MB ChB Student Progression Committee — Terms of Reference & Procedures

1. Purpose & remit:

To provide a single, fair, transparent and independent mechanism for considering all matters
of students’ academic progression as directed by the University of Manchester regulations
governing the Degrees of Bachelor of Medicine and Bachelor of Surgery (MB ChB) as defined
in the MB ChB Programme Handbook, and guidance from the General Medical Council’s

Y

2. tters for consideration:

KS}/(‘ (GMC’s) regulatory frameworks relating to pre-registration students, and to reach decisions
% based on the evidence presented to it'.

Th?)@ ChB Student Progression Committee (the ‘Committee’) will:

2.1 Ens&% at the MB ChB Progression Policies and Regulations are transparent, fair,
proportk e and appropriately applied across all elements and all years of the MB ChB
programme,’an that they are consistent with the University and GMC’s criteria’.

2.2 Ensure MB ChB P“%ession Policies are up-to-date in the Programme Handbook, and

that any changes @)mmunicated to staff and students in a timely manner.

2.3 Provide a single point o/éo‘ntact for receiving and considering all documentation
concerning students’ acade (progression on the MB ChB programme.

2.4 Provide a fair and transparent m&hapism for considering all matters relating to
students’ academic progression and 5?} decisions based upon the evidence presented.

q
2.5 Ensure that the regulations for students’%demic progression within the policies
highlighted above are applied consistently anwrly.

2.6 Receive and monitor decisions made by Progre&s}k@Panels. The remits of thee Panels
are summarised below; membership and procedureé@hese Panels are detailed in
Sections 4,5 and 6. (90

2.6.1 Pre-Examination Board Panels will receive and conside#)nformation about
students’ academic progression before each Examination d, including (i)
outcomes of summative assessments, (ii) decisions from Mitl@&n Circumstances
Committee (MCC), (iii) decisions made by the MB ChB Health & (&uct
Committee (HCC) or Faculty Fitness to Practice Committee (FTP) ths'?@f cta
student’s progression on the MB ChB programme, and (iv) outcomes 01/7’
Malpractice Committees, Appeals and University Student Disciplinary Pane((%,

che

%

recommendations to the relevant MB ChB Board of Examiners. Panel membership

appropriate). Decisions regarding students’ academic progression will be rea
based upon the evidence presented, and those decisions will be presented as

and procedures are detailed in Section 5

! Compliant with ‘GMC Promoting Excellence; standards for medical education and training’ (2016). R5.7. As-
sessments must be mapped to the curriculum and appropriately sequenced to match progression through the
education and training pathway. Compliant with ‘GMC Outcomes for Graduates’ (2015).



2.6.2 Progression Panels will receive and consider information about students’

%
Q

(@)
Z

academic progression throughout the academic year where there is a cause for
concern®?, reach a decision or give advice (as appropriate) based upon the
evidence presented to it, and ensure that appropriate action is applied so that a
student’s progression meets the MB ChB Programme, University and GMC's
criteria. Panel membership and procedures are detailed in Section 6. Matters for
consideration include:

a. The point at which a student should return to the Programme and what
assessments they must take; for example, following (i) a period of interruption
(subject to satisfactory clearance by the University’s Occupational Health
Service (OHS), if appropriate), (ii) their studies being discontinued temporarily
because they have failed to meet specified attendance requirements, (iii)

% decisions made by the MB ChB Health & Conduct Committee (HCC) or Faculty

//‘Pitness to Practice Committee (FTP), where appropriate, (iv) a temporary
Spension, or (v) successful appeals.

b. Studé%orequesting an interruption to their studies®.

c. Any othe%stions concerning a student’s progression that requires
clarification. /?L

Matters for noting wﬁ?,ﬂﬂ‘ ude students being declared not fit to study by OHS
and/or suspended from for other reasons’. Progression Panels may also
refer a student for additional @port or to HCC, if appropriate.

Decisions will be reported to thQ@ChB Programme Committee, monitored by
the MB ChB Student Progression Co {tee, and noted at the next Examination

7
Board. /}

Appendix 1 summarises the processes and reporting struc@é‘s and impact on the student

journey.

3. Membership of the Committee:

The Committee shall comprise the following®:

%,
G

S

%

Q
e Director for Student Progression, MB ChB Programme (DSP) /‘,9
e AYear 1-2 MB ChB Lead or Deputy Lead @®
e AYear 3-5 MB ChB Lead or Deputy Lead //("

Cx

? Information specifically related to a student’s progression can be received / requested from the Leads%’

Assessments, SWAPS, CMBE, PEP, PPDportfolio, European Studies, Intercalation; Chair MCC, HCC; Hospital

Deans or their deputies; Occupational Health Service, DASS, or others, as appropriate, and will be treated in

confidence.

* This information could be anything that may affect a student’s progression on the MB ChB programme and
will be treated in confidence.

* See ‘Procedure for Managing Interruptions from the MB ChB Programme’

> See ‘University of Manchester, Faculty of Biology, Medicine and Health, Procedure for a Committee on Fitness

to Practise,’

é Compliant with ‘GMC Promoting Excellence; standards for medical education and training’ (2016). R2.12 Or-
ganisations must have systems to manage learners’ progression, with input from a range of people, to inform
decisions about their progression.

&
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e MB ChB Programme Manager
e MB ChB Lead for Assessments
e A Medical Education Partner

The Committee will be chaired by the Director for Student Progression (DSP), MB ChB
Programme, or their nominated deputy. The Coordinator & Secretary to the Committee will
be the Progression Secretary. The Committee will normally meet three times per year.
KS}/(“ Formal minutes of the Committee will be submitted to the MB ChB Programme Committee
7 for notin
g.
Y

4, @agression Panels:

Panels nels’) will be drawn from senior staff on the MB ChB Programme as detailed in
Sections 5 6. Panels will be chaired by the Director for Student Progression or his/her
nominated d pfrty. Attendance at Panel meetings can be by SKYPE (or other such format) if
necessary. The P will act on behalf of the MB ChB Student Progression Committee, and
will report back to t mmittee.

Q

5. Procedures for Pre-Exam ion Board Panels (see Section 2.6.1):

w ionsidering matters of student progression as outlined in Section 2.6, Progression

o)
5.1 The Pre-Examination Board %s will normally comprise four members as follows:

e Director for Student Prog@ an (Chair) or their nominated deputy

e MB ChB Lead for Assessments@"their nominated deputy

e AYear1-2 representative or a YERB;5 representative, as appropriate
e A member of senior staff on the MB %Programme

A quorum of three will be required for any decisiog®,All members of the Panel will have
a vote, including the Chair; if a decision is split, the Will having the deciding vote.

5.2 The Secretary will set the dates of the Panel meetings fo§@ entire academic year and
assemble the membership of each Panel from the Committe® 25 most appropriate to
that Panel. Meetings will normally be scheduled after the reIeanB)ﬁitigating
Circumstances Committee (MCC) has met and before the relevant E@mination Board.

5.3 The Secretary will assemble all relevant documentation ahead of each m&&®ing. This
documentation may include: (i) outcomes of summative assessments, (ii) dé%x' s from
MCC, (iii) decisions from MB ChB Health & Conduct Committee (HCC) or Faculty%ess
to Practice Committee (FTP) that affect a student’s progression on the MB ChB (04
programme, and (iv) outcomes of Malpractice Committees, Appeals, and University O
Student Disciplinary Panels (as appropriate). Students will be referred to by their ID (N
numbers.



5.4 Ahead of the meeting, the Chair may also request additional information specifically
related to a student’s progression from other members of the MB ChB programme, or
other staff, as appropriate’. This information will normally be provided in a written
format. However, if the issues are complex, then attendance at the Panel either by the
Chair or the Lead for that assessment / committee or their nominated deputy may be
requested®.

5.5 The Panel will consider information about each student’s academic progression and
reach decisions based upon the evidence presented to it.

0/7 5.6 The Secretary will record discussions held and decisions made. Formal minutes of each

O Panel will be kept within the Division of Medical Education and decisions monitored by
Oﬁhe MB ChB Student Progression Committee.
5

5.7 T/IQ' air will report decisions regarding student progression as recommendations to
the C@/mf the Examination Board.

.
Progression Pané@,(see Section 2.6.2)

What follows is a des jon of the normal chronological process from student referral to
final outcome. It also det ow these Panels will interface with the MB ChB Health &
Conduct Committee (HCC) d@}FacuIty Fitness to Practice Committee (FTP).

6.1. The Progression Panels will noéﬁally comprise five members as follows:

e Director for Student Progreézn (Chair) or their nominated deputy
e AYear1-2 MB ChB Lead or De @Lead

e AYear 3-5 MB ChB Lead or Deput d

e A Hospital Dean, or their nominatg?@cy

e A member of senior staff on the MB ChB P amme

A quorum of four will be required for any decisions. A%mbers of the Panel will have a
vote including the Chair; if a decision is split, the Chair wi @ ing the deciding vote.
NOTE: if a panel member is an Academic Advisor or a supervéé f a student under
consideration, they can contribute to the discussions but will no mally be involved in
the final decision. @/,

assemble membership of each Panel in advance of each meeting. Attendan n be by
SKYPE (or other such format) if necessary. O/@

o

6.2. The Secretary will set the dates of the Panel meetings for the entire acmlj?@';c year, and

&

So

7 Information specifically related to a student’s progression can be received / requested from members of
MMS; Leads for Assessments, SWAPS, CMBE, PEP, PPDportfolio, European Studies, Intercalation; Chair MCP,
HCC; Hospital Deans or their deputies; Occupational Health Service, DASS, or others, as appropriate. This in-
formation will be treated in confidence.

® This individual will report to the Panel only; they will not be involved in making a decision about a student’s

progression



6.3.

%
Q

Where members of the MB ChB programme or other staff are aware of matters that will
affect a student’s progression; or that a student’s progression is a cause for concern’;
they will complete a pro-forma (see Appendix 2) detailing the issues for consideration by
the Panel and send it to the Secretary at least five working days before the next meeting.
The referring body will notify the students that their case will be considered by the
Student Progression Panel, if appropriate. Matters for consideration will include:

6.3.1. The point at which a student should return to the Programme and what
assessments they must take; for example, following (i) a period of interruption
(subject to satisfactory clearance by the University’s Occupational Health Service
(OHS), if appropriate), (ii) their studies being discontinued temporarily because
they have failed to meet specified attendance requirements, (iii) decisions made

(0)
O//“ by the HCC or FTP, where appropriate, (iv) a temporary suspension, or (v)

6.4.

6.5.

6.6.

(successful appeals. Note: Panels cannot overturn any decisions made by these
é@iies; the Panel’s role is to decide the point at which a student returns to the
Progfamme and what assessments they must take.

6.3.2. Studen%sting an interruption to their studies'®. Such students should
e

submit th éuest to the Panel on the appropriate pro forma (see Appendix 3).

6.3.3. Any other ques@ concerning the progression of a specific student that requires

clarification. O/“

Matters for noting will include %ents being declared not fit to study by OHS and/or
suspended from study for other rea@s“. The Committee may also refer a student for
additional support or to HCC, where @r‘ﬂpriate.

The Chair (or his/her nominated deputy) %\(iew the initial documentation and may,
via the Secretary, request additional informatf@fyspecifically related to a student’s
progression from other members of the MB ChB mme, or other staff, as
appropriate™. This information should normally be prefiged as a written summary.
However, if the issues are complex, then attendance at anel by an appropriate
member of the MB ChB programme may be requested®. Oé

The Secretary will collate all documentation relevant to a studen'&(progression in
advance of each meeting. Students will be referred to by their ID nu@b%rs.
ogfé&Xxion and

The Panel will consider information about each student’s academic pr
reach decisions (or give advice, as appropriate) based upon the evidence pre@ted to it.

%

° This information could be anything that may affect a student’s progression on the programme and will be O

treated in confidence.

10 see “Procedure for Managing Interruptions from the MB ChB Programme’

1 gee ‘University of Manchester, Faculty of Biology, Medicine and Health, Procedure for a Committee on Fit-
ness to Practise,’

2 Information specifically related to a student’s progression can be requested from Leads for Assessments,
SWAPS, CMBE, PEP, PPDportfolio, European Studies, Intercalation; Chair MCC, HCC; Hospital Deans or their
deputies; Occupational Health Service, DASS, or others, as appropriate. This information will be treated in con-

fidence.

 This individual will report to the Panel only; they will not be involved in making a decision about a student’s

progression.

Q



6.7. The Secretary will record discussions held and decisions made. The Secretary will write
to all concerned, including the student, with the Panel’s decisions normally within five
working days of the meeting. Records will be uploaded into the students’ files on 1Med.
Should the Panel require further evidence, it may defer its decision until such time as it
deems fit.

6.8. Formal minutes of each Panel will be kept within the Division of Medical Education;
decisions will be reported to the MB ChB Programme Committee, monitored by the MB
ChB Student Progression Committee and noted at the next relevant Examination Board.

O@ 6.9. Where urgent decisions are required, documentation detailing the issues for

O consideration can be sent to the Progression Secretary at any time, and marked ‘urgent’.
Od’h? documentation will be reviewed by the Chair (or their nominated deputy) who, if
l@decision is straightforward, will normally make a decision within three working days.
For%egomplex cases, an extra-ordinary meeting will be convened (which may be via
SKYPE é& er such format), with decisions normally being made within five working
days of theé%ml notification. The decision will be disseminated as detailed in Section
6.7and 6.8. = A

%

Q
7. Appeals: ?/(/

If students feel they may have ?()o s for appeal against a decision taken by the MB ChB
Student Progression Committee r@in their progression on the Programme, they should
é mally with the Head of the MB ChB
Programme. If, after reasonable discussio ,ibe student considers the situation unresolved,
they should follow the formal appeal route un@ﬁ&ppiversity General Regulation XIX
Academic Appeals against a decision that is reache@%py the MB ChB Student Progression
Committee or the Board of Examiners, and which a fe@/t.heir academic progress. This
appeal must be made in writing via the appropriate form dat
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID:Q}s and submitted to Kevin
Hewitt, Teaching and Learning Advisor, Faculty of Medical & Hu/% Sciences, University of
Manchester, Room 3.23. 3" Floor Simon Building, Brunswick Street! nchester M13 9PT,
within twenty working days of receipt of the letter from the Progressi ﬂmmittee or the
Examination Board, as appropriate. /%

in the first instance discuss the matter i



http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=1878

Appendix 1A. Summary o%cgsses and reporting structures

%

%O Head, MB ChB Programme
% T
Q

v 7 AR
MB ChB%I nt Progression Committee )
- Ensures MB ChB Progression Policies and Regulations are ,/(;’nsparent, fair, proportionate and appropriately applied across all elements «— Programme Committee
and all years of the MB ChB programme, and that they are consj@)t with University & GMC's criteria. ?
- Ensures MB ChB Progression Policies are up-to-date in the Progra@e Handbook, and that changes are communicated to staff and
students in a timely manner. ,p S A C .
- Receives and monitors decisions made by MB ChB Progression Panels (N Vo, — ssessments Committee

I\ v <2
MB ChB Progression Panels

v v

A. Pre-Exam Board Panels B. Progression Panels 0 .
v v 7
S
A. Receive information from (for example): outcomes of summa- Y
tive assessments, decisions from MCC, HCC or FTP that affect a B. Receives:%rmation from members of the MB ChB

student’s progression on the MB ChB programme, outcomes of programme or about students whose progres-
Malpractice Committees, outcomes of appeals, and outcomes of sion is a cause forcopffern (see Section 5.2b); requests
University Disciplinary Panels (as appropriate). from students wishin iterrupt their studies; infor-
v mation about students D€MY suspended from study, or
any other matters that mig ect a student’s progres-

A,B: Chair reviews information and may request additional infor- sion on the Programme @

mation specifically related to a student’s progression from mem- 6\

bers of the MB ChB programme, or others. /(@/‘
o)

B: Secretary notifies relevant individuals lc B: Chair reports decisions re-

A,B: Panel considers information about each student’s academic
progression and reaches decisions based upon evidence presented about the decision and uploads information 'S;/"%V garding student progression to
onto 1Med. /O Examination Board.

v

A,B: Secretary records discussions held and decisions made.

v

A,B: Formal minutes sent to the MB ChB Student Progression
Committee.

A: Chair reports decisions regarding student V4
progression as recommendations to the —> %mmatlon Boards
Chair of the Examination Board. <




Sy
Appendix 1B. Pre-Examina/ﬂ“\p.}/ﬁoard Panels - impact on the student journey (see Section 2.6.1 and Section 5)

OO Head, MB ChB Programme
/(‘.

% !

*
Vi

‘, . .
MB ChB Stuo@f.Progressmn Committee
. . . . . . . . H
- Ensures MB ChB Progression Policies and Regulations ar'e trgagparent, fair, proportionate and appropriately applied across | —7m—M —— Programme Committee

all elements and all years of the MB ChB programme, and that Yagy are consistent with University & GMC'’s criteria. ?
- Ensures MB ChB Progression Policies are up-to-date in the Pro e Handbook, and that changes are communicated to

staff and students in a timely manner.

— Assessments Committee

- Receives and monitors decisions made by MB ChB Progression Pam§0$
v~

A + O.a
MB ChB Pre-Examination Board Progression Panels ///"

v (Y

Receives information from (for example): outcomes of summative assess- OO .

ments, decisions from MCP , HCC or FTP that affect a student’s progres- /b

sion on the MB ChB programme, outcomes of Malpractice Committees, @
outcomes of appeals, and outcomes of University Disciplinary Panels (as /C? R
appropriate). /{L

Chair reviews information and may request additional information specifi-

cally related to a student’s progression, from other members of the MB

ChB programme, or others. QO
7 C

Panel considers information about each student’s academic progression \S}(
and reaches decisions based upon evidence presented @

+ Examination Boards
Secretary records discussions held and decisions made. —» | Chair reports decisions as recommendatio /U’"-’ —» | Students informed
+ Chair of the Examination Board. /)’
%
Formal minutes sent to the MB ChB Student Progression Committee. o

&

So
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Appendix 1C. Student Pro{réﬁ})n Panels — impact on the student journey (examples) (see Section 2.6.2 and Section 6)

“a

00/9.

Head, MB ChB Programme

*

‘%

they are consistent with University & GMC'’s criteria.

MB ChB Student Progression Committee

/.

- Ensures MB ChB Progression Policies and Regula)@j(qre transparent, fair, proportionate and appropriately applied across all elements and all years of the MB ChB programme, and that

- Ensures MB ChB Progression Policies are up-to-date inQ)(e Programme Handbook, and that changes are communicated to staff and students in a timely manner.

- Receives and monitors decisions made by MB ChB Student fogression Panels

Student returning after interruption

v v

2

(&)
O;, MB ChB Progression Panels

Student’s attendance below

required level

Student wishes to interrupt

v

OHS confirms fit to study $ SWAPS meet with student O/“ l

v

v

Panel informed

SWAPS informs Panel

Student appeal upheld

v

Panel informed

Student readmitted after being de-
clared fit to study by OHS, or follow-
ing suspension for other reasons

v

Panel informed

student’s progression /b
Q
v %S,
Chair reviews information and méjzequest addi-
tional information specifically relate stu-

dent’s progression from members of t %ChB

programme, or others. '\9
v /)Q

Panel considers information about each student’s LQ&
academic progression and reaches decisions based
upon evidence presented

v

Secretary records discussions and decisions made.

—» | Receives inform%ﬁom members of the MB ChB /
programme or oth éo.ut matters that affect a ‘\

Student meets with SWAPs

v

SWAPs informs Panel

Student informs Panel of rea-
sons for request in writing

Student declared not
fit to study by OHS, or
Aspended from study

. | %

Student referred to HCC or FTP

v

Decision made by HCC or FTP
affects student’s progression
on programme

v

HCC or FTP informs Panel

Formal minutes sent to the MB ChB Student Progres-
sion Committee.

Secretary notifies relevant individuals (or HCC, where appro-

priate) about the decision & uploads information onto 1Med.

\ ¢
Chair reports decisionSBExamination Board
A




Appendix 2

THE UNIVERSITY OF MANCHESTER
MB ChB PROGRESSION COMMITTEE

Ko

DATE:

Student: ID, YEAR, BASE (if appropriate)
'xfanel: CHAIR (Chair), Committee Members
7

Q

Inéfendance: | SECRETARY (Secretary)

~ ﬁ

o)
Referral m?eﬁ,‘by
Name: V@ Date:
%
.
V)
Reason for referral Vo
0
%
O
%
o /
%,
Panel discussion 7
2
S
9
O/‘;
D
D)
%
Decision {\
(¢
74
Q
6};} )
Cx
Outcome O/ ,
. Teaching & Delivery Team/ SWAPS/ Base/ student informed v&S'@
. Information uploaded onto 1Med
. Referral to OHS/ DASS/ SWAPS/ Chair of HCC
. Other actions
. NOTE: Decisions regarding student progression following referral by HCC or FTP should be sent

to Chair of HCC or FTP (as appropriate) for communicating to student and completion of
process.




MANCHESTER )
1824 Appendix 3

Interruption Approval Form

Faculty of Biology Medicine and Health
School of Medical Sciences
Division of Medical Education

MB ChB Programme

This form should be completed where a request for an interruption to a taught programme of study

gS}g's sought.
f/b
%rmation on this form is treated as STRICTLY CONFIDENTIAL.

Before esting an interruption to your programme of study it is important that you fully consider
the implicdi of interrupting. You are strongly advised to seek help and support from the Student
Welfare and ssionalism Support (SWAPS) Team in the Division of Medical Education before
completing this Help and advice can also be obtained from the Student Guidance Service, the
University Counsel @S rvice or the Students’ Union Advice Centre.

Ve

To be completed by the Stt{%(Please PRINT)

Family Name: "@er Name(s): Student Number:

O/}

y4
Correspondence Address for contact durin} period of interruption:

<
/)’L,Q

Year of Programme:

6‘/,2

Are you in Receipt of a Scholarship? YES / NO
If in Receipt of a Scholarship please indicate: Research Counulfg@ol / Other (please specify):

Are you an international student on a UKVI Tier 4 Visa? YES / NO \'O

®®x

Reason for Interruption Request: ‘@/,

O Financial problems

O Health problems (medical evidence must be supplied)
0 Other personal or family problems

O Employment




Appendix 3

Last Date of Attendance:

Requested Interruption Dates: From:

To:

Supporting Documentation Attached: YES/ | Confidential Report Attached: YES / NO

NO

Student Declaration

| confirm that the information | have given is correct to the best of my knowledge and that | fully
understand the implications of interrupting my current programme of study. | confirm that during
the period of interruption (if granted), | undertake to maintain appropriate contact with the School.

S

) Signed: Date:
£/
<
%)
//C‘.
%
)
(/{.
<.
A,
%G
%
(@)
7%
()
<,
L
G/&\ .
‘4
Or
)
/)O %
S
%
-
g
\y
//‘} .
%
(04
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