CODE OF PRACTICE FOR ADVISERS OF STUDIES

1. Each registered student on a taught programme of study shall have an Adviser of Studies.
2. The Course Director shall be responsible, subject to the overall responsibility of the Head(s) of School(s) and Board of the Faculty, for the allocation of an Adviser of Studies to each student on the course.  In the case of Major/Minor Honours students, this is the responsibility of the Subject Director for the Major subject.  In the case of students taking two Main or three Minor subjects, this is the responsibility of the Director of Combined Studies and the campus Co-ordinating Group.
3. The names of Advisers of Studies for the students in each Faculty shall be lodged by the Course/Subject Director with the Faculty Office. The Faculty Office is responsible for ensuring that the names of advisers are recorded in the student records system. The Course/Subject Director shall be responsible for notifying students and the Faculty Office of any changes throughout the year.
4. Advisers of Studies are encouraged to attend induction programmes for new students and to establish contact with their students.  The Faculty Office is responsible for ensuring that the names of Advisers are recorded on the student records system.
5. Advisers of Studies will agree with their students the frequency and format of meetings which will normally take place at least once during each semester.
6. Advisers of Studies have a responsibility to guide their students in matters affecting their choice of optional modules, curriculum content, assessment, progress, and study and examination skills.
7. Advisers of Studies are encouraged to make themselves conversant with the academic and personal background of their students, and, as necessary, to consult other members of staff who teach or supervise them.
8. Advisers of Studies are responsible for reporting on their students' progress in accordance with the procedures approved by the Course/Subject Committee and Faculty Board.
9. Advisers of Studies are also encouraged to act in a general advisory capacity and to assist their students, particularly those in their first year, in meeting the requirements of a University environment. Where necessary, they should seek, or advise their students to seek, guidance and assistance from the range of support provided by Student Support, the Students' Union, Information Services, Chaplaincy etc.  Advisers should make themselves conversant with the facilities and resources which are available, including the support services which are designed particularly for mature and overseas students and students with disabilities.
10. Advisers of Studies are responsible for referring to the Course/Subject Committee and/or the Board of Examiners, through the Course/Subject Director, information relevant to their students' progress or academic performance.  With the consent of their students, Advisers may make arrangements for the Course/Subject Committee and/or the Board of Examiners to receive supporting statements from specialists within Student Support.
11. Advisers of Studies should have the opportunity to attend training programmes designed to increase understanding of students' needs and problems.

In May 2012, The Academic Development and Enhancement Committee endorsed guidance for the operationalisation of the Code for full-time undergraduates effective from 2012/13.  See Academic Office website, Policies under Advisers of Studies.  
