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IMPORTANT NOTICE

All students enrolled on accredited courses of study with
Leeds Addiction Unit are also students of the University of Leeds.

Every student at the University of Leeds is required to register at the start of
each academic year. Registration is the formal process of becoming a student of
the University and is an online process for all taught students.

When you first join a programme of study you will be issued with a username
and password by the University of Leeds. Before the commencement of your
first module (and annually thereafter) you will be required to complete an
online registration document via the University of Leeds website.

It is important that you complete this registration process before your course
begins. The University of Leeds will then issue you with a student card.

You must obtain a Student 1D card from the University
of Leedsin order to fully complete the registration process.

Registration is not optional

Failureto beregistered with the University of Leeds at the
commencement of every module of study may result in you being
ineligible to receive credits or your award.

see also
University of Leeds
Registration and Module Enrolment 2009/2010
(New and Returning Taught Students)

at:

< www.leeds.ac.uk/studentguide/registration.htm >
<www.leeds.ac.uk/studentguide/ >

LEEDS ADDICTION UNIT
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| ntr oduction

ABOUT THIS HANDBOOK

This handbook contains details of regulations covering all assessed modules and
programmes of study offered by Leeds Addiction Unit. It includes University of
Leeds regulations for assessment of progress, and general regulations and procedures
such as temporary withdrawal from a module. It is important that you read,
understand and adhere to these regulations. By registering on an accredited course you
become a student of the University of Leeds and enjoy the benefits and opportunities
this offers. If you have any questions concerning the regulations please contact the
Training Office, Leeds Addiction Unit (0113 295 1330).

You should also have been provided with a booklet, Study Skills Guide & Assessment
Information, which contains information about studying effectively, sources of
information about alcohol and substance misuse in addition to general advice for the
completion of assignments, such as how to plan and write an essay. For students on
practice-based modules there is a further booklet, Study Skills: Video Recorded
Assignments and Case Studies. We hope that you find these booklets useful.

In addition to this Handbook, you will find details of individual modules, including
reading lists, assignment details and other information specific to that module in the
Module Handbook. If you are studying on a programme leading to an academic
qualification (for example, the Certificate of Higher Education in Addiction Studies)
you will find information relevant to the Programme as a whole in the Programme
Handbook. More information about the School of Healthcare (the University of
Leeds department with which the Leeds Addiction Unit collaborates) and its facilities
can be found in the School of Healtltare Student Handbookwhich can be accessed
via: <http://vlebb.leeds.ac.uk/> (please note that some of the
information in this latter document applies only to full-time student based in the
School of Healthcare, rather than to Leeds Addiction Unit students). If in doubt, your
first point of enquiry should be the Leeds Addiction Unit Training Department
Manager, Christine Weatherill, on 0113 195 1330.

Finally, this handbook should be read in conjunction with the University of Leeds
Taught Student Guide 2009/2010 which is available at:
< www.leeds.ac.uk/gmeu/tsg/index.htm >

LEEDS ADDICTION UNIT

The Leeds Addiction Unit is a clinical unit specialising in the treatment of substance
dependence, a teaching unit specialising in the training of professionals to manage
problems of substance misuse in a variety of settings, and a research unit specialising
in the evaluation of treatment and the provision of regional substance misuse data in
line with government requirements.
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The teaching unit, which has been in existence for twenty one years, provides
programmes and modules accredited by the University of Leeds as well as a variety of
short courses tailored to the needs of different professional groups and occupational
settings. Staff who provide clinical teaching all carry an addiction caseload.
Opportunities for clinical learning and practice are provided by the clinical unit.

TEACHING AND LEARNING AT LEEDS ADDICTION  UNIT

Leeds Addiction Unit offers a number of assessed courses that are validated by the
University of Leeds School of Healthcare. Students normally study for an award such
as the Certificate of Higher Education in Addiction Studies (CertHE), Community
Treatment of Substance Misuse (CTSM) Certificate of Higher Education (CertHE),
Diploma of Higher Education in Addiction Studies (DipHE), the Graduate Diploma in
Addiction Studies (GDAS), or the Bachelor of Health Sciences (BHSc) in Addiction
Studies, but modules can be studied on an individual stand-alone basis (see below).

The Certificate of Higher Education in Addiction Studies (CertHE) and Diploma of
Higher Education in Addiction Studies (DipHE) are part-time programmes of study,
delivered by distance learning, designed to provide students with the academic
background necessary to prepare for a career in the addiction field or to supplement
the practice skills required to work in the field. The Cert HE Community Treatment of
Substance Misuse (CTSM) is a part-time programme designed for staff new to the
addiction field. The Graduate Diploma in Addiction Studies (GDAS) is a part time
programme of study organised particularly for social workers, nurses and other
professionals who are usually either specialists in the field of addiction or those
planning to implement substance misuse interventions within other work settings. A
significant feature of the GDAS is a focus on clinical practice and interventions with
substance users. The usual time taken to complete both programmes is two years, but
personal circumstances may extend this to a maximum of four years. The BHSc in
Addiction Studies is a part-time programme that includes both theory led and
clinically oriented modules. Students are able to select modules that suit their own
learning needs. It usually takes four years part-time to complete the BHSc
programme. Students who have completed the DipHE or GDAS may be able to top up
their award to a BHSc by completing additional modules.

In addition to following a programme of study, students may elect to study any
module on a stand-alone basis. Please note that restrictions apply regarding how many
stand-alone modules may be brought into a programme. Please consult the Leeds
Addiction Unit training office (contact details on front cover) for further details.

For all assessed modules, applicants must meet the standard entry requirement for the
module, though students without the standard requirements may be able to apply
through the University of Leeds Non-standard Applicants board. All assessed modules
carry credits under the Credit Accumulation and Transfer Scheme (CATS). All
students are assigned a tutor to provide academic guidance through each module.

ACADEMIC AND PERSONAL SUPPORT

All students at Leeds Addiction Unit are assigned a tutor who is able to offer support
with academic study and personal development. You are assigned a tutor for each
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module that you study. Your first point of contact for academic support or assistance
with other matters that may impact on your studies is your tutor. If you would like to
speak to the programme manager you can do so by contacting the Training Office.

The role of your tutor is to:

¥  Support and challenge you to develop your capacity to understand what and
how you are learning and to review, plan and take responsibility for your
own learning

¥ Monitor and advise you on your academic progress

¥ Provide feedback and comment on the strengths and weaknesses of your
assignments and suggest ways that you can improve

¥ Identify problems that may affect your learning and help you to identify the
best source of support, advice and advocacy to resolve such problems at an
early stage whenever possible

¥ Encourage appropriate use of other specialised sources of advice and support
within Leeds University

YOUR PERSONAL TUTOR

In addition to your tutor, who will be assigned for each module, every student is
assigned a personal tutor. Please refer to the Module Handbook, where the role of
personal tutor is outlined. If you are unhappy with your tutor, or if you have a
problem you would rather not discuss with her/him, please do not hesitate to approach
the Head of Training or any member of staff in whom you feel able to confide.

For further information about student support please see the University of Leeds
Student Support Network pages at: < www.leeds.ac.uk/ssn/ >

EQUALITY AND DIV ERSITY

The University and the School of Healthcare continue their commitment towards
providing you with opportunities to maximise your learning. At times, however,
students may experience situation where their rights covered by equal opportunities
legislation and Codes of Practice may be jeopardised.

It is vitally important to the School that students feel comfortable to discuss such
issues with its staff and that students feel confident that such issues are taken
seriously, are appropriately investigated and action taken when necessary.

You need to be aware of the relevant documentation with regards to the University’s
Equality and Diversity Statement; Code of Practice on harassment, bullying and
discrimination and the Code of Practice on race equality. Information on the
University’s policies on equality and diversity and on the provision of services to
students and staff is available at: < www.equality.leeds.ac.uk >
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Concerns about any unfair treatment can be raised either with Leeds University Union
Student Advice Centre: < www.luuonline.com/advice/ > orthe Equality
Unit. Guidance on how to proceed is in the University’s Code of Practice on
Harassment and Bullying which applies to both staff and students

The UniversityOs Equality and Diversity Statement

The University of Leeds is proud to be a multi-cultural community. We value
diversity, and are determined to ensure:

¥ that we treat all individuals fairly, with dignity and respect;
¥ that the opportunities we provide are open to all;

¥ that we provide a safe, supportive and welcoming environment — for staff, for
students and for visitors.

We recognise that we still have work to do to secure a truly inclusive community, and
we are committed to a wide-ranging plan of action to tackle discrimination and to
promote diversity.

The Equality Unit

The Equality Unit is located at the heart of the campus, in the Social Sciences
Building. It incorporates Disability Services and the Academic Transcription Centre
and provides advice and support for students and staff, which can be accessed through
its website and through direct contact with its staff, either by email or drop-in
guidance.

Its mission is to work with University departments and services to help deliver a truly
inclusive multi-cultural community, in which every individual is treated fairly and
with dignity and respect in a safe, supportive and welcoming environment. The
Equality Unit’s work includes reminding each individual of his/her own responsibility
in building a community in which diversity is valued and discrimination is
unacceptable.

An important role of the Equality Unit is to assist in the provision of a first class,
innovative and flexible learning and teaching environment for students of all ages
and backgrounds, so helping to ensure that students’ are able to reach their
potential in an open, inclusive and responsive setting.

How to Contact the Equality Unit

Location: Ground Floor, Social Sciences Building
Open: Mon. 1100-1700 and Tues-Fri. 0845-1700

@ Equality Unit Reception: (0113) 343 3927
Fax: (0113) 343 3944

< www.equality.leeds.ac.uk >

LeedsAddiction Unit Sudent Handbook: Autumn/Winter 2009/2010



INFORMATION FOR DISABLED AND DYSLEXIC STUDENTS

The University has an active Disability Services Centre, which provides a range of
guidance and support to disabled and dyslexic students.

Disability Services is a recognised assessment centre and provides a range of
guidance and support to disabled and dyslexic students:

¥ Support with applications for Disabled Students Allowances if appropriate.
Guidance on appropriate technology.
24 hour personal assistance scheme.

¥
¥

¥ Trained note-takers, readers and interpreters.

¥ Communication support for deaf and hearing-impaired students.
¥

Transcription of material into alternative formats e.g. Braille, large print,
audio disk and CD.

¥  Workshops for dyslexic students.
¥  Arrangements for examination concessions.

If this applies, you are strongly advised to register with the Disability Services Centre
at the earliest opportunity and those who require concessions in examinations are
required to register by the end of October for Semester One examinations and by the
end of February for subsequent examinations. For further information please refer to
the School Student Handbook.

Details of the Equality Unit’s contact information are given above. The Disability Co-
ordinator for the School of Healthcare is Steve Howarth. Mr Howarth may be
contacted on:

@ 01133431322
M j.s.howarth@leeds.ac.uk

You also need to be aware of the University’s Complaints Procedure as identified in
the University Taught Student Guide.
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General regulations

ATTENDANCE AT TAUGHT SESSIONS AND UNSEEN EXAMINATIONS

Attendance at taught sessions of modules (non-distance learning) is compulsory.
Students unable to attend a taught session for any reason are required to inform the
Training Office before 10am that day. Students will normally be expected to attend a
minimum of 80% of taught components of modules. Any student whose attendance is
unsatisfactory will be warned in writing by the Programme Manager. If student
attendance does not subsequently improve, non-attendance will be treated as sickness,
and when a student is funded by their employer, the employer will be informed.
Students with attendance levels below 80%, may, at the discretion of the School
Board of Examiners, be deemed ineligible to submit assessed work and will be
awarded a mark of 0%. Resubmission of assignments in these circumstances will not
normally be permitted. For further details, please consult the Unsatisfactory Students
Procedure section of the University of Leeds Taught Student Guide 2008/2009:

< www.leeds.ac.uk/gmeu/tsg/index.htm >

Students who do not attend for an unseen examination will be awarded a mark of 0%
for that examination. Students who are unable to attend an examination due to illness
should send certification from a GP covering the date of the unseen paper to the
Training Office. Certification must be received within seven days of the examination
date.

TEMPORARY WITHDRAWAL

No more than a one year period of temporarywithdraw al will be approved at
any one time.Please refer to the University of Leeds Taught Student Guide for
further guidance.

TEMPORARY WITHDRAWAL BETWEEN MODULES

On successful completion of each module, you will be asked whether you want to
move on immediately to another module. This decision is entirely up to you — but
remember that programmes of study have maximum completion times. Students
taking a break between modules should complete a Taught Student Leavers Form as
failure to do so may result in a delay when re-registering

TEMPORARY WITHDRAWAL DURING A MODULE

Grounds to withdraw : Normally students must have mitigating circumstances to be
allowed to temporarily withdraw in the middle of a module. “Mitigating
circumstances” refers to illness or other life circumstances which will seriously affect
ability to fulfil the requirements of the module. This does not include minor ailments
— in which case an extension would be more appropriate — but something serious
enough to have an effect for two or three months. In normal circumstances,
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permission to temporarily withdraw during a module will only be given within 8
weeks of the start of the module.

Students withdrawing after 8 weeks from the start of the module will have any
outstanding assignments marked as non-submissions and thus attract a mark of zero.
Students with mitigating circumstances may appeal to the School Special
Circumstances Committee and have these marks discounted. See Mitigation (p.13) or
contact the LAU training office on 0113 295 1330 for further details.

When students are ready to return to study, University of Leeds regulations require
those that withdrew on health grounds to supply a GP's letter confirming they are fit
to resume their studies.

Permission to wthdraw : If you wish to withdraw from a module you should contact
your tutor in the first instance. We will then send you a Taught Student Leavers Form
which you should complete and return together with a letter outlining your reasons for
withdrawal and any supporting evidence (medical certificates for example) to
Christine Weatherill, Training Department Manager.

You should ensure that we receive your completed Taught Student Leavers Form
before 4pm on the Monday prior to an assignment falling due. Failure to do so may
result in you receiving a mark of zero for non-submission of that assignment. Please
note that the mid-module withdrawal process is not complete until a completed
Taught Student Leavers Form and any course materials have been returned.

Practical implications of withd rawal:

COST : once you have accepted a place, the full fees are payable, even if you
withdraw from the course. However, when you return to the course following
temporary withdrawal, only an administration fee will be payable.

MATERIALS All current course materials (except purchased text books) must be
returned to LAU. New materials will be sent out on resumption of the module.
RESTARTING — A place may not be available on the next intake that the student
wants to join, although LAU will ensure that completion within the maximum time
allowed for the programme of study is made possible.

CHANGE OF CIRCUMSTANCES

The following circumstances must be notified to the Training Office.
¥ Change of address
¥ Change of name

In the case of either of these changes of circumstances you will be asked to complete
a form for our records and University of Leeds records.

It is important that these forms are completed and returned. The University will not
update their records until they receive confirmation of change of circumstance which
can result (for example) in credits being sent to the wrong address.

LeedsAddiction Unit Sudent Handbook: Autumn/Winter 2009/2010
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RETURN OF LEEDS ADDICTION UNIT TRAINING LIBRARY BOOKS

Students are required to return all Leeds Addiction Unit library books on request,
and/or on the return date, and the completion of modules. The Addiction Unit, in
accordance with the regulations of the University of Leeds, reserves the right to
withhold awards from students who do not return books to the training library when
requested.

APPEALS PROCEDURE

Leeds Addiction Unit programmes of study are run under the academic management
of the School of Healthcare of the University of Leeds. Marks awarded for
assignments are ratified by the School Board of Examiners convened by the
University. Should any student believe themselves to have grounds for appeal s/he
should discuss it with the module tutor in the first instance. If the issue cannot be
resolved at this level and the student decides to appeal s’he must lodge written
notification of the intent to appeal with the Office of the RegistrarJr not later than 7
days after receipt of the result. Full details are given in the University of Leeds Taught
Student Guide 2009/2010

T Dr. C.A.G. Brooks, Student Office, University of Leeds, Leeds LS2 9JT
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Assessment regulations

EXTENSIONS

It is important that you submit your work on time; the penalties for not doing so can
be severe. Extensions to assignment deadlines are only made in exceptional
circumstances, and are granted by the programme manager. If you experience
difficulties in meeting the deadline you must seek advice from your tutor in
advance

Genuine cases of difficulty will be treated sympathetically. It is easier to treat cases of
illness or personal difficulty with sympathy if we know about them in good time and
well before work is due to be submitted. You may, for example, be given an extension
to the submission date. Medical evidence must be provided, if required. In accordance
with the policy of the School of Healthcare extensions are normally granted for a
minimum of two weeks.

Extensions can only be granted before the due date. Requests for extensions are made
by completing the Extension Request Form enclosed at the back of your Module
Handbook. Extension Request Forms should be posted or faxed to Christine
Weatherill, Training Department Manager, to arrive before 4pm on the Tuesday
prior to the assignment due dateLet us know as soon as you can that you may need
an extension, so that we can discuss the appropriate action.

Extensions apply to one assignment only. That is, if you are granted a deadline
extension it applies only to one assignment, and does not mean that you have an
extension for all subsequent work. If you require an extension for a subsequent
assignment please get in touchitt your tutor in good time to discuss it.

Assignment deadline extensions are likely to be marked outside of the normal
marking schedule, consequently you may experience some delay in receiving a grade
and feedback on such assignments.

If an extension is given to the last assignment of a module, the late marking of the
assignment may result in the student not being able to proceed to a subsequent module
at the next student intake.

Note that if your extension takes you beyond the end of the course (i.e. after the
normal due date for the last assignment of the Module) the advertised tutorial times
no longer apply. However, you are encouraged to seek tutorial support by contacting

your tutor at a mutually convenient time. To arrange this, please phone the Training
Office on 0113 295 1330.

MITIGATION

Should there be any special circumstances that affected your performance in an
assessment or prevented you from submitting your work by the published assignment

LeedsAddiction Unit Sudent Handbook: Autumn/Winter 2009/2010
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deadline, you are required to inform the Special Circumstances Committee within
FOURTEEN days of the due date of the assessment if you wish these to be taken into
consideration.

You are required to complete a University of Leeds School of Healthcare Application
for Consideration of Special Circumstances form and forward it to the School of
Healthcare within FOURTEEN days of the submission date of the assessment
affected. Copies of this form and guidance notes regarding mitigation are available on
the VLE. < http://vlebb.leeds.ac.uk/ >

PENALTY FOR LATE SUBMISSION / NON-SUBMISSION

If an assignment is not received by the published deadline (or authorised extension)
then in accordance with University of Leeds Regulations, when your assignment goes
forward to the Module Assessment Board (MAB) it will be penalised,by the
deduction of 5 marks for each day (including weekends) that the assignment is late. If
the work is not submitted by the end of two weeks, following the prescribed deadline,
a mark of 0 will be returned. In the event of extenuating circumstances preventing you
from submitting on time, the MAB, at its discretion, may waive the above penalty.
(see Mitigation below)

ASSIGNMENT LENGTH

It is expected that all students will work within the boundaries of the word limit set
for assignments. However, if the written work exceeds the specified word limit by
10% or more students will either receive a maximum mark of 40% or be deducted 10
marks from the total allocated mark whichever is the higher. For example, if a student
receives a mark of 60 prior to a penalty being imposed then ten marks would be
deducted resulting in a mark of 50%. If a student was awarded a mark of 48% then a
maximum mark of 40% will be given.

RESULTS

Assignment results will be released after the marks have been agreed by the Module
Assessment boards. Grades will be subject to ratification by the External Examiner
and the School Board of Examiners of the University of Leeds, which meets at the
end of each semester. Students will be told whether they have passed the module, and
percentage marks for individual assignments, after the meeting of the School Board of
Examiners at the end of each semester. A copy of each written assignment and all
DVDs/videocassettes for video assignments will be retained for our records.

FAILURE TO PASS AN ASSIGNMENT
Students are required to pass a module in order to be awarded academic credits. The
weighting of individual assignments for each module is given in the relevant Module

Handbook.

Students taking clinical modules (i.e. modules with a practice placement) must pass
all assignments in a module in order to be awarded academic credits. Students taking
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non-clinical modules must achieve an overall pass mark, subject to a minimum
standard of 20% for each assignment.

Candidates who fail to pass a module may, on the recommendation of the Module
Assessment Board (MAB), be permitted to re-submit assignments that have been
failed. The MAB has, at its discretion, the authority to award students up to three
attempts per assignment.

The mark awarded to resubmitted assignments will not exceed the minimum pass
mark. Where a module includes a resubmitted assignment, the final mark for the
module will not exceed the minimum pass mark.

Students who fail a module having exhausted all their resubmission attempts will be
required to withdraw from the programme of study on which they are registered.
Students may be able to undertake further individual ‘stand-alone’ modules, provided
the entry requirements are met and will be eligible for credits for that module on
successful completion. Students may be required to demonstrate some form of
appropriate remedial learning to improve the possibility of successful study before
enrolling for further modules. Students may be asked to submit an essay on a topic
chosen by the programme manager, which demonstrates an appropriate academic
standard before enrolling for further modules.

Candidates who fail an assignment may be permitted to commence further modules
while preparing their second submission, at the discretion of the MAB. When
candidates are not permitted to resubmit and commence further modules concurrently,
they must pass any re-submissions before progressing to further modules with the
next student intake. Candidates are advised that they should not assume that they will
be able to progress to a further module and re-submit concurrently.

Students following the Diploma of Higher Education and Certificate of Higher
Education distance-learning programmes are required to pass each module before
proceeding to the next. Resubmissions for the Diploma of Higher Education and
Certificate of Higher Education distance-learning programmes fall due with the next
cohort.

Please notahat a fee is charged by the University of Leeds for the resubmission of an
assignment, which is currently as follows:

£1.50 per credit plus £50 administration fee. For example, therefore, the fee for a
thirty credit module resubmission will be £95 [£45 (i.e. 30 x £1.50) + £50]

PLAGIARISM AND CHEATING

The University takes a serious view of plagiarism and cheating. The penalties for
candidates found guilty of either can be severe. You are therefore strongly advised to
familiarise yourself with the section on plagiarism and cheating in the relevant
sections in the School Student Handbook and the University Taught Student Guide. If
you are in any doubt, please seek clarification from a member of academic staff.

LeedsAddiction Unit Sudent Handbook: Autumn/Winter 2009/2010
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CHEATING IN EXAMINATIONS

Candidates are warned that during the examinations they are expressly forbidden to
copy from another candidate or from notes. They are also forbidden to communicate
with other candidates or with any person except the invigilators. The penalties set out
in the University's Taught Student Guide 2009-2010 will be applied to candidates who
have been found to have cheated in University examinations.

PENALTIES FOR PLAGIARISM OR CHEATING

Plagiarism is presenting someone else’s work as your own. Work means any
intellectual output, and typically includes text, data, images, sound or performance, or
any combination of these. You are reminded that assignments or dissertations
submitted as part of a University examination must be your own work. Any passages
quoted from other sources (e.g. books, journals or the internet) must be clearly
marked as quotations and properly attributed to their authors. Failure to do this may
be regarded as plagiarism and you might incur penalties (see below). A student in any
doubt on these matters should consult his/her tutor.

All summative assignments should be accompanied by a completed and signed copy
of a Leeds Addiction Unit Assignment Submission Form (which incorporates the
School of Healthcare's Declaration of Academic Integrity). The School of Healthcare
may use electronic techniques to monitor your work, compare it with the work of
other students or with published material (including internet sites) and you are
required to submit your work in electronic format for this purpose. The Senate has
recently approved a revised range of penalties for students who have been found to
have cheated or plagiarised in a University assessment. These are given in full in
section 11a of the Taught Student Guide2009/2010, available at

< www.leeds.ac.uk/gmeu/tsg/llb.plag.htm >.

For information on how to avoid plagiarism visit:
< www.ldu.leeds.ac.uk/plagiarism >

Plagiarism detection softvare

The University is encouraging all departments to use a specific software programme
to check student work for plagiarism. When you sign the Academic Integrity
Statement on the assessment sheet submitted with your work, you give consent to
allow your work to be checked.

CLIENT AND PATIENT CONFIDENTIALITY

It is important that client and patient confidentiality is maintained at all times, both in
the assessment process and during discussions.

It is your responsibility to ensure that any information that could identify a patient or

client is omitted from any assessment you undertake. It is also good practice to omit
names of organisations or agencies.
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The School views a breach of patient and client confidentiality extremely seriously
and any student who is seen to break confidentiality in their assessed work may have
their work referred.

Please refer to the School Student Handbook for guidance on checks you can make to
avoid this.

DANGEROUS PRACTICE IN WRITTEN ASSESSMENTS AND VIDEOS

Dangerous practice is defined as any act or failure to act which would result in injury
to a client or patient. Injury in this context refers to physical harm, pain and/or death.
Dangerous practice includes bullying and unkindness to clients and patients.

Unsafe practice is synonymous with dangerous practice.

Y ou must not write anything in your assessments that could be viewed as dangerous
practice as this could lead to you failing your written assessments. This applies to all
levels of work from level 1 up to postgraduate study.

Examinations

Module managers will identify those questions that must be passed, as an incorrect
answer would demonstrate unsafe practice, for example questions calculating drugs
dosages. These questions are maratory pass questionsFailure in any one of these
questions will result in failure of the entire paper, irrespective of how many other
questions are answered correctly.

Incorrectly answering a question not identified as a mandatory pass question,
will result in fai lure of the individual question only. You may still pass the overall
paper provided that you correctly answer a sufficient number of other questions and
do not fail any mandatory pass questions.

It is not a requirement that every examination includes a mandatory pass question(s)
and there may be many instances where this will not occur.

Written assignments

Where a marker identifies written statements that suggest dangerous practice these
will be brought to the attention of the module manager. The written material will be
considered by a panel of academic staff and this may result in failing your written
assessment. If required you could be invited to meet with academic staff from within
the School to discuss your written work.

CLASSIFICATION OF AWARDS

Students following a programme of study who achieve an average grade across all
modules of 70% or more, for first submissions only, will be considered for the award
of distinction, at the discretion of the School Board of Examiners. Classification of
awards follows regulations in the University of Leeds Taught Student Guide
2009/2010 available at: < www.leeds.ac.uk/gmeu/tsg/index.htm >

LeedsAddiction Unit Sudent Handbook: Autumn/Winter 2009/2010
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Submitting assignments

It is the student’s responsibility to ensure that assignments arrive in time to meet the
required deadlines. We strongly recommend students use a guaranteed delivery
service. Assignments must be received by 4pm on the published assignment
submission date. Assignments received after 4pm will be booked in for the following
day.

All assignments should be sent to:

Christine Weatherill

Training Department Manager
Leeds Addiction Unit

19 Springfield Mount

Leeds LS2 ONG

You are advised to keep a copy of your assignment

UNSEEN PAPERS (EXAMINATIONS)

You will be given full details of the examination venue and start time as well as
protocols regarding conduct within the examination room nearer the time of your
unseen paper.

For WRITTEN ASSIGNMENTS see page 20

For VIDEO ASSIGNMENTS see page 22
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WRITTEN ASSIGN MENTS (including CASE STUDIES)
By the appropriate deadline you must submit:

¥ Three copies of the your assignment

¥ OneAdssignment Submission Form .

You are also required to submit an electronic version of the assignment to the
University of Leeds VLE (see details below). Please notehat your assignment will
not be recorded as received until the paper copies have been received by the Leeds
Addiction Unit Training Administration Office. These must reach the LAU by the
published assignment deadline. See above for penalties for late submission.

Assignments may Nnot be submitted by email or fax. However, in order to ensure
parity with UK students, overseas students are permitted to fax or email copies of
written assignments in addition to mailing three printed copies. Faxes/emails must be
sent on the day beforethe published deadlineand the printed copies must be
postmarked on or beforethe published submission date.

For full details of how to format and submit your written assignment
see WRITTEN ASSIGNMENT SUBMISSION PROTOCOL opposite
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WRITTEN ASSIGNMENT SUBMISSION PROTOCOL

It is essential to keep to a recognised format for the presentation of written
assignments. Assignments will be marked anonymously, i.e., tutors will not know the
identity of a student when assessing written work. It is important therefore that
assignments are submitted in the standard format detailed below and that your name
appears on the Assignment Submission Form only.

It is not necessary to incur the expense of plastic sleeves/folders or other
bindings for your assignments. A simple staple in the top left-hand corner will
suffice! [For particularly thick assignments we suggest you use a treasury tag]

Assignments should be submitted in the following format:
Assignments should be typed or word processed

1% line spaced

Text on one side of A4 only

Pages should be numbered.

Use Times (12 point) or Arial (11 point) font,

1 inch (minimum) margins both left and right, top and bottom
Left justified text (right ragged edge)

9 digit University of Leeds Student ID number on all pages

Candidate name must be written on Assignment Submission Form only

K K K K K K K K K K K

A cover sheet should be attached to each copy with the following
information:

9 digit University of Leeds Student ID number
Module code

Module title

Tutor's name

Assignment number (indicate if resubmission)
Assignment title

Word count

* 6 6 ¢ 0 o o

See the document Guidance Notes: Written Assignment Submissions - available at:
< www.lau.org.uk/training/forms/ >

Your nhame shoud not appear on thecover sheet

Each assignment should be accompanied by a completed Assignment
Submission Form (included in the LAU Forms document and available online at
< www.lau.org.uk/training/forms >) which should be attached to ONE of
the three copies of your assignment.

LeedsAddiction Unit Sudent Handbook: Autumn/Winter 2009/2010
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VIDEO RECORDED ASSIGNMENTS
By the appropriate deadline you must submit:
¥ Onevideo recording
¥ Three copies of the Analysis Report
¥ OneAssignment Submission Form.
¥ Signed Confirmation of Client Participation in Video Assessment Form

(The signed Client Consent Form should be filed at your agency in the client's case
notes and a copy given to the client/service user. You should not submit this
document with your assignment).

Please noteahat you are not required to submit an electronic version of the written
component of video recorded assignments to the University of Leeds VLE.

Your video recording and analysis report must reach the LAU by the published
assignment deadline. See above for penalties for late submission.

For full details of how to format and submit your video assignment
see VIDEO ASSIGNMENT SUBMISSION PROTOCOL opposite

For suggestions about recording your session, counselling qualities and skills and
writing your analysis report see the document Study Skills: Video Recorded
Assignments and Case Studies - available at:

< www.lau.org.uk/training/forms/ >
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VIDEO ASSIGNMENT SUBMISSION PROTOCOL

. * DVD Formats

If transferring your video recording to DVD you should ensure the disc is 'finalised' and
becomes play-only so it can no longer be edited. Consequently only disc types that can be
I burned/finalised and presented as DVD-Video should be used (i.e. DVD-R, DVD-RW and
| DVD+R).

! DVD+RW and DVD-RAM formats are not acceptable.

Submission format:

¥  Video recorded assignments may be submitted on either a standard VHS
cassette or on 8cm / 12cm DVD-Video. Any other format will not be
assessed.

¥ VHS tapes must be standard play, not long play
¥ DVDs must be presented in DVD-Video format™ (see note above)
¥ DVDs must be playable on a standard DVD player

¥ The video should comprise a recording of a complete session.
The videocassette/DVD must be a continuous representation of the session
without breaks or interruptions. The videocassette /DVD must commence at
the start of the session.

¥  Only ONE session should be recorded on each videocassette/DVD. The
videocassette/DVD should be blank apart from the session that is submitted
for examination.

¥ No editing or post-production of the video is permitted. Consequently DVDs
should not feature menu screens, chapters, titles or on-screen graphics.

¥ The image of the student's face and upper body should be clearly visible to
someone with normal eyesight when viewed on standard equipment.

¥  NO part of the client should be visible.

¥ The sound should be clearly audible throughout to someone with normal
hearing when played on standard equipment.

¥ We strongly recommend you use a new videocassette or disc to transfer your
video recording onto.
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¥ You are advised to test your recordings before submitting them!

¢ Check that your VHS tape will play on a machine other than the one you
made the recording with. Should there be a fault on your recorder (e.g. the
heads are misaligned), then the tape may play perfectly well on your
recorder (because the same misalignment exists for both recording and
playback), but not on anybody else's. Try it out on a different player to
make sure it works there.

¢ Similarly, when you make a DVD recording, pop it into an ordinary DVD
player to see whether it will actually play.

¥ Your videocassette/DVD should be clearly marked with your 9-digit
University of Leeds student ID, the module code, the assignment number and
submission date.

¢ On videocassettes use an adhesive spine label.

+ Do not attach labels or stickers to DVDs. (This may cause disc warping
and un-balanced rotation, rendering it unusable.)

¢ On DVDs write on the label side of the disc with a soft oil-based felt pen
(or similar specifically designed for the purpose). Do not use ballpoint
pens or other hard writing implements. (This may cause disc warping and
un-balanced rotation, rendering it unusable.)

¥  All submissions should be accompanied by a signed Confirmation of Client
Participation in Video Assessment Form.

¥  Where a video assignment fails to achieve a pass mark, the student will be
required to resubmit a video recording on the same topic. As is the case for
all assignments, students should contact their tutor before resubmitting to
discuss their work and the learning points that need to be addressed.

If your video submission does not comply ith the above criteria then youmay
be required to resubmit a rew video recording of another clinical session.

The analysis report accompanying your video submission should be presented in
accordance vith the Written Assignment Submission Protocol (see above).
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ELECTRONIC SUBMISSIONS turnitin

All written assignments must be accompanied by the submission of an electronic
copy.

The electronic copy should be posted to the University of Leeds Blackboard VLE
(Virtual Learning Environment). This will be used for archiving purposes and for
checking for plagiarism through the Turnitin' programme.

1. Turnitin' accepts MS Word , WordPerfect, PostScript, PDF, HTML, RTF
and plain text file formats.

2. As only one file can be uploaded, the file must contain the coursework,
references and bibliography.

Please take time to familiarise yourself with the VLE and the procedure for uploading
your work to Turnitin' . A number of useful University of Leeds guides can be found
via:

< http://bit.ly/vleguide >
If you unable to log into the VLE please contact:

James Bee
Vi vle-med@leeds.ac.uk

For any other queries first visit
< http://vlebb.leeds.ac.uk/ >

If you are still experiencing difficulties uploading your assignment to the VLE contact
Clare Pace at LAU on 0113 295 1313.
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Assessment of progress

ASSESSMENT CRITERIA

Assessment criteria marking grids can be found in your Module Handbook.
A document containing grids for all levels (Assessment Criteria Guide) is available
via the LAU website at:

< www.lau.org.uk/training/forms/ >

STANDARD OF WORK

Modules are assigned levels based on their academic content which also indicates the
standard and quality of work that is required. Important distinctions between levels
are the amount of study time, the amount of set reading, and assessment requirements.
The Leeds Addiction Unit offers modules at Levels One, Two and Three. The
standard of work that is needed to be successful is expected to be commensurately
higher at Level Three than at Level Two and Level One. Definitions of each level are
given below. If you need further clarification regarding this issue please contact the
Training Office.

LEV EL DEFINITIONS

Level One

Students will demonstrate:
¥ Knowledge of the underlying concepts and principles associated with their
area of study, and an ability to evaluate and interpret these within the context
of that area of study

¥ An ability to present, evaluate, and interpret qualitative and quantitative data,
to develop lines of argument and make sound judgements in accordance with
basic theories and concepts of their subject of study

Students will be able to:

¥ Evaluate the appropriateness of different approaches to solving problems
related to their area of study

¥ Communicate the results of their study accurately and reliably, and with
structured and coherent arguments

¥ Undertake further training and develop new skills within a structured and
managed environment

Students will have:
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¥ Qualities and transferable skills necessary for employment requiring the
exercise of some personal responsibility
Level Two
Students will demonstrate:

¥ Knowledge and critical understanding of the well-established principles of
their area of study, and the way in which these principles have developed

¥ The ability to apply underlying concepts and principles outside the context in
which they were first studied, including, where appropriate, the application
of these principles in an employment context

¥ Knowledge of the main methods of enquiry in their subject and ability to
evaluate critically the appropriateness of different approaches to solving
problems in the field of study

¥ Anunderstanding of the limits of their knowledge, and how this influences
analysis and interpretations based on that knowledge

Students will be able to:

¥ Use a range of established techniques to initiate and undertake critical
analysis of information, and to propose solutions to problems arising from
that analysis

¥ Effectively communicate information, arguments, and analysis, in a variety
of forms, to specialist and non-specialist audiences, and deploy key
techniques of the discipline effectively

¥ Undertake further training, develop existing skills, and acquire new
competences that will enable them to assume significant responsibility within
organisations

Students will have:

¥ Qualities and transferable skills necessary for employment requiring the
exercise of personal responsibility and decision-making

Level Three

Students will demonstrate:

¥ A systematic understanding of key aspects of their field of study, including
acquisition of coherent and detailed knowledge, at least some of which is at
or informed by, the forefront of defined aspects of a discipline

¥  An ability to deploy accurately established techniques of analysis and
enquiry within a discipline

¥ Conceptual understanding that enables the student:
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To devise and sustain arguments, and/or solve problems, using ideas and
techniques, some of which are at the forefront of a discipline, and

To describe and comment upon particular aspects of current research, or
equivalent advanced scholarship, in the discipline

An appreciation of the uncertainty, ambiguity and limits of knowledge

The ability to manage their own learning and to make use of scholarly
reviews and primary sources (e.g., refereed articles and/or original materials
appropriate to the discipline).

will be able to:

Apply the methods and techniques that they have learned to review,
consolidate, extend and apply their knowledge and understanding, and
initiate and carry out projects

Critically evaluate arguments, assumptions, abstract concepts and data (that
may be incomplete) to make judgements, and to frame appropriate questions

to achieve a solution — or identify a range of solutions — to a problem

Communicate information, ideas, problems, and solutions to both specialist
and non-specialist audiences

will have:

Qualities and transferable skills necessary for employment requiring
the exercise of initiative and personal responsibility
decision-making in complex and unpredictable contexts, and

the learning ability needed to undertake appropriate further training of a
professional or equivalent nature
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We suggest you begin by reading the iif
Registration and Module Enrolment Guide at: x|
< www.leeds.ac.uk/studentguide > UNIVERSITY OF LEEDS

Online Registration
Go to The Portal at< http://leedsportal.leeds.ac.uk/ >

Login by entering your ISS username and password Click on the Student Services tab
along the top of the page and follow the on-screen instructions to access Registration

-------------------------------------------------------------------------------------------------------------------------------------- -

. If you are unable to log in, a message will be displayed giving the reason. Please follow the instructions on screen. .
i If you have forgotten your ISS username and password, please try the link to the troubleshooting page for assistance i

Check and confirm:

O & ® your personal details

© your addresses, telephone numbers and emergency contacts
(4] your sports membership (join if you wish)
(5] your programme of study details
Make:
(6] your payment and fee payment arrangements

(if you are unable to do this, please follow the instructions displayed on screen.)
Read and agree:

(7] the student declaration

' You can complete most of these steps in any order but you must complete step 5 before step 6. !
I This is because your tuition fee is calculated based on your current programme of study. :
E Similarly, you will not be able to complete step 7 until all previous steps have been completed. ;

For problems or queries, please contact the helpline (Monday - Friday 09.00 - 17.00) :

< registration@leeds.ac.uk >

telephone from within the UK 0800 915 0402
telephone from outside the UK +44 (0) 113 343 7000

| NB: There will be an online help |

| facility to assist you through the !

Last but not least: |
(8 print your registration certificate |

: registration process, so don't g
t worry if you get stuck. !

You are now a registered student at the University of Leeds!
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Leeds Addiction Unit Leeds Partnerships /i

in collaboration with the University of Leeds School of Healthcare NHS Foundation Trust

Replacement Documents

Students who lose or misplace supplied LAU documents, handbooks etc. may order replacement
copies at a cost equivalent to our photocopying charge of 5p per page (plus postage and packing)
payable in advance. We rarely keep duplicate copies of such documents; they will be printed to order
and forwarded to you. We are not able to supply duplicate copies of University of Leeds documents or
Blackwell publications.

Where possible, module managers will endeavour to make electronic versions of module handbooks
available on the University of Leeds VLE (Virtual Learning Environment).

Replacement supplied (bound) readings and study manuals for distance learning modules incur an
additional charge (prices available on request).

The following documents (PDFs) are available for download from:
< http://www.lau.org.uk/training/forms/ >:

Assignment Submission Form / Request for Assignment Deadline Extension Form / Confirmation of
Client Participation by Practice Mentor / Limited Consent Form / Assessment Criteria Guide / LAU
Student Handbook / Study Skills Guide & Assignment Information / Study Skills: Video Recorded
Assignments and Case Studies / Guidance Notes: Written Assignment Submissions

Leeds Addiction Unit
Training Department
19 Springfield Mount
Leeds LS2 9NG

25 0113 295 1330

lau training@leedpft.nhs.uk
www.lau.org.uk/training/forms/
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S:\TRAINING\COURSES\GENERAL\Student Handbook\2009\September.doc

- fid Leeds Partnerships [INHS|
Projected Module Fees . LE!)!
Please note:

All Leeds Addiction Unit fees are subject to an annual increase in September as we gradually bring
our fees into line with the University of Leeds. Our aim is to give students (and prospective students)
as much notice as possible of changes to our fee structure.

Fees are payable at the commencement of each module. Acceptance of a place
means you are responsible for meeting the fees, which are still payable should you
withdraw after the start date. No refunds can be made once the module has
commenced.

Module fees for September 2009

Level | (30 credits)
Level Il (30 credits) } £810
Level llI (30 credits)

Module fees for February 2010
Level | / Level Il / Level Il (30 credits) £810

Module fees for September 2010 / February 2011
Level | / Level Il / Level 1l (30 credits) £tbc

Module fees for September 2011 / February 2012
Level | / Level Il / Level lll (30 credits) £tbc

Module fees for September 2012 / February 2013
Level | / Level Il / Level 1l (30 credits) £tbc

NB From September 2009 the fees for level |, level Il and level Il modules will be the same

Strategic Health Authority (SHA) CPD contract:

Applicants employed within the health sector in Yorkshire and North Lincolnshire may
be eligible for funding via the University of Leeds / Yorkshire and The Humber Strategic
Health Authority (SHA) Workforce Development CPD Contract. Such applicants are
responsible for providing evidence of their eligibility. Our offer of a place on
one of our programmes or modules is subject to you providing evidence that you are an
employee of a participating NHS organisation or written confirmation from a participating
NHS organisation that your employer has strong links with the NHS.

If you are unclear about your eligibility or what evidence you are required
to provide, please contact the LAU training office on
0113 295 1330.

Funding via the University/SHA CPD Contract is on a module by module basis and availability of
funds and conditions are subject to change. Students in receipt of funding for one module should
be aware that there are no guarantees that they will be eligible, or that funding will be available,
for subsequent modules.

Any ongoing issues with Fees may affect your progression through the programme and ultimately
your award.
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