Welcome to the University of Cambridge International Summer Programmes.
2017 promises to be another exciting year as we welcome students from around 60 countries
to this vibrant academic community. You will be joining over 1,000 programme participants
this year and we hope you are looking forward to the part you will play in our diverse
community.
The programmes are as challenging as ever: everyone should be willing to commit to
preparatory reading and participate fully in class, setting aside sufficient time for the demands
of the course. Thorough preparation will help you make the most of this opportunity.
This handbook brings together a range of important information with which you need to
familiarise yourself before studying with us. It is intended to help you to make the most of
your experience and to answer practical questions as you plan your visit. It will guide you
through the next steps you need to take:


logging in regularly to the Summer Programmes Virtual Learning Environment (VLE) for
updates, course materials and the chance to liaise with other students



finding out more about your specific courses and recommended reading



checking on the process for gaining credit at your home institution, if appropriate



planning your journey and find out about your visa requirements and insurance



booking optional excursions for the weekends

Please remember to bring this handbook with you when you come to Cambridge as you
will find it useful during your stay. Upon arrival in Cambridge you will be asked to sign to
confirm that you have received and read a copy.
If you have any questions after reading this handbook or using the Virtual Learning
Environment, please contact us and we will be happy to answer your queries.
Email: intenq@ice.cam.ac.uk
Tel:

+44 (0)1223 760850 (office hours: Monday - Friday, 8.45am - 4.30pm GMT)

Post:

University of Cambridge International Programmes
Institute of Continuing Education, Madingley Hall, Madingley, Cambridge CB23 8AQ, UK

We wish you all the very best with your preparations and look forward to welcoming you to
Cambridge in the summer!

Sarah J Ormrod
Director, International Programmes
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1 Studying with the University of Cambridge International Summer
Programmes
We are part of the suite of non-award bearing courses offered by the Institute of Continuing
Education (ICE). All our courses are taught at undergraduate or postgraduate level.

1.1 Student commitment
To be able to get the most out of your Summer Programme, you will need to set aside
sufficient time for the demands of the course. You should ensure that you are able to prepare
for your courses. There is an expectation that you will participate actively in the courses,
commit to preparation (by doing any required reading in advance and bringing texts to class if
asked to do so in the course materials), concentrate during the classes and - in the case of
those writing essays for evaluation - set aside sufficient time to do the necessary research and
writing.
All courses demand preliminary study of some kind. This enables Course Directors to help you
to gain maximum benefit from your experience and allows others to do the same. For details
of the required reading for your course(s), please consult the course materials, which are
available on the Summer Programmes Virtual Learning Environment (VLE).
A wide range of opinions can be represented within each class and as students get to know
each other they will become more confident in sharing their own. It is the Course Director’s
role to ensure that the class stays focused, and to balance the amount of discussion-time and
teaching-time, so that everyone can contribute to discussions.
You are expected to attend all of the teaching sessions of your course.
We hope that you will enjoy the offerings of the Course Directors and distinguished plenary
speakers, and that you will participate in the range of evening and weekend activities available.
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1.2 Additional support for students
We make every effort both to anticipate and to make reasonable adjustments to meet the
requirements of disabled students including those with unseen disabilities and specific learning
difficulties. We can best support and advise you when we are made aware, in advance, of the
support you require. If you indicated on your application form that you require additional
support you will have been sent a Student Additional Requirements Form (SARF) to complete;
this is treated confidentially and separately to your application. The SARF will ask you to
provide further details about your requirements and support needs. You should let us know
about any additional requirements as soon as possible. If you inform us after the start of the
course, support may take time to implement and we are normally unable to make retrospective
allowances for disability-related issues. Please contact the Student Relations and Mailing Officer
at intenq@ice.cam.ac.uk if you would like to discuss your particular requirements, have any
questions or would like to request a SARF.

1.2.1 Access to teaching rooms
The main teaching buildings on the Sidgwick Site offer wheelchair access by way of ramps and
lifts. Please inform the Student Relations and Mailing Officer at intenq@ice.cam.ac.uk if ground
floor teaching is required.

1.2.2 Accommodation
Many of the Cambridge Colleges are in historic buildings, which were not designed with
modern access requirements in mind. A very limited number of adapted rooms are available in
some of the Colleges. If you require an adapted room and/or have other particular
requirements for access, and have not already informed us via your application then please
email intenq@ice.cam.ac.uk. Please also see section 2.6.

1.3 Field trips and visits
Some courses may include field trips or visits to local museums or galleries; these trips add to
the academic experience. We undertake a risk assessment under University guidelines, and take
appropriate measures where needed. You should listen carefully when the Course Director
draws attention to any hazards, and all instructions should be followed, as should
recommendations regarding suitable clothing and equipment for the teaching session.
Students enrolled on a course requiring participation in specific field trips or visits organised by
ICE are covered by the University’s public liability insurance during that activity. Please note,
however, that the University does not provide travel or personal accident insurance and you
should consider whether you wish to take out your own insurance.
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If arrangements have been made for students to meet at a gallery or museum, you are
normally responsible for arranging your own transport to the venue. The University’s public
liability insurance cover commences only when you arrive at the location. If transport to an
activity is provided, students will normally be expected to make payments to cover the cost of
the coach trip. Only in special circumstances will this expense have been included in the tuition
fee.
Any accident, incident or dangerous occurrence (near miss) which has a potential for harm
must be reported to the Course Director and to the Summer Programmes Office who will
report it to the Institute’s Health and Safety Committee.

1.4 Teaching site
Teaching will take place on the Sidgwick Site in Cambridge. A map of the site is at the back of
this handbook and at www.map.cam.ac.uk. You will receive a teaching room list on arrival.
During the summer, an International Summer Programmes Office is set up in the Foyer of Lady
Mitchell Hall on the Sidgwick Site. Notices on the display in the Lady Mitchell Hall are updated
regularly and you should check here for any important information.

1.5 Stopping your studies (withdrawal)
If circumstances arise which mean you consider withdrawing from the programme, it is
important to discuss them with either the Academic Programme Manager (Academic and
Finance) or the Student Relations Officer as soon as possible, who may be able to direct you to
sources of help and advice.
Standard cancellation conditions will apply (see section 7.14).
If you have withdrawn from a programme, your VLE access will be suspended and you will no
longer have access to the VLE.
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1.6 Change of name or address
The name given by you on your application should be your legal name. This will be used on
any certificates and supporting documents. If you wish to change your name or its format,
your address, telephone number or email address you should contact the Student Relations
and Mailing Officer at intenq@ice.cam.ac.uk as soon as possible. It is particularly important to
do this if the change is near the beginning or towards the end of the course, as course
materials or marked essays may otherwise go astray.

1.7 Feedback from students
We appreciate all feedback, and we would be grateful if you could complete an online
evaluation form at the end of your programme(s). The information provided is used to help
improve and develop course provision. Questionnaires are completed anonymously. We are
also grateful for your feedback on any aspect of our provision at any time of the year.
Immediate concerns or suggestions should be given orally to the Academic Programme
Manager (Academic and Finance) or by email to intenq@ice.cam.ac.uk.

2 Planning and practicalities
2.1 Visas
The University of Cambridge must comply with regulations issued by the UK immigration office.
We ask everyone to read this section, even if they have been coming to the International
Summer Programmes for a number of years.
A visa is not required for European Economic Area (EEA) or Swiss nationals.
Citizens or nationals of these countries do not need a visa:
Austria

Finland

Latvia

Portugal

Belgium

France

Liechtenstein

Romania

Bulgaria

Germany

Lithuania

Slovakia

Croatia

Greece

Luxembourg

Slovenia

Republic of Cyprus

Hungary

Malta

Spain

Czech Republic

Iceland

Netherlands

Sweden

Denmark

Ireland

Norway

Switzerland

Estonia

Italy

Poland

United Kingdom
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If you have permanent residence in, but not citizenship of, any of these countries, you are not
an EEA national.

A visa is required for everyone else.
All non-EEA nationals will require an appropriate visa to attend the International Summer
Programmes. Normally the University will support entry to the UK under the Short-term Study
route. Whether you need to apply for this visa in advance depends on your nationality as
outlined below:
a) Nationals of the following countries are required to apply for a Short-term study visa in
advance of travelling to the UK:
Afghanistan

Georgia

Oman

Albania

Ghana

Pakistan

Algeria

Guinea

Peru

Angola

Guinea Bissau

Philippines

Armenia

Guyana

Qatar (f)

Azerbaijan

Haiti

Russia

Bahrain

India

Rwanda

Bangladesh

Indonesia

Sao Tome e Principe

Belarus

Iran

Saudi Arabia

Benin

Iraq

Senegal

Bhutan

Ivory Coast

Serbia

Bolivia

Jamaica

Sierra Leone

Bosnia Herzegovina

Jordan

Somalia

Burkina Faso

Kazakhstan

South Africa

Burma

Kenya

South Sudan

Burundi

Korea (North)

Sri Lanka

Cambodia

Kosovo

Sudan

Cameroon

Kuwait

Suriname

Cape Verde

Kyrgyzstan

Swaziland

Central African Republic

Laos

Syria

Chad

Lebanon

Taiwan

People’s Republic of China

Lesotho

Tajikistan

Colombia

Liberia

Tanzania

Comoros

Libya

Thailand

Congo

Macedonia

Togo
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Cuba

Madagascar

Tunisia

Democratic Republic of Congo

Malawi

Turkey

Djibouti

Mali

Turkmenistan

Dominican Republic

Mauritania

Uganda

Ecuador

Moldova

Ukraine

Egypt

Mongolia

United Arabs Emirates

Equatorial Guinea

Montenegro

Uzbekistan

Eritrea

Morocco

Venezuela

Ethiopia

Mozambique

Vietnam

Fiji

Nepal

Yemen

Gabon

Niger

Zambia

Gambia

Nigeria

Zimbabwe

Further information on the requirements for this visa, how to apply and the application fee are
outlined at www.gov.uk/study-visit-visa. Please note you will not be able to apply until you
have received your Acceptance Letter for the International Summer Programmes to support
your application.
b) If your country is not listed above, you do not need to apply for a visa in advance as you
can request entry under the Short-term study route when you first arrive in the UK. You will
need to ensure you inform officials at Immigration Control that you are visiting the UK for the
purpose of study and show the Acceptance Letter issued to you for the International Summer
Programmes. There is no fee attached to entry at the border under this route.
Please note: an immigration status as a standard visitor / tourist does not permit the holder to
enter the UK for study purposes.
Alternative visas
If you hold other valid immigration permission for the UK, for example a Tier 4 visa or
indefinite leave to remain, you must inform us of the document you hold and we will confirm
whether this allows you to study for our International Summer Programmes.
Electronic Visa Waiver allows study and students from Kuwait, Oman, Qatar or UAE with this
immigration status can study on the Summer Programmes.
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The Registered Traveller Service cannot be used to enter the UK under the Short-term Study
route as this is not one of the visitor categories that it covers. If you are a national of Australia,
Canada, Hong Kong, Japan, New Zealand, South Korea, Singapore, Taiwan or USA and have a
Registered Traveller Service card you should not use this to enter the UK if you are entering for
the purposes of study, as your conditions of stay will not be correct and you will not receive
the required Short-term Study stamp in your passport which would allow you to start your
course.
If you arrive with a visa which does not permit study, you will not be able to start your course.
Further guidance
More information about the Short-term study visa is available here:
http://www.internationalstudents.cam.ac.uk/short-term-study
Prior to arriving in Cambridge
We strongly advise that all visa nationals supply us with a copy of their visa before arrival;
ideally four weeks before travel, so that the University can flag any potential issues and advise
accordingly.
On registration days
Please bring your passport and any immigration permission (if not in your passport) to
registration: our first stage in the registration process will be to check that you have a Shortterm study visa, or some other permission (such as ‘indefinite leave to remain’) so that we can
keep a record to say that we have seen this. It is your responsibility to ensure that you obtain
a visa that permits study. If you do not have a correct visa we will explain your options and
you should be aware that this may have implications on your registration – we recommend
that you follow the guidance above.
Visits overseas during your Summer Programme Non-visa nationals only: Please be aware
that if you plan to travel overseas at the weekend, during your stay, that you will need to
present your Summer Programmes Acceptance Letter when you come back into the country
again, requesting entry as a Short-term student.
Please note that Visa regulations are subject to change. We will advise accepted students,
via our Virtual Learning Environment (VLE), of changes when we can, but are unable to provide
individual advice in relation to visa applications. It is your responsibility to make sure you
understand and meet the immigration requirements of the UK, and obtain the visa to study at
Cambridge.
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2.2 Arrival and departure schedules
For each of the Summer Programmes the first date of the programme is the arrival Sunday;
teaching begins the following morning. All programmes have a welcome session at 5.00pm
on the arrival Sunday (with the exception of students who are studying Week Two only of
any programme – please see section 2.3.2). For all programmes, the last date of the
programme is the departure Saturday; the courses finish on the previous day. Students staying
in College accommodation are required to vacate their rooms after breakfast on the departure
Saturday.
All students attending a full programme, or the first week of a programme, are asked to
register at the Summer Programmes Office in the Lady Mitchell Hall (unless otherwise stated)
at the times shown below.
Programme

Arrival date

Registration

Departure date

time
Interdisciplinary Summer

Sunday 9 July

Programme Term I, Ancient and

12.00pm -

Saturday 22 July

5.00pm

Classical Worlds, Literature Term I,
Science Term I
(IARU) Global Summer Programme

Sunday 9 July

12.00pm -

Saturday 29 July

5.00pm
English Law & Legal Methods

Sunday 9 July

12.00pm -

Saturday 29 July

5.00pm
Interdisciplinary Summer

Sunday 23 July

Programme Term II, History,

12.00pm -

Saturday 5 August

5.00pm

Literature Term II, Science Term II
Interdisciplinary Summer

Sunday 6

12.00pm -

Saturday 19

Programme Term III, Shakespeare,

August

5.00pm

August

Creative Writing, Medieval Studies
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2.3 Registration
On arrival in Cambridge please first go to your College or other accommodation since we are
unable to store luggage in the Summer Programmes Office. If you are staying in a College,
please note that the role of College porters differs from that of a hotel porter and they are not
available to carry luggage. Check-in times for each College differ so please refer to the relevant
College notes available on our VLE. The College porters will give you your room key and
further information on College facilities. Should you arrive before your College check-in time,
then please still go directly to the College as they should be able to store your luggage until
your room is ready.
On arrival all guests resident in College are required under the Immigration (Hotel Records)
Order 1972 to complete a registration form giving their full name, address and nationality.
Non-UK guests will also be required to provide the number and place of issue of their
passport, their nationality and their next destination. These records are retained by the College
and must be kept for at least 12 months and be available for inspection by any police officer.
After you have checked into your accommodation, please come and register at the Summer
Programmes Office. Registration is a simple process and usually only takes a short amount of
time. It is important to register with us so that we can confirm your safe arrival. Please let us
know if your arrival is severely delayed, so we can inform College contacts and other relevant
staff.
Please note that all students will be asked to show either their passport and any
immigration permission (if not in passport), EEA national identity card or for UK nationals,
a UK driving licence or other form of photo ID at registration to confirm their attendance
on the programmes. We are also required to carry out a visa checking process. This will involve
checking that international students have the relevant visa/permission so that we can keep a
record to say that we have seen this. It is your responsibility to ensure that you obtain a visa
that permits study. If you do not have a correct visa we will explain your options and you
should beware that this may have implications on your registration – we recommend that you
follow the guidance in section 2.1 above.
We will then issue you with your programme timetable, welcome guide, locations of teaching
rooms and a student ID card. Our team of Cambridge Student Assistants will also be on hand
to help with any questions you may have.
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Registration is on Sunday but should you encounter last minute delayed travel arrangements,
then there would be the opportunity to register first thing on the Monday morning (8.00am 8.30am) before courses begin.
2.3.1 ‘Week Two only’ students
If you are only attending Week Two of a programme - (ie starting on Sunday 16 July, Sunday
30 July or Sunday 13 August) you do not need to register at the Summer Programmes Office
on the Sunday you arrive. Instead, please register at the Summer Programmes Office between
8.00am - 8.45am on the Monday morning before your classes begin. If you are staying in
College accommodation a Cambridge Student Assistant will be at dinner on the Sunday
evening, should you have any questions or queries. ‘Week Two only’ students will be emailed
further details in their Acceptance Letter.

2.4 Getting to Cambridge
For detailed information on getting to Cambridge from either London or some of the nearest
airports, please refer to our website http://www.ice.cam.ac.uk/info/getting-cambridge-summerprogrammes.

2.5 In Cambridge
The map at the back of this handbook will help you to find your way around Cambridge. For
detailed information on getting around Cambridge, including instructions from either the
railway station or the bus station, please refer to our website
http://www.ice.cam.ac.uk/courses/international-summer-programmes/cambridge-life.

2.6 Accommodation
Notes about the individual Colleges (available on our VLE) contain a brief description of the
College and list available facilities. All Colleges have websites which can be accessed via
www.cam.ac.uk/colleges-and-departments. Some Colleges have pictures of their rooms and
facilities. However, these must be taken as a guide only as we cannot guarantee that the
rooms and facilities shown on the internet will be available during your stay. Although there
may be a library, gym or other sports and exercise facilities in the College, we regret that these
will not be available. However, there are many public sports facilities available in Cambridge;
more information will be available on arrival.
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Please note: if you are planning to bring personal electrical equipment (laptops, hairdryers, etc.)
it is your responsibility to ensure in advance of your arrival that it is fit for purpose, and
suitable for UK mains electricity use.
All rooms must be vacated after breakfast on your departure date. We reserve the right to pass
on to students any charges levied for any loss or damage to College property, including for
lost keys.
Non-residential attendance is also possible. The Cambridge Tourist Information Centre is able
to provide information about accommodation. The University can accept no responsibility for
finding accommodation for those applying for non-residential places. If you are a non-resident
student, please ensure the International Programmes Office has the contact address and
telephone number of your place of residence whilst you are attending our programmes, just in
case we need to contact you in an emergency or get any urgent messages to you.
2.6.1 College accommodation allocation
If your first option was full, we will have allocated to your second or third choice. Specific room
requests are passed to the Colleges, who try to fulfil your requirements, but as rooms are
allocated in order of acceptance this is not always possible. Room sizes may vary considerably.
College accommodation places are allocated on a first-come, first-served basis. If requested in
advance, couples will be assigned to adjacent single rooms where possible. There are an
extremely limited number of en suite twin rooms available for couples in Clare College and
Selwyn College Ann’s Court. Should you wish to request a twin room for couples, please
contact us directly to request this option.
Please do not contact us or the Colleges about your room allocation before your arrival as we
will unfortunately be unable to advise on allocation in advance.
2.6.2 Accommodation between consecutive programmes/terms
If you are attending consecutive programmes/terms, the Saturday night between will be
booked automatically for you and the additional charge will be included on your finance
summary. Should you not wish to stay the Saturday night, please inform us, but note that you
will be asked to clear your room and check-out after breakfast on the Saturday and will not be
allowed to check-in until the Sunday afternoon. If you are away from Cambridge between your
programmes and leave luggage in your room, you will be charged the room fee for the
night(s) that luggage is left.
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2.6.3 Special requirements relating to accommodation
We make every effort to accommodate the needs of those with special dietary or medical
requirements. If the College to which you have been allocated cannot meet your requirement,
we will offer you accommodation in a different College. If not already done so via your
application, please let us know whether you have any special requirements concerning your
accommodation.
2.6.4 Early arrivals and late departures: arranging your own accommodation
If your travel plans necessitate early arrival or late departure you may be able to book and pay
for an extra night in your College accommodation for an additional charge. You must contact
the College directly to request and pay for any early arrivals or late departures. As the
procedure for this differs between Colleges, please see details on our VLE. It is not possible to
request rooms for early arrival or late departure through the Summer Programmes Office.
Another option, subject to availability, may be bed and breakfast accommodation at Madingley
Hall, the headquarters of the Institute of Continuing Education, before or after your
programme. Madingley Hall is set in magnificent landscape gardens, 4 miles / 6.4km away
from Cambridge city centre. The oldest parts of the building date back to the 1540s. All the
bedrooms are en suite, with a television and internet access. To check availability and book a
room, contact enquiry@madingleyhall.co.uk or call +44 (0)1223 746222.
2.6.5 Guests
Very occasionally, some of the Colleges may be able to provide accommodation for guests of
registered students for an additional fee. Any such requests must be made directly to the
relevant College (please see details on our VLE). Rooms for guests will be charged at a higher
rate than for Summer Programmes students. Closing dinners at the end of programmes are
not open to guests.
Due to financial and insurance constraints we regret that we are unable to allow the partner or
spouse of a student to accompany them in College unless they are also registered on one of
our programmes. If you wish to arrange for your spouse or partner to stay with you, we advise
you select the non-resident option and live out of College. We regret that children cannot be
accommodated in College.
Please note: it is not possible to make bookings for guest accommodation through the
International Summer Programmes Office.
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2.7 Contacting students whilst they are in Cambridge
2.7.1 Mail
If you are resident in a College you should have personal post addressed to you at the
respective College address which can be found at the beginning of the College notes available
on our VLE.
Non-resident students should have personal post sent to their accommodation address.
Please note that whilst we will forward any mail received after the programmes have finished,
we cannot accept responsibility for unreceived letters. For parcels and packages received after
your departure, we will advise you of the forwarding cost. We will courier the package to you
upon payment of the necessary fee.

2.7.2 Telephone
We regret that we are unable to provide a telephone for students to be contacted during the
teaching day. During the working day, short messages can be taken by the staff in the Summer
Programmes Office (the telephone number will be included in your programme materials when
you arrive). Telephone calls to our main number, +44 (0)1223 760850, will be received at our
permanent office before the Summer Programmes begin and throughout the Summer
Programmes (messages can be left at this number). In an emergency, friends and relatives
should contact either the Porters’ Lodge of your College, or the Summer Programmes Office.
Please remind relatives or friends that they should allow for any time difference between the
home country and the United Kingdom when telephoning.

2.7.3 Mobile phones
Please check with your network provider about compatibility before coming to Cambridge.
Mobile phones must be switched off during classes, seminars, lectures and meals in College.
Please note neither the University of Cambridge International Programmes nor the Colleges
can be held responsible for any loss of or damage to mobile phones, laptops, tablets etc.

2.8 Dress code
Dress for classes is informal; however, certain dress codes do apply in College. Shorts are not
allowed in the College dining halls at dinner and all hats must be removed in College. If
possible, please bring a smart outfit for the formal College closing dinner at the end of your
programme. Comfortable, soft-soles shoes will be required for the ceilidh folk-dances.
17

2.9 Safety
Overall, Cambridge is a safe city to live in; however, incidents of crime do occur from time to
time so we advise that you should not bring anything of great value and should ensure that
you have adequate insurance cover for all belongings. Being a famous and historic city,
Cambridge attracts many tourists during the summer so thieves are on the lookout for wallets,
cameras, laptops etc. carried by unsuspecting visitors. Please take extra care of your belongings
and never carry more money than necessary.
Colleges are among the highlights of the Cambridge sights and are open to the public on a
regular basis. For this reason you need to make sure that windows are closed and doors locked
when leaving your room, even for short periods of time.
You are advised to stay in pairs or small groups after dark and to make sure that you do not
walk anywhere alone at night or in the early hours of the morning.

2.10 Excursions and social events
2.10.1 Weekend excursions
Every year we offer a programme of optional weekend excursions to enable you to make the
most of your time in England. We plan to include visits to historic and cultural venues, such as
Hampton Court, along with theatre trips to The Globe. The themes of these excursions often
complement the course subjects in the academic programme and are a great way to meet new
people.
We strongly recommend booking excursions in advance of the Summer Programmes. Full
details, costs and booking forms are in the excursion brochure, which is available to download
from our VLE. To book in advance either book online via the VLE or complete and return the
booking form with payment, by post or fax. Places are allocated on a strictly first-come, firstserved basis. It may be possible to book on arrival in Cambridge, subject to availability.

2.10.2 Social events
We intend to arrange a variety of activities for you during the Summer Programmes including
social events such as ceilidhs (traditional music and dancing). These events are free although
tickets may be required for entry where spaces are limited. Full details of these events will be
given in the programme timetable, available on arrival.
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2.11 Medical care and medical insurance
If you are having any medical treatment at home, are suffering from a long term illness or are
registered disabled you are advised to bring all medication that may be required and a medical
report of your condition in English. The report should include a description of the condition,
any medical treatment and assistance required. Upon arrival at UK immigration you may be
requested to present medical certificates, detailing vaccinations. You should check with your
local British Embassy or High Commission about requirements. More information about British
medical requirements can be found at http://www.educationuk.org/global/articles/health/.
The British National Health Service has regulations concerning charges for medical care for
overseas visitors and further information on charges can be found on our VLE. We strongly
advise you to take out appropriate travel and medical insurance. Students should arrange for
cash to be available for immediate payment of a medical bill.
Students from countries which are part of the European Union or from Iceland, Liechtenstein,
Norway and Switzerland may be entitled to a free European Health Insurance Card. For more
information please visit www.europa.eu.

2.12 Travel insurance
In addition to medical insurance, it is essential that all students take out travel insurance (see
also section 7.15) before travelling to Cambridge to cover themselves for their return journey
and the duration of their stay. Property may be lost or stolen and circumstances might dictate
that you have to curtail, or even cancel, your trip at short notice. More seriously, and often at
significant additional expense, each year a few students have accidents or suffer illnesses which
require them to return home. For these reasons, all students must take out their own travel
insurance to cover costs which may arise in any of these situations. Cancelled bookings, for
whatever reason, are subject to the fees set out in the Cancellation Policy found in the terms
and conditions on our website and in this handbook. You should make sure that your
insurance covers you in case you have to leave the Summer Programmes unexpectedly. In this
instance, we cannot refund tuition fees and the Colleges are unlikely to refund accommodation
fees. We want to make sure that you will be able to claim these charges and not be out of
pocket if you have to leave.
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You should also note that:


the Summer Programmes, the Colleges and the University accept no liability for loss or
damage to your property



if unforeseen circumstances (such as illness) prevent you from leaving at the end of
your programme, you will be responsible for paying for any necessary extra
accommodation, medication or other items



if you bring a laptop computer you should note that the University Computing Service
cannot offer any technical support. Voltage differences between the UK and your home
country may cause problems. All laptops/tablets should be fully insured. Neither the
University of Cambridge International Summer Programmes nor the Colleges can be
held responsible for any loss of or damage to electronics

2.13 Payments during Summer Programmes
Payments for excursions, course changes, evaluation and any other payments can be made by
credit or debit card or cash. There is a Finance Desk in the Summer Programmes Office at Lady
Mitchell Hall.

2.14 Further study at Cambridge
The University of Cambridge Institute of Continuing Education (of which the International
Summer Programmes are a part) offers a vibrant and diverse array of subjects and courses for
personal and professional development. It offers short non-credit courses, residential and
award-bearing programmes ranging from Certificates through to Master of Studies degrees.
Courses take place throughout the year, usually at the Institute’s headquarters at Madingley
Hall, and online. Our flexible approach to learning makes the University of Cambridge
accessible to everyone. Take a look at the website www.ice.cam.ac.uk or contact general
enquiries for more information on +44 (0)1223 746262.
Information about the application process for admission to undergraduate degrees can be
found in the University’s Undergraduate Prospectus available from the Admissions Office,
Fitzwilliam House, 32 Trumpington Street, Cambridge CB2 1QY, admissions@admin.cam.ac.uk
or +44 (0)1223 333308 website www.study.cam.ac.uk/undergraduate. Further information about
the application process for full- and part-time postgraduate study at the University of
Cambridge can be found on the website of the Graduate Admissions Office at
www.admin.cam.ac.uk/students/gradadmissions/prospec/.
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3 Study guidance
3.1 General advice
All our courses require periods of preparation and independent study in addition to course
meetings. In making a commitment to study with us, you need to set aside sufficient time for
the demands of the course. Effective study skills are fundamentally important and it is
worthwhile investing time in developing these skills, particularly for students who are new to
undergraduate-level study or returning after a break. Study skills guidance is available through
the VLE.

3.2 Books and libraries
3.2.1 Books
The resource lists included in the course materials are intended to guide you in your choice of
which books to read in advance of your courses and may also act as a useful bibliography if
you have opted to write essays for evaluation. Key books, articles and sources are indicated as
‘required reading’ and must be read prior to the course. Others are listed as supplementary.
Some items are marked with an asterisk (*) which denotes that they must be brought to class
as the text will be studied in detail. Students undertaking evaluation may wish to bring relevant
books with them and all students may find that core texts and reference texts will be useful
during their programme. However, Cambridge has many bookshops, so you may prefer to
purchase additional texts on arrival. Please note, however, that there is no guarantee that all
the books on the course materials/reading lists will be available at these stores.
Here is a short-list of the main Cambridge bookshops, all of which offer an international
mailing service:
Cambridge University Press (for books published by Cambridge University Press)
Address:

1 Trinity Street, Cambridge, CB2 1SZ

Tel:

+44 (0)1223 333333

Web:

www.cambridge.org/about-us/visit-bookshop/

Email: bookshop@cambridge.org

Heffers Bookshop (Blackwell’s Cambridge, Heffers)
Address:

20 Trinity Street, Cambridge, CB2 1TY

Tel:

+44 (0)1223 463200

Web:

http://stores.blackwell.co.uk/stores/heffers-academic-general-books/

Email: heffers@heffers.co.uk

21

Waterstones Booksellers
Address:

22 Sidney Street, Cambridge, CB2 3HG

Tel:

+44 (0)1223 351688

Web:

www.waterstones.com

Email: cambridge@waterstones.com

3.2.2 Libraries
If you are writing an essay for evaluation or have a specific research need, you may request
access to a number of faculty and departmental libraries including the University Library. Those
wishing to use one of these libraries must obtain a library Registration Card from the Summer
Programmes Office. Further information on access will be provided upon arrival. Students will

have reading rights only - books may not be borrowed. Unfortunately, International Summer
Programme students are not allowed access to College libraries.
English Law and Legal Methods students have access to the Squire Law Library, located within
the Faculty of Law on the Sidgwick Site. Further information will be made available upon
arrival.

3.3 Computers
On arrival, you will be given a University computer account in order to access the internet and
write essays for evaluation. The University computing facilities within the Faculty of Law should
be available during the summer for use by all Summer Programme participants. The services
are limited in size and operate at restricted opening hours. Students living in College
accommodation may also have access to College computing and internet facilities. Further
information can be found in the relevant College notes available on our VLE. There are also
several centrally-located internet cafés in Cambridge.

3.4 Using the Virtual Learning Environment (VLE)
Our courses are supported by a web-based Virtual Learning Environment (VLE). This is a useful
study resource that provides all course materials (including reading lists), the student
handbook, information on evaluation, College accommodation information and excursion
information and booking form. There is also an online student forum where you can
communicate with fellow students, share advice and tips and ask questions. Essays are also
submitted via the VLE. Updates to plenary lectures, evening talks, courses and events will be
added throughout the year and detailed programme timetables will be available in June.
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Once your application has been accepted, you will be emailed a username, password and login
instructions. Some emails sent from our office are occasionally redirected to junk or spam
folders. Please ensure you check these folders regularly. Should you not receive this email,
please contact us by e-mail at: intenq@ice.cam.ac.uk. Our VLE can be found at
https://vle.iceonline.cam.ac.uk. If you experience any problems related to accessing the VLE or
logging into your account please contact the eLearning team helpdesk via
http://support.iceonline.cam.ac.uk/. You will normally retain access to our VLE site until the end
of October.

3.5 Use of the internet
You will need the below to be able to check for regular updates to the VLE, submit essays,
participate in the Creative Writing programme or communicate with other students before the
programmes:
Basic internet skills

Essential

Personal email address *

Essential (*as stated on your application)

Internet access

Essential (library access should be fine)

Word processing software

Essential (able to export to word format)

Broadband

Recommended (for video/audio)

It is essential that you have an email account and regular access to an internet-connected
device. If you do not have internet access at home please make alternative arrangements.
All Summer Programme courses are supported by our VLE and course communications will be
sent by email. If you are writing essays for evaluation, or are attending the Creative Writing
Summer Programme, you will be expected to submit your essays online. Internet access will be
available to you throughout your course in Cambridge.

3.6 Transferable skills
You acquire transferable skills while undertaking many activities, not just your studies, and
these can be applied in many other situations. We have identified a number of such skills
which may be further developed as you progress during your studies. They can be classified as
intellectual, communication, organisational or inter-personal skills.
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Intellectual skills, which include the ability to:


reflect critically on information received, whether spoken or written, analyse and
evaluate information



develop and present new ideas



identify and solve problems



interpret material which may be presented in an unfamiliar style or format



apply reasoning or logic

Communication skills, which include the ability to:


present written material clearly and appropriately



present oral material in an articulate and effective way



enter a debate and argue clearly and concisely



listen patiently to the opinions of others



deliver critical feedback constructively

Organisational skills, which include:


time management



record keeping



self-discipline



self-direction



the ability to gather, organise and deploy evidence, data and information



bibliographic skills

Interpersonal skills, which include:


working creatively, flexibly and co-operatively with others



formulating and meeting team objectives



interacting successfully on a one-to-one basis



giving support and encouragement to others

You will also develop your observational and practical skills, research skills and computer
literacy.
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4 Attendance and assessment
4.1 Timetables and contact hours
Printed timetables will be available when you arrive and will also be available on our VLE
shortly before the start of the Summer Programmes.
The estimated minimum number of contact hours for each programme is listed below. These
contact hours are a combination of courses, plenary lectures, evening talks, briefings and in the
case of the Science Summer Programme, practical sessions or course-related visits.
Summer Programme

Estimated minimum contact
hours

Interdisciplinary Summer Programme Term I or Term II

45 / 57½ (2 or 3 courses)

or Term III
Literature Summer Programme Term I or Term II

50

Science Summer Programme Term I or Term II

48

Ancient and Classical Worlds Summer Programme

52½

History Summer Programme

52½

Medieval Studies Summer Programme

57

Shakespeare Summer Programme

52

Creative Writing Summer Programme

50

English Law and Legal Methods Summer Programme

c.65

Once full details of the programmes have been finalised (with visits, plenary lectures, evening
talks and events in place), the number of contact hours may change slightly. These hours do
not include reading and preparation time during the course, or - for those taking the
evaluation option - time writing essays. It is expected that all Creative Writing students will also
commit to at least 8-10 hours per week for written work outside classroom hours.
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4.2 Attendance certificates and requirements
At the end of the programme, you will receive a certificate of attendance showing the courses
(seminars for English Law and Legal Methods (ELLM)) that you have attended. You are
expected to attend all sessions of your courses/seminars and registers are called at each
session. If you have missed any sessions, your certificate of attendance will state how many
sessions were attended for that course/seminar. If all classes are missed, the course/seminar
will not appear on your certificate. No certificate will be awarded where you fail to attend any
of your classes. Certificates are presented in person at the Closing Dinner. If you wish to have
your certificate posted via non-tracked mail there is a standard charge of £5.
Science Summer Programme students are also expected to attend all P01 afternoon practical
sessions on Tuesdays, Wednesdays and Thursdays.
Students who arrive in class once the register has been called should ensure their Course
Director marks them as present. We are unable to amend registers retrospectively.
We reserve the right to retain certificates if College room keys are not returned, or any
payments are outstanding.
You are expected to attend the minimum number of plenary lectures stipulated for your
programme – an attendance card for these will be made available upon arrival. These should
be brought to each plenary lecture to be stamped. Your card will not be stamped if you
arrive after the lecture has started. Once you have had your card stamped, you are expected
to remain for the duration of the lecture. Stamps are not valid if a student leaves a lecture
early. Plenary lecture attendance cards are collected at the end of the programme. The plenary
lecture series requirements are as follows:
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Summer Programme

Plenary lecture attendance requirements

Interdisciplinary Summer Programme Term

8 out of 10 Connections and Conflicts plenary

I or Term II or Term III

lectures per term

Literature Summer Programme Term I or

4 out of 5 lectures GH0 Another country plenary

Term II

series per week

Science Summer Programme Term I or

8 out of 6 lectures and 3 practicals P01

Term II

Prediction and Progress plenary series per week

Ancient and Classical Worlds Summer

4 out of 5 lectures AE0 Connections and

Programme

Conflicts plenary series per week

History Summer Programme

4 out of 5 lectures LM0 States and Nations
plenary series per week

Medieval Studies Summer Programme

4 out of 5 lectures KN0 Rebellion and Revolt
plenary series per week

Shakespeare Summer Programme

4 out of 5 lectures RS0 Connections and

Conflicts plenary series per week
Creative Writing Summer Programme

4 out of 5 lectures CW0 plenary series per week

English Law and Legal Methods Summer

All plenary lectures per week

Programme
In addition to the themed plenary lecture series (which may include some evening talks), a
more general series of evening talks is planned for each programme. Some of these talks are
designed to appeal to more than one programme, and will be shared accordingly.
The course/seminar registers and attendance cards are used to ensure that students (who are
taking courses for credit at their home institutions) have fulfilled their requirements and also
relate to requirements for short-term study visas. If students do not attend the minimum
number of plenary lectures required then the home institution may decide not to award the
full level of credit for the programme. Essays may still be marked if students do not meet the
attendance requirements for a course, but it is the responsibility of the individual student to
convince their own institution that they merit credit for an inadequately attended
course/seminar.
A certificate details form (available from the Summer Programmes Office) should be completed
if you wish your name to appear in a particular way on the certificate. It is not possible to have
contact hours listed on a certificate. If you require evidence of your contact hours then you will
need to request and pay for a ‘transcript’ equivalent letter (see section 4.9 for further
information).
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4.2.1 Class participation for Creative Writing Summer Programme only
In addition to the above, every Creative Writing student will produce a 350-500-word creative
piece daily, for four days of each course. These will be submitted for class discussion. You
should submit your work by e-mail (an address will be provided on arrival) no later than
6.15pm on every Monday, Tuesday, Wednesday and Thursday evening.
One paper copy of each written piece for each student in the group will then be made
available to the Course Director, before the first session each day, so that they can be
distributed and discussed during the workshops. Course Directors will also have access to the
electronic submissions.
These workshop discussions are the heart of the course. Because detailed analysis is essential,
it is clear that - on the basis of a class of 15 - we will normally need both of the day’s sessions
to cover the work of all students.
The aim of these courses is to create, for their duration, a community of writers - a group of
practitioners naturally interested in developing their own work, but also sensitive to the needs
of their fellow-students. The classroom discussion of others’ writing needs to be simultaneously
stringent and supportive; and it should be remembered that each participant can learn as
much from a full engagement in the discussion of the work of others as from that part of the
discussion that focuses on his/her own writing.

4.3 Evaluation
Many students find the opportunity of writing an essay for evaluation one of the most
challenging and rewarding aspects of the Summer Programmes. The reasons for doing so vary,
but are typically:


to gain credit from a student’s home institution or university (please note that
International Summer Programmes does not award credit, see section 4.10)



to be assessed against the University of Cambridge standard



as a valuable way of responding to courses you have taken



for personal fulfilment and enjoyment

There is no formal requirement by International Summer Programmes for students to be
evaluated, but some home institutions and universities may require their students to submit
one or more essays. All Summer Programmes offer the possibility of evaluation.
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Evaluation involves writing an essay of 2,000-3,000 words in answer to a question set by the
Course Director (on some science-based courses, this may involve solving equations or
mathematical problems). There is a fee of £50 per essay, which can either be paid when
applying or when you arrive in Cambridge. You can decide to write one essay for each
course/seminar you are registered on, with the maximum number of essays permitted as
follows: Interdisciplinary Summer Programme Term I, Term II and Term III: a maximum of three
essays per 2-week term; Science Term I, Science Term II or Creative Writing: a maximum of two
essays per 2-week term; Literature Term I, Literature Term II, Ancient and Classical Worlds,
History, Shakespeare or Medieval Studies: a maximum of four essays per 2-week term; English
Law and Legal Methods: a maximum of two essays per 3-week term.
Given the short duration and intensive nature of the Programmes, we strongly advise thinking
carefully before attempting more than two essays per programme/term, unless your home
institution requires you to.
We provide an evaluation information session for all students on the first Monday of each
week – please come to this session if you have already decided to submit for evaluation or are
considering the possibility of doing so. As well as providing general information about writing
an essay, there will also be an opportunity to speak to your Programme Director at the end of
the session.
Creative Writing Summer Programme only:
In addition to the daily written assignments which you submit as part of your course, there is
also the option to submit written work for evaluation at the end of the course (for an
additional £50 per essay). This work must incorporate material from one or more of the four
daily written assignments, but need not precisely replicate the week's work.
4.3.1 Essay titles
You will find a list of the specific essay titles for each course/seminar in the course materials.
These titles have been designed and selected by the person teaching the course/seminar. You
must select one of these titles and you are not permitted to design or use your own.
We encourage all students to discuss the essay they have chosen with their Course Director
once the course/seminar has begun. Your Course Director will be happy to provide advice and
guidance on a range of issues, such as how you might want to approach the question, the
sources you might need and how to structure your essay. Please note, however, that you are
not permitted to submit a draft copy of your essay or ask the Course Director to read a proof
of an essay you plan to submit.
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Essays are a demonstration of your ability to engage with the subject matter of the
course/seminar. Please note, however, that you must not begin to write the essay itself until
you have received guidance from your Course Director.
For further details, please see the evaluation guidelines on our VLE.
4.3.2 Opting in or opting out
Opting in
If you did not pay to submit an essay when you applied, you can choose to do so when you
arrive. Please complete an 'Opt-in (evaluation request) Form' and pay the £50 fee per essay at
the Finance Desk. The deadline for opting in is 4.00pm on the last Thursday of the programme
for which the essay is being written. The evaluation fee is non-refundable should you opt-out
of evaluation or fail to submit your paper by the applicable deadline.
Opting out
If you have already paid to submit an essay, but find that you are not going to be in a position
to submit, you can ‘opt-out’ (some students attending through an institution or university may
be required to submit an essay - please check with us first). Please complete an 'Opt-out
(evaluation withdrawal) Form' (available from the Summer Programmes Office) and return to
the Student Relations Officer as soon as possible. The deadline for ‘opting out’ is 4.00pm on
the last Thursday of the programme for which the essay is being written. The evaluation fee is
non-refundable should you chose to opt-out, as stated in our booking terms and conditions.
If you stated on your application form that you intended to write an essay in one or more
courses and paid the evaluation fee, you will be registered for evaluation. If you subsequently
fail to submit and you have not told us in advance, this will be listed on our system as ‘not
submitted’.

4.4 Submission of essays
Essays must be word processed and submitted electronically via our VLE in Word (doc/docx)
format only. Note we cannot accept PDF or RTF formats. It is your responsibility to ensure your
essay is submitted electronically in an acceptable format by 12.00 noon British Summer Time
(BST) on the applicable due date. Essays submitted directly to the Course Director or to the
Summer Programmes Office will not be accepted.
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A high level of competence in writing, grammar and spelling is always expected. All sources
must be acknowledged within assignments and listed in a bibliography. It is essential that in
each assignment the source of quotations and specific points taken from other authors are
acknowledged and referenced and that the assignment is accompanied by a bibliography or
list of resources that have been consulted during the preparation process.
All submitted work must be your own. Plagiarism (the unacknowledged submission of ideas,
words, images or figures created by others) is not acceptable to the University, whether or not
there is intent to deceive (see section 5.1 for further information). All submitted essays are
screened by the text-matching software Turnitin (see section 5.3 for further information).
Once a submission has been received it may not be replaced with another version of the essay.
Additionally, essays may not be re-submitted after the initial marking in an attempt to achieve
a higher percentage mark. All submitted work must be your own and must not have been
previously submitted as part of the formal assessment for another course or programme.
All essays must be accompanied by the essay cover sheet including the statement of
authorship (available on the VLE). Essays not accompanied by this declaration will not be
marked.
Essays should have a word count of 2,000-3,000 words and the word length specified includes
or excludes the following:


includes: references in the main body of the text, footnotes and endnotes,



excludes: bibliography or list of resources, abstract, list of contents or abbreviations at
the beginning or end of the assignment, numerical tables and figures.

The assessment will be based solely on the work up to the above word limit, and any text over
and above this will not be considered. You are required to declare the word length of your
assignment on your essay cover sheet.
The use of appendices is generally discouraged except where additional data, not available in
published form, must be presented. This should be previously agreed with your Course
Director.
If the work includes diagrams, graphs, charts, tables or maps, you should discuss with your
Course Director whether these will be permitted to take the place of words in the word count.
If permitted to contribute to the word count, the allowable number of such diagrams, graphs,
charts, tables or maps may be limited, and needs to be checked with the Course Director.
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Please see the essay drop box instructions on our VLE for further information on how to
upload your essay.

4.5 Deadlines for the submission of essays
Please see the table below for a list of deadlines per programme. Work received after the
12.00 noon British Summer Time (BST) deadline will not be marked. All submission deadlines
refer to UK local time. Check carefully if your local time differs from this.
Programme

Essay due date

Interdisciplinary Summer Programme Term I

Friday, 28 July

Ancient and Classical Worlds Summer Programme

Friday, 28 July

Literature Summer Programme Term I

Friday, 28 July

Science Summer Programme Term I

Friday, 28 July

English Law and Legal Methods

Friday, 4 August

Interdisciplinary Summer Programme Term II

Friday, 11 August

Literature Summer Programme Term II

Friday, 11 August

Science Summer Programme Term II

Friday, 11 August

History Summer Programme

Friday, 11 August

Interdisciplinary Summer Programme Term III

Friday, 25 August

Medieval Studies Summer Programme

Friday, 25 August

Shakespeare Summer Programme

Friday, 25 August

Creative Writing Summer Programme

Friday, 25 August

4.6 Extensions to deadlines
In exceptional circumstances only, you may apply for an extension to the submission deadline
for an essay. Examples of exceptional circumstances would include illness of students or their
close relatives, bereavement or unanticipated changes in personal circumstances, but would
not include holiday or travel arrangements, workload or social commitments.
Before considering an extension request, students should discuss any problems they may be
having with the Academic Programme Manager (Academic and Finance), who will be able to
offer advice about ways to balance a student’s studies with other commitments.
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No extension will be granted without a student first exploring other options. If, following this, a
student feels an extension is necessary, the student should obtain and complete an Extension
Request Form (available from the Summer Programmes Office or by contacting
intacad@ice.cam.ac.uk) and submit it to the Academic Programme Manager (Academic and
Finance), with supporting evidence where required.
You should return the completed form by the submission deadline. Requests submitted after
this deadline will not normally be considered. All extension requests on medical grounds
require supporting evidence. A student’s doctor or consultant does not need to state the detail
of any illness, simply the number of days of sickness.
Please note that there should be no expectation that an extension will be granted and we
recommend that you continue to work on your essay as normal in the meantime. The nature
of the exceptional circumstances will be taken into consideration when deciding the length of
any extension granted, and will be up to a maximum of one week from the submission
deadline.

4.7 Marking and returning essays
Your work will receive a percentage mark using the Institute of Continuing Education’s scale
below (please note that a separate marking scheme for Creative Writing will be made available
on our VLE). Please also note that the suggested letter-grading equivalent in the second
column is given for contextual information only.
Mark (%)

Approximate

Student’s work shows:

letter grade
(for guidance
only)
Excellent
80 - 100

A+
A



criteria listed below.


A-

Wide range of knowledge and information and
evidence of independence of thought.



70 - 79

Evidence of exceptional quality over and above the

Appropriate and perceptive reference to relevant
academic sources.



A consistent demonstration of powers of critical
analysis and synthesis in developing arguments.
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Good
B+

60 - 69

B



A thorough grasp of relevant knowledge and
information.



Extensive reference to appropriate academic sources.



Clear evidence of an analytical approach to the issues
raised by the topic.

B-



The capacity to engage critically with arguments and
evidence.

Competent

C+

A secure grasp of relevant knowledge and information
and evidence of a competent understanding of
relevant concepts.

50 - 59
C
C-



Reference to a reasonable range of relevant academic
sources.



Some evidence of an analytical and critical approach.



Evidence of assimilation of relevant knowledge, but

Weak
D+
40 - 49

D
D-

contains some errors, omissions or irrelevancies.


Limited reference to relevant academic sources.



Little evidence of analysis or a critical approach.



Some weakness in the structuring of assignments.



Some elements of relevant knowledge but contains

PASS THRESHOLD
Fail

significant errors, omissions or irrelevancies.

0 - 39

E+



Evidence of a poor grasp of relevant concepts.

E



Poorly structured assignments failing to address the
issues under discussion.

EF



Work of an extremely low standard, fundamentally
failing to address relevant issues.



Incoherent argument, serious errors.

Marks are awarded principally for the essay itself; however, Course Directors may, at their
discretion, adjust marks upwards to reflect any particularly significant contribution to class
discussions. In such cases, the maximum adjustment permissible is one grade (eg 1 - 3%).
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There will not, however, be any equivalent downgrading for students who do not contribute
significantly.
If you are hoping to gain credit towards a degree at your home institution, please bear in
mind that Course Directors will base their marks entirely on the work produced at Cambridge.
Please do not assume that you will automatically receive the same level of mark as you might
be used to getting – it can be difficult to achieve the same standards in a very short,
concentrated period.
You will receive a percentage mark for your essay (the pass mark is 40%), but it will be up to
your home institution to translate this into an appropriate grade for local purposes.
Most students perform well in their Summer Programme essays. However, a small number do
not reach the required standard each year. The principal reasons for an essay being given a
Fail mark (0 - 39%) are as follows:


fundamentally failing to answer the question set and address the relevant issues



incoherent answers where the student has failed to convey an academic argument



seriously erroneous information



plagiarism

Course Directors are aware that English is not the first language of many Summer Programme
students and can allow for errors of syntax and vocabulary if your overall content, meaning
and argument are clear.
Essays will be marked by the original Course Director unless exceptional and unforeseen
circumstances prevent this. In such cases, it may be necessary for us to refer essays to a
substitute marker (normally an existing Course Director with ample experience of our
evaluation processes, and who will be an expert in the subject area).
We aim to return your work as promptly as possible, subject to the marking, administration
and moderation procedures which are required. These processes may take some time and no
results can be sent to students or institutions until they have been formally agreed. We
appreciate the need to obtain results and endeavour to send them as soon as possible,
normally by the beginning of October. Please note that all marks are provisional until the full
moderation process for the Summer Programmes have been completed.
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For each essay you have submitted and paid for you will receive an Essay Feedback Form
along with your essay. This will contain the percentage mark awarded and written feedback
from the Course Director. Please note that marks may be held back if any fees are unpaid.
We will email the Essay Feedback Form and the essay to the email address you have specified
on the Essay Cover Sheet. If this needs to be sent directly to your home institution (for
example, if you are hoping to gain credit for your studies at Cambridge), please ensure that
you indicate clearly on the Essay Cover Sheet the email address and name of the person at
your home institution where this should be sent. We have agreements with some institutions
were we have to email all Essay Feedback Forms and essays directly to our contact at the
institution or University and this agreement would override anything you have listed on your
cover sheet, so please consult directly with your institution concerning these arrangements.
Should you require hard (paper) copies of your Essay Feedback Form and essay to be posted
to you we can do this upon request. Please note that the charge for this service is £25 per
student. These will be posted by standard post which is non-trackable.

4.8 Moderation procedures
The moderation of assessment is an important element in assuring the quality of programmes.
All marked essays are subject to audit and moderation procedures to ensure the consistency
and fairness of marking across the Summer Programmes.

4.9 Requests for additional information regarding academic performance
4.9.1 Paperwork
You may request in writing additional information regarding your evaluation or confirmation of
attendance. A letter confirming details and contact hours of courses successfully attended and,
if applicable, evaluation results, (ie the equivalent of a ‘transcript’) can be produced at a cost of
£30 for the first copy of the letter and £15 for each additional copy, plus postal charges. You
may request an additional copy of your certificate of attendance at a cost of £25 per
certificate, plus postal charges. The certificate and, if required in future, a letter confirming
attendance and essay results, are the only documents that we can issue. We are only able to
produce these for the previous seven years.
4.9.2 Reference requests
Please note that students are not permitted to ask Course Directors for an academic reference.
Any such requests will be declined. Thank you for respecting this policy.
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4.10 Credit
The University of Cambridge does not use a credit system for its internal degrees, and cannot
award credit directly for the International Summer Programmes. However, all courses offered
by the International Summer Programmes are subject to strict approval and evaluation
procedures and are taught at the same academic level as equivalent credit-bearing courses.
Although credit is not awarded, it is possible for us to evaluate any student's performance
during a Summer Programme and to provide a statement of our evaluation.
Very many universities and institutions world-wide award credit to students who fulfil the
attendance requirements and who submit work for evaluation as part of the Summer
Programmes. Students wishing to obtain credit as a result of our evaluation should consult
their own institutions in advance about the acceptability of the Summer Programmes for credit
purposes.
In response to requests for advice on the amount and level of credit which should be awarded,
we have produced the following notes. Please note that the information contained here is
advisory only; institutions around the world are free to determine for themselves the
appropriate amount of credit to be awarded for study through the University of Cambridge
International Summer Programmes.
4.10.1 Credit hours
Based on the previous experience of institutions whose students have attended the University
of Cambridge International Summer Programmes, and using a typical ratio of contact hours to
semester credit hours, we make the following suggestions for the award of credit:


a student who completes a two-week Summer Programme (Ancient and Classical
Worlds, History, Literature Term I or Term II, Medieval Studies, Science Term I or Term II,
Shakespeare, Interdisciplinary Summer Programme Term I, Term II or Term III) with a
minimum of an estimated 48 contact hours and who writes one 2,000-3,000 word essay
be awarded three (3) undergraduate semester credit hours.



a student who completes a two-week Summer Programme and submits two essays
might receive an additional one (1) credit hour, making a total of four (4)
undergraduate semester credit hours. Credit awarded should be adjusted accordingly.



a student who completes the two-week Creative Writing Summer Programme with a
minimum of an estimated 50 contact hours plus an additional 16 hours of writing, and
who submits written work for evaluation in two courses, might receive a total of four (4)
undergraduate semester credit hours.
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a student who completes the three-week English Law and Legal Methods Summer
Programme and submits two essays might receive a further additional one (1) credit
hour, making a total of five (5) undergraduate semester credit hours.



a student who completes half a programme (1 week) in Ancient and Classical Worlds ,
History, Literature Term I or Term II, Medieval Studies, Science Term I or Term II,
Shakespeare and submit one essay should be awarded half of the contact hours of a
full, two-week programme. Credit awarded should be adjusted accordingly.



Some students complete a six-week programme of study (an estimated minimum of
135 and maximum of 172.5 contact hours), submitting up to six essays. Credit awarded
should be adjusted accordingly.

4.10.2 Level of credit awarded
Course syllabi should be reviewed by the relevant departments to determine the level of the
transfer credit to be awarded. Given the structural differences between the British and other
educational systems, it is possible that courses taken during the first years of a university
programme in the United Kingdom might represent upper level course credit when syllabi are
compared with similar courses elsewhere. Many institutions over the years have decided that
the Summer Programme courses represent upper level course work when compared with
offerings at the home campus. Institutions may also wish to adjust the amount of credit they
award to graduate students on these programmes.

5.1 Plagiarism
Plagiarism is defined as submitting as one’s own work, irrespective of intent to deceive, that
which derives in part or in its entirety from the work of others without due acknowledgement.
It is both poor scholarship and a breach of academic integrity.
Examples of plagiarism include copying (using another person’s language and/or ideas as if
they are a student’s own), by:


quoting verbatim another person’s work without due acknowledgement of the source;



paraphrasing another person’s work by changing some of the words, or the order of
the words, without due acknowledgement of the source;



using ideas taken from someone else without reference to the originator;



cutting and pasting from the internet to make a pastiche of online sources;



submitting someone else’s work as part of your own without identifying clearly who did
the work; for example buying or commissioning work via professional agencies such as
‘essay banks’ or ‘paper mills’, or not attributing research contributed by others to a joint
project.
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Plagiarism might also arise from colluding with another person, including another student,
other than as permitted for joint project work (where collaboration is concealed or has been
forbidden). You should include a general acknowledgement where you have received
substantial help, for example with the language and style of a piece of written work.
Plagiarism can occur in respect to all types of sources and media:


text, illustrations, musical quotations, mathematical derivations, computer code, etc.;



material downloaded from websites or drawn from manuscripts or other media;



published and unpublished material, including lecture hand-outs and other students’
work.

Acceptable means of acknowledging the work of others (by referencing, in footnotes, or
otherwise) is an essential component of any work submitted for assessment, whether written
examination, dissertation, essay, registration exercise or group course work.
If other people’s ideas are used, they must be acknowledged. Quotation marks must be used
to cite the words of others, whether written or spoken, and a footnote or reference (see below)
should be added in the assignment text to accompany the quotation and indicate from where
it is taken. If an idea generated by someone else is cited, it should be referenced in the same
way. Similarly, if an illustration is included from another source, or someone else’s data are
included in a graph or table, the source must be acknowledged. If information is obtained and
used from a web source on the internet, the source must be referenced.
You must reference your own pre-existing work in the same way as if it were sourced from
another author.
You are responsible for ensuring that you have read and understood the Institute’s Plagiarism
Guidance above. Further guidance relating to the avoidance of plagiarism is available on the
University website at www.admin.cam.ac.uk/univ/plagiarism/students.
If, after reading the guidance, you have any outstanding queries you should seek clarification
at the earliest opportunity from the Academic Programme Manager (Academic and Finance).
All essays submitted for assessment are screened by the text matching software Turnitin (see
section 5.3 below for further information).
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Failure to conform to the expected standards of scholarship (for example by not referencing
sources) in work submitted will be investigated by the Assessment Standards Panel and may
affect the mark given to your work. In addition, suspected cases of the use of unfair means (of
which plagiarism is one form) may be subject to further disciplinary action.

5.2 References and bibliographies
You must familiarise yourself with the guidance on referencing and good academic practice,
and follow it in all work submitted for assessment. You will be required to submit a declaration
to that effect.
Acceptable means of acknowledging the work of others (by referencing, in footnotes, or
otherwise) vary according to the subject matter and mode of assessment, so you should refer
to the guidance materials available on our VLE that relate to the relevant scholarly conventions
for submitting work in a particular subject area of study. If a paper copy of this guidance is
required, you should contact the Academic Programme Manager (Academic and Finance).

5.3 Turnitin UK text-matching software
5.3.1 Institute of Continuing Education terms of use
The University subscribes to Turnitin UK software which is widely used in UK universities and
compares the text of submitted work with a large database of online sources and a database
of previous submissions. This section explains how Turnitin UK will be used by ICE.
You are reminded that Turnitin is only one method of checking the originality of your work.
Examiners may initiate the standard investigative procedures if they have unresolved queries
about the originality of your work.
You are responsible for ensuring you have read and understood the Institute’s policy on
plagiarism above.
5.3.2 About Turnitin UK text-matching software
The University of Cambridge is the recognised Data Controller for the data held and processed
by, or on behalf of, the service. The software is operated by iParadigms Europe Ltd and is
widley used throughout the HE sector.
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Turnitin UK may indicate through text-matching the presence of direct plagiarism, paraphrasing
and collusion, as submitted work is compared with a vast database of online material and with
a database of previous submissions. Therefore, submitting work to the database helps to
protect it from future attempts to plagiarise it, and helps to maintain the integrity of the
University’s qualifications.
The software makes no judgement about whether a student has plagiarised; it simply shows
the percentage of the submission that matches other sources and produces an originality
report which highlights the text matches and, where possible, displays the matching text and
its immediate context.
In many cases the software highlights correctly cited references or ‘innocent’ matches.
Therefore, all originality reports will be carefully reviewed to determine whether the work does
contain plagiarism.
5.3.3 How will Turnitin UK be used by ICE?
Work submitted for assessment will be subjected to blanket screening. The originality report
issued by Turnitin UK is then scrutinised by the Academic Programme Manager (Academic and
Finance). ICE has chosen blanket screening as the fairest process. The resulting originality
report will normally only be referred to the Assessment Standards Panel if there is evidence of
plagiarism or faulty scholarship.
5.3.4 Will Turnitin UK affect a student’s intellectual property rights or copyright?
Use of Turnitin UK complies with UK Copyright and Data Protection Laws. Submission to
Turnitin does not affect your ownership of the work; the copyright and intellectual property of
all work remains with the original owner (normally the student, with the exception of some
sponsored research projects). No personal or sensitive data will be transmitted.
5.3.5 Will a student’s personal data be retained by Turnitin UK?
Materials submitted to Turnitin UK will be identified by a Turnitin reference number, course
details and institution. Therefore, personal data, such as your name, will not be used.
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5.3.6 What will happen if the text submitted by another student matches a student’s
work?
If a report generated by another institution identifies matches with a student’s work, the report
will only show the extent of the match and the contact details of the University’s Turnitin UK
Administrator. If approached, the Turnitin UK Administrator may attempt to contact the student
about the matter. The contents of your work will not normally be revealed to a third party
outside the University of Cambridge without your permission.
If a match is found with material submitted from within the University, the reviewers can obtain
the full text without your permission.
5.3.7 How do students apply for their work to be removed from Turnitin UK?
Work submitted to Turnitin UK will be stored indefinitely on the Turnitin UK database unless a
student specifically request that it be removed. Retaining your work on the database will help
to ensure that your work remains protected from future attempts to plagiarise it, and to help
maintain the integrity of the University’s qualifications. To maximise the effectiveness of the
software it is hoped that such requests will be kept to a minimum. However, once moderation
has been concluded, students may at any time contact the Academic Programme Manager
(Academic and Finance) to request that their work be removed.

5.4 Procedure for dealing with assignments found to contain unacknowledged
materials
Assignments that have been identified in Turnitin as having unacknowledged materials will be
submitted to the Assessment Standards Panel (consisting of a member of academic staff as
Chair, the relevant Academic Director, the Marker, the Course Director, and the relevant
Academic Programme Manager). The Assessment Standards Panel will be tasked with making a
decision as to whether the evidence available suggests that the unacknowledged materials are
the result of poor/faulty scholarship, or whether a possible academic offence has been
committed. In making their decision the Panel may invite you to an interview in accordance
with University procedure.
If the decision of the Assessment Standards Panel is that the unacknowledged work is the
result of poor/faulty scholarship, the Panel will then decide on a mark reduction proportionate
to the level of poor/faulty scholarship.
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If the Assessment Standards Panel believes that the unacknowledged material is not the result
of faulty scholarship and that you possibly committed an academic offence, you will be
contacted and invited to provide to the Panel, in person or in writing, a defence/explanation of
the use of unacknowledged material. You may also be invited to attend an interview. The
Assessment Standards Panel will then consider the case and come to one of the following
conclusions:
i)

No case to answer: the suspicions are unfounded
The Chair of the Assessment Standards Panel (or delegate) will convey the
outcome and the final mark to you in writing.

ii)

No intention to gain unfair advantage but evidence of poor scholarship
The Panel may modify the mark in light of the decision. The Chair of the Panel
(or delegate) will convey the outcome and the final mark to you in writing.

iii)

Unfair means suspected
Where it is evident that there was a deliberate attempt to gain an unfair
advantage, or that the facts are unclear or disputed, the Chair will refer the case
and all supporting evidence to the Deputy Director of ICE (or delegate) who will
come to one of the following decisions:
a)

Not to pursue the case

b)

To apply an appropriate penalty, which may include:

c)



lowering the mark



failure of the examination or assignment

If the case is not proved, to conclude the academic assessment process
on the basis that there is no question of the student intending to use
unfair means.

The Deputy Director of ICE (or delegate) will convey the outcome to you in writing.
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6 Student complaints and appeals procedures
6.1 About the complaints and appeals procedures
The Institute’s formal complaints and appeals procedures do not cover complaints that relate
to matters of academic judgment. Complaints on such grounds are therefore not likely to be
accepted, and will ordinarily be dismissed or otherwise deemed ineligible for consideration.
This position corresponds in principle to that adopted by the Office of the Independent
Adjudicator for Higher Education (OIA) with regard to its reviews of student complaints (OIA
Rule 3.2 - www.oiahe.org.uk/media/100294/oia-rules-july-2015.pdf).
An appeal or complaint can normally only be made by the student affected. Where issues
raised affect a number of students, those students can submit a group complaint or appeal,
although to manage the process the group will be asked to nominate one student to act as
the group representative.

6.2 The complaints process
If you are dissatisfied with the Institute’s educational or support services (other than the award
of a mark, or grade in respect of which the Academic Appeals Procedure applies see section
6.3) you should follow the procedure as detailed below.
ICE aims to handle complaints in a way which is sympathetic, fair and efficient, which
encourages informal conciliation, facilitates early resolution, maintains individual privacy and
confidentiality and permits useful feedback.
The complaints process has three stages and it is anticipated that most problems will be
resolved in the first two stages. The three stages are:


Stage 1: Informal process



Stage 2: Formal process



Stage 3: Review process

You may withdraw a complaint or stop the process at any time in Stage 1 or 2 and, in Stage 3,
with the consent of the University Reviewer by contacting the Education and Student Services
Manager at qa@ice.cam.ac.uk
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If you are considering raising a complaint relating to the Institute’s educational or support
services, you may wish to contact the ICE Appeals and Complaints Procedures Advisor at
qa@ice.cam.ac.uk. The Advisor cannot advise you on the merit or otherwise of your complaint
or act on your behalf, but will guide you through the process and provide procedural advice at
each stage. Communication with the Advisor may be shared within ICE to enable your
complaint to be handled more effectively.
Stage 1: Informal process
Because the purpose of the complaints procedure is to resolve problems, it is very important
to voice concerns or to register the nature of a complaint as early as possible, as it often
enables the problem to be resolved quickly and informally. A complaint (which may, for
instance, be founded on misunderstanding or disagreement) can sometimes simply require a
calm, balanced and non-prejudicial discussion between parties, without the need for any
further action. A complaint should normally be raised within three months of the occurrence of
the matter complained about and if there is a delay the student should explain the reason.
At the earliest stages, a complaint may be resolved quickly and efficiently by simple
consultation or discussion with the right person – such as those listed below:


Course Director



Programme Director



Academic Programme Manager/International Programmes Course Co-ordinator



Director of International Programmes



Appropriate departmental administrator

The person you contact might be able to solve the problem directly or offer suitable advice
about how to proceed or where to go for assistance or advice. This person may also be able to
give advice informally about what would constitute an appropriate remedy.
If, however, you feel that a complaint has not been dealt with satisfactorily at the initial, local
level or if the problem is of a more serious nature, then you should follow the formal
procedures set out below by moving to Stage 2 of the procedure.
Early resolution of a complaint is your interests and so moving to the formal process at Stage
2 would normally be expected to take place within 30 calendar days of the informal meeting or
discussion. You would be expected to explain in the Student Complaint Form (Stage 2) in what
way the informal attempt to resolve the issue had not been successful, or why informal
resolution is inappropriate.
45

Stage 2: Formal process
Before making a complaint under Stage 2 of the process, you should have exhausted informal
routes, as outlined under Stage 1. If informal routes have not been exhausted then the
complaint may be referred back to informal resolution.
To submit a formal complaint, you should contact the Deputy Director of ICE (or delegate) in
writing by completing the Student Complaints Form (Stage 2) www.ice.cam.ac.uk/studentforms, which asks you to explain the nature of, and grounds for, the complaint. The Deputy
Director of ICE (or delegate) will acknowledge the complaint when received. You need to
articulate your complaint as fully as possible in the Stage 2 Student Complaints Form, so that
submission of revised forms about the complaint are not necessary. The ICE Appeals and
Complaints Procedures Advisor can offer advice on the completion of the form on request.
In certain complex cases, you may be directed to Stage 3 of the process without a Stage 2
review.
If the Deputy Director of ICE (or delegate), on inquiry, judges that your expectation as to
remedy appear to go beyond what the Institute can reasonably provide, you will be advised of
this as soon as possible, in writing, in order to manage expectations about possible outcomes.
If the Deputy Director of ICE (or delegate) considers the complaint to be misconceived or
vexatious, s/he will write to you to invite withdrawal of the complaint. You will be given 7
calendar days to respond in writing to justify the complaint if you wish it to proceed. This
justification is reviewed by the Director of International Programmes and the Deputy Director
of ICE (or delegate) and if they agree that the complaint is misconceived or vexatious, it will be
dismissed at that point and you will be informed.
In the event that the complaint has not been resolved by informal discussion or been
dismissed as misconceived or vexatious, the Deputy Director of ICE (or delegate) will
investigate and consider the complaint formally in consultation with those concerned in the
provision of the service, eg the Course Director, Internal Assessor, Academic Programme
Manager/International Programmes Courses Coordinator, Director of International Programmes,
as appropriate, or other Service Manager.
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Where a complaint puts at issue a matter of academic freedom and/or the professional
judgement and/or reputation of the person about whom you are complaining, that person will
receive a copy of the complaint and relevant evidence in order to provide a response to the
Deputy Director of ICE (or delegate).
The Deputy Director of ICE (or delegate) will provide you with a provisional response in writing
normally within 20 calendar days of the initiation of the formal procedure. You will be invited
to comment on the provisional response in writing within 7 calendar days though a longer
period can be given for this response where there are justifying circumstances. If such
comments are received the Deputy Director of ICE (or delegate) will review the provisional
response in the light of any observations made by you, and will then provide you with a final
written response normally within 7 calendar days of your response.
If the Deputy Director of ICE (or delegate) upholds the complaint, s/he will provide such
remedy as is considered fair and impartial in all the circumstances, which may include:


a full explanation



an apology (which is not an admission of liability)



the matter put right if possible



if appropriate, some kind of financial recompense (for example if you have paid for
something which you did not receive)

If the Deputy Director of ICE (or delegate) rejects the complaint, the written response will give
a clear explanation of the decision and guidance on your options at this point.
If you are not satisfied with the outcome, whether the complaint is upheld or not, you may
consider whether to pursue the complaint through Stage 3 (review process). ICE does not
normally issue a completion of procedures letter in these circumstances, unless you specifically
request one.
If the complaint is taken to Stage 3, you will be expected to explain in the Student Complaint
Form (Stage 3) the grounds on which the complaint should be carried forward by stating in
what way the complaint has not been fully addressed through the Stage 2 formal process.
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Stage 3: Review process
If you decide to pursue your complaint to Stage 3 (formal review), you should contact the
Director of Continuing Education by completing the Student Complaints Form (Stage 3) within
14 calendar days of learning the outcome of the investigations under Stage 2. The ICE Appeals
and Complaints Procedures Advisor will direct you to the relevant online form.
If this case is considered by the Director of Continuing Education to be unfounded or vexatious
the complaint will not proceed and you will be informed in writing.
When ICE receives a Stage 3 complaint form, the student and the Director of Continuing
Education will be provided by the Deputy Director of ICE (or delegate) with all of the Stage 2
evidence and an overview summary of the procedure to date. The Director of Continuing
Education will then appoint a University Reviewer, who has no prior involvement in the case.
The University Reviewer will be appointed by the General Board of the Faculties and will be a
member of the Regent House or a senior member of a Cambridge College. The appointment
of a University Reviewer is a formal procedure that will normally be completed within 30
calendar days.
The University Reviewer will consider all documents relating to the case, including the summary
by the Deputy Director of ICE (or delegate), your representations and the results of any further
enquiries the University Reviewer may make, at his/her discretion. All documents considered by
the University Reviewer will be made available to you.
The University Reviewer may terminate the proceedings, determine that a complaint is rejected
as vexatious or groundless, or refer the complaint for informal resolution.
The University Reviewer will issue a summary containing findings about the complaint. The
University Reviewer will consider:
•

the nature and progression through Stages 1, 2 and 3 of the complaint

•

the fair and accurate implementation of the Institute’s procedures

•

the Institute’s judgements on the complaint.

The ICE Education and Student Services Manager will assist the University Reviewer and will
prepare the draft summary of the findings and any recommendations.
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The University Reviewer may make recommendations as to remedies to be adopted or other
action recommended to be taken. If the complaint is dismissed, the University Reviewer will
provide reasons for the decision.
The Director of Continuing Education will communicate the decision of the University Reviewer
to you, normally within 14 calendar days of the completion of the review, along with a
completion of procedures letter.
The decision of the University Reviewer is final within the University and will be reported to the
Institute’s Academic Policy and Operations Committee.
If you are dissatisfied following completion of the University’s formal internal review and
complaints procedures and after receiving a completion of procedure letter you may refer the
matter to the Office of the Independent Adjudicator (OIA) (see section 6.4 below).

6.3 Academic appeals from students
If you are dissatisfied with a decision relating to the award of a mark or grade, the following
procedure must be observed, except in the case of where credit is only awarded by an external
body. In such cases, appeals concerning award of credit must be taken up with the relevant
external institution.
The appeals process has two stages:
•

Stage 1: Formal process

•

Stage 2: Review process

You may withdraw an appeal or stop the process at any time in Stage 1 and in Stage 2, with
the consent of the University Reviewer by contacting the Education and Student Services
Manager at qa@ice.cam.ac.uk
If you are contemplating making an appeal relating to the award of a mark or grade you may
wish to contact the ICE Appeals and Complaints Procedures Advisor at qa@ice.cam.ac.uk. The
Advisor cannot advise you on the merit or otherwise of the appeal or act on your behalf, but
will guide you through the process and provide procedural advice at each stage.
Communication with the Advisor may be shared within ICE to enable your appeal to be
handled more effectively.
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Stage 1: Formal process
As the first stage in making an appeal, you should contact the Deputy Director of ICE (or
delegate) by completing the Student Appeals Form (Stage 1) www.ice.cam.ac.uk/student-forms.
This initial contact should be made within 14 calendar days after receiving formal notification
of the decision relating to the mark or grade. If there are exceptional circumstances, ICE may
consider accepting an appeal after the 14-dau appeal period has expired.
The Deputy Director of ICE (or delegate) will acknowledge the request for a review when
received. If the Deputy Director of ICE (or delegate) requires additional documentary evidence
from you, it should be provided by you within 14 calendar days of the request.
The review will be conducted by the Deputy Director of ICE (or delegate) who will consult the
relevant Subject Moderation Panel and other persons or bodies, if appropriate.
Following full consideration of the case, the Deputy Director of ICE (or delegate) may make
one of the following decisions:
•

dismiss the appeal giving reasons

•

determine such other procedure as appears fair and appropriate in the circumstances.

The review will normally be completed within 21 calendar days of receiving the request for a
review or receiving the requested additional documentary evidence.
The Deputy Director of ICE (or delegate) will advise you in writing of the outcome of the
review.
If you are not satisfied with the outcome, whether the appeal is upheld or not, you may
consider whether to pursue the appeal through Stage 2 (review process). ICE does not
normally issue a completion of procedures letter in these circumstances, unless the student
specifically requests one.
If the appeal is taken to Stage 2, you will be expected to explain in the Student Appeal Form
(Stage 2) the grounds on which the appeal should be carried forward by stating in what way
the appeal had not been fully addressed through the Stage 1 formal process.
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Stage 2: Review process
If you decide to pursue an appeal to Stage 2, you may contact the Director of Continuing
Education by completing the Student Appeals Form (Stage 2) within 14 calendar days of
receiving notification of the outcome of Stage 1. The ICE Appeals and Complaints Procedures
Advisor (qa@ice.cam.ac.uk) will direct you to the relevant online form.
If this case is considered by the Director of Continuing Education to be frivolous, vexatious or
without grounds the complaint will not proceed.
On receiving an appeal form, the Director of Continuing Education will request the Deputy
Director of ICE (or delegate) to provide, normally within 14 calendar days, a full written report
covering all the circumstances leading to the request for review, a copy of which will be
provided to you. The Director of Continuing Education will invite you to make representations
in writing on the written report within a further 7 calendar days, or longer where appropriate,
and will then appoint a University Reviewer with no prior involvement in the case.
The University Reviewer will be appointed by the General Board of the Faculties and will be a
member of the Regent House or a senior member of a Cambridge College. The appointment
of a Reviewer is a formal procedure that will normally be completed within 30 calendar
working days.
The University Reviewer will consider all documents relating to the case, including the report of
the Deputy Director of ICE (or delegate), your representations and the results of any further
enquiries the University Reviewer may make, at his/her discretion. All documents considered by
the University Reviewer will be made available to you.
The University Reviewer will issue a written summary containing the findings about the appeal.
The University Reviewer will consider:
•

the nature and progression through Stages 1 and 2 of the appeal

•

the fair and accurate implementation of the Institute’s procedures

•

the Institute’s judgements on the appeal.

The ICE Education and Student Services Manager will assist the University Reviewer and
prepares the draft summary of the findings and any recommendations.
The University Reviewer may make recommendations as to remedies to be adopted or other
action recommended to be taken. The University Reviewer will provide reasons for the decision.
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The University Reviewer may terminate the proceedings at any time or determine that an
appeal is rejected as vexatious or unjustified.
The Director of Continuing Education will communicate the decision of the University Reviewer
to you, in writing, normally within 14 calendar days of the completion of the review, along with
a completion of procedures letter.
The decision of the University Reviewer is final within the University and will be reported to the
ICE Academic Policy and Operations Committee.
If you remain dissatisfied following completion of the University’s formal internal review and
appeals procedures and after receiving a completion of procedure letter, you may refer the
matter to the Office of the Independent Adjudicator (OIA).

6.4 The Office of the Independent Adjudicator (OIA)
If you remain dissatisfied following completion of the University’s formal internal review and
appeals and complaints procedures, and after receipt of a completion of procedures letter, you
may refer the matter to the Office of the Independent Adjudicator (OIA). The OIA provides a
statutory system of review by an independent national adjudicator, pursuant to the Higher
Education Act 2004. The service is free to students.
The OIA operates strict time limits for applications and there are narrowly defined rules over
the areas that can be reviewed – matters of academic judgement and issues relating to
admissions, for example, are excluded. Information about the service can be found at:
www.oiahe.org.uk.
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7 Policies and procedures
Information here relates to the academic year 2016-17 and is correct at the time of going to
press, but please always check our website www.ice.cam.ac.uk/studying-with-us/informationfor-students/institute-policies for up to date information. Please refer to the latest version
when appropriate

7.1 Data protection
The Data Protection Act 1998 sets out rules for processing personal information. It applies to
some paper records as well as those held in electronic form. The Act gives individuals certain
rights. It also imposes obligations on those who record and use personal information to be
open about how information is used. For full details of the University of Cambridge data
protection policy, please see www.admin.cam.ac.uk/univ/information/dpa.
If you express an interest in and/or sign up for a programme, you will be added to paper and
email-based marketing mailing lists according to the preferences you expressed at the time of
signing up. This is to keep you informed about forthcoming courses, events and other activities
at ICE that may be of interest. You may opt out of receiving further marketing information at
any time by contacting intenq@ice.cam.ac.uk. Alternatively, you should complete the relevant
form on registration days.

7.2 ICE data retention policy
You may request copies of personal data kept by the International Summer Programmes in
accordance with the retention policy stated below. At the end of the retention period, data are
either destroyed or anonymised and used for statistical analyses, unless subject to an appeal or
complaint.
All applications for copies of personal data held by the International Summer Programmes
should be directed in writing to intenq@ice.cam.ac.uk in the first instance.
Release of data under this policy does not constitute a subject access request under the Data
Protection Act of 1998. Requests for access to all other personal data should be directed to the
University Data Protection Officer - email data.protection@admin.cam.ac.uk. For further
information please see www.information-compliance.admin.cam.ac.uk/data-protection/subjectaccess-request.
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Data relating to assignment assessment

Retention time (unless a student has
already initiated an appeal against his/her
results)

Assignment scripts

Two academic years after the academic year
of the course

1

Assignment grades and/or mark and

Two academic years after the academic year

assignment feedback from Course Director

of the course

Final result and/or mark or grade

Indefinitely

Data relating to complaints and

Retention time

appeals procedure
All documents relating to students’ appeals

Six years after the issue of a letter of

and complaints

completion

1 Assignments unsuitable for electronic submission or scanning will be returned to you for appropriate retention/storage.

7.2.1 Use of student work by International Summer Programmes
Occasionally we may wish to keep examples of student work for use in staff development,
quality assurance or as a teaching tool. We will always seek your permission to use your work
or ask you to opt out of the scheme, by contacting us at intenq@ice.cam.ac.uk, before
identifying your work for this purpose. In all cases, work would be anonymised. Work not kept
for these purposes will be destroyed and/or deleted two years after the end date of the
programme.
Copyright and all other intellectual property rights relating to assignments remain throughout
with you.

7.3 Equality and diversity
The University of Cambridge, which includes ICE and the International Summer Programmes, is
committed to equality of opportunity and to a pro-active and inclusive approach to equality,
which supports and encourages all under-represented groups, promotes an inclusive culture
and values diversity. The University’s core values, expressed in its mission statement, include
freedom of thought and expression and freedom from discrimination.
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It is the intention of ICE to create conditions in which students, member of staff or applicants
for admission as a student are treated solely on the basis of their merits, abilities and potential,
regardless of sex, gender reassignment, marriage or civil partnership, pregnancy or maternity,
race (including ethnic or national origin, nationality or colour), disability, sexual orientation, age
or religion or belief. Our aim is to create a learning environment which is free not only from
unlawful discrimination, but also from intimidation and harassment of all kinds; that is, any
behaviour which prevents students’ full participation in and enjoyment of their studies.
The University’s policy statement on equality can be found on University’s equality web pages
at: www.admin.cam.ac.uk/offices/hr/policy/equal.html.

7.4 Dignity
The University of Cambridge is committed to protecting the dignity of students, staff, visitors
to the University and all members of the University community in their work and their
interactions with others.
The University expects all members of the University community to treat each other with
respect, courtesy and consideration at all times. All members of the University community are
expected to behave professionally and have the right to expect professional behaviour from
others, including when participating on the Summer Programmes VLE.
Students are asked to respect other students’ privacy, whether online or in the classroom. It is
not acceptable to discuss the contributions of other students outside the classroom.
If you feel that you need support from ICE in approaching an individual who seems to have
been compromising your dignity by behaving inappropriately, then you should contact an
Academic Programme Manager. A copy of the University of Cambridge Policy for Dignity at
Study is available from: www.cambridgestudents.cam.ac.uk/welfare-and-wellbeing/dignitystudy.

7.5 Freedom of speech
The University of Cambridge has a long tradition of seeking to safeguard freedom of speech.
Under section 43 of the Education (No.2) Act 1986, universities are required to issue a Code of
Practice. The Code covers requirements and responsibilities for meetings on University
premises. A copy of the Code and the Annex which contains the terms of the relevant Act is
available at: www.cambridgestudents.cam.ac.uk/new-students/rules-and-legalcompliance/freedom-speech.
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7.6 The University Health and Safety policy
The University is subject to the Health and Safety at Work Act. The University has a safety
policy in accordance with section 2(3) of the Health and Safety at Work Act 1974. This policy
covers all institutions in the University (except the University Press) and applies to all persons
working in the University, including students.
Copies of the University’s Health and Safety Policy are available upon arrival in Cambridge and
from www.safety.admin.cam.ac.uk/. If you are concerned about a health or safety issue it
should be reported to a member of the International Summer Programme staff without delay.

7.7 Disability
The Equality Act 2010 makes it unlawful for educational institutions, such as the University, to
discriminate against disabled students in relation to teaching, assessment and access to
information. The Act defines disability widely, covering physical, mobility, visual or hearing
impairments, medical conditions or mental health difficulties, and specific learning difficulties
such as dyslexia and dyspraxia.
The International Summer Programmes welcomes applications from disabled students and
makes every effort both to anticipate and to make reasonable adjustments to meet the
requirements of disabled participants. For further information, please contact the Student
Relations and Mailing Officer via intenq@ice.cam.ac.uk to discuss any particular requirements.

7.8 Student disciplinary procedure
Disciplinary proceedings may be brought against a student who is suspected of having acted
or behaved in a manner which unreasonably interferes with the functioning or activities of ICE,
or of those who work or study at ICE, or which otherwise damages ICE or its reputation. The
following is a non-exhaustive list of examples:
a) the use of plagiarised material or any unfair means in work submitted for assessment or
in examinations. Plagiarism is defined as submitting as one’s own work, irrespective of
intent to deceive, that which derives in part or in its entirety from the work of others
without due acknowledgement. Unfair means shall include the possession in an
examination of any book, paper or other material relevant to the examination unless
such possession is authorized. No member of ICE or the University shall assist a student
to make use of such unfair means. For further details please refer to the plagiarism
policy (see section 5).
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b) the disruption or attempted disruption of the teaching or administration of the
Institute’s work or aggressive or harassing behaviour, either physical or verbal, towards
any student, or person, such as a tutor, acting on behalf of ICE.
c) the abuse of alcohol or drugs on any premises where the ICE courses are held,
including transport and residential components of field-trips or excursions, and any
other premises of the University of Cambridge or its Colleges.
d) the theft, damage or defacing of any of the Institute’s property or any property on
premises where the Institute’s courses are held.
e) other behaviour inconsistent with the University’s General Regulations for Discipline
(where applicable). University disciplinary regulations are given in full in the Statutes
and Ordinances at www.admin.cam.ac.uk/univ/so/2015/chapter02-section19.html.
In the case of alleged serious misconduct, ICE through its officers, reserves the right to
suspend a student immediately from the programme or course and to exclude the student
from the premises of ICE (whether the Institute’s permanent premises at Madingley Hall or
teaching accommodation elsewhere in the University or outside) until investigation of the
circumstances has been undertaken according to the procedure below.
If disciplinary proceedings are being taken against you, you may wish to contact the ICE
Appeals and Complaints Procedures Adviser, qa@ice.cam.ac.uk. The Advisor cannot advise you
on what action to take, or act on your behalf but will guide you through the process providing
procedural advice at each stage. Please note that communication with the Advisor may be
shared within ICE to enable the disciplinary proceedings to be handled more effectively.
If it is suspected that you have committed a disciplinary offence, the Director of International
Programes shall, at his/her discretion, decide whether disciplinary proceedings should be
established against you. If it is decided to begin disciplinary proceedings, you will be informed,
in writing, by the Director of International Programmes, and the following procedure observed.
In the case of students attending as part of an external institution, the Institute’s staff will
decide the appropriate stage at which any accompanying external faculty member, and/or your
home institution should be contacted about the incident, and the extent to which these parties
should be involved in the following steps:
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a) The Director of International Programmes will appoint an Investigating Officer from
among the staff of ICE, who has no prior involvement in the matter under investigation.
The Investigating Officer will act on behalf of the Director of International Programmes
and request the Director to provide a full written report on the issues under
investigation normally within 20 calendar days, a copy of which will be sent to you and
other members of the Institute’s staff, where relevant. The Investigating Officer will
invite you to make a written statement and seek information from any other person
thought by any of the parties to have relevant information.
b) If the Director of International Programmes decides that there is no apparent case of a
disciplinary offence having been committed, you will be notified, in writing, and no
further action will be taken other than any informal guidance and/or counselling which
the Director may consider appropriate in the circumstances.
c) If the Director of International Programmes decides that there is an apparent case and
that a disciplinary offence has been committed, unless it is decided to proceed by way
of informal counselling, the Director will:


convene a disciplinary hearing before a Panel of Inquiry comprising three members
of University staff appointed by the Director of International Programmes. One
member of the Panel shall be appointed chairperson of the Panel. The members of
the Panel will have had no previous involvement in the matter to be considered;



communicate to you a statement of the disciplinary allegation to be determined at
the hearing;



provide you with copies of all statements and evidence to be considered at the
disciplinary hearing;

•

advise you that you may attend the hearing to present your case and to give
evidence, and that you may bring a companion for support or representation
and/or invite one or more witnesses to attend to give evidence in person, the only
requirement being that you inform the Institute beforehand of those attending the
hearing on your behalf.

d) At the disciplinary hearing, the case for ICE shall be presented by the Director of
International Programmes, who may call witnesses to the hearing.
e) At the conclusion of the consideration of the allegation, the Panel of Inquiry shall
decide whether the disciplinary allegation has been proved.
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f)

The range of disciplinary sanctions available to the Panel shall include any one or more
of the following:


formal warning



suspension from use of the Institute’s facilities



expulsion from the programme or course



debarring from subsequent enrolment on any of the Institute’s programmes or
courses



a fine not exceeding £175 or a requirement to pay compensation (not exceeding
£250) or make restitution either to ICE or any victim



such other penalty as the Director of International Programmes considers to be
equitable and merited by the circumstances

g) The date of the hearing shall be determined taking into account the availability of you
and the members of the Panel and other officers in attendance. In the event that you
fail to attend the disciplinary hearing, the Panel of Inquiry may, at its discretion, proceed
to decision in your absence.
h) The Education and Student Services Manager assists the Panel of Inquiry and will be
present throughout the whole proceedings of any hearing and prepares minutes of the
meeting.
i)

You will be informed by the Chairperson, in writing, of the decision of the Panel
normally within 14 calendar days. At the same time, you will be informed of the right to
appeal in writing to the Director of Continuing Education against the decision of the
Panel within 14 calendar days of receiving notice of the decision. You must state the
grounds for the appeal.

j)

On receiving your decision to appeal, the Director of Continuing Education will initiate
the process of appointing a University Reviewer to consider the appeal, who will have
had no prior involvement in the case.

k) The University Reviewer is appointed by the General Board of the Faculties and will be a
member of the Regent House or a senior member of a Cambridge College. The
appointment of a University Reviewer is a formal procedure that will normally be
completed within 30 calendar days.
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l)

In exceptional circumstances the University Reviewer may at his/her discretion refuse to
consider an appeal should the grounds on which the appeal is based appear to be
without merit, vexatious or an abuse of the process.

m) The Director of Continuing Education and/or the University Reviewer may vary, at their
discretion, the procedure adopted from time to time to provide for the efficient and
equitable disposal of disciplinary issues.
n) If your appeal is accepted, you will be invited to submit written representations within
14 calendar days, or longer where appropriate. The University Reviewer will consider all
written documents relating to the case, your representations and the results of any
further enquiries the University Reviewer may make, at his/her discretion. All documents
considered by the University Reviewer will be made available to you.
o) The Education and Student Services Manager assists the University Reviewer and will
prepare the draft summary of the findings and any recommendations.
p) The University Reviewer will issue a report containing findings about the appeal and
may make recommendations as to remedies to be adopted or other action
recommended to be taken. If the appeal is dismissed the University Reviewer will
provide, in writing, reasons for the decision.
q) The Director of Continuing Education will communicate the decision of the University
Reviewer to you in writing normally within 14 calendar days of the review, along with a
completion of procedures letter.
r) The decision of the University Reviewer is final within the University. All decisions
reached by a University Reviewer are reported to the Institute’s Academic Policy and
Operations Committee.
s) If you remain dissatisfied following completion of the University’s formal internal review
and disciplinary procedures and after receiving a completion of procedures letter you
may refer the matter to the Office of the Independent Adjudicator (OIA) (see section
6.4).

60

7.9 Removal from premises
If, in the reasonable opinion of ICE, the presence of any client, tutor, student or delegate is, or
is deemed likely to be, an impediment to the provision of any service of ICE, or brings ICE
(and/or the University of Cambridge) into disrepute, ICE may exclude such person from all or
part of that service. In these circumstances, ICE will return any fee paid by or for the individual,
but there will be no further liability of the Institute.

7.10 Practical courtesies and code of conduct
The University of Cambridge International Summer Programmes welcomes students from a
diverse range of backgrounds and nationalities. This variety makes participation in the Summer
Programmes a rewarding experience for all. The principal rule of conduct maintains that
participants should act at all times with consideration for fellow students and members of staff.
A more formal listing of behaviour which would necessitate disciplinary proceedings is listed in
section 7.8. Informally, however, we ask for your consideration, politeness and tolerance and
you adhere to the following:


please switch off mobile/cell phones at all times during lectures, seminars, classes,
concerts and at meals in College



if a Course Director/lecturer asks you not to use a laptop/tablet please respect his/her
wishes



please limit the use of laptops/tablets, where approved, to course-related activities (ie
no films, social media etc). If it is considered that you are making inappropriate use of a
laptop/tablet, or are using one when you have been expressly asked not to do so, then
you may be asked to leave the lecture or class-room



please do not arrive late to classes, seminars or lectures



please avoid leaving the class, seminar or lecture once it has begun – please plan ahead
to minimise disruption to the lecturer and other students



please do not eat or drink in any class, seminar or lecture
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7.11 Recording policy for those with a specific disability
We are happy for you to record lectures if you have told us of a specific disability in advance ¹.
However, we need you to do the following:


inform us of your particular circumstances. You need to tell us about your disability so
that we can make sure all reasonable adjustments have been made to support you



agree that we can tell your course tutor(s) that you need to record the lecture. We will
not divulge any information about why. However you may feel it appropriate to explain
in confidence so that they can support you in other ways



agree not to use the recording for any other purpose than for private study. The
content of the lecture is the property of the presenter, and cannot be given to anyone
else, or shared online. The only exception to this is if you give a copy to someone for
transcription – but they are bound by the same requirements



complete the required agreement available from the Student Relations and Mailing
Officer in the Summer Programmes Office.

¹ The recording of lectures is generally considered to be a ‘reasonable adjustment’ under the
Equality Act (2010), for those students who are unable otherwise to take handwritten notes
because of the nature of any disability.

7.12 Terms and conditions
For our full terms and conditions please see our website
http://www.ice.cam.ac.uk/info/booking-terms-and-conditions-summer-programmes.

7.13 Fees
7.13.1 Registration fee
A registration fee of £200 for each one-/two-/three-week programme or term, must
accompany your application. This registration fee is part of the full programme fee outlined in
the brochure and on the website. Applications cannot be processed until the registration fee is
received. The remainder of the fee must be paid by the balance of payment date (please see
section 7.13.2).
Applications sent after the balance of payment date must be accompanied by the full
programme fee. If the full fee is not paid by this date, the University reserves the right to
cancel the application and allocate places to others on waiting lists.
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If you make any payment by bank transfer you must inform us and send a scanned copy of
your bank transfer transaction confirmation.
7.13.2 Balance of payment dates
ISP Term I, Ancient and Classical Worlds, Science Term I,

Monday 15 May

Literature Term I, English Law and Legal Methods:
ISP Term II, Science Term II, Literature Term II, History:

Monday 29 May

ISP Term III, Shakespeare, Medieval Studies, Creative Writing:

Monday 12 June

If applying after the balance of payment date and before the application deadline, fees must
be paid in full at the time of application.
7.13.3 Methods of payment
Payment of fees must be paid by one of the following methods:


credit or debit card (VISA/MasterCard/Delta/Maestro)



bank transfer (copy of transfer receipt must be sent with application)
Barclays Bank, St Andrew’s Street Branch, 9-11 St Andrew’s Street, Cambridge CB2 3AA;
Account Name: University of Cambridge
Account Number: 10921084

Sort Code: 201719

SWIFT Code: BARC GB 22

IBAN Code: GB96 BARC 2017 1910 9210 84

Please quote reference: EA + student name (eg EA + John Smith)


cheque drawn on a UK bank



sterling banker’s draft drawn on a UK bank

The University reserves the right to retrieve from applicants any bank charges or exchange
costs that may be incurred. Cheques should be made payable to ‘University of Cambridge’.
Please do not send cash. Personal cheques drawn on non-UK banks cannot be accepted. If
paying by credit or debit card, please ensure that your credit limit is sufficient to cover the
costs of the programme, that you do not have a daily limit which would cause the amount
being taken to be declined, and that the bank or credit card company have been notified of
the transaction to avoid delays in payment. You should check with your bank whether you are
likely to incur additional charges.
7.13.4 Evaluation
An evaluation fee of £50 is charged for the assessment of written work in one course/seminar.
The charge for each additional essay is £50. Once an application has been accepted, fees
cannot be refunded if a student decides not to submit an essay.
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7.13.5 Programme/term change
Any registered student who wishes to change from one programme/term to another (whether
that change is for one-week or two-week attendance) is charged an administration fee of £50.
Any student who wishes to change from one week to another within the same

programme/term is charged an administration fee of £20. Please note: programme/term
changes cannot usually be made once a course has started.
7.13.6 Course/Seminar change
An administration fee of £20 is charged for each course (seminar) change made by any student
who wishes to change from one course (seminar) to another (where places are available and
within the same programme). Please note: course changes cannot usually be made once a
course has started and ELLM students are not able to change their seminars once they have
arrived in Cambridge.
7.13.7 Certificates
We reserve the right to retain certificates of attendance if fees are still outstanding on
completion of programmes. Should you not wish to collect your certificate at the closing
dinner then a standard charge of £5 will be charged for your certificate to be posted via nontracked mail.

7.14 Refund and cancellation policy
You may cancel your booking at any time before the start of your programme. Cancellations
are subject to the policies detailed in the refund and cancellation policy table.
If you are acting as a consumer, and you cancel the Course Booking within 14 calendar days of
receiving your Order Confirmation without giving any reason, you are entitled to a full refund
of the price paid (note that exceptions apply for any College accommodation booked through
us). If you are not acting as a consumer, the standard ICE refund and cancellation policy
provisions shall apply.
Cancellations and refunds in circumstances outside those described above, and/or following
the expiry of the 14-day cancellation period, are subject to the terms and conditions set out in
this Information and Refunds policy. For the avoidance of doubt, the cancellation period will
expire 14 days after the date of the Order Confirmation.
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To cancel a booking, you must inform us by calling +44 (0) 1223 760850, or let us know of
your decision to cancel the Contract by emailing intenq@ice.cam.ac.uk, or in writing to the
following postal address: Student Relations and Mailing Officer, International Programmes, ICE,
Madingley Hall, Madingley, Cambridge CB23 8AQ UK. You may use the model cancellation
form (available on our VLE), although it is not obligatory. Once completed, submit it
electronically to the email address above or post it to the postal address above marked for
Refund and Cancellation. If you do not use the model cancellation form you must clearly state
your intention to cancel the booking. To meet the cancellation deadline, it is sufficient for you
to send your communication concerning exercising the right to cancel before the cancellation
period has expired.
We will make the reimbursement using the same means of payment as you used for the initial
transaction, unless you have expressly agreed otherwise. In any event you will not incur any
fees as a result of this reimbursement.
If you start to use our services during the cancellation period (ie if the course commences
during the 14-day cancellation period) or if you access the course materials via our VLE, you
shall pay us an amount that is in proportion to what has been performed up until you have
communicated to us your cancellation from this Contract, in comparison to full coverage of the
Contract.
By applying and paying for a programme that begins within the 14-day cancellation period,
you are deemed to have expressed your wish to begin our services. If you subsequently decide
to cancel the Contract, you will be liable to pay us an amount that is in proportion to the
Services performed until you have communicated your decision to cancel, in comparison to full
coverage of the Contract. Please note that this excludes accommodation, see table below for
details.
You will not have the right to cancel a Contract where the Services have been fully performed.
There will be a Registration Fee of £200 for programmes of less than four weeks.
Payment of the balance of the Tuition Fee and the Accommodation Fee is due, in full, eight
weeks before the programme start date, unless stated otherwise in the course information.
Cancellations due to an unsuccessful visa application are not eligible for a refund.
All fees, including the registration fee, are non-transferable to another year or another student.
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2-week cancellation period
Cancellations made

Tuition fees

Accommodation fees

Registration fee

Fully refundable

Fully refundable

Fully refundable

within 2 weeks (or 14

(unless cancellation

days) of receiving

period falls within 4

your order

weeks of the start of

confirmation*

the programme, in
which case not
refundable)

After 2-week cancellation period
Weeks before

Tuition fees

Accommodation fees

Registration fee

Full refund of the

Full refund

Not refundable

Full refund

Not refundable

Not refundable

Not refundable

Not refundable

Not refundable

beginning of
Programme
More than 8 weeks

balance of payment
(tuition less
registration fee)
8 to 4 weeks

50% refund of the
balance of payment

4 to 2 weeks

50% refund of the
balance of payment

Less than 2 weeks

Not refundable

* By 'order confirmation' we are referring to a student's acceptance letter.
In the case of a booking being changed from one programme/term to another and where the
student subsequently cancels the booking, please note that order confirmation date used will
be that of the original booking, and not the revised programme/term.

7.15 Cancellation by ICE
Whilst every effort is made to avoid changes to our programme, ICE reserve the right to
withdraw any course, or seminar. In such circumstances, we will endeavour to provide a
substitute of equal standing. Should a course, or seminar, have to be cancelled due to very low
enrolment or last-minute unforeseen circumstances, any participant enrolled on that course, or
seminar, will be contacted immediately, and an alternative course, or seminar, place arranged.
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Should illness or emergency prevent a Course Director from teaching, we will endeavour to
provide a substitute of equal standing.
If for any reason ICE cancels a programme, all tuition fees will be returned in full. We cannot
however reimburse the cost of any pre-booked travel arrangements and suggest that you
might like to consider travel insurance to cover any significant costs incurred.

7.16 Outstanding fees
If any fee payments remain outstanding or invalidated without explanation, the following
procedure will be set in motion:


3 weeks before the balance of payment date: you will be emailed a reminder of when
payment is due, and for those who applied via our online booking system you will
receive a link to our online balance of payment site so you can pay your balance online



1 week after the balance of payment date: you will be emailed and will be requested to
pay your outstanding balance immediately otherwise your place will be cancelled



3 weeks after the balance of payment date: you will be emailed and informed that your
place has been cancelled and you cannot participate on the programme or enrol on
another course at ICE

7.17 Insurance
Medical insurance
Your home country may have a reciprocal arrangement with the UK so that medical care is
free. If it does not, you must take out medical insurance to ensure you are covered during your
stay, particularly if you have known medical needs that may require attention. Medical costs
are expensive and payment is often needed at the time of treatment.
Travel insurance
You must take out travel insurance to cover yourself for your return journey and the duration
of your stay. It should cover any expenses incurred as a result of lost or stolen property, late
arrival, early or delayed departure, or cancellation due to unforeseen circumstances. For our
cancellation policy please see 7.14 and 7.15 above. The University accepts no liability for loss
or damage to student property.
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7.18 Building works
We can accept no responsibility for unscheduled or unexpected building works.

8 Contacts
8.1 General enquiries
International Programmes Team (student records,

intenq@ice.cam.ac.uk

change of email/ address etc.)

+44 (0) 1223 760850

Madingley Hall Reception

enquiry@madingleyhall.co.uk
+44 (0) 1223 746222

ICE Appeals and Complaints Procedures Advisor

qa@ice.cam.ac.uk

International Programmes Disability Officer

intenq@ice.cam.ac.uk
+44 (0) 1223 760850

8.2 Course related enquiries
Course changes, programme changes, evaluation

intenq@ice.cam.ac.uk

opt-in/out, replacement certificates etc.

+44 (0) 1223 760850

Academic queries

intacad@ice.cam.ac.uk
+44 (0) 1223 760850

8.3 Web addresses
Website

www.ice.cam.ac.uk/intsummer

Virtual Learning Environment (VLE)

https://vle.iceonline.cam.ac.uk

eLearning Helpdesk

support.iceonline.cam.ac.uk

8.4 Academic Programme Managers
Peter Drew

peter.drew@ice.cam.ac.uk
+44 (0) 1223 760856

Claire Henry

claire.henry@ice.cam.ac.uk
+44 (0) 1223 760853

Jonathan Lippman

jonathan.lippman@ice.cam.ac.uk
+44 (0) 1223 746255
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8.5 ICE Directors and Divisional Director
Director of Continuing Education:

james.gazzard@ice.cam.ac.uk

Dr James Gazzard
Deputy Director of the Institute of Continuing

tamsin.james@ice.cam.ac.uk

Education:
Tamsin James
Director of International Programmes:

sarah.ormrod@ice.cam.ac.uk

Sarah Ormrod
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9 Maps
9.1 Sidgwick Site

LMH

Summer Programmes Office

11

Faculty of Asian and Middle Eastern Studies

Lady Mitchell Hall
1

Centre for Music and Science

12

Muslim Prayer Room

2

West Road Concert Hall

13

Faculty of Philosophy

3

Faculty of Music

14

Faculty of Modern and Medieval Languages

4

Pendlebury Music Library

15

Institute of Criminology

5

Faculty of English

16

Faculty of Law

6

Faculty of Divinity

17

Alison Richard Building
ARC Cafe
Department of Politics and International
Studies

7

Faculty of History

ARB

Austin Robinson Building

8

Faculty of Economics

LH

Little Hall

9

Sidgwick Buttery

RFB

Raised Faculty Building

10

Faculty of Classics

LBA
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Lecture Block

9.2 Cambridge City
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