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GUIDE TO GOOD PRACTICES FOR STUDENTS AT CARLOS III UNIVERSITY OF MADRID

This handbook of good practices is drafted to promote, within the University, a climate of trust and respect, both values which underpin the commitment to achieve an excellent, entrepreneurial University that is open, responsible and inclusive.

The Articles of the Carlos III University of Madrid set out students' rights and duties (articles 115 and 116). That list of rights and duties is complemented by the Bill of Rights and Responsibilities of Students of the Carlos III University of Madrid, approved by the Governing Council on 4 March 2005, and the Regulations on Exam Reviews, approved by the Management Commission on 16 February 1994.

In the event of improper behaviour by students in the framework of university life, those Rights and Responsibilities, interpreted in conjunction with current disciplinary regulations, may lead to disciplinary proceedings. Also in the course of university life, students may commit crimes or misdemeanours under the law of the land, such as cheating under the system for assessing academic performance, supplanting another person, plagiarism, etc.

To avoid such situations and to contribute to peaceful coexistence in the University and to student's academic performance, it was decided to draw up this Code of Good Practices. While not seeking to exhaustively cover all eventualities, its aim is to draw students' attention to the norms of good behaviour in the spirit of the above-mentioned documents.

GUIDE TO GOOD PRACTICES

1. Recommendations during examinations and evaluations.

Before any examination, test or other assessment of students in the Carlos III University of Madrid, faculty are advised to inform students (e.g. by posting these instructions in the Aula Global) of the following basic recommendations, which may be supplemented by the Department, Area or faculty member concerned.

These recommendations, which are general rules that are known to all concerned, must be followed in any assessment of students' knowledge. Although it is advisable to remind students of them before any examination or assessment, failure by a professor to do so will not prevent the test from being held.

A. Students may not bring electronic devices, such as mobile phones, tablets, etc., into examinations or tests except where faculty has expressly authorised them. Students who bring such devices to an examination must leave them turned off and out of their reach; neither the faculty nor the University will be liable for their loss or damage.

B. Once an examination or test has commenced, students may not communicate with one another verbally or in writing, exchange tests, look at another student's examination, etc.

C. Exam rooms should be peaceful and silent. All parties are responsible for achieving this. A student who needs clarification of the examination or test should raise their hand and wait for the professor to come to their desk.

D. Students should bring the necessary materials to examinations: pens, pencils, erasers, etc. and any others that have been expressly authorised. If students bring items that are not required, such as lecture notes, books, notebooks, bags, etc., the professor may oblige them to leave such items on the floor or at the entrance to the room. Neither the faculty nor the University will be liable for any loss or damage to such items.

E. At the entrance to the examination room, the professor may require students to present their national ID card, residence card, passport or other valid identification document. During the examination, the professor may also require that students have their ID document (national ID card, residence permit, passport) visible in order to check the identity of the person taking the test. A person not bearing proper identification may be denied entry to the examination room.

F. Students may not leave the room once the examination has commenced. Any student wishing to leave the room must hand in their examination to the professor, unless the latter expressly authorises them to abandon and return to the room. All examinations and tests must be signed and delivered to the professor before leaving the room. The process of delivery should be conducted in an orderly fashion following the professor's instructions in order to avoid any changes or supplanting of identity.

Students may not take the examination out of the room; the professor is entitled to award a "Fail (0)" grade in such event.

[bookmark: _GoBack]G. If a student is found to have cheated in an examination, his/her grade will be changed to "Fail (0)" (Decision by the Management Board dated 25 September 2002 on cheating during examinations, assessments or tests).

H. In reviews of examinations, students must behave decorously and in accordance with the rules on exam reviews referred to above. Any improper action may lead to disciplinary proceedings.

2. Student behaviour in class
A. Students should arrive in class punctually and wait for the professor in an orderly manner for up to 15 minutes. If the professor is delayed, the class should wait in silence so as not to disturb the other classes.

B. Once the class commences, students may not leave until the class has concluded. If a student needs to leave class early, he/she must inform the professor beforehand and obtain his/her permission.

C. On entering class, students must turn off any electronic devices except those which the professor allows to be used, e.g. computers. In any event, the professor's authorisation will apply solely to work on the subject matter of the class, and not to web browsing, reading/answering e-mail, chatting, etc.

D. Except where expressly authorised by faculty, mobile phones may not be used during class. The professor may refuse re-entry to a student who leaves the room to make or take a call. The professor may also require that a student in breach of the prohibition on the use of phones abandon the room.

E. Students must behave properly in class; they must pay attention to the professor and refrain from talking to fellow students. Any rules established by the professor for the orderly development of the class should be obeyed.

F. Students must address faculty, fellow students and university staff respectfully.

G. If a student behaves such as to prevent the normal development of academic activities, the professor may call him/her to order, ask the student to identify him/herself or ask other students to do so, and demand that the student abandon the room or premises in order to be able to resume normal activities. In these cases, the faculty member should notify the competent authority immediately so that the latter may take the appropriate steps in accordance with the applicable regulations.

[bookmark: OLE_LINK5][bookmark: OLE_LINK6]H. Course work by students for submission to the professor for evaluation must be their own original work. As in the case of examinations, if a student is found to have cheated in their course work, his/her grade will be changed to "Fail (0)" (Decision by the Management Board dated 25 September 2002 on cheating during examinations, assessments or tests). Moreover, plagiarism is illegal under the Spanish Criminal Code.

3. Student behaviour on University premises
In line with the provisions of the Bill of Rights and Responsibilities of Students of the Carlos III University of Madrid, approved by the Governing Council on 4 March 2005.

A. All University premises must be used in a way that is compatible with the activities that are performed there, and students should behave properly and appropriately so as to enable activities to carry on normally and peacefully.

B. Students should contribute to the proper maintenance of university facilities; in particular, rubbish should be disposed of in the appropriate bins.

C. University facilities should be cared for properly; graffiti on walls, floors, tables, chairs, black/whiteboards, etc. is strictly forbidden.

D. In order to keep classrooms clean throughout the day, eating and drinking is not allowed. The entire campus is a no-smoking area.

E. Students must use the Library in accordance with the corresponding rules, which may be consulted at www.uc3m.es

F. Students must obey any instructions or decisions adopted by the competent academic authorities regarding the use of premises for activities and the announcement of activities.

4. General clause on actions in irregular situations
Any incidents involving students of the University on University premises must be notified immediately to the competent authorities so that they may take the appropriate measures in accordance with the applicable regulations.

Students with any sort of problem may avail themselves of the appropriate organs of the University in their specific areas of competency, as well as the course coordinators, degree programme director, school director and university ombudsperson.
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