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General regulations & rules for assessments 
 
By registering for the course, you agree to abide by this ScotPIL policy document. 
 
1. Course Attendance 
 
· 100% attendance is expected for this course.  
· It is acknowledged that in some exceptional circumstances a student may miss elements of the course, they should discuss the circumstances directly with their course co-ordinator. If this occurs, completion of the course and sitting of the assessment will be at the discretion of the ScotPIL course coordinator. 
 
2. Reasonable Adjustment 
 
· Refers to any action that helps to reduce the effect of a disability or difficulty, which places the student at a substantial disadvantage in the assessment situation.  
· A student does not have to be disabled (as defined by the Disability Discrimination Act) to qualify for reasonable adjustment; nor will every student who is disabled be entitled to reasonable adjustment. The student must declare this requirement in advance, the course provider will deal with this request and the ScotPIL committee will assess the application and agree the adjustment if required. 
 
3.1 In person Invigilation of Theory Exams
· All bags, phones, books, notes & electronic devices must be switched off and away from the working area.  
· Students should arrive on time for the assessment.  
If you arrive late, you may still be allowed to take the assessment, provided other students are not disturbed and time restrictions are not breached.  
· Students who have finished their work early can hand in the assessment and leave the room but will not be allowed back into the room. 
· If a student needs to leave the assessment room temporarily during the assessment because he/she is unwell or needs to go to the toilet, then he/she must be accompanied by an invigilator who must ensure that he/she does not speak to anyone else, consult any notes (in the case of closed book), make a telephone call or otherwise breach the security of the assessment while he/she is out of the room. Those students may be allowed, extra time to compensate for their temporary absence. 
· Mobile phones/laptops/any electronic device [e.g., smart watches], which would give any student an unfair advantage in the written assessment process, must be switched off during the exam 

3.2 Remote Invigilation of Theory Exams 
· All bags, phones, books, notes, electronic devices, other webtabs, must be switched off/closed and away from the working area 
· Each centre has the right to request a virtual sweep/look around your workstation. 
· Your camera must remain on for the whole assessment and you must be visible 
· Students should arrive on time for the assessment.  
If you arrive late, you may still be allowed to take the assessment, provided other students are not disturbed and time restrictions are not breached.  
· Students who have finished their work early can email/submit the assessment and leave the remote meeting room but will not be allowed back. 
· If a student needs to leave the assessment room temporarily during the assessment because he/she is unwell or needs to go to the toilet, then he/she must contact the  invigilator who will advise, it is assumed the student will not speak to anyone else, consult any notes, make a telephone call or otherwise breach the security of the assessment. Those students may be allowed, extra time to compensate for their temporary absence. 

 
3.3 Practical training and assessment attended at a ScotPIL centre or Home Institution
 
· Students must read any H&S material provided beforehand 
· Practical sessions must be completed within 3 months of the theory element of the course. 
· Only under exceptional circumstances will an extension be sought from the accreditation board to increase the time allowed to complete the practical modules, and the time will not be longer than 6 months from the date of the theory element.
· Students must show respect and consideration to animals at all times, failure to do so may result in failure of the course. 
· It is expected that practical sessions will be taught and assessed by different people. If this is not possible, please contact ScotPIL. 
· Trainers/Assessors will either be the NTCO, vet or a technician with the relevant experience in the practical skills being delivered.
· This should be verified in writing to the course organiser.
· Please refer to ScotPIL document for external trainer and assessors

3. Malpractice 
Malpractice is non-compliance with the regulations pertaining to the assessment process (including the conduct of examinations), which may adversely affect the integrity of a qualification, and the validity of a student certificate.  
 
Malpractice includes, but is not restricted to: 
 
· Collusion 
· Under closed book conditions inappropriate use of electronic aids (for example, programmable calculators or using a mobile phone in an examination) 
· Obvious inappropriate use of revision materials (under remote conditions)
· To copy other students work
· Failing to act on the instruction of staff during an assessment or on matters of animal welfare or health and safety
 
5. Investigating a complaint 
 
Following a complaint from the centre regarding student malpractice, the complaint will be investigated by the ScotPIL Board; they will consider all factors highlighted in the investigation. If malpractice is established ScotPIL will approach the supervisor/student with the information and may apply one or more of the following sanctions: 
 
· certificates will not be issued 
· learner will be disqualified from the assessment 
· disqualification from the whole qualification 
· barred from entering ScotPIL qualifications  
 
6. Pass Grade / Appeal Process 
 
· The pass mark for the examination is 70%. 
· If your mark is between 51-69% you will be entitled to re-sit the examination (ideally at a date not later than 4 weeks after the course). This will be arranged at your establishment where possible. Failure to attend a re-sit within 6 weeks of attending the course will mean that you forfeit this opportunity and need to re-attend the whole course. 
· Failure to pass the resit means you will have to attend the full course again. 
· An initial grade of 50% or less means you will have to re-sit the whole course at a later date and will not be offered a resit. 
· If you wish to appeal your mark, after internal re-marking by another ScotPIL centre it will be examined by an independent party. 
 
7. General Data Protection Regulation – from 25th May 2018 
 
We may collect, store and use the following categories of personal data: your contact details such as name, title, professional addresses, telephone numbers, e-mail addresses, date of birth, Certificate number, HO Licences. Exam scripts will be held for 6 months and then destroyed. 
The information you provide will be used by the course organiser to administer your ScotPIL training requirements, to issues certificates following completion of training, to keep a record of your training (via a secure database) and to provide information on your personal and/or project licence under A(SP)A. 

The course organiser uses an external company: the Scottish Accreditation Board (SAB) to issue ScotPIL certificates on the University’s behalf. 

We are using information about you because it is a legal requirement that you complete an accredited training course in order to apply for a personal and/or project licence under the Animals (Scientific Procedures) Act 1986 
 
8. Sharing information 
 
Information about you will be shared with Scottish Accreditation Board (for the purpose of issuing certificates) and the Home Office only upon application for a personal and/or project licence under A(SP)A. 
We will hold the personal data you provided us for a period of 5 years for ScotPIL certificates or for the duration of your licence (and for 5 years following revocation of the licence) to fulfil our legal obligations under A(SP)A. 
 
• 	Information from a student who opts out of having the data held, will be deleted 3 months after issue of the certificate to allow ample time for checking. 
 
9. Special Consideration 
 
A special consideration refers to any allowance that is applied in the event of an unexpected or unavoidable situation, which in probability caused a lowering of the student’s performance.  
Special considerations include, but are not restricted to: 
· illness, injury or indisposition that occurred at the time of assessment 
· significant disruption to the assessment (for example evacuation for fire or bomb scare) 
 
Any special consideration granted will generally be an extension of the time allowed agreed on a case-by-case basis. It will not alter the degree of difficulty of the assessment and can only be a relatively small adjustment to ensure that the integrity of the assessment is not compromised. 
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