Kellogg College
Student Handbook
2021-22
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Contents
Welcome to Kellogg CollEge .........uueiiiiiiiiiiiieieee e 3
Kellogg College and the University of OXfOrd ...........ccoeiiiiiiiiiiiiiiiiieeeeee e 4
StUAYING @t OXFOIA ... e e 6
Completing Your STUAIES. ... ..v e 27
P 32
ACCOMMOAALION. ...t et 36
Financial INformation....... ... 39
Life @t KIOGQ - veeeeeeeeeeiee e 50
Catering at Kellogg CollEge.......uuueiiiiiaeeieieie e 65
Life OUSIAE YOUF STUAIES......uuiiiiiiiiiiiiiee e 70
Health, Wellbeing, and Disability ..., 74
Life after KellOgQ .. . eeeiieiee e 83
Useful Contact @and SEIVICES ......ooii i 85
APPENTICES ...ttt e e e e e e e e s e e e e e e e 87
1T [ OO PP SO PUTPPPPPPPR 88


http://handbook.kellogg.ox.ac.uk/




Welcome to Kellogg College

From the President

Welcome to Oxford and to Kellogg! | hope and trust that your time with us will be both
enjoyable and rewarding.

Over the past two academic years, since the initial March 2020 lockdown, we have done our
best to engage with our students across the globe through a range of online events and
dialogue — as well as with those students who have remained on site, living in College. We're
currently working hard to ensure College life remains safe as we welcome new and returning
students to campus life.

A member of the College’s academic community will be assigned as your College Advisor,
and if you have a question or need assistance with anything, you can contact them for
advice. You may also call on the Academic Administrator and other Academic Office staff,
the Senior Tutor, the Dean, the Vice-President, or myself — | am always pleased to talk with
our students. You will, | am sure, find the College staff and officers approachable; we
welcome suggestions about how we might support our students more effectively.

| also meet with the elected officers of the Middle Common Room, which represents all our
students, so | would urge you to become involved, help organise and enjoy the range of
academic, cultural, sporting and social events that the MCR and College host and support.
Above all, get to know your fellow students, many of whom will, | am sure, remain friends
for life.

Professor Jonathan Michie
President, Kellogg College



Kellogg College and the University of Oxford

Kellogg is the University’s most international and egalitarian graduate college and has a
unique mix of students: it is the University’s leading college for students reading for degrees
on a part-time basis, and also has a strong and vibrant body of full-time students.

Kellogg prides itself on the expertise it has developed since its foundation to facilitate and
enhance the collegiate experience of part-time students, and the College’s unique student
body affords full-time students the opportunity to study in a lively University atmosphere
while also benefiting from the experience of those students who, alongside their academic
studies, work in various professions in a range of sectors.

Throughout the global pandemic the College has faced many challenges, and we’ll be
working harder than ever to ensure that both new and returning students continue to
receive the guidance and support they need, and benefit from the unique Oxford
experience.

Both online and as we return to direct contact, we will be using all the resources at our
disposal to make you welcome, help you achieve your goals, and stay safe. As we work to
provide that learning and living space, we will continue to be mindful of the Covid-19 risk,
and learn from best practice nationally and globally, to make our College as safe as it can be.

Our in-College measures are informed by that wealth of knowledge within the University,
and every decision we make is made with the safety of College members in mind. This is
underpinned by our long experience in remote learning, part-time study, and the particular
needs of graduate students internationally and at home.

As a student at Oxford you are a member of the University and a member of Kellogg College.
Every matriculated student at the University of Oxford is required to be a member of one of
its colleges, although the teaching of graduate students takes place within the subject
department or faculty.

For graduate students, the College functions as an administrative and social base, providing
academic, wellbeing, pastoral, and social facilities and services to enable you to succeed and
enjoy your time at Oxford. It also provides opportunities for intellectual exchange with
academics and fellow students over a range of subject areas. This Student Handbook —in
conjunction with information on both the College and University websites — should help you
to appreciate your role and responsibilities within each part of the University as well as the
support you can expect in return.

Please note that every effort has been made to ensure that this Student Handbook is correct
at the time of writing. Changes detailed in the Student Handbook apply each year to all
students so if you are studying for longer than a year, please familiarise yourself with the
latest version of the Student Handbook. Students will be advised of any significant changes
or amendments that occur during the year. The College collects and uses information about
you in accordance with the principles set out in the University’s student fair processing
notice at www.ox.ac.uk/students/life/it/studentrecord/data. This includes ensuring that
your data will only be used in a way which is fair, lawful and secure. By signing and returning
the College contract you agree to such use by the College of individual personal data.
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Take part in College life

Find out what is going on in and around College

We will use your Kellogg email address to contact you through the Nexus email service and
to send you important information. We will also send you email newsletters about events
that are happening in College throughout each term and we will post details of news and
events on the website.

Kellogg has an active and lively presence on Facebook, Instagram and Twitter, which you are
encouraged to join or follow. Find us on Facebook at www.facebook.com/KelloggOxford on

Twitter @KelloggOx and Instagram @Kelloggcollege.

We also encourage you to read the Kellogg Blog at www.kellogg.ox.ac.uk/blog. We
welcome blog posts from all sections of the Kellogg community: if you would like to write a
post about any topic relating to your research, studies, or life as a student at Kellogg then
please email communications@kellogg.ox.ac.uk.

Occasionally, we may send you surveys. that we would be grateful if you could complete.
Surveys are vital for our ongoing efforts to keep improving our services. By taking part in
surveys you help us meet the needs of all our members.

There are lots of MCR events and opportunities to connect with fellow Kellogg students
either by the MCR website, facebook group, on MS Teams, and in person.

Do make sure you keep your contact details up to date using Student Self Service, and
remember to use — or at least regularly check — your Nexus email account, as this will be
used for all communication from College whilst you are a student.

You can also find information on our website www.kellogg.ox.ac.uk
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Studying at Oxford

We very much expect that your time studying at Oxford will be
rewarding. This is a complex organisation and you may find some things
unfamiliar and confusing. Your department and faculty will provide
information about your programme of study and we will help support
this, as well as provide you with social and wellbeing support. In addition
to the information from your department, faculty and Kellogg, you will
also receive information and advice from the central University.

This section of the Student Handbook will help explain your access to IT
provision and course progression while studying at the University and
following completion of your course.

Registration and Enrolment

An essential part of being a student of the University is the annual completion of student
registration using Student Self Service(www.ox.ac.uk/students/selfservice).

The registration process is mandatory for all students, both those new to Oxford and those
returning for subsequent years of study. If this process is not completed it will affect your
status at the University. Until registration has been completed, the University cannot enrol
you.

You must be enrolled in order to:

e Attend your course (programme of study)

e Release your loan from the UK Student Loans Company (SLC), your postgraduate
masters’ loan, or your payment from your sponsor/awarding body (as appropriate)

e Enter for exams, check exam details, and access your results

e Use your Nexus email account

e Obtain your University Card / keep your University Card valid

e Print an enrolment certificate

e Ensure that you are eligible for council tax exemption or discounts (exclusions apply)

Registering as a new student

To register as a new student, you must have:

e Accepted your offer of a place
e Met the conditions of your offer (academic and financial)
e Returned your University Card Form


http://www.ox.ac.uk/students/selfservice

Received by email your University Single Sign-On username and activation code and
followed the instructions to set up your account. New students who have not completed the
steps above will not be able to access any pages in Student Self Service in order to register.

If you are starting a new course at the University, you will be sent your Single Sign On
username and an activation code by email up to seven days after your completed University
Card Form is received by the University Card Office. You should activate the account
promptly to ensure that you can access key services as soon as you need them. An active
Single Sign On account is needed to access Student Self Service in order to complete
registration.

You will be sent an email when the registration period opens and you are required to
register before the Friday of Week 1 of term. The University registration periods are:

e Michaelmas term — 1 September to 16:00 on Friday of Week 1
e Hilary term — 2 January to 16:00 on Friday of Week 1
e  Trinity term — 1 April to 16:00 on Friday of Week 1

When you first login to Student Self Service you will need to check your personal, contact,
academic, and other information and confirm that you wish to be enrolled at the University
of Oxford. You will be able to update most of the record yourself but there are some core
details (e.g. name, date of birth) that you will need to make a request to amend. You may be
asked to supply evidence (e.g. passport, birth certificate) in support of these changes before
they are made for you by the University.

Registration using Student Self Service is designed to be quick and simple but if you
encounter problems, please contact Student Information
(student.information@admin.ox.ac.uk) for assistance. The series of screenshots outlining
the registration process at http://www.ox.ac.uk/students/selfservice may also be of help.

It is your responsibility to maintain your personal information and contact details
throughout your studies at the University of Oxford using Student Self Service. You will
normally be able to update these details at any time throughout the year.

Once you have registered via Student Self Service the College will complete an internal
process to enrol you. We do this on a daily basis (weekdays only) during the Registration
period. You will only be able to collect your University Card from College after this has been
done, and this will be by appointment.

Students entering the UK on a Student Visa (Student Route) will be required to complete
arrivals monitoring with the College before enrolling. A small number of students might be
required to do this in-person at College (booking an appointment in advance) but we expect
to be able to complete these steps for the majority of Student Visa holders remotely. For
those who choose to collect their Biometric Residence Permit (“BRP”) from College, this will
be done as part of the same appointment used to issue the University Card. You will be sent
instructions for making these appointments before the start of Michaelmas Term.

Once we have completed your registration and been enrolled, your student maintenance
loans and grants (where applicable) will be paid directly into your bank account following
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the first day of term for your programme of study. (Please allow three to five working days.)
You will also be able to log back in to Student Self Service to print off an Enrolment
Certificate which may be used to prove your student status to claim for Council Tax
exemption if you are living in private accommodation or as supporting documentation to
open a student bank account among other things, please remember in order to open a bank
account you must have listed your complete student address and postcode.

Please note that your name will appear on all University-issued documentation as it does in
Student Self Service. This includes the Enrolment Certificate and Degree Certificate. If you
notice an error in this, you should report it immediately in order to arrange a timely
correction.

Registering as a continuing student

If your programme is longer than one year, you will need to be re-enrolled on the
anniversary of your original enrolment. For example, a student who began studying a three-
year programme in Hilary term 2021 would re-enrol in Hilary term 2022 and then in Hilary
term 2023. Before re-enrolment occurs, you must re-register. To do this, you will need to
log-in to Student Self Service and check your personal, contact, academic and other
information and confirm that you wish to be enrolled at the University of Oxford. When this
is done you will have re-registered and will be re-enrolled for your next year of study.
Continuing students will be prevented from registering if:

e Itis not the anniversary term of the start of your current course, for example, if you
are a Hilary term starter and you are trying to register during the Michaelmas term
registration period. You will be able to access all pages of Student Self Service, but
you will need to log back in and register at the start of your registration term.

e You are returning from a suspension and the relevant central office is unaware of
your return date, or there is a hold against your record (for instance in rare instances
of outstanding fees).

e You are not required to register because you are beginning a period of suspension.

It is your responsibility to maintain your personal information and contact details
throughout your studies at the University of Oxford using Student Self Service. You will
normally be able to update these details at any time throughout the year.

University Card

The University issues a University Card to each student which will show your photograph,
the name of your college, your programme of study and an expiry date. The expiry date
printed on University Cards is normally the expected programme completion date. Your
University Card is an important, unique form of identification. University Cards are first
created when a student returns the University Card Form at the start of their studies. By
signing the Card Form you agree to obey all the rules of the institutions and facilities to
which it allows you access. University Cards are issued to the Academic Office at the College
to distribute to you when you have completed registration. Please note that we are unable
to post cards for reasons of security. If you are unable to come to Oxford to collect your
Card, we or in some cases by special arrangement your department or faculty, shall retain it



until collection. Collection will be by appointment only for new students but other
arrangements may be possible on occasion by emailing academic.office@kellogg.ox.ac.uk.

In addition to being an essential form of identification, your University Card allows access to
the College (including the main building, Library and Hub), the Bodleian Libraries as well as
some departmental libraries and facilities, and other University buildings. Your card will also
allow you access to use some of the devices such as the printer in the workroom in the
College Library. Your card may also be required for registration purposes at some faculty
libraries and, increasingly, it can be used to authorise payments around the University and in
College so it is important to keep it with you at all times.

You must have your University Card with you when sitting examinations.

As well as access to physical facilities, the University Card underpins digital access. Most
importantly, it validates your Single Sign On user account and Nexus365 e-mail account.

Expired cards

Please check the expiry date of your University Card. When it expires, your access to
University facilities will cease with some temporary exceptions. If your University Card is due
to expire, or has expired, before the completion of your studies, contact the Academic Office
immediately where we will arrange for it to be renewed if applicable, as this does not
happen automatically. Ordering and issuing Cards may take a few days so please try and
contact the Academic Office in good time. If you complete your studies before the expiry
date of your University Card, you should not use it.

Lost, damaged or stolen cards

If your card is lost or stolen you must report this to the Academic Office at College, as soon
as possible, so that the access on the card can be stopped and we can advise you on the
procedure for replacing it. There is no charge to replace damaged or stolen cards if a crime
number can be provided. There is a £15 replacement charge for lost cards, which will need
to be paid via the online store. Please note that, once a card has been reported as lost it will
be cancelled; if the old card is found it cannot be used and the charge will still apply.

University website information for students

The student pages of the University’s website, www.ox.ac.uk/students, provide an
excellent single point of access to information, services and resources for current
students. Make time to familiarise yourself with the information provided there which we
are sure you will find useful. Topics covered include:

e Arriving as a new student

o Skills and work experience

¢ Student-led support

e Examinations and assessments
¢ Study guidance

e Student conduct
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e Fees and funding
e Complaints and appeals
¢ Health and welfare

For information about the impact of coronavirus (Covid-19) in the 2021-22 academic year,
please refer to the student pages of the Covid-19 Response site.

International students

Kellogg is an international college with about two-thirds of our students and many of

our academics and researchers coming from outside the UK. We recognise that studying
in another country can be daunting and we want to make every effort possible to help
you feel at home. If there is anything that we can do to help, please contact the

Academic Administrator, Sarah O’Brien sarah.obrien@kellogg.ox.ac.uk, so that Kellogg can
make sure that you are able to settle in and enjoy your time in Oxford.

Please consult the University website for information on visas for study and other
services for international students: www.ox.ac.uk/students/new/international. The advice
on this website is comprehensive and can assist you in finding help should you need it.

The University’s Student Immigration team can be contacted by email for visa information
and help: student.immigration@admin.ox.ac.uk

You have a responsibility to ensure that you comply with the conditions of your visa whilst
studying at Oxford; further details can be found at www.ox.ac.uk/students/visa/during/legal

If you are required to register with the police as part of your visa requirements, you should
check the University website for the latest enrolment procedures. The closest police station
to College is on St Aldates in the city centre. For more information please consult the
University website: www.ox.ac.uk/students/visa/during/police

Induction and welcome events

In order to help students settle in and get to know Oxford, Kellogg College runs a series of
Induction events during Welcome Weeks. Welcome Weeks will run from Monday 20
September 2021 to Sunday 10 October 2021.

The events will provide an opportunity to learn about College, academic life at Oxford and to
socialise with other students, staff and Fellows and will be a mixture of online and in-

person events at College. You can find the Welcome Week events listed on the College
website.

We hope that you enjoy those sessions you attend and that they give you a good start to the
academic year and help you get the most out of your time at Kellogg.

Students starting their studies in either Hilary term or Trinity term will receive important

information by email, they will also be offered the chance to meet with members of the
Academic Office staff online or in person.
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Your department, faculty or school will also be holding induction sessions. Information on
these sessions will be sent to you by your department or faculty and should not conflict with
College induction events.

You may contact the Academic Office (academic.office@kellogg.ox.ac.uk) at any time with
any questions you may have.

Academic Dress
Academic dress is still regularly worn at Oxford. You will be required to wear academic dress
on a number of occasions during your time as a student.

Full academic dress consists of subfusc: a dark suit, worn with a cap and a gown. It is worn
on the most formal occasions. On other occasions the gown is worn over clothes
appropriate to the event (e.g. over non-academic formal wear for Guest Night Dinners).
Subfusc is a smart, dark outfit worn under gowns on the most formal academic occasions. It
consists of the following:

¢ A plain white shirt or blouse with collar and sleeves

* AND a white bow tie OR black ribbon OR black bow tie OR black full-length tie
¢ AND a dark suit worn with black socks OR a dark skirt worn with black
tights/stockings OR a pair of dark trousers worn with black socks or black
tights/stockings

¢ AND black shoes

Serving members of HM (UK) Forces may substitute an appropriate uniform (typically No. 1
or No. 2 dress) for subfusc, while ministers of religion may substitute appropriate clerical
dress. Students are expected to provide their own subfusc on all occasions when it is to be
worn.

With subfusc, students wear a gown and cap. The custom and practice of this College, when
academic dress is required, is that all student members of College will wear:

¢ A knee-length, plain black gown with long black streamers from the shoulders and
a plain collar; this is known as the Advanced Student Gown.

e AND a plain black mortarboard with tassel OR a plain black, soft cap. A plain

black headdress such as a turban or headscarf may be substituted for religious
reasons. A uniform cap is worn by members of HM (UK) Forces choosing to wear
uniform in place of subfusc.

Please note: Students are not permitted to wear the mortarboard indoors, but they are
required to carry it as part of subfusc unless they opt for the soft cap, which is usually worn
at all times.

The principal times when you will be required to wear full academic dress will

be matriculation, examinations and graduation. On less formal occasions, you will not be
required to wear full academic dress: instead the gown can be worn over

clothes appropriate for the occasion. For example, at a Guest Night Dinner at Kellogg,
students would wear the Advanced Student Gown over a suit or dress or equivalent outfit of
their choosing. It is usual for the dress code to be indicated in event details on the College
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website or in other literature. For events outside Kellogg, different practices may apply and
you are advised to consult your host for guidance.

Common subfusc errors to avoid

These include: wearing fabrics that are too light in colour or include a coloured pattern;
blouses without a collar; shirts or blouses that are not plain white; light or coloured tights or
socks; or shoes that are not black. If you are incorrectly dressed you may be prohibited from
taking part in important and enjoyable formal occasions so please do follow the guidance
above in order to avoid disappointment!

Purchase of Academic Dress

We recommend that you buy academic dress particularly if you are a full-time student
because you are likely to wear it several times. The usual cost for cap, gown, and tie/ribbon
tie is approximately £35.00.

The principal outfitters in Oxford are:
e Shepherd & Woodward www.shepherdandwoodward.co.uk
e Ede & Ravenscroft www.edeandravenscroft.com
e  Walters of Oxford www.walters-oxford.co.uk

New items can be purchased from these or other outfitters. You may find second-hand gowns
and accessories on sale in charity shops in the city. We recommend that you purchase your
academic dress from one of the specialist academic dress providers in Oxford and avoid online
retailers whose products do not always meet requirements.

Academic Dress Hire

Academic dress (either full or part) is worn on many occasions at Kellogg and elsewhere in
the University. This includes Ceremonies, examinations, and dinners. If you expect to attend
such events frequently, it is recommended that you purchase an Advanced Student Gown
(approx. £25).

The College maintains a small supply of gowns, caps, and ties that may be hired or borrowed
by prior arrangement, please email academic.office@kellogg.ox.ac.uk. Priority will be given
to part-time and PGCE students or to those who need items for examinations. If you wish to
borrow a gown for a Guest Night Dinner, please email enquiries@kellogg.ox.ac.uk.

Matriculation

Matriculation is the ceremony that marks your formal admission to the University’s
academic community. For the vast majority of students who are newly admitted to the
University it is necessary to attend a ceremony in Oxford within the first three terms on
course and prior to final assessment.

Public health restrictions in place in 2020 and much of 2021 meant that the University was
unable to hold Matriculation Ceremonies as normal. Students were exceptionally
matriculated in absentia with the University hosting an online welcome event as an
alternative. At present expectations are that Ceremonies will be held as normal in the
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coming academic year but alternative arrangements will be made again if the situation
changes so that this is no longer possible.

The College is responsible for making the arrangements for the matriculation of all its
students and your College Offer Letter will have included information about what
arrangements apply in your particular circumstances.

Standard arrangements

Unless otherwise advised, all students commencing study this Michaelmas term should
attend the ceremony on Saturday 16 October 2021. Full details of this ceremony and
instructions for arranging your attendance will be issued by the Academic Office when all
conditions of admission have been met. Students who must attend a ceremony but are
unable to do so on this occasion may be permitted to postpone their attendance to a later
date by prior arrangement.

Students starting at a later point in the year (i.e. in Hilary or Trinity terms) who are required
to matriculate in person will do so at a ceremony on either Thursday 10 March 2022 or
Thursday 16 June 2022.

The matriculation ceremony is a formal occasion on which full academic dress must be
worn. Following the ceremony, we invite students to join the President and Fellows for a
celebration at College. The University does not allow guests to attend matriculation
ceremonies and we are not normally able to accommodate them at the celebrations
afterwards.

Alternative arrangements

For several years, the University has exceptionally agreed alternative arrangements for
students enrolling for certain programmes of study. These arrangements are made on a by-
programme basis and apply to all students joining those programmes. Exceptions from these
arrangements are not permitted for individual students on such programmes.

Students joining the following programmes will not matriculate in person and will not,
therefore, attend a ceremony.

e Executive Master's in Business Administration ("EMBA")

e  MSc Major Programme Management

e MSc Taxation

e  MSc Nanotechnology for Medicine and Health Care

e MSc Sleep Medicine

e  MSc in Microelectronics, Optoelectronics and Communications

e  MSc Teaching English in University Settings (TELUS)

e MSc Applied Linguistics for Language Teaching

e MStin Practical Ethics

e MSc Educational Assessment
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Individual exemption from attendance for previous matriculation and
incorporation

Under University Statutes and Regulations students who would otherwise be required to
matriculate in person are exempted from this requirement in the following circumstances:

If a student has previously matriculated at the University of Oxford (e.g. in order to study
for an undergraduate or previous graduate degree) they cannot matriculate again. They
will not, therefore, attend a ceremony.

If a student has previously studied at either the University of Cambridge or at Trinity
College, Dublin, and obtained one of a specific list of degrees as a result, they may choose
to incorporate. Students choosing to incorporate are deemed to matriculate at the same
time and, therefore, do not attend the matriculation ceremony. Please note that students
incorporating may be charged a fee by the University.

Please note that individual exemption must be confirmed in advance by the Academic Office
to ensure that the exemption is valid.

Graduate supervision and Graduate Supervision Reporting (GSR)

Students who are studying for degrees in which coursework forms a significant element will
be taught the relevant subjects in University lectures, seminars and tutorials. This teaching is
likely to be undertaken by a number of academic staff from the departments, faculties or
schools of their chosen programmes of study. Each student will also be allocated a
Supervisor by their department or faculty to undertake oversight of their academic work as a
whole. In the case of graduates undertaking a degree which is wholly or principally
composed of research, a subject matter Supervisor will be assigned by the relevant faculty
board or department who will be responsible for supporting the student’s academic work.

It is crucially important that you keep in contact with your Supervisor and keep them
apprised of any issues you may have in the course of your studies. Your Supervisor is
required to submit a termly report on your academic progress. This is done on the
University’s online platform for Graduate Supervision Reporting (GSR). All matriculated
graduate students are strongly encouraged to use GSR to keep track of your termly progress
and during the reporting window in Weeks 7-9 of each term (and one in the summer for
research students) you will be invited to submit a report. This is an opportunity to reflect on
your achievements, comment on your progress with your graduate work and note the
number of meetings you have had with your Supervisor(s) and College Advisor. You will also
be able to set a flag to indicate if you have any concerns about your academic progress.
There are different levels of concern and the system is not prescriptive so please complete
in a way that best reflects your experience and which can assist your department, faculty or
school in supporting you. Your progress reports will also be viewed by your College Advisor;
please note reports are also viewed by the Senior Tutor in consultation with the Academic
Office. The course Director and the Director of Graduate Studies in your department, faculty
or school will also view all reports to keep informed as to students’ progress and experience.

Everything that you will need to know about submitting a progress report in GSR for your
specific course will be included in your course handbook issued by your department or
faculty. Course handbooks, along with other valuable information, can be found

at: www.ox.ac.uk/students/academic/guidance/graduate
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College Advisors

All students are assigned a College Advisor by the College. Your College Advisor can provide
personal support for you, or simply be a friendly form of contact while studying in Oxford.
Kellogg College Advisors are usually Fellows or other postdoctoral members of College who
in most cases will have knowledge relating to your programme’s broad subject area or at
least be able to offer an insight into getting the most out of your course and Oxford more
generally.

Your College Advisor will be able to:

provide pastoral support, including on any health, personal or coping issues, and / or
direct you to appropriate persons for assistance;

monitor your progress by discussing your University supervision reports (GSR) with you
and being available for consultation either in person, online, or by email;

discuss with you any problems or difficulties you may be experiencing in your department
or faculty, and / or with your Supervisor;

consult the Senior Tutor if there are concerns about your academic progress and if you
appear to be experiencing difficulties with your academic work;

offer guidance on sources of support and opportunities that are available within the
College and the wider University.

Your College Advisor is not only there for you to contact if you encounter difficulties. There
are many ways in which they can enrich your time at Oxford and help you make the most of
your time here. They may be able to offer you advice on academic-related matters such as:
applications for research funding, conferences and seminar attendance, publication and
career plans. College Advisors would not normally be expected to provide academic
references, as others are better placed to do so. However, they might agree to provide a
reference for other purposes, such as Junior Deanship applications, or a character reference.

The role of your College Advisor should not be confused with that of your department,
faculty or school Supervisor who is responsible for directing your academic progress. Your
College Advisor is not responsible for supervising your academic work or for giving detailed
academic guidance or commenting on written work.

You will be notified via email by the Academic Office before the start of your first term with
the details of the College Advisor that you have been assigned. You can expect them to
contact you shortly after this to make an introduction and invite you to meet up with them
in person or remotely. You are strongly encouraged to take up these invitations and also to
contact them outside of previously arranged meetings as and when you need advice or help.

You can expect your College Advisor to introduce themselves to you and do please follow up
opportunities to meet with your College Advisor whether remotely such as by MS Teams,
Skype or Zoom, or for lunch or coffee, or at other events.

College Advisors will view copies of your termly academic supervision reports via the
Graduate Supervision Reporting (GSR) platform and may contact you if concerns have been
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indicated in these reports by either yourself, your Supervisor or your Director of Graduate
Studies. The Senior Tutor in consultation with the Academic Office will review GSR reports
which have flagged a concern on a termly basis. It is particularly important that you consult
your College Advisor if you are experiencing any difficulty with your Supervisor or for
matters that you would prefer not to discuss with your department or faculty in the first
instance.

If, for any reason, you are unable to contact your College Advisor then you should feel free
to contact the Senior Tutor or Academic Administrator. You are also welcome to consult
other College Officers and members of College as necessary. Their main areas of
responsibility are set out on the College website, with their contact details. Details of some
College Officers whom you may wish to contact during the course of your studies are

listed here.

Your College Advisor may change due to periods of sabbatical or if they leave their post with
the College. Under exceptional circumstances students may seek a change of College
Advisor through application to the Senior Tutor.

Important College Contacts

Senior Tutor

Dr Yasmin Khan

For queries or issues relating to your academic programme which cannot be resolved within
your academic department, faculty or school, or for which you would value another
perspective.

senior.tutor@kellogg.ox.ac.uk

Academic Administrator

Sarah O’Brien

The Academic Administrator has an overview of College life. Do contact her regarding
progress with your course, or for personal or financial matters that are causing you concern.
The Academic Administrator liaises with the Proctors on behalf of students and is also the
College’s Disability Co-ordinator so can help with study support needs and related matters.

All Academic Office staff are happy to assist students and can be contacted on
academic.office @kellogg.ox.ac.uk

Dean

Dr Tara Stubbs (during Michaelmas Term 2021 Nihan Akyelken will be acting as the Dean)
The Dean is responsible for the maintenance of good order in College and the general well-
being of all College members. This includes ensuring that all members of the College are
treated with courtesy, consideration and respect.

Junior Deans

Charles and Coby

The Junior Deans are resident students at Kellogg College and a useful first point of contact
for students. They are available to offer welfare support and provide on-site assistance out-
of-hours and on weekends. Where appropriate, the Junior Deans may refer issues to College
staff and/or support services within the University. You can contact the Junior Deans,
Charles or Natalie, at: junior.dean@kellogg.ox.ac.uk.
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The Junior Deans are also available for out-of-hours emergencies (i.e. 19:15 — 08:30
weekdays, and all weekend); please call 07932 951849.

Finance Bursar

Gary Walker

The Finance Bursar is the principal non-academic administrative officer of the College, as
well as the chief financial officer. Gary is responsible for all administrative staff of the
College and for ensuring their effective management and performance, working with the
managers of each section as appropriate.

Domestic Bursar

Mel Parrott

The Domestic Bursar is responsible for ensuring the buildings and estate are kept in good
condition so that the students, Fellows and staff can make best use of them. Mel is also
responsible for the catering operation of the College, ensuring the highest quality of food is
provided for all College members at the best possible cost.

The President

Professor Jonathan Michie

Students may contact Jonathan at any time with any issue related to the College. In the
President’s absence students may contact the Vice-President, Dr Judith Hillier.

Equality/Harassment Advisors
Dr Richard Stevens and Dr Alison MacDonald
Any issues of harassment may be discussed with these Advisors.

Pastoral Advisor
Dr Alistair Ross is the College’s Pastoral Advisor and, as such, is available to be consulted on
any religious or personal matters on a confidential basis.

Fellow Librarian
Dr Jonathan Healey is Kellogg’s Fellow Librarian and you can contact him if you have
guestions about the College library.

Sustainability Fellow

Dr Sandie Byrne is the College’s new Sustainability Fellow who supports Kellogg’s
commitment to reducing its impact on the environment. They would be pleased to hear
from you if you would like to find out more.

Fellow with responsibility for part-time students

Dr Alistair Ross

The Fellow with responsibility for part-time students has a particular interest in ensuring
that Kellogg is welcoming and supportive for its many students who are studying on a part
time basis. This role is to be appointed.

LGBTQ+ Fellow

Professor Max Van Kleek

If you would like to discuss issues relating to sexuality and gender, Professor Max Van Kleek
is happy to hear from you for a confidential discussion. The LGBTQ+ Fellow helps Kellogg be
an inclusive and welcoming space for all Kellogg members.
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BAME Fellow

Dr Shreya Atrey

The BAME Fellow is responsible for providing pastoral support to BAME students. They also
assist in the promotion of diversity and creation of an inclusive culture at Kellogg.

Middle Common Room (MCR) Officers

Students might also wish to consult with Officers of the student Middle Common Room. The
names of elected MCR officers are available on the MCR website at
https://kelloggmcr.com/the-mcr-committee/

College Academic Progress Meetings

All students will be offered a chance to meet, either in person or virtually, with senior
members of the College’s academic community in Hilary term to discuss your studies
informally and provide feedback on your experience of College life. These meetings will take
place during Weeks 3 and 4 of Hilary term 2022. Both students and College have found these
meetings very valuable in previous years. These meetings are not mandatory (except for
some scholarship holders). These meetings are subject to availability and will be booked on
a first come, first served basis so do look out for your invitation to attend.

Academic conduct and regulation

While there isn’t room to go into all academic matters and regulations, below you can find
information on important parts of your academic journey. Comprehensive information is
provided on the University’s website, in the University’s Student Handbook, Examination
Regulations and in your programme’s handbook, in addition to this College Student
Handbook.

Examination regulations

All students are required to acquaint themselves with the University of Oxford’s Examination
Regulations, which contains the regulations for degrees conferred by the University together
with regulations made by boards, and certain other relevant information, such as financial
matters and conduct in examinations. These are the important, formal regulations for your
programme of study. Approved changes and additions to the Examination Regulations are
published from time to time in the University Gazette (www.ox.ac.uk/gazette/) which is
published weekly during term time. The regulations are held online

at www.admin.ox.ac.uk/examregs.

Residence in Oxford

All full-time student members reading for a degree at the University are required to reside,
for the period prescribed for that degree, within twenty-five miles of Carfax Tower in the
centre of the city. Student members engaged on part-time courses do not have a statutory
requirement to be resident in Oxford for their studies but may need to attend Oxford to
complete the requirements of their programme of study therefore part-time students
should be clear about the attendance expectations for their course. Full-time students who
are exceptionally permitted to undertake their research in a well-found laboratory outside
Oxford under the provisions of the Regulations for the Degree of Doctor of Philosophy, are
exempt from the residence requirement.
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If a student member has special circumstances requiring them to reside and keep terms in a
property situated more than twenty-five miles from Carfax Tower, an application to seek
dispensation from the residence requirement must be made. Research students need

to complete a GSO.8 form, while Taught students make an application to the Proctors
Office via the Academic Office (academic.office@kellogg.ox.ac.uk). You should discuss any
application first with your department, faculty or school because their support will be
required for the application.

Regulations for Residence are detailed in the University’s Examination Regulations
at www.admin.ox.ac.uk/examregs.

University Student Handbook (Proctors’ and Assessor’s Memorandum)

The Proctors and Assessor are senior officers of the University elected by colleges to serve
for one year, with particular responsibility for University examinations, conduct and welfare.
Students are expected to be familiar with the contents of the University Student Handbook
(also known as the Proctors’ and Assessor’s Memorandum). The University Handbook is
available at www.ox.ac.uk/students/academic/student-handbook

The topics covered include welfare, fitness to study, examinations, conduct, disciplinary
procedures and rights.

As well as providing general information and guidance, this handbook gives you formal
notification (and explanation) of the University’s codes on residence, intellectual property
rights, examinations, conduct and complaints. Please take time to read the information, so
that you do not end up at a disadvantage should you get into difficulties or want to exercise
your rights under any of the procedures.

Course Handbooks

All programmes of study should have a Course Handbook which will contain important
information specific to your course. Your department, faculty or school will make you aware
of how you can access your Course Handbook so please be in touch with your department if
you do not know how to do so as you are expected to understand its content and will find it
useful.

The University Student Handbook, alongside Exam Regulations, your Course Handbook, and

this College Handbook, all form part of the regulatory framework of the University.
Therefore, it is important that you read all of these documents.

Plagiarism

Plagiarism is presenting someone else’s work or ideas as your own, with or without their
consent, by incorporating it into your work without full acknowledgement.

It is your responsibility to understand the University’s rules on plagiarism. It is essential that
you understand the definition and become familiar with the University’s statement on

plagiarism:

www.ox.ac.uk/students/academic/guidance/skills/plagiarism

19


https://www.ox.ac.uk/students/academic/guidance/graduate/progression
mailto:academic.office@kellogg.ox.ac.uk
http://www.admin.ox.ac.uk/examregs
http://www.ox.ac.uk/students/academic/student-handbook
http://www.ox.ac.uk/students/academic/guidance/skills/plagiarism

If you are unsure of any aspect on how to acknowledge your sources, be sure to discuss this
with your Supervisor. Even if you are a part-time student, perhaps with limited experience of
academic writing, the responsibility is on you to understand fully the term “plagiarism” and
how to avoid it and the potential consequences of inadvertent or deliberate plagiarism.
Plagiarism is treated as a serious breach of academic integrity. You may wish to take the free
online skills course on ‘Avoiding Plagiarism’

Backing up work

From time-to-time students around the University have had laptops and valuables stolen or
damaged. In some cases, this results in a disastrous loss of essential material, such as an
essay, research data, or a dissertation that is a key part of assessment. The University
Proctors, who are in charge of the administration of examinations and assessments (see
below), will not usually accept any sort of computer difficulties, problems with printing or
backing up work as valid reasons for submitting examination work later than the official
deadline. Therefore, you are urged to back up all your written work and on no account to
store back-ups or notes that you have made while writing your essays, with your laptop.
Keep your back-up material separate — preferably in at least two copies in different
locations. Depending on your department’s information security policy, you may wish to use
a cloud backup product such as Microsoft OneDrive, alongside your normal backup routine.
For further advice please see www.infosec.ox.ac.uk/protect-my-computer

Examinations and assessments

The best place for up-to-date information about examinations is
www.ox.ac.uk/students/academic/exams and www.ox.ac.uk/coronavirus/students

Your department, faculty or school, and College will support you in order that you can
complete all academic work to the best of your ability. You can check which exams and
assessments you are entered for, read exam timetables and find your Candidate Number via
Student Self Service. You will need to check whether your exams will be taken online or in
person. The majority of exams in 2020/21 were taken online. Your department, faculty or
school will advise you of exam arrangements for your programme of study and a lot of
support will be provided. If you are to take any exams in person, you should check the venue
of exams carefully and rest assured that in the event that exams in person are required, they
will observe social distancing guidelines.

If you require any alternative exam arrangements because of a disability or medical
condition, do be sure to apply for them via Kellogg’s Academic Administrator or Academic
Office in good time. If you have declared a disability to the University’s Disability Advisory
Service (DAS) they will advise the arrangements that will assist you. If you encounter any
medical or personal difficulties that affect your ability to sit your exam or adversely affect
your performance, contact the Academic Administrator or a member of the team in the
Academic Office at College immediately. If this is due to medical reasons, you must secure a
medical certificate immediately.

Remember you will need to wear full academic dress, i.e. subfusc, gown and cap, to all
examinations and to take your University Card for exams that you sit in person.
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Please note: it is important that students inform the College in good time about any medical
needs, disability, or specific learning difficulties which require alternative arrangements to
be made. Requests for alternative arrangements must be made in good time before the date
of the exam, as most will require you to secure supporting evidence, and if applications are
made late it may not be possible to make the arrangements in time for your exam. You can
find details of permissible items to take into exams here:
www.ox.ac.uk/students/academic/exams/guidance

Sitting a formal examination

Information about sitting an examination online, or at the Examination Schools or Ewert
House (if appropriate to your programme of study), will be provided in advance, with
specific details such as date, time, and location given as soon as they are known. Your
examination papers will be set by your department, faculty or school.

A College contact will be available on the day of the examination in case problems arise. If
you are scheduled to sit an examination at the weekend or on a bank holiday please advise
the Academic Office so that they can arrange support in case of unforeseen circumstances.

Should you be unable to sit an exam through illness or other urgent, unavoidable cause,
please contact the Academic Office as soon as possible. If the reasons are medical, you
should obtain a medical certificate immediately as this will be required in any applications
that are subsequently made to seek permission for your attendance at the exam to be
excused.

If you are required to sit an exam in person, rather than remotely, you will need to wear sub
fusc. See Academic Dress for more information (page 12 in the pdf).

Viva voce

This is an oral examination. Research students will receive instructions and information from
their department or faculty or Academic Supervisor. Some masters’ courses, depending on
their regulations, may require you to be available for a viva voce.

Full academic dress, i.e. subfusc with cap and gown, must be worn for all formal
examinations that take place in person.

Submission of written work

You may be required to submit work either electronically or by hand. The assessment details
you receive from your department, faculty or school will confirm the submission
requirements. If work is to be submitted electronically, please follow the instructions and
leave yourself time to complete the submission correctly. You should ensure you have
access to the submission system and your department can assist you with this. Electronic
sites are not always available once you have attempted a submission or after the deadline
and in which case you should contact your department, faculty or school for assistance.

Work is generally due in by noon. Please ensure you are in good time and preferably hand it

in well before the deadline. You are likely to incur financial and/or academic penalties, and
not have your work accepted, if you submit late without prior permission.
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If during the course of your studies you need to hand in written work to the Examination
Schools or to your department or faculty, you should refer to details about your work, its
presentation, type of bindings etc provided by your department, faculty or school.
Regulations differ from course to course and you should clarify any queries with your
department or faculty before submission. Please also note that on any particular day there
may be many different pieces of work being handed in. It is important, therefore, to ensure
that the following details are correct before submitting work to the Examination Schools or
to your department or faculty:

Your work and any declaration or other documents required should be contained in one
suitable, sealed envelope.

It must be clearly addressed to the Chairman of the appropriate examination or Course
Director, as appropriate.

Your examination candidate number (if applicable) should be on the top right corner in large
clear print. Please note that your candidate number is different from your student number.
You can find your candidate number on the ‘Examination and Assessment Information’ page
in Student Self Service on the University website.

Staff at the Examination Schools or your department or faculty are always happy to help
with examination-related information, so please do ask if you have any concerns.

Information about the submission of written work can also be found on the University
website: www.ox.ac.uk/students/academic/exams/submission

Examination results
Examination results will be published on the Student Self Service pages.

You will be able to access results on eVision using your Single Sign-On, for up to 11 months
after completion of your course.

Extension of deadlines for examined/assessed written work

If you are struggling for reasons beyond your control to meet a deadline, because of illness
or another urgent cause, and wish to apply for an extension to the deadline based on time
lost then, after discussion with your Supervisor, you should contact the Academic Office at
College, academic.office@kellogg.ox.ac.uk. Students at the Department for Continuing
Education should submit extension requests to their department, except for dissertation
extension requests, which should be made to the Proctors via College.

There will be a facility for making self-certificated extension requests to the Proctors using
an online form and other extension requests, including dissertation extension requests, will
need to be made via emailing academic.office@kellogg.ox.ac.uk and an application will then
be made on your behalf to the Proctors.

An extended deadline will be set if your application is granted. Extension requests should be
for relatively short periods of time and no more than 12 weeks for a single assessment. If
you think you will be unable to work for a very long time, you should speak to college about
making other arrangements to postpone your studies.
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It may be necessary for the Academic Administrator to discuss cases with the College’s
Senior Tutor or colleagues in the Academic Office. The Proctors will only consider
exceptional and unforeseen circumstances. If the request is lengthy or affects the course
regulations, then the Proctors may refer this to Education Committee of the University.
Kellogg College recognises that some of these requests may be sensitive and will handle all
information confidentially.

If a request is to be made to the Proctors you will need to provide the following information:

e Information (titles and unit codes) of the assignments, papers, exams, or dissertation
concerned

e Submission dates (NB: Oxford deadlines are usually noon)

e An explanation of the issue, how you have lost time for circumstances beyond your control,
and why extra time is needed for submitting. This should be in the form of a separate short
written statement by you, either as an email or a letter.

e  Supporting medical evidence if illness is the issue, or other relevant independent verification
as applicable. This is mandatory.

e If extra time is being requested, a new proposed date must be specified to the Proctors. The
Proctors consider extensions on the basis of time lost for factors beyond your control. They
will not consider open-ended applications. If the reasons are medical, it is helpful if the
doctor supports the amount of time requested. There should be a correlation between the
time lost due to the unforeseen circumstances and the amount of time requested.

Please note: If you wish to submit medical evidence to support an application to the
Proctors, you must provide current medical evidence that is specific to the circumstances of
the extension. Evidence of a diagnosis may not suffice, nor can old records be considered.

e  Full-time students resident in Oxford should make an appointment with the College Doctor
at the 19 Beaumont Street Surgery (provided they have registered with that Surgery) or their
own doctor and discuss medical concerns with the doctors there. The surgery should be able
to offer you a telephone or online appointment unless attendance at the surgery is essential.

e  Part-time students who are living at home should contact their local doctor. The doctor
should make an assessment and complete a medical certificate which should be sent to the
College. If possible, non-University medical professionals should use the External Medical
Certificate Template.

The Proctors consider a number of complex cases and often experience a high volume of
cases around the time of exams and results. Applications can be submitted within four
weeks of the submission deadline. Do try and start any application as soon as possible and
as well in advance of the deadline as possible. The Proctors only approve applications for
exceptional reasons and may take some time to consider any request. Do not delay
proceeding with your work while waiting for an outcome.

In the case where you have not received an outcome from the Proctors by the original
deadline, you will receive missing or late submission notices and your work can potentially
attract penalties. However, penalties will be removed if the extension request is
subsequently granted. If the extension request is not allowed, the penalties will remain
although you will receive an opportunity to appeal the outcome. Please note that if in the
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absence of an outcome you decide to submit your work, this is likely to be the piece of work
that is marked i.e. you will not usually be allowed to replace it if the extension request is
subsequently allowed. Also please be mindful of response deadlines that are detailed in non
submission notices and in late submission notices.

While students are able to discuss matters of concern with their department, faculty or
school, they must not consult their examiners. Similarly, applications for extensions to work
submissions must be made via College rather than directly to the Proctors.

Incorrect submission

If you discover that you have submitted the wrong piece of work, perhaps one that is
incomplete or a previous version, you may apply to the Proctors for permission to withdraw
a piece of work and submit a different version. There are different forms depending whether
you are before or within seven days after the deadline. The forms are on the Proctors’
website www.proctors.ox.ac.uk/forms

Extension or Suspension of studies

It may be that you encounter unavoidable difficulties that mean that you need to take time
out and suspend your studies temporarily. Talk to your Supervisor for advice about your
studies in the first instance. If you are unable to make progress on your studies then you
should apply to your department, faculty or school to suspend your studies via a form
GSO0.17 Application for Suspension of Studies. If you need additional terms, subject to the
arrangement of your course, you will need to apply to your department to extend your
studies via a form GS0.15 Application for Extension of Time. Remember, if applicable,
suspension or withdrawing from your studies may affect your visa eligibility.

There are additional arrangements for student parents, and you may find it helpful to
consult the University’s guidance for student parents.

Please note: Departments and courses have different regulations about this so do ensure
that your course allows for the changes to your studies. The forms need to be approved by a
number of parties so you should apply in good time with the process being completed by
Week 2 of term if possible. You will have to provide reasons for the requests and
independent verifiable evidence (as appropriate). It should be noted that retrospective
suspensions are rarely granted; any such request must make clear why the request for
suspension could not be made ahead of time.

Graduate Study (GSO) forms are available to download
from www.ox.ac.uk/students/academic/guidance/graduate/progression

If you need an extension to a deadline for examined or assessed written work please refer to
the Examination and Assessment page of the Student Handbook.

If you have experienced circumstances that have adversely affected your academic progress,
such as illness or personal events, for example bereavement, please visit the Mitigating
Circumstances Notice to Examiners (MCE) page of this handbook.

24


https://www.ox.ac.uk/students/welfare/childcare
https://www.ox.ac.uk/students/academic/guidance/graduate/progression?wssl=1
http://handbook.kellogg.ox.ac.uk/studying-at-oxford/examinations-and-assessments/
http://handbook.kellogg.ox.ac.uk/studying-at-oxford/mitigating-circumstances-notices-to-examiners/
http://handbook.kellogg.ox.ac.uk/studying-at-oxford/mitigating-circumstances-notices-to-examiners/

Mitigating Circumstances Notices to Examiners (MCE)

If you have experienced circumstances that have adversely affected your academic progress,
such as illness or personal events, for example bereavement, you can submit a mitigating
circumstance notice (MCE) so that the examiners are made aware of the situation. Such
applications must be made as near the event as possible and in advance of the meeting of
the Board of Examiners which will determine results, and must be accompanied by
supporting evidence.

Applications can be made after Examiners’ meetings (up to three months following the
release of results) only under exceptional circumstances. Please contact the College’s
Academic Administrator to discuss such applications.

Applications for a Mitigating Circumstances Notice to Examiners are submitted on Student
Self Service. Before completing full details of your circumstances, you will need to request to
start a new notice by providing a very brief reason to your college in Student Self Service.
Further instructions on what to include in a mitigating circumstance notice to your
examiners, timing of notifications, how these are considered by your examiners and
complaints procedures can be found in the Guidance Notes on the University

website: www.ox.ac.uk/students/academic/exams/guidance

You are encouraged to discuss the circumstances you believe have affected your
performance with the Academic Office in the first instance to determine the best course of
action.

Complaints and academic appeals

We hope that your studies go well but if you have concerns about University examinations
or teaching, staff or student conduct, research integrity or services, you can find information
about the procedures to follow at www.ox.ac.uk/students/academic/complaints. The initial
raising of a concern may well resolve the problem but if you remain dissatisfied with the
outcome then at this page you can find out how to submit a formal complaint.

If you have concerns about Kellogg student behaviour, please see the Code of Conduct and
Disciplinary Procedures which includes a list of helpful contacts to consult.

The Office of the Independent Adjudicator (OIA)

Most student complaints about a higher education institution are resolved internally via a
complaints procedure. The Office of the Independent Adjudicator for Higher Education
provides an independent scheme for the review of unresolved student complaints and the
promotion of good practice. Where the OIA rules in favour of a student, it may recommend
that the University or college should do something (e.g. look again at a complaint, or pay
compensation) or refrain from doing something. To activate the OIA procedures, you must
be a current or former student of the University or one of the colleges and must have first
exhausted all the available internal procedures. To confirm that your case has been dealt
with internally, you need to obtain a Completion of Procedures letter from the office that
informed you of the outcome of your case. You have a maximum of 12 months from the
date of that letter to apply to OIA.
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The OIA can deal with complaints about: programmes of study or research; services
provided to you as a student by the University and/or by your college; or a final decision by
the University or by your college about a disciplinary matter or complaint. The OIA cannot
deal with complaints about matters of academic judgement; matters that are the subject of
legal proceedings; or matters relating to student employment.

Please see the OIA website www.oiahe.org.uk for further details or contact the Academic
Administrator if you require further information.

Libraries

Oxford meets the needs of its students, academics and the international research
community with a wide range of library services provided by more than 100 libraries, making
it the largest university library system in the UK. They also have a wide variety of digital
resources available. In addition to the main Bodleian Library building, you will also have
access to libraries and collections at departments, faculties and colleges. You can find
comprehensive information about the University’s libraries at
www.ox.ac.uk/research/libraries

You can find more information about the Kellogg College Library here
www.kellogg.ox.ac.uk/study/kellogg-college-library

Lecture lists

Lecture lists for the departments and faculties of the University are accessible on-line at
www.ox.ac.uk/students/academic/lectures

For listings of all scheduled talks across the University you may wish to bookmark the Oxford
Talks website: talks.ox.ac.uk. Oxford Talks is a one-stop shop to help you navigate all
seminars, talks and lectures that take place at Oxford and find those that match your
interests.

Oxford University Careers Service

The University Careers Service is located at 56 Banbury Road, Oxford OX2 6PA, which is very
close to Kellogg College. For further information about their services:

Website: www.careers.ox.ac.uk
Telephone: + 44 (0)1865 274646

The College has run successful careers events previously and you will be notified of future
events as they arise. Meanwhile, if you have suggestions we are always keen to hear them
so do please contact either the MCR Committee or the Academic Administrator.

Oxford University Language Centre

The University Language Centre is located at 12 Woodstock Road, Oxford. The Language
Centre is the language hub for all Oxford students and staff and provides resources and
services for members of the University who need foreign languages for their study, research
or personal interest. For detail of the courses on offer, as well as the most up to date
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information on opening arrangements for the term ahead please visit
https://www.lang.ox.ac.uk/

There is also a Language Library, which has one of the largest collections of materials for
language learning in the UK. The use of this lending library and its Study Area (computer-
based learning resources and multi-media study rooms) is free of charge to students and
staff of the University. Please check their website https://www.lang.ox.ac.uk/visit-library or
you can contact the Language Centre by email librarian@lang.ox.ac.uk

If you decide to pursue a Fast Track modern language pathway course, Kellogg College will
be happy to reimburse half the costs of the course on production of a certificate confirming
successful completion. For more information about courses, including application deadlines,
please contact the University Language Centre.

Completing your studies

Following the completion of your last assignment, your final marks will
be confirmed by the appropriate examination board. After this has
occurred, your academic transcript will be produced and Leave to
Supplicate granted so that your degree can be conferred at a Graduation
Ceremony.

We take pride in the achievements of our students and we are very
pleased to play a role in their graduation. Each eligible student will be
given the opportunity to attend a graduation ceremony (usually held at
the Sheldonian Theatre) following the completion of their studies.
Alternatively, students can apply to graduate in absentia.

Students who complete a PGCE, PGCert or PGDip programme will attend
a celebration organised by their department, rather than a University
ceremony at the Sheldonian.

Academic Transcripts

A transcript is an official summary of a student’s academic performance and progress to
date. It will only include final marks confirmed by the appropriate Board of Examiners. A
transcript may be needed for verification by prospective employers or by other educational
institutions to which you are applying.

All students who commenced their studies on, or after, Michaelmas Term 2007, will
automatically receive one paper copy of their final transcript upon completing their studies.
This will be sent to the ‘home address’ listed in your Student Self Service account — please
ensure these details are kept up to date. Electronic copies of transcripts (final and on-
course) are not available. For further information on transcripts please

see www.ox.ac.uk/students/graduation/transcripts/
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Degree certificates

Once you have your degree conferred at a degree ceremony in person or in absentia you will
automatically receive a degree certificate. Students who complete the Postgraduate
Certificate in Education (PGCE) for teacher training or who receive an exit award (e.g. a
postgraduate certificate or diploma) will receive an award certificate from the department.

Additional copies of degree certificates cannot be ordered. If your degree certificate is lost,
stolen or damaged, you can order a replacement certificate — there is a charge for this
service. For further details please refer to www.ox.ac.uk/students/graduation/certificates
The name which is held for you on the University’s central records system at the time when
you complete your degree (are granted ‘leave to supplicate’) will be the name on your
Degree Certificate and Degree Confirmation Letter. The only retrospective changes that can
be made are where an administrative error has occurred or where the University is required
to make a retrospective change under the provisions of the Gender Recognition Act 2004.
Please check that the information in your student record on Student Self Service is correct,
prior to completing your studies. For example, that all your middle names are present and
correct and that any special characters such as letters with accents are correctly
represented. If you need to make any changes to your name you will be required to present
official documentation such as a passport or birth certificate for us to enact the change.

Please note: If you need official confirmation that you have successfully completed the
requirements for your degree before it has been formally conferred at a graduation
ceremony you can order a Degree Confirmation Letter from the University’s online shop free
of charge. The letter will confirm that you have successfully completed your course at the
University of Oxford, the dates of attendance and the classification you received (if
applicable) and it can be used for most official purposes before you receive your certificate.
To order a Degree Confirmation Letter please

see www.oxforduniversitystores.co.uk/product-catalogue/degree-conferrals/degree-
confirmation-letters

Graduation

Graduation Ceremonies are co-ordinated by College and the University and are usually held
in the Sheldonian Theatre. The College has places allocated to it by the University at a
number of graduation ceremonies throughout the year at which your degree can be
conferred. As graduation is conditional on successful completion of your programme of
study and the availability of a College place, the dates offered to you may differ to the
ceremonies offered to other people on your course and your friends within College. College
will be responsible for the detailed arrangements for your graduation.

The University has three graduation seasons aligned with when the final results for most
taught programmes are expected to be published. These graduation seasons are:

e July/August

e November
e February — May
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Kellogg presents students for graduation in all three seasons. However, the number of
places for the different programme types varies depending on the number of expected
finishers and when their results will be published. Therefore, you might not be offered a
graduation Ceremony in each of the seasons.

Places for students on taught programmes are typically allocated to Ceremonies closest to
the scheduled publication of results. Places for students on research programmes are
allocated across the cycle to account for the individual publication of results.

Please note: Permission to graduate (supplicate) may be withheld from any student with
outstanding Course Fees to the University or the College.

Graduation Ceremonies and Coronavirus (Covid-19)

The University took the difficult decision to postpone degree ceremonies taking place
between May 2020 and August 2021 due to the ongoing Coronavirus pandemic. Graduation
Ceremonies are due to restart in September 2021. The University is prioritising the bookings
of students who completed their studies during 2020-21 and those booked to attend the
postponed ceremonies. The Academic Office will be in touch to co-ordinate your graduation
booking.

Further information will follow as soon as possible about ceremonies from January 2022.
The University recommends that you ensure your personal email address is correct in
Student Self Service and that you keep note of your Single Sign On (SSO) credentials.

The following guidance is based upon the normal arrangements for graduation and might,
therefore, be subject to change if the University is unable to return to the usual graduation
booking arrangements for students finishing their studies during 2021-22.

If you have any questions or wish to make amendments to your graduation booking, please
contact the Academic Office, academic.office@kellogg.ox.ac.uk

Booking your Graduation

Ordinarily, invitations to book a place at a graduation ceremony will be issued by email from
the University’s Degree Conferrals Office. This email will provide instructions on making a
booking through Student Self Service. When you are invited to book your graduation, you
will be presented options based upon the availability of places for Kellogg and the timing of
the actual or expected completion of your studies. Where possible, students will be given a
choice between several Ceremonies when making their initial booking. If an option is shown
as “unavailable” this indicates that a Ceremony is feasible for you but there are no places
available at present. It is possible that the following process may change due to the
pandemic so please be sure to follow the latest instructions.

Students are encouraged to make their choice promptly as places are booked on a first
come, first served basis. The timing of this invitation will depend upon the type of
programme you are undertaking.

e Research students (DPhils and MSc by Research) will be invited to book when they
receive their Leave to Supplicate. This usually follows the viva voce examination and the
expiry of any period given for corrections.
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Modular masters students (some MSc and MSt courses) will receive an invitation to book
after the publication of their final results. The modular master’s courses are MSc
Evidence-Based Healthcare (all strands), MSc Experimental and Translational
Therapeutics, MSc Mathematical Finance, MSc Nanotechnology for Health Care &
Medicine, MSc Software Engineering, MSc Software and Systems Security, MSc Surgical
Science and Practice, and MSt Practical Ethics.

Non-modular master’s students (all MBA, EMBA, MFA, MPhil, MPP, MSc, and MSt
courses not listed above), will receive an email invitation from the Degree Conferrals
Office in December of your final year of study and given until the end of the following
January to book. After this booking window has closed, please contact the Academic
Office to make arrangements to be added to a ceremony waiting list.

Research or taught students who completed their studies in a previous academic
year should contact the Academic Office to make arrangements to be added to a
ceremony waiting list.

PGCE students and students reading for a PGCert or PGDip do not attend Graduation
Ceremonies. Separate award presentations and celebrations are arranged by
Departments for these students.

Whilst we hope that you will be able to take graduation as an opportunity to celebrate your
success with friends and family, some students choose to graduate in absentia (i.e. without
attending a Ceremony). This is an arrangement under which a student’s name is entered
onto the list of graduands but they are not present for the conferral in the Ceremony. There
are many reasons for graduating in this way and it can be arranged through the booking
system.

In some circumstances, it is possible that there will be no places available for some students
to graduate. If this happens, there are alternatives that can be pursued.

graduating in absence (“in absentia”)

being waitlisted for a suitable Ceremony
The Academic Office can advise on these options in light of your particular circumstances.

Please note that, as Student Self Service presents options based upon the availability of
places for Kellogg and the timing of the actual or expected completion of your studies,
alternatives are rarely available. For this reason, it is recommended that, if you wish to
graduate in person, you book an option offered by the booking system, even if it does not
align with expected availability or clashes with other commitments. The lead time for
graduation is often long enough that attendance can, in many cases, be made possible (e.g.
by rescheduling other commitments). Pursuing an alternative (joining a Ceremony waiting
list or simply postponing graduation) will almost always lead to a delay and complicate
arrangements for you and any guests who will be joining you.

If you choose to postpone your graduation, you will be unable to make an immediate

booking in the future and your graduation booking will be via the Ceremony waiting list. This
can be arranged by the Academic Office.
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Making changes to your Graduation booking

If you discover that you can no longer attend your graduation, please cancel your booking as
soon as possible, and no later than 60 days before the Ceremony. Once there are fewer than
60 days to the Ceremony, you will not be permitted to cancel your booking and you will
graduate in absentia, unless there are exceptional circumstances. This also applies to those
on the waiting list for a Ceremony who can be allocated spaces within this timeframe.

If you booked your graduation before completing your studies, and it is within the booking
window (December-January of the final year of study), then a change can often be made in
the system. You can cancel the booking and, if a place is available at another Ceremony, re-
book. If a place is not available at another Ceremony, then the Academic Office can advise
on how to proceed.

If you booked prior to completion of study and the booking window has closed, then it will
usually be possible to cancel the booking via the system. It will not normally be possible to
re-book to graduate in person. The Academic Office can advise on waiting list options or
postponement to a later date.

If you booked after completion of study (research and modular masters students), it is
usually possible to manage the change entirely within the booking system. Simply login and
follow the instructions to make the change.

Ceremony Waiting Lists

If you miss the window for booking onto a ceremony, or if all the ceremonies happen to be
already fully booked, you can be placed on a waiting list for a specific ceremony. This can
usually be done through Student Self Service. If this is not possible, the Academic Office can
assist.

If you choose to go on a waiting list for a Ceremony, should a place become available, you
could be added automatically to the Ceremony as little as 30 days before the date. If you are
added less than 60 days before the Ceremony then you will not be able to be removed from
the graduation and if you are unable to attend, you will graduate in absentia. It is up to you
to inform the College when you would like to be removed from a Ceremony waiting list to
avoid being booked to attend a Ceremony for which it would be too late to make
arrangements.

Historic students (completed their studies in a previous academic year) are not able to make
an immediate booking so all graduation bookings are made via the Ceremony waiting list
process.

Arrangements for the Day

During the Covid-19 pandemic, the University postponed in-person Ceremonies for
graduation. The University intends to restart Ceremonies from September 2021 but
has not yet released any detailed information about the arrangements. The details
outlined in the following paragraphs are provisional upon the University’s decision to
resume on-site preparations and celebrations, and are provided as guidance only.
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If you book to graduate in person, you will be contacted by the Academic Office via
email approximately eight weeks before the ceremony date to make arrangements
for your attendance including number of guest tickets and academic dress hire.

On the day you will register at College approximately two hours before the
Ceremony. You will collect any guest tickets and items of academic dress arranged
through the College and attend a short briefing by the Dean of Degrees, who will
present you at the Ceremony. Graduands and guests will then walk to the Ceremony
together.

Each person graduating will be guaranteed two tickets for guests to accompany
them to the ceremony itself. Guest tickets for the Ceremony are issued free of
charge.

Following the Ceremony, the College will hold a celebration for new graduates and
their ceremony guests, where you will be able to collect your degree certificate.

All event details are subject to change.

Degree ceremony videos and live streaming

Oxford degree ceremonies are filmed and can be purchased either on-line or by
contacting the University’s Media Production Unit. Further information is available

at: http://help.it.ox.ac.uk/media/degree ceremony This does not include
ceremonies that are in absentia only.

You are also able to view a live streaming of graduation ceremonies

at https://livestream.com/oxevents. This may be enjoyed by your friends and family
who are not able to attend the ceremony and share the celebration with you. Please
note that the names of those graduating in absentia are not read out.

IT

If you have any queries, please contact the College IT Officer at
it-support@kellogg.ox.ac.uk or 01865 (6)12023 during office hours.

our SSO username will be provided to you before the start of your course.
You should receive a letter with an activation code with your registration pack.
This will enable you to set up a single sign-on password to access your email
and other University provided IT services.
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Email, Office 365 and Microsoft Teams

Your SSO account will provide access to your university email account and Office 365
applications, including MS Teams, used for remote meetings. You can

access this via www.office.com. You will need to provide your SSO credentials (in the form
of sso-username@ox.ac.uk) to access.

You are entitled to install Office products on multiple devices, including your phone. Further
guidance on how to access and use Office 365 (known as Nexus 365 in the University) can be
found on the University IT pages www.it.ox.ac.uk

Returning students should have received Single Sign-On account details when they started. If
you are unsure of your Oxford Single Sign-On account or password, details are available
at: www.it.ox.ac.uk

It is essential for you to activate this Single Sign-On account, not least because you will need
to check your Nexus365 email regularly. Graduate students usually have two email
addresses linked to the same mailbox, College and departmental. Both are in the

form firstname.surname@unit.ox.ac.uk. The firstname.surname part of your email address
comes from your official name, if this name is not the one by which you are usually known,
then you may ask that your email address is changed to reflect a preferred name. To do so,
please contact registration at IT Services (registration@it.ox.ac.uk). You may find it helpful to
refer the information provided by the University’s IT Services www.it.ox.ac.uk/want/get-
started.

Your University email address is the only official electronic communications channel. All
communications from the College and University will be sent to that email address, including
instructions for online annual University Registration, examination details, and general
University and College information. Students, regardless of their mode, type or course of
study, are required to check their email account at least once a day to ensure that they do
not miss important instruct