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INTRODUCTION
The 120-credit BTEC Level 3 Diploma broadens and expands the specialist work-related
focus from the BTEC Level 3 Subsidiary Diploma and the BTEC Level 3 90-credit Diploma.
There is potential for the qualification to prepare learners for employment in the appropriate
vocational sector and it is suitable for those who have decided that they wish to enter a
particular area of work. It is broadly equivalent to two GCE A Levels.
Some learners may wish to gain the qualification in order to enter a specialist area of
employment or to progress to a level 4 programme. Other learners may want to extend the
specialism they studied on the BTEC Level 3 Certificate, BTEC Level 3 Subsidiary Diploma
or BTEC Level 3 90-credit Diploma programme.
The predecessor qualification to the BTEC Level 3 Diploma is the Edexcel Level 3 BTEC
National Certificate accredited onto the National Qualifications Framework, which has the
same equivalences, overall size and focus to the revised QCF-accredited qualification.

FROM THE CHAIRMAN’S DESK
Dear Student,
Welcome to Cornerstone College of International Studies! We are honored you have chosen
to pursue your higher education with us and look forward to adding you to our university
family. These next few years here will prove to be crucial times in your lives. As you study,
make new friends and gain new experiences you will learn new ways of thinking and will be
challenged to explore opportunities outside of your comfort zones. Though they will not
always be easy, these are the years that will help you to develop who you are and the type of
person you will become.

Education, however, is a two-way street. We at Cornerstone promise to provide you with
world-class lecturers, technology and resources to give you the best education possible. But
as a student, it is your responsibility to take advantage of these resources and work hard to
get the most value out of your education.
In this handbook you will find Cornerstone’s policies and procedures regarding everything
from of course components, grading and our co-operative placement program to tuition and
fees.

It also includes information on progression, awards, health, safety and more. It is here for
your reference, and I encourage you to read it thoroughly so you are well-prepared for your
study at Cornerstone. If you have any questions that are not addressed in this book, our
school / faculty and staff is always available to assist you. Please do not hesitate to ask us for
help.

I wish you the best of luck in your studies and look forward to watching your progress.

Dinesh Kumar Dhamija
CHAIRMAN

QUALIFICATION DETAILS
This specification contains the units and associated guidance for the QCF Edexcel BTEC
Level 3 Diploma in Business.
Each unit sets out the required learning outcomes, assessment criteria and content and may
also include advice regarding essential delivery and assessment strategies.
This document also contains details of the teaching, learning, assessment and quality
assurance of these qualifications. It includes advice about Edexcel’s policies regarding access
to its qualifications, the design of programmes of study and delivery modes.

Structure of the qualification:
The Edexcel BTEC Level 3 Diploma in Business is a 120-credit and 720 guided-learninghours (GLH) qualification that consists of four mandatory units plus optional units that
provide for a combined total of 120 credits.

Key Features:
Edexcel BTEC Level 3 Diploma in Business is designed to provide a specialist vocational
programme, linked to professional body requirements and National Occupational Standards
where appropriate.
They offer a strong, sector-related emphasis on practical skills development alongside the
development of requisite knowledge and understanding.
The qualifications provide a thorough grounding in the key concepts and practical skills
required in their sector and their national recognition by employers allows direct progression
to employment.
The BTEC qualifications in this specification have been developed in the business sector to:


provide education and training for employees in the business sector



provide business employees opportunities to achieve a nationally recognised level 3
vocationally-specific qualification



provide full-time learners the opportunity to enter employment in the business sector
or to progress to vocational qualifications such as the Edexcel BTEC Higher
Nationals in Business



provide learners the opportunity to develop a range of skills and techniques, personal
skills and attributes essential for successful performance in working life. • providing
opportunities for learners to develop a range of skills and techniques and attributes
essential for successful performance in working life.

OVERVIEW OF LEVEL 3 DIPLOMA IN
BUSINESS
The BTEC qualifications in this specification are QCF level 3 qualifications designed to
provide highly specialist, work-related qualifications in a range of vocational sectors. They
give learners the knowledge, understanding and skills that they need to prepare for
employment. These qualifications accredit the
achievement for courses and programmes of study for full-time or part-time learners in
schools, colleges and other training provider organisations. The qualifications provide career
development opportunities for those already in work, and progression opportunities to higher
education, degree and professional development programmes within the same or related areas
of study, within universities and other institutions.
The BTEC qualifications in this specification provide much of the underpinning knowledge
and understanding for the National Occupational Standards for the sector, where these are
appropriate.
They are supported by the relevant Sector Skills Councils (SSCs) and/or Standards Setting
Bodies (SSBs).
Certain BTEC qualifications are recognised as Technical Certificates and form part of the
Apprenticeship Framework. They attract UCAS points that equate to similar-sized general
qualifications within education institutions within the UK.
On successful completion of a BTEC level 3 qualifications, a learner can progress to or
within employment and/or continue their study in the same or related vocational area.

Course Structure
Teaching, learning and assessment
Learners must achieve a minimum of 120 credits (of which 40 credits are mandatory) on their
programme of learning to be awarded an Edexcel BTEC Level 3 Diploma in Business.
The assessment of Edexcel BTEC Level 3 qualifications is criterion-referenced and
centres are required to assess learners’ evidence against published learning outcomes and
assessment criteria.
All units will be individually graded as ‘pass’, ‘merit’ or ‘distinction’. To achieve a pass
grade for the unit learners must meet the assessment criteria set out in the specifications. This
gives transparency to the assessment process and provides for the establishment of national
standards for each qualification.
The units in Edexcel Level 3qualifications all have a standard format which is designed to
provide guidance on the requirements of the qualification for learners, assessors and those
responsible for monitoring national standards.

Unit format
Each unit is set out in the following way.
Unit title, unit code, QCF level and credit value.
The unit title is accredited on the QCF and this form of words will appear on the learner’s
Notification of Performance.
Each unit is assigned a level, indicating the relative intellectual demand, complexity and
depth of study, and learner autonomy. All units and qualifications within the QCF will have a
level assigned to them, which represents the level of achievement. There are nine levels of
achievement, from Entry level to level 8. The level of the unit has been informed by the QCF
level descriptors and, where appropriate, the National Occupational Standards (NOS) and/or
other sector/professional benchmarks.
Each unit in Edexcel BTEC Level 3 qualifications has a credit value which specifies the
number of credits that will be awarded to a learner who has achieved all the learning
outcomes of the unit. Learners will be awarded credits for the successful completion of whole
units.

Aim
The aim provides a clear summary of the purpose of the unit and is a succinct statement that
summarises the learning outcomes of the unit.
Unit abstract
The unit abstract gives the reader an appreciation of the unit in the vocational setting of the
qualification, as well as highlighting the focus of the unit. It gives the reader a snapshot of the
unit and the key knowledge, skills and understanding gained while studying the unit. The unit
abstract also highlights any links to the appropriate vocational sector by describing how the
unit relates to that sector.
Learning outcomes
The learning outcomes identify what each learner must do in order to pass the unit. Learning
outcomes state exactly what a learner should ‘know, understand or be able to do’ as a result
of completing the unit. Learners must achieve all the learning outcomes in order to pass the
unit.
Unit content
The unit content identifies the breadth of knowledge, skills and understanding needed to
design and deliver a programme of learning to achieve each of the learning outcomes. This is
informed by the underpinning knowledge and understanding requirements of relevant
National Occupational Standards (NOS) where appropriate.
Each learning outcome is stated in full and then the key phrases or concepts related to that
learning outcome are listed in italics followed by the subsequent range of related topics.

The information below shows how unit content is structured and gives the terminology used
to explain the different components within the content.
• Learning outcome: this is given in bold at the beginning of each section of content.
• Italicised sub-heading: it contains a key phrase or concept. This is content which must be
covered in the delivery of the unit. Colons mark the end of an italicised sub-heading.
• Elements of content: the elements are in roman text and amplify the sub-heading. The
elements must also be covered in the delivery of the unit. Semi-colons mark the end of an
element.
• Brackets contain amplification of elements of content which must be covered in the
delivery of the unit.

• ‘eg’ is a list of examples used for indicative amplification of an element (that is, the content
specified in this amplification that could be covered or that could be replaced by other,
similar material).

Learning outcomes and assessment criteria
Each unit contains statements of the evidence that each learner should produce in order to
receive a pass.

Guidance
This section provides additional guidance and amplification related to the unit to support
tutors/deliverers and assessors. Its subsections are given below.
• Links – sets out possible links between units within the specification. Provides
opportunities for the integration of learning, delivery and assessment. Links to relevant
National Occupational Standards and Professional Bodies Standards will be highlighted here.
• Essential requirements – essential, unique physical and/or staffing resources or
delivery/assessment requirements needed for the delivery of this unit are specified here.
• Employer engagement and vocational contexts – this is an optional section. Where
relevant it offers suggestions for employer contact to enhance the delivery of the unit.
These subsections should be read in conjunction with the learning outcomes, unit content,
assessment criteria and the generic grade descriptors.
The centre will be asked to ensure that essential resources are in place when it seeks approval
from Edexcel to offer the qualification.

Learning and assessment
The purpose of assessment is to ensure that effective learning of the content of each unit has
taken place. Evidence of this learning, or the application of the learning, is required for each
unit.
The assessment of the evidence relates directly to the assessment criteria for each unit,
supported by the generic grade descriptors.
The process of assessment can aid effective learning by seeking and interpreting evidence to
decide the stage that learners have reached in their learning, what further learning needs to
take place and how best to do this. Therefore, the process of assessment should be part of the
effective planning of teaching and learning by providing opportunities for both the learner
and assessor to obtain information about progress towards learning goals.

The assessor and learner must be actively engaged in promoting a common understanding of
the assessment criteria and the grade descriptors (what it is they are trying to achieve and
how well they achieve it) for further learning to take place. Therefore, learners need
constructive feedback and guidance about how they may improve by capitalising on their
strengths and clear and constructive comments about their weaknesses and how these might
be addressed.
Tasks/activities should enable learners to produce evidence that relates directly to the
assessment criteria and grade descriptors.

Grading:
The grading of Edexcel BTEC Level 3 qualifications is at the unit and the qualification level.
Each successfully completed unit will be graded as a pass, merit or distinction.
A pass is awarded for the achievement of all outcomes against the specified assessment
criteria.
Merit and distinction grades are awarded for higher-level achievement. The generic merit
and distinction grade descriptors are for grading the total evidence produced for each unit and
describe the learner’s performance over and above that for a pass grade. They can be
achieved in a flexible way, for example in a sequential or holistic mode, to reflect the nature
of the sector concerned.
Each of the generic merit and distinction grade descriptors can be amplified by use of
indicative characteristics. These give a guide to the expected learner performance, and
support the generic grade descriptors. The indicative characteristics should reflect the nature
of a unit and the context of the sector programme.

Achievement of a pass grade
A pass grade is achieved by meeting all the requirements defined in the assessment criteria
for each individual unit.

Achievement of a merit or distinction grade
All the assessment criteria and merit grade descriptors need to be completed within a unit to
achieve a merit grade.
All the assessment criteria, merit and distinction grade descriptors must be
completed within a unit to achieve a distinction grade.
Unit specification:
Your assessor will supply you with unit specification.

Edexcel BTEC Level 3 Diploma in Business (QCF)

S.No

Mandatory Units

Level

Credits

1

The Business Environment

3

10

2

Business Resources

3

10

3

Introduction to Marketing

3

10

4

Business Communication

3

10

Level

Credits

Optional Units
5

Business Accounting

3

10

6

Marketing Research in Business

3

10

7

Internet Marketing in Business

3

10

8

Recruitment and Selection in Business

3

10

9

Training in Business Work Place

3

10

10

Managing Physical Resources

3

10

11

Starting a Small Business

3

10

12

International Business

3

10

Level-3 Specialist TOTAL

120

Mandatory Subjects Credits

40

Optional Subject Credits

80

NET TOTAL CREDITS

110

Programme Management
Daily Management of Programme:
1) On registration at Cornerstone College, you will be given full details of the
timetable of lectures for each semester.
2) All students have the opportunity to raise any questions with the
administration and teaching staff at the Induction meeting at the start of each
semester, this will cover all aspects of the programme, timetable, and facilities
at Cornerstone College.
3) Personal issues should be raised with the counseling staff.

Feedback
Listening to the views of students
The following methods for gaining your feedback are used on this programme:
Module evaluations and feedback (every semester)
Administration and non-teaching feedback (twice a year).
Focus group interviews conducted with random sample of students (twice a year).
Student Complaints form
Academic Feedback
You will receive accurate and useful feedback of your assessments within four
weeks of assessments deadline about your academic performance. You need to keep
track of your academic progress, and therefore you must look at feedback and use it to
see where you went wrong/right, for improvement, which will become an automatic
process. We believe the feedback process should include:
Positive, formative and constructive - the most constructive feedback is frequent,
on-going, and based upon your needs identified in present levels of academic
performance
Provide both verbal and written feedback – all assessments will require a
submission and feedback sheet, and this will be returned to you within four weeks
Provide cohort feedback as necessary – common mistakes or learning aspects will
be given to the entire cohort on completion of assessment tasks, where there is
opportunity for learning by the group – you should use this for personal
reflection/improvement
Vary the method of providing individual feedback – sometimes privately,
sometimes in front of the class (positive feedback only), sometimes written,
sometimes verbal, and also during public events such as presentations/assemblies

Regular tutorials - personal academic tutorials should be held with you at least
twice during a grading period, more often if you are having problems with
attendance or may be performing poorly
Provide feedback on learning skills - feedback can be given on organization and
management skills such as keeping good notes, diaries, report plans etc., which
allows you to develop your skills
Display students‟ work in the classroom - create a wall chart that indicates
progress on the cohort‟s behavioural or academic goals. The purpose of the
display is to celebrate cohort achievement. Individual student grades will never be
disclosed in public

Resources
Cornerstone College has the following resources:
Library – covering main text books required for programme
IT Lab with high speed Internet access
English Support classes for all students who feel that this will enable them to take
full advantage of the course
Photocopying facilities Academic
Counselling –advice – help with visa
Personal Tuition
Careers Advice
Soft copies of Study materials are uploaded on the website but if students feel
they need hard copies they could request for them from their tutors.

Assuring the quality and standards of the award
You are registered this programme of study, leading to the award from the Edexcel. As such,
you are regarded as a student of Edexcel and as well as Cornerstone College of International
Studies. Both institutions work together to ensure the quality and standards of the programme
on which you are registered.
Some of the ways in which we ensure the quality and standards of the programme include:

Before the programme starts, we check that:
There would be enough qualified staff to teach the programme;
Adequate resources would be in place;
The programme met any professional/statutory body requirements;
The proposal met other internal quality criteria covering a range of issues such as
admissions policy, teaching, learning, and assessment strategy and student support
mechanisms.

Appointment of external examiners
All BTEC centers and programmes are subject to quality assurance checks. The main form of
quality assurance is through an external verifier. Centers may also be subject to checks
through the regional office working with staff based in London.
External examiners are formal representatives of Edexcel, working in partnership with centers
to provide a regular and consistent review of Higher National and QCF Level 4/7 Short
Course programmes.

Their work involves ensuring that:
The international standard of qualifications is maintained
Student achievement and performance is assessed in accordance with published
specifications and regulatory requirements
Students are aware, and understand, the basis of their assessment. In particular, that they
are made aware of what is expected of them to achieve Pass, Merit and Distinction grades.
Centers are committed to maintaining and improving quality.

Internal Verification
a) The internal verifier is at the heart of quality assurance in all programmes, both within the
national framework and within the quality and management systems. The role in terms of
managing assessment is that it consistently meets set standards.
b)

Internal verifiers will have the knowledge and qualifications relevant to the vocational
qualification(s) and other competence-based award(s) for which they are responsible to
enable accurate judgments to be made regarding candidate performance in relation to
competence criteria.

c)

Internal verifiers will be qualified in units.

d)

Internal verification will be carried out by using the college policy in conjunctions with relevant
bodies like Edexcel

Equal Opportunities Policy
Summary:
This policy sets out why equal opportunities are important to Cornerstone College of International Studies,
the basic principles to be followed.

Cornerstone College: Equal Opportunities Policy
Definitions of Equal Opportunities

We define Equal Opportunities in two ways:





as the process by which we strive to ensure that everything we do is fully inclusive and so meets the
needs of and is fair to those who are disadvantaged by prejudice and indifference,
as combating the injustice faced by some groups and individuals when, both directly and indirectly by
organizations and society as a whole, prejudice is put into effect.

Responsibilities
The Registrar has overall responsibility for the implementation of this policy and is accountable for
it to the Management Committee. Managers are responsible for ensuring the Equal Opportunities
policy is implemented in their part of the company, for ensuring staff understand the policy and their
roles within it, and for providing reports and monitoring information.
Everyone in Cornerstone College has a responsibility to ensure proper implementation of the
policy.

ADMISSION PROCEDURES
The entry requirements of all programs may differ from each other and applicants are advised
to ascertain the exact academic requirements or seek the assistance of Cornerstone counselors
prior to applying. Applicants who meet the minimum entry requirement of a particular
program may be admitted.

An interview with the Program Leader would form part of the application process and though
previous academic qualifications may meet the entry requirements, the outcome of the
interview is important in determining the success or failure of the application. Where a
candidate has been rejected from entering a particular program, the candidate may opt to
apply for other programs as an alternative, subject to the payment of an application fee.

We will register individual learners to the correct program within agreed timescales and claim
valid learner certificates within agreed timescales. Cornerstone have secure, accurate and
accessible audit trail to ensure that individual learner registration and certification claims can be
tracked to the certificate which is issued for each learner.

Admission Procedures of Cornerstone School of International Studies:
 Student will be registered within the awarding body requirements;
 Cornerstone will check the accuracy of learner registrations;
 Update learner of their registration status;
 Update awarding body of withdrawals, transfers or changes to learner details;
 Certificate claims are timely and based solely on internally verified assessment records;
 Audit certificate claims made to the awarding body;
 Audit the certificates received from the awarding body to ensure accuracy and completeness;
 Keep all records safely and securely for three years post certification
 This policy will be reviewed every six months by the program head
20

Students will be registered within 60 days of when they start the program to facilitate accurate,
timely registration. At end of 1st year, fully achieved units will be reported to Edexcel and
certification is not claimed and improved grades will be reported later to Edexcel.

Letter of Acceptance:

Applications that have satisfactorily met the academic entry requirements and where
applicable, passed the interviews or auditions will be issued a Letter of Acceptance. Such
successful applications are granted full acceptance without conditions.

Conditional Letter of Acceptance:

A conditional Letter of Acceptance may be issued to an applicant whose academic results or
other documents for application are not certified true copies yet at the point of application.
Such documents must be certified by authorized and approved authorities.

Validity of Offer:
Letters of Acceptance and Offer (with or without conditions) are valid only for a period of
three months from the time of registration. Applicants who have not accepted the offer at the
point of application and have not done so within three months will have their successful offer
withdrawn and registration / application fees forfeited. When the period of offer has lapsed,
the applicant is required to re-apply taking into account of any new requirements or fees
applicable at the new point of time. For professional courses, validity is more restrictive and
may be decided at the point of time when such an incident occurs.

English Language Requirement:
A student studying at Cornerstone School of International Studies is required to fulfill the
English Language requirements in addition to the academic requirements. This requirement
forms part of the graduation requirement and students will not be given an official transcript
until all the English requirements are met, notwithstanding that their programs have been
completed.
21

Entry Requirements
You will normally need to have at least one of the following:
1. High School Diploma / 10 / O levels
2. a BTEC Level 2 Diploma or Diploma in an appropriate area
3. a GCE O Level profile which demonstrates strong performance in a relevant subject or an
adequate performance in more than one GCE subject. This profile is likely to be supported
by GCSE grades at level A-C
4. Age of 16 yrs and above
5. related work experience.
More mature learners may present a more varied profile of achievement that is likely to include
extensive work experience (paid and/or unpaid) and/or achievement of a range of professional
qualifications in their work sector.

Application Procedure
Students are required to submit:
1. Completed application form available on the CCISwebsite. Available also in hard copy
from CCIS student services
2. Clear passport photographs – 6 Nos
3. Copy of high school certificates (Students may also undergo GED qualification)
4. Work experience letters (for mature learners)
5. Complete Resume (for mature learners)
6. Signed Declaration (part of the application)
7. Registration Fees to accompany the application
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COURSE ASSESSMENT / GRADING
Assessment is based on course work and module examinations. Some assignments are groupbased and some examinations are open book, with others based on previously distributed case
studies. Wherever possible assessments will be linked to Computing & System Developmentes
and student workplaces. Formative assessment (not formally assessed) is guided by the need to
provide developmental feedback. This type of formative assessment encourages your reflective
practice, develops your academic and personal skills and builds your confidence.
We will ensure that assessment methodology is valid, reliable and does not disadvantage or
advantage any group of learners or individuals. To ensure that the assessment procedure is open,
fair and free from bias and to national standards and that there is accurate and detailed recording of
assessment decisions.
Cornerstone will:
 Provide learners with assignments that are fit for purpose, to enable them to produce
appropriate evidence for assessment
 Assess learner’s evidence using only the published assessment and grading criteria
 Ensure that assessment decisions are impartial, valid and reliable
 Not limit or ‘cap’ learner achievement if work is submitted late
 Have assessment procedures that will minimise the opportunity for malpractice
 Maintain accurate and detailed records of assessment decisions
 Maintain a robust and rigorous internal verification procedure
 Annually provide samples for external verification, as required by the awarding body
 Monitor external verifier reports and undertake any remedial action required
 Share good assessment practice between all BTEC programme teams
 Ensure that BTEC assessment methodology and the role of the assessor are understood by all
BTEC staff
 Provide resources to ensure that assessment can be performed accurately and appropriately
This policy will be reviewed every three months by Lead Assessor
Procedures:
Learner induction: Students are informed about all aspects of assessment and progress
monitoring. Reference should be made to the BTEC standards, assessment deadlines, the need for
authentic work, and learner appeals.
Assignment design: A practical vocational focus and reference unit assessment and grading
criteria. Learners will expect variety of assessment methods. A schedule of assignments and
assessment dates will be provided and monitored during delivery of the programme
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Assessment of learner work: Based the published unit assessment and grading criteria only. The
punitive ‘capping’ or limiting of grades is prohibited as per the BTEC assessment methodology.
Tracking assessment: A secure audit trail will be maintained, comprising assessment decisions;
internal verification documentation for assignments and learner work; and unit achievement for
the programme. These records will be held securely for 3 years after certification.
Certification claims: Accurate, as per registration records.

GRADING
Each module will be graded as a Pass, Merit or Distinction. A pass is awarded for the
achievement of all outcomes against specified assessment criteria. Merit and distinction grades are
awarded for higher-level achievement. Edexcel have produced grade descriptors for each grade. A
pass grade is achieved by meeting all the requirements in the assessment criteria for each
individual module. All the assessment criteria and merit grade descriptors need to be completed
within a module to achieve a merit grade. All the assessment criteria merit and distinction grade
descriptors must be completed within a module to achieve a distinction grade.
All students taking the module will be given an assignment brief along with the criteria for
each grade. The overall profile for the award will consist of all the individual grades from each
module.
In some cases, where the student has not met the appropriate criteria (for a pass grade), the
assignment will be awarded a referral grade. In this case the tutor will discuss the reasons why this
grade was awarded, and discuss how the student can improve on the assignment by re-working the
assignment to achieve the pass grade. Students are allowed one additional opportunity to improve
an assignment from the refer grade to a pass grade.
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ATTENDANCE POLICY
It is an established fact that the performances of students are determined by their attendance. We
say good attendance leads to good results which help us to maintain the standards of our
institution.

Attendance at Cornerstone School of International Studies (CSIS) is compulsory. Students are
required maintain 90% of attendance and to take responsibility for their own learning. Learning is
a shared experience and students are expected to play a part in promoting collective understanding.

Attendance is necessary to:


Enhance educational development within the area of study



Receive information about the program



Prepare for all assessments



Undertake any practical work or group work

It is responsibility of the student to attend his classes, we expect from students to inform their
Personal Tutor if they know in advance that they were going to be away from College on a
particular day. Also to contact the College via phone/email as soon as they know whether they will
be absent that day, due to illness or any other reason.
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DISCIPLINARY MISCONDUCT


Physical assault, or threat to use physical force, against any member of the teaching and
non-teaching staff and against any student of University;



Irregularity in attendance, persistent idleness or negligence or indifference towards the
classes, test or examination or any other curricular or co-curricular activity, any other work
assigned or he is expected to participate in;



Misbehaviour or cruelty towards any other student, teacher or any other employee of the
University.



Indulging in or encouraging violence or any conduct which involves moral turpitude or any
form of gambling;



Discrimination against any student or a member of staff on grounds of caste, creed,
language, place of origin, social and cultural background or any of them;



Drinking or smoking or any attempt at bribing or corruption in any manner;



Causing disruption in any manner of the academic or other functioning of the system of the
University or disobeying the instructions of teachers or the authorities;



Any sort of unwanted gestures, postures, expressions, movements, comments, actions etc.
made towards any student , employee or person, in or outside the campus;



Indulging in or encouraging any form of disruptive activity connected with tests,
examinations or any other activity of the University or truancy and unpunctuality;



Employing the name of the University or of any of their constituents, its emblem, seal,
material, any of its graphic identification symbols, abbreviations or likewise material of the
university;



Collecting any money from any student or any employee for any purpose including
donations, contributions/gathering without the written approval of the University



Ragging/indiscipline/misbehaviour/hooliganism etc. within or outside the precincts of the
University;



Any other act which in the judgment of the competent authority calculated to lead to
misconduct or indiscipline or malpractice or likewise in the University.
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HEALTH AND SAFETY PROCEDURES
CSIS shall take all such steps as prescribed by the Regulations made under the Labour Act, 1992
(Act 6 of 1992) in order to ensure the health, safety and welfare of all the employees in the
employment of Visa.


To prevent all downgrading incidents, which could result in personal injuries,
fire, property damage and waste, and to create and maintain a safe and healthy
working environment for all our employees.

 To promote and maintain the highest possible degree of mental and social well
being of all our employees.


To promote and maintain good working conditions so as to safeguard our
employees against injuries and occupational health and safety hazards, and to
conduct our operations with due consideration to the protection of the
environment.



Encourage all employees at all levels within CSIS to make suggestions for the
improvement of health and safety, through the appropriate managers, and
supervisors.
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PLAGIARISM AND MALPRACTICE
POLICY
Definitions/Terminology
Learner Malpractice: Any action by the learner which has the potential to undermine the
integrity and validity of the assessment of the learner’s work. (Plagiarism, collusion, cheating,
etc.)
Plagiarism: Taking and using another’s thoughts, writings, inventions, etc. as one’s own

Acts of Learner Malpractice: Center will refuse to accept for marking and extensive copying i.e.
plagiarism, 2nd or subsequent offence – Center will notify awarding body and ensure that the
learners redo the assignment on his own to meet the BTEC standards.
What reasonable steps we take to addressing learner malpractice:
 Promote positive and honest study practices;
 Learners should declare that work is their own: check the validity of their work;
 Use learner induction and handbook to inform about malpractice and outcomes;
 Ensure learners use appropriate citations and referencing for research sources;
 Assessment procedures should help reduce and identify malpractice.
How we deal with malpractice:
 Give the individual the opportunity to respond to the allegations made;
 Inform the individual of the avenues for appealing against any judgment made;
 Inform Edexcel of any malpractice or attempted acts of malpractice, which have compromised
assessment. Edexcel will advise on further action required;
 Penalties should be appropriate to the nature of the malpractice under review;
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ASSIGNMENT SUBMISSION POLICY
All assignments must be submitted by the published deadline. All work must be stapled, bound
or contained within a plastic wallet. Work that is handed in loose-leaf can easily become lost
when there are lots of assignments being submitted at the same time.
Students must ensure that they submit the correct assignment and that the version they submit is
the final one and not a draft. Students will not be able to claim extenuating circumstances for
submitting the wrong piece of coursework.
Coursework Plagiarism Policy & Penalties:
As per the assignment verification system, student is not allowed to submit an assignment with
more than 10% plagiarism.


If student submit the assignment with more than 10% plagiarism, the assignment is sent
back with the comments of interval verifier that how to rectify the plagiarised context
and the student would resubmit the assignment and he\she is also liable to pay 250/AED for rechecking the assignment.



If the assignment is not revised and the plagiarised context is not rectified, the
assignment is again sent back to the student with verifier’s comments. And student is
liable to pay 500/- AED for rechecking the assignment.



If in third attempt the student is again failed to rectify the errors in the assignment then
task is changed. Student is also not allowed to continue the new course until and unless
he/she does not submit the previous assignment on time.

Late or Non-submission of Assignment:
All students are required to submit assignment by the announced deadline or a penalty
may be imposed. If a student is unable to submit assignment on a set date due to extenuating
circumstances beyond their control, the student must submit an extenuating circumstances form
accompanied by original documentary evidence in advance of the deadline. If the extenuating
circumstances are accepted as a valid reason for late submission, no penalty will be imposed.
The student will be informed by a suitable deferred submission date.
If there are no valid extenuating circumstances for late or non-submission of assignment,
student has to pay 250/- AED as penalty.
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Students should place their hard copy, soft copy - CD and the Assignment front sheet in a signed
A4 envelope, on which you should indicate
1. your full name
2. Student ID number,
3. Course name,
4. Intake,
5. Subject – module name
6. Lecturer’s name

APPEALS PROCEDURES
Cornerstone will provide clear procedures for learners to enable them to enquire, question or
appeal against an assessment decision. Any appeal is recorded and documentation is retained for
18 months following the resolution of the appeal.
That the Head of centre facilitates the learner’s ultimate right of appeal to Edexcel, once the
centre’s appeal procedure is exhausted.

Definitions/Terminology:

Appeal: A request from a learner to revisit an assessment decision which he/she considers to
disadvantage him/her

Appeals Procedure: A standard, time limited, sequenced and documented process for the centre
and learner to follow when an appeal is made

Responsibilities:

Learner: Responsible for initiating the appeals procedure, in the required format, within a defined
time frame, when s/he has reason to question an assessment decision.
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Assessor: Responsible for providing clear achievement feedback to learners. If assessment
decisions are questioned, the assessor is responsible for processing the learner’s appeal within the
agreed time.

Internal Verifier/Senior Management: Responsible for judging whether assessment decisions
are valid, fair and unbiased.

Head of Centre: Responsible for submitting an appeal in writing, to Edexcel if the learner
remains dissatisfied with the outcome of the centre’s internal appeals procedures.

Procedures
Learner appeals procedures: Should provide detailed staged procedure to determine whether the
assessor:


Used procedures that are consistent with Edexcel requirement



Applied the procedures properly and fairly when arriving at judgements



Made a correct judgement about the learner’s work

Appeals procedure stages:
Stage 1 – INFORMAL: Learner consults with assessor within a defined period of time following
the assessment decision, to discuss an assessment decision. If unresolved, then the issues are
documented before moving to stage 2.
Stage 2 – REVIEW: Review of assessment decisions by manager and/or IV. Learner notified of
findings and agrees or disagrees, in writing, with outcome. If unresolved, move to stage 3.
Stage 3 – APPEAL HEARING: Senior management hear the appeal: last stage by the centre. If
unresolved, move to stage 4
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Stage 4 – EXTERNAL APPEAL: The grounds for appeal and any supporting documentation must
be submitted by the centre to Edexcel within 14 days of the completion of Stage 3: a fee is levied
to the student.

TUTORIAL ARRANGEMENTS
CSIS has a full tutorial system for students to ensure that you receive guidance on your program of
study, have your progress carefully supervised, and can seek advice and assistance from one or
more members of your department or faculty.
Program Tutors can offer you advice on a wide range of problems, academic and personal; they
are also familiar with the various sources of information and assistance which can be drawn upon
for problems outside their own province. Faculty Tutors are more particularly concerned with
admissions, with advice on the choice of and change in programs of study, with fees matters,
discipline, examinations, reports and grants.
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