms of appropriacy and range.  


	Criterion 4
	Strong Pass
	Pass
	Fail

	Accuracy of language and pronunciation
	There are occasional minor errors but they are not troubling.
	Errors are noticeable but they intrude only occasionally.
	Errors intrude continually.

	Guidelines:

· For students awarded a ‘Strong Pass’, no In-Sessional support for Listening or Seminar Skills is recommended.

· For students awarded a ‘Pass’, the In-Sessional courses in Listening or Seminar Skills may be recommended, at the discretion of the assessing tutor.

· For students awarded an overall ‘Fail’, the In-Sessional course in Seminar Skills is strongly recommended.

· For students awarded a ‘Pass’ or ‘Fail’ for Criterion 4, In-Sessional courses in Pronunciation may be recommended, at the discretion of the assessing tutor.

All students who feel they would benefit from further study in certain areas are welcome to register for relevant In-Sessional courses, subject to availability. 


	Specific In-Sessional Recommendations
	Tutor please tick relevant boxes below:

	
	

	Seminar and Discussion Skills 

	

	Pronunciation 1

	

	Pronunciation 2

	


· In addition to the above, please check your Pre-Sessional transcript for further In-Sessional recommendations, eg for subject-specific In-Sessional support.

Appendix 6

Recommendations for further support in academic English.

On completion of the Pre-sessional English Language Programme, you receive a transcript of your results and advice about whether you need to take courses on the In-sessional English Language Programme to develop your English language proficiency and improve your chances of studying successfully at RHUL this year. The In-sessional is offered by the department and the only cost to all students is for materials used in the courses. 
PLEASE NOTE A profile of 3 Fails or 2 Fails and 1 Pass suggests that a student is not ready to meet the linguistic challenge of university study in English. Any UG student with this profile will be recommended to transfer to the full-time University Foundation Programme for one year, then proceed to the UG programme; any PG student with this profile will be recommended to transfer to the full-time Bridging Diploma for International Students for one year then proceed to the PG programme.

GENERAL RECOMMENDATIONS FOR UNDERGRADUATES AND POSTGRADUATES 

1.  If you have experienced difficulty making yourself understood by others, or lack confidence in your pronunciation, you should enrol for Pronunciation 1.  This course is one hour per week for one term. 

2. If you have a good level of pronunciation but want to develop your skills further especially in the area of using your spoken English in presentations, you should enrol for Pronunciation 2. This course is one hour per week for one term.
3. If you have IELTS 7.0 or more and do not make many mistakes in grammar, but feel you would like to develop a more academic writing style, you should enrol for Grammar for Academic Writing . This course is one hour per week for one term. 
4.  There may be a specific in-sessional course aimed at supporting your degree studies, in which case your attendance is recommended.  Such courses include:

· MN100 Language Support

· Writing for 1st Year Economics

· PIR Language Support
5. You may be required as a condition of your offer of a place at Royal Holloway to take In-Sessional courses as part of your degree studies.  If this is the case, make sure you know how and where to register.  If in doubt, ask at the RHI reception or call 01784-443829.
SPECIFIC RECOMMENDATIONS FOR UNDERGRADUATES AND POSTGRADUATES 
	Assessment Grades
	In-sessional Recommendations

	
	If you fail any of the pre-sessional assessments, we strongly recommend that you follow In-sessional support classes.
If you have passed your pre-sessional assessments, but feel you would benefit from further study in particular areas, please consider the options below. 

	Assessed essay


	Undergraduate recommendations
	Postgraduate recommendations

	
	
	

	Strong Pass
	Critical Thinking for Academic Writing
	Dissertation and Thesis Writing

	Pass
	A-Z: Key Aspects of Academic Writing and/or Critical Thinking for Academic Writing
	A-Z: Key Aspects of Academic Writing and/or Critical Thinking for Academic Writing

	Narrow Pass (fail criterion 3 only)
	Referencing Sources and Avoiding Plagiarism + Critical Thinking for Academic Writing
	Referencing Sources and Avoiding Plagiarism + Critical Thinking for Academic Writing

	Fail criterion 1


	Interpreting Essay Titles and Academic style


	Interpreting Essay Titles and Academic style



	Fail criterion 2


	Structuring an Academic Essay

	Structuring an Academic Essay



	Fail criterion 4
	Grammar for Academic Writing
	Grammar for Academic Writing


	Assessed presentation

	

	Strong Pass 
	No further support recommended

	Pass
	Presentation Skills - optional

	Fail
	Presentation Skills – strongly recommended

	Fail criterion 4
	Pronunciation 1

Pronunciation 2


	Assessed seminar
	

	Strong Pass 
	No further support recommended

	Pass
	Seminar and Discussion Skills - optional

	Fail
	Seminar and Discussion Skills – strongly recommended

	Fail criterion 4
	Pronunciation 1


Appendix 7

Staff-Student Committee

Guidelines for Elected Student Representatives

Thank you for agreeing to take on this very responsible role.  We hope that the following guidance notes will be useful:

· consult as many of your fellow students as possible to establish whether there are any issues they would like you to raise.  Some of the issues to consider are:

· the course itself, e.g. whether it teaches the language skills it aims to teach;

· the teaching and learning materials used on the course, including those available in RHI Student Resources and the Library

· whether the course is well organised

· whether the classes are interesting and well-focused

· whether the teaching rooms are suitable for language learning

· issues outside RHI which affect your learning

· remember issues of concern can be raised with your Course Tutor, or other  relevant members of RHI staff, outside of the framework of the Staff/Student Committee. All RHI staff can be contacted via e-mail and this is an efficient way to arrange a meeting.

· items for the agenda of the Staff/Student Committee meeting should be sent to the  RHI Administrator at least three working days in advance of the meeting;

· when speaking to these items at the meeting you need to make it clear whether a specific issue was raised by many students, or only by a few,  or whether what you are saying is your personal opinion;

· all constructive suggestions, whether positive or negative, are welcome. 
Appendix 8
Self-Access Guide for Students

Self-access study - also frequently referred to as Open, Independent or Autonomous Learning - is an important part of the language learning process. It may consist of traditional homework (done either in preparation for, or following on from, a lesson), larger assessed projects or of any other independent study. It may involve books, audio-visual materials such as videos and audio tapes, as well as CD-ROMs and other software, and, of course, the World Wide Web.

The following guide is designed for current students of Royal Holloway International (RHI). 

Self-Access Language Learning Facilities at Royal Holloway are available Online, in the International Building, and in the Founders Library.

1. Online Self-Access Resources

Networked Software Various software packages are available for language learning on the College Network. Material can be accessed via the Start menu. Click on the Start menu and select the following in order: Start >> Programs >>Academic Applications >> Language Learning >> English

The following Language Learning Programmes are currently available on the College Network:

Academic Listening: 

EASE Vol. 1 Listening to Lectures 

Grammar and Vocabulary: 
EWP CALL library 







Mindgame 







Tensebuster Intermediate and Advanced 

Web-based Software  

Royal Holloway students have access to the following programmes on the Internet:
IELTS Preparation:


Road to IELTS

Study Skills and IELTS:

Study Skills Success Online

Grammar:



Tensebuster

These can be accessed via http://www.rhul.ac.uk/international/Current-students/Learning-Resources/index.htm 
The RHI website http://www.rhul.ac.uk/international/Current-students/Learning-Resources/index.htm   features a list of recommended links to other organisations and materials on the World Wide Web such as general language learning sites; information on language tests; collections of language learning material; news and current affairs sites (e.g. BBC World Service, newspapers). 

Through Metalib http://metalib.rhul.ac.uk/ students can access a range of electronic resources including academic journals, newspapers and dictionaries (both monolingual and bilingual) through Oxford Reference online.

Moodle Royal Holloway has a Virtual Learning Environment, Moodle, in which students can access course materials and information about their programmes, engage in discussions in online forums and take advantage of a variety of other resources. Students can log on to Moodle at http://moodle.rhul.ac.uk/ All RHI programmes have resources on Moodle, which you will be informed about in class. 

You may like to access the “Royal Holloway International” area, which, along with other resources, features the EAP Toolkit suite, which includes:

· Academic Communication Skills

· Academic Listening and Note-taking

· Academic Reading and Critical Thinking

· Academic Writing

· Learning to Study

· Subject-specific Needs

· Grammar for Academic Purposes

· Vocabulary for Academic Purposes
Enrolment for Royal Holloway students interested in these courses is at http://moodle.rhul.ac.uk/course/view.php?id=4374 

2. Language Learning Facilities in the International Building

RHI Student Resources A library of self-study materials is located opposite IN032 in the International Building, normally open weekday lunchtimes 12.30-1.30.  It offers a range of Self Study language materials for loan to students. These include books, worksheets, CD-ROMS and audio and video cassettes. Portable cassette recorders may be borrowed for project work linked to classes.  

Details of how to join are in the RHI Student Resources Conditions of Membership form. 

Language Laboratories Rooms IN001 and IN007 both contain language labs. IN001 is the main lab for most scheduled classes. IN007 is open during the day (i.e. when the building is unlocked) for self-access study: times may be booked for particular languages both by RHI and the other academic departments. Instructions for using the machines are displayed in each lab.

Computer Laboratory (IN005) & Computer Aided Language Learning (CALL) Lab (IN006) Similar to the language labs, rooms IN005 and IN006 contain computers which are connected to the campus network and are equipped with a soundcard.  Students will need to supply their own headphones.

Access All the above rooms may be booked for lessons, but RHI aims to provide times for its students when they can use most self-access facilities without supervision. This applies to the computer labs and the language lab in IN007, but not to the language laboratory in IN001. Timetables will be posted outside the labs in question. Outside of normal working hours (approximately 8.00 am to 7.00 p.m.), students will need a swipe card to enter and leave the building. These are the same cards used to enter/exit the Computer Centre and can be obtained from the Computer Centre reception.

For any technical problems (e.g. the printer is out of paper), contact Computer Centre reception.
3. Language Learning Facilities in the Founders Library

Founders Library offers a range of Self Study language materials for loan to students. These include books, worksheets, CD-ROMS, CDs, DVDs, audio and video cassettes. Items are subject to the usual lending conditions (see Library and Information Services leaflets on display in the Libraries or via their website). Multi-media items (audio and video tapes, DVDs, CD-ROMS) are normally shelved in the Short Loan sections, with accompanying books where relevant. These can only be borrowed for short periods (up to one week), but some material is restricted to use within the Library. Students may consult the Library catalogue for further information (e.g. whether material is currently on loan): see the Library website: http://www.rhul.ac.uk/information-services/library/
Viewing facilities are also available in Founders Library:

· Group viewing room, which needs to be booked.  The room houses a wide-screen TV, video, PC and DVD player, and can seat 12 people.

· 9 individual viewing booths comprising monitor, DVD and video player, headphones.  This facility does not need to be booked.
Guidance and Problems

For problems with:

Hardware ……………………
……….contact Computer Centre reception 

Software ……………………..
……….contact Computer Centre reception with technical problems; but for guidance in using particular software refer to a tutor

Website  ……………………..
……….email RHI following the link at the bottom of each webpage

Access to Facilities …………………contact the RHI office (IN008)

Obtaining Library Materials ………
go to the Library Enquiries desk or notify your tutor
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	Royal Holloway

University of London

Royal Holloway International

Assessed Work Submission Form

1. It is your responsibility to ensure that your work is handed in on time.  Assessed work must be submitted in IN008 (International Building) where it will be signed for.

2. Please also note that the deadline for submission of work is normally 12.00 p.m. on the date specified.  Work handed in after 12.00 p.m. on the day of submission will be regarded as being late.

3. You have to complete and attach this form to all assessed work to be handed in.  Please note that you will have to download this form from our website.

4. You should submit two copies of all assessed work, unless your student handbook specifies that you do not have to do this. If you are unsure about what to do, please check with the relevant tutor before the day of submission.

Candidate Number (as appropriate): …………………………………………..   

Student Name: ……………………………………………………….   

Title of course for which you are submitting work: ……………………………………………..

…………………………………………………………………   Group: ……………

Title of piece of work: …………………………………………………………………..……

……………………………………………………………………………………………………………..

Name of tutor/marker:  ………………………………………………………………………

Declaration:

“I declare that I have read the Royal Holloway guidelines on plagiarism and declare that all work submitted is my own and that full reference has been made to other material used.”

Signed:   ……………………………………………                           Date:  …………………………



	Office Use:      Staff Signature ……………………….    Date: ………………   Time: ……………...

 2000/10 


Appendix 10

	Royal Holloway

University of London

Royal Holloway International

Assessed Work Extension Form

Please note that extension to the deadline for assessed work can only be granted by Mr Gerard Clough (primarily for students on the Bridging Diploma or taking British Studies courses), or Ms Silke Placzeck (primarily for students taking foreign language courses). Extensions must be requested at least two working days before the submission deadline. Please see your student handbook for further details.

Student’s name:  …………………………………………  Candidate No: …………………..

Course title:  …………………………………………………………    Group: ………………

Title of assessed work: …………………………………………………………………………

………………………………………………………………………………………………..…

Due date:  …………………………………………

Extension request due to:

□  medical circumstances (a note from a suitably qualified medical practitioner will be required)

□  psychological circumstances (a note from a suitably qualified psychologist or educational psychiatrist will be required)

□ other personal circumstances (you will be required to provide a signed statement)

Student signature:……………………………..…                Date:…………………………………

To be completed by the department

Documentary evidence provided:    □ Yes            □  No

Extension agreed until: …………………………… 

Staff signature: ………………………………………………………………………

Staff name: …………………………………………………………………

Date: ………………………………………

This form is not valid unless all sections are completed. The completed form must be stapled on top of the piece of assessed work to which it relates.

2009/10
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