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School of Modern Languages: Members of Staff

School of Modern Languages: Administration

Always try to see the appropriate person. 
If that person is not available, please leave a message with the Secretary or use electronic mail.

Position
Name
Ext.
e-mail
Head of School
Prof M-A Hutton
3678
langhos
Head of Dept (French)
Dr D Culpin
3640
djc3


Head of Dept (German)
Dr C Beedham
3657
cb1

Head of Dept (Italian) 
Dr R Riccobono
3669
rmr8
Head of Dept (Russian)
Dr R Keys
2952
rjk1
Head of Dept (Spanish)
Mr B Bentley
2967
bpeb

All the Modern Languages Secretaries are located in the Modern Languages Secretariat which is on the third floor of the Buchanan Building. 

For enquiries (all languages) please contact the relevant secretary:

School office/Head secretary
Hazel Larg
(46)3670
hl1

Postgraduate Studies
Barbara Fleming
(46)3656
bf

Examination matters
Lynne Dalrymple
(46)3647
ld26

Study abroad
Tammy Gray
(46)2949
tlat

Mundus co-administrator
Laura P Ferra
(46)2961
lpf1
Telephone and Fax Numbers  

Direct telephone lines are made up of the extension preceded by (01334) 46. 

The St Andrews telephone number is (01334) 476161. 

The Modern Languages fax number is (01334) 463677. 

From abroad, precede the six-figure number by the international dialling code and +44 1334. 

Email from abroad should add <@st-and.ac.uk> to the address, e.g., <modlangs@st-and.ac.uk>.

Postgraduate Committee

Position
Name
Ext
e-mail

Director of Graduate Studies
Dr H Partzsch
2962
hamp2
Postgraduate Secretary:
Mrs B Fleming
3656
bf

French Postgraduate Convenor:
Dr David Culpin
3640
djc3
German Postgraduate Convenor:
Dr C Beedham
3657
cb1

Italian Postgraduate Convenor
Dr R Riccobono 
3669
rmr8
Russian Postgraduate Convenor:
Dr R J Keys
2952
rjk1

Spanish Postgraduate Convenor:
Prof N Dennis
2954
nrd
Head of School
Prof M-A Hutton
3678
langhos

Coordinator (Linguistics):
Dr CR Sneddon
3651
crs

For advice:
University Postgraduate Office:
Ms Dawn Clement
2136
ams-pg
There are two Graduate Studies notice boards:  in the Buchanan (to the right of the secretariat on the 3rd level, this will be signposted) and in the Quad (near Rm 39).

Graduate Studies:  Teachers and Supervisors 

Name
Room
Extension
Email
French (Buchanan)
Dr Gavin Bowd
109
3643
gpb

Dr Jonathan Carson 
309
3641
jsoc

Dr David Culpin (Head)
404
3640
djc3

Dr David Evans
310
3665
dee3

Prof Margaret Anne Hutton  (HoS)
307
3678
mh80

Dr Elodie Laügt
211
3653
el40
Prof Lorna Milne
406B
3654
lcm2
Dr Julia Prest
307
3646
jtp22


Dr Clive Sneddon
311
3651
crs

German (Buchanan)
Dr Christopher Beedham (Head)
204
3657
cb1

Dr Bettina Bildhauer
208
3663
bmeb

Dr Michael Gratzke
313
3671
mg43

Dr Greg Moore
214
3661
gm60


Italian (Buchanan)
Prof Ronnie Ferguson
211
3668
rgf

Dr Rossella Riccobono (Head)
212
3669
rmr8

Dr Claudia Rossignoli
207
3660
cr41

Dr Robert Wilson 
203
3645
rpw

Russian (Quad)
Dr Roger Keys (Head)
43
2952
rjk1

Dr Claire Whitehead
44
2951
cew12

Spanish (Quad)
Dr Kormi Anipa
35
2965
ka17

Mr Bernard Bentley
37
2967
bpeb

Prof Nigel Dennis
41
2954
nrd

Dr R Fernandez Romero
26
2960
rfr1

Prof Will Fowler  (Head)
33
2964
wmf1

Dr Eleni Kefala
27
3655
ek30
Dr Javier Letrán
39
2969
jl50

Dr Henriette Partzsch (Dir of Grad Studies)
29
2962
hamp2

Dr Gustavo San Román (Dir Mundus Masters)
38
2968
gfsr

General Note

This Handbook concerns Postgraduate Taught and Postgraduate Research Students, between whom there may be a degree of overlap. Exclusively Postgraduate Taught are students who complete the Postgraduate Diploma and the MLitt. Students for the MPhil and DLang are 'Taught' during their first year and 'Research' subsequently. PhD students are normally 'Research' only. The system has an inbuilt flexibility which permits conversion in appropriate circumstances. We recommend that you read through this handbook and hope it is helpful.

You should consult also the University's Postgraduate Course Catalogue, and  A Code of Practice for Supervisors and Students in Taught and Research Postgraduate Programmes.
We have tried to give information which will help you organize your studies as effectively as possible. This is essentially a clarification of our expectations of you and aims to enable you to derive the maximum academic benefit from your time here.

We welcome your suggestions for the improvement of this handbook.

If your Native Language is not English

The School of Modern Languages is, as must be indicated by its name, particularly sensitive to the fact that students may not be native speakers of English, and indeed the School strongly encourages and supports such students at postgraduate level. All assessed and non-practical-language work, however, is as a rule to be presented in English. Consequently, all such students will normally attend a three-week English-language course at the University prior to matriculation unless they can provide clear evidence of their all-round competence in the English language. The University offers English-language teaching throughout the year and a Postgraduate Access Course for non-native speakers of English. ELT can also help with checking written work before submission (not whole theses or dissertation).  For information contact English Language Teaching, Kinnessburn, Ext. 2255.

Part-Time Students

Part-time students for the PhD and DLang are charged three-fifths of the full-time fees for five years and may be given one extra extension year to write up, thus a minimum of five years and a maximum of six. The first year of the MPhil is equivalent to the Postgraduate Diploma and may be done only on a full-time basis. The second year (research) may be undertaken on a part-time basis, namely not more than two years, half-fee each year, with the thesis being submitted at the end of the second year. Exceptionally an extension of six months may be given. The MLitt and Postgraduate Diploma can only be taken on a part-time basis if approval is granted.

Programmes, Modules, Coordinators

The postgraduate degrees offered by the University of St Andrews and relevant to the School of Modern Languages are:

Postgraduate Diploma:
two semesters of full-time study and assessment(s).

MLitt:
two semesters of full-time study and assessment(s) plus a dissertation (15,000 words) to be completed by the end of the academic year.

MPhil:
two semesters of full-time study and assessment(s) followed by a thesis (40,000 words max.) prepared during the summer and the following year and submitted by the end of that second academic year.

DLang:
two semesters of full-time study and assessment(s) followed by a thesis (80,000 words max.) prepared during the summer and the following two years and submitted by the end of the third academic year.

PhD:
three years of full-time study.  The thesis (80,000 words max.) is generally submitted at the end of three years' study.

By 'end of the academic year' is understood twelve months from the beginning of the programme, namely 1st September. The only exception is the PhD, where the year begins according to the calendar month of registration.

Of the above five degrees the first is exclusively taught and the fifth is exclusively by research. The second, third, and fourth are a combination of taught modules (initially) and research supervision. Research supervision for the MLitt is much more restricted than for the MPhil, DLang, and PhD, since the dissertation is written during the summer vacation following the taught component of the programme.

In all postgraduate degrees we provide induction and training in research skills and expect students to report on their work at regular intervals. We will often encourage prospective PhD students to commence their studies on a MLitt or MPhil programme, transferring, if appropriate, as soon as possible after the first semester of their studies; alternatively, the entire MLitt may be done, without the degree being taken but the year being counted as the first year of a PhD. At the same time, we have a rolling registration for the PhD, allowing students to register in September or in January.

The School of Modern Languages taught postgraduate programmes and their coordinators are:

MLitt in Central and East European Studies
Dr Paul Vysny (Sch of History)
MLitt in Cultural Identity Studies
Dr Gustavo San Román (Spanish)

MLitt in Language and Linguistics
Dr Clive Sneddon (French)

MLitt in French Studies
Prof M-A Hutton (French)

MLitt/DLang in French Language Studies
Dr Clive Sneddon (French)

MLitt in German Studies
Dr Chris Beedham (German)          

MLitt Mundus Masters: Crossways in European Humanities
Dr Gustavo San Román (Spanish)

MLitt in Russian Studies
Dr Roger Keys (Russian)

MLitt in Spanish and Latin American Studies
Prof Nigel Dennis (Spanish) 

Foundation modules: Theory and Practice of Literary Research
Dr Elise Hugueny-Leger (French)
Postgraduate Diploma/MLitt

Three to five taught modules for a total of 120 credits

Length of modules: 1 or 2 semesters.

Weekly contact hours: normally 3 hours for single-semester, 1-1.5 for two-semester, but this may vary according to the academic nature of the module.

The above suffices for the Postgraduate Diploma.

For the MLitt a dissertation worth 60 credits is added, making a total of 180 credits.

MPhil/DLang/PhD

The theses required for the MPhil, the DLang, and the PhD degrees are research dissertations and stand on their own for the award of the degree, though the MPhil and DLang do include two semesters (the first year) of full-time study and assessment(s).

It is possible for transfers between the various programmes to be discussed.

Dissertation and thesis topics are ideally more closely defined as soon as possible after Semester 1 (Year 1) — in the case of the PhD, by not later the end of the first year.
The programmes described here are structured in such a way as to be academically coherent. However, they cannot cover all the combinations possible since we aim to be maximally accommodating and flexible, and if you see a combination of modules which suits your particular research interests, please discuss it with us.

The modules currently on the books are listed in the School of Modern Languages Graduate Studies Guide on the School web page.
Assessment 1: Set Work, Coursework, Examinations
When you are choosing courses, make sure you bear in mind how they will be assessed. Failure to meet deadlines can reduce your marks.

Set work for practical-language modules (these are few at graduate level) must be handed in to the tutor by the time stated. Any extra work you do, and whether or not it is marked, is a matter for you and the tutor to determine. 

Coursework contributes towards the grade you receive at the end of your course. You must submit essays by the date stipulated by the tutor (deadlines are absolute), handing them directly either to the tutor or to the secretary, and receiving a dated and signed receipt for them. Please do not push work under doors: such work may go astray. Nor should you send coursework by electronic mail or by fax — in the first case the text is not strictly 'fixed' and in the second the legibility of the work cannot be guaranteed. Extensions of a few days may exceptionally be granted with the tutor's agreement and documented evidence of the extenuating circumstances. Unjustified or unjustifiable extensions are unfair to students who finish their work on time. We know that problems cannot always be anticipated.

Style and Presentation: your essays should be presented in a scholarly framework, with explicit acknowledgement of sources.  For bibliographical references in footnotes and bibliography and other issues of style please use the MHRA standard.  The MHRA style guide can be downloaded from http://www.mhra.org.uk/Publications/Books/Style Guide/download.shtml
Set work and Coursework should be word-processed and printed on one side of the paper and double-spaced. It should not be stapled together. A photocopy of the work and the marking-profile sheet (Appendix A) will be made and retained by the School once the assessment is complete. Work will be returned promptly by arrangement with the tutor.

The examination format is normally two or three essays/exercises in two or three hours respectively — language examinations may be different. 

Assessment 2: Marking Bands, Assessment Criteria, How Marks are Returned, Progression to a Dissertation or Thesis, Distinctions

The same bands and marking scale apply at postgraduate level as at Senior Honours undergraduate level. For progression to the MLitt, MPhil, DLang, and PhD if appropriate, the aim must be an average grade of not less than 14 in the taught modules. The final grade is derived from the weighted average of the module marks. See Appendix B for the marking scheme.

Distinctions for the MLitt and Postgraduate Diploma are awarded for grades of 16.5 and above on the Reporting Scale. They may be awarded for the coursework, for the dissertation (MLitt), and overall. For the MLitt the coursework is worth 2/3, the dissertation 1/3, of the overall assessment. The MPhil, DLang, and PhD do not attract the award of a distinction.

The principal criteria applied in assessing work will be evidence of real familiarity with the area of investigation, ability to deal critically, cogently, and in depth with the set topic, and presentation of the work in proper scholarly fashion. There is a general policy that more than one tutor will always be involved in the assessment of written work, either through full double-marking or marking followed by moderation. A marking profile sheet (see Appendix A), summarizing the comments and giving the grade, will be returned with the course work. The mark given will be on the University's 1-20 reporting scale (see Appendix B).

Supervision

Postgraduate Research Students will be allocated a principal supervisor and a second supervisor.  The second supervisor will not necessarily have expertise in the specialist filed, but may have a more general mentoring role. The university regulations state that meetings for supervision should take place not less than twice per term, by which we might understand the two semesters plus the period after the end of Semester 2. This is an absolute minimum, and the School recognises the desirability of weekly meetings during the initial stages of the MPhil, DLang, and PhD research. At this stage the supervisor will take the initiative in arranging consultations. Later the meetings may not need to be so frequent and the initiative may shift more over to the student. Normally the supervisor-student relationship, while ultimately formal, will acquire a more academic and scholarly peer character. There should not be a gap of more than six weeks between consultations, except possibly during the summer vacation.

For Postgraduate Taught Students supervision will commence only once a dissertation topic has been approximately defined, and even at that time the student's main preoccupation will remain the successful fulfilment of the taught component of the degree, the situation aided by frequent contact with teachers, advisers, and other students. The writing-up of the dissertation will take place during the summer vacation, and it will be for the supervisor and student to have a full discussion of the dissertation and to make arrangements for consultation during the vacation.

For Postgraduate Taught Students the dissertation/thesis deadline is the end of the academic year (or the anniversary of registration in the case of PhD students registering in January).  MLitt Dissertations are submitted by the end of August.

Your Training and Progress as a Research student

This is a matter which much concerns Funding Authorities and Universities; it should also concern you. With the setting up of the Arts and Humanities Research Council, mechanisms have been put in place to ensure that postgraduates are fully equipped, not just in subject-specific or disciplinary terms, but with the entire range of generic skills that will enable them to complete their academic project and then to function in a professional environment as the leading academics of to-morrow, or indeed in other professional environments.

Students enrolled for or intending a PhD are expected to participate in a PG Skills Training Programme (GRADskills) which provides sessions for which they have to enrol and which they will be invited to record and reflect upon in a 'logbook'. This is designed to become the instrument of your own self-motivated, self-assessing progress. This is how it works:- 

Training needs will be identified in consultation with each student individually, in the initial interview with your appointed main supervisor. As laid down in the University's Code of Practice for Supervisors and Students in Taught and Research Postgraduate Programmes supervisors meet their research students at the beginning of the first year of study to discuss an initial Individual Development Needs Analysis on the basis of their completed DNA form. This identifies the skills necessary for a successful preparation of the thesis as well as for the student's continuing development. The supervisor also assesses the research skills a student may already possess. On the basis of this evaluation, a training programme is agreed which is tailored to the student's competences and needs, as well as to the specific requirements of the research project. 

Students are required to record the skills training they receive and their reflections on its effectiveness in a PG Log Book, supplied to them by the PG secretary at the beginning of their first year of study.  

As appropriate, students may be required to participate in one or more of the following research training modules: ML 5001 (Theory and Practice of Literary Research); ML 5006 (Problems of Culture and Identity); LI 5002 (The Research Methods in Linguistic Studies); LI 5004 (The Method of Lexical Exceptions); ML 5009 (Critical Evaluation of Research Project). Where other knowledge and understanding are required, students are advised into appropriate modules provided by relevant Departments within the Arts Faculty. 

Students are encouraged to participate, as appropriate, in postgraduate conferences organised nationally in  all the modern languages of study or film; and in the meetings of the Research Institutes of the School of Modern Languages (Language and Linguistics, European Cultural Identity Studies, Centre for Film Studies), and in the Research Seminars of the Departments within the School.

Skills Training is made available and monitored by the University, Faculty, School and Department as follows:-

1.  University:


a) The University provides centrally organized core and generic skills sessions at the beginning of a student's PhD studies and - through optional workshops - throughout his/her course.  These are co-ordinated by Dr Ruth Neiland who directs the GRADskills programme.  Further details are on the GRADskills website.


b) The Library and Information Service delivers and monitors training in the following skills:



(i) a variety of courses concerned with generic IT training


(ii) an introduction to subject-specific bibliographical techniques


c) The Learning and Teaching Support Unit (SALTIRE) delivers and monitors training in generic study skills

2.  Arts and Divinity subject grouping:


a) provides collectively organised skills training sessions  particularising generic inputs to cognate subject groupings :  research environment, funding opportunities, identification of and access to appropriate bibliographical and IT skills,academic writing,  teaching skills (demonstrating, tutoring, lecturing, preparing courses), entrepreneurship, conferences and networking, career management, supervising others and  managing teams, specific IT related courses (Power Point, Databases, etc) 


b) Through credit transfer, other Schools within the Faculty provide additional (non-standard) knowledge and understanding required by the research projects of individual students. 

3.  School of Modern Languages:


complement and co-ordinates, with special reference to the modern foreign language environment, the research skills training, personal and teacher skills training,   and career development training dispensed at other levels,   This is done in the framework of the foundational module 5000 level modules (see para 1b)  and by subsequent seminar/ workshops  in years 2 , 3 and , particularly, 4. (Topics include eg: researching in a French environment; using German bibliographical resources; guidance on getting the best out of Spanish libraries; submitting work to the main foreign language journals in your area, lecturing in Italian, etc). 

4. Modern Language RAE-subject Departments (French, German, Italian, Russian, Spanish) remain principal providers of : 

a)  core training in knowledge and understanding ,  through the all-important and continuing role of supervisors (primary and secondary) in teaching, assessment of needs and  the  review process.

b) practical guidance  in teacher training, through supervising  the tutoring function of post-graduate students within the Department; reporting back to the Postgraduate Convenor;  giving advice and feedback on presentations by research students in all fora. It is important to develop the teaching skills of doctoral students who may be employed as teachers of modern languages. 

Ethics Requirements

In order to ensure that all research is conducted ethically all research activities of postgraduate students that involves data collection from, interviews of, interactive investigation of, experimentation upon or demonstrations involving live human subjects, tissues and/or other samples will require formal approval from the University Teaching and Research Ethics Committee (UTREC).  In the humanities this will mainly apply to the conduction of interviews with human subjects. 
University Teaching and Research Ethics Committee (UTREC)

All research and teaching activities of all staff and students in all Schools of the University that involve data collection from, interviews of, interactive investigation of, experimentation upon or demonstrations involving living human subjects, tissues and / or other samples will require formal approval from UTREC.
School Ethics Committee

Each School / Unit has an Ethics Committee.  In School of Modern Languages the members of Management Committee comprise the School Ethics Committee.

Application Process:

· Applicants should submit electronic and hard copies of application and all supporting documentation to the Secretary of the School Ethics Committee (Hazel Larg, e-mail hl1@st-andrews.ac.uk)

· Secretary will check application, referring back to applicant if necessary, before passing to the Committee

Approval:

Once the School Ethics Committee has approved an Ethical Application Form, the School Ethics Committee Secretary does the following:

· Enters application details into the UTREC database. 

· Sends the applicant an approval letter or e-mail

· Files form and all supporting paperwork in UTREC file for audit purposes.  All documentation must be made available on request should UTREC require an audit check.

All forms/information/templates can be found on UTREC web-pages:

Where is it?  UTREC web page

· Select Current Staff
· Under the sub-heading Academic Matters scroll down to Ethics
and click University Teaching and Research Ethics Committee (UTREC)
Progress Review
Prior to your progress review meeting your supervisor will submit a report on your progress during the academic year.  Your review meeting will be between you and a small panel of members of the School staff, including at least one from the Postgraduate Committee. The panel will not include your principal supervisor, nor should it include anyone who might inhibit you from speaking frankly about your supervisor.

The review meeting should address, inter alia:

· whether you have progressed satisfactorily;

· whether you are in a good position to complete your degree within the time limit;

· whether you are satisfied with your supervision, facilities and support within the School and the University;

· whether re-registration for a higher or a lower degree needs to be recommended;

· any matters relating to leave of absence, extension or discontinuation of studies;

For PhD and MPhil students commencing in 2004-05 or after, your progress review will include the monitoring and up-dating of your skills training programme. The results of your progress review will be summarised on the Academic Support Office Form on progression of students.  Any decisions or recommendations that arise from your progress review will be forwarded to your Head of School and to Faculty, and reported in writing to you.  You will also be asked to submit a form on your progress directly to the Academic Support Office. In the final year of PhD study, mock vivas with other competent, non-supervising colleagues are organised. 


Progress review for taught postgraduate programmes is conducted in the semester one Examination Board meeting with follow up feedback to students as appropriate.










Complaints

Official reports on student progress are to be made annually to the Faculty; the report made at the end of the first year, by which time the research topic should have been precisely defined, is of particular importance. In research it will always be important to identify problems in good time. The supervisor, too, must always remain an adviser and, however good the relationship, never become involved in the production of the thesis.

Should a student wish to make a complaint about a matter which cannot be resolved with the supervisor, programme co-ordinator (in the case of Taught programmes) or via the PG Student-Staff Consultative Council, then the points of contact for complaints are as follows: Subject Postgraduate Convenor, School Postgraduate Convenor, Head of School, Pro Dean (Postgraduate Studies - Arts), Dean (Arts). They should be approached in the order listed.

Lectures, Seminars, Tutorials

Occasionally the teaching for a Level-5 module may overlap with a Level 3 or 4 (Honours Undergraduate) module. In such instances the Level-5 module will always will be reinforced by extra tutorials and distinctive assessment.
The Timetable
There should not be too many problems with the graduate timetable, and the aim will be to settle all problems and clashes within the first week. It will be less easy to move the larger classes and in the case of certain programmes arrangements may have to bear in mind constraints imposed by other Schools' timetables.

Attendance

Attendance at all classes is required. We appreciate that at graduate level this may seem unnecessary, but within the framework of taught modules, assessed work, and the delivery of seminar papers (on which everyone in the group may depend), attendance is most important.

Libraries

St Andrews Library has excellent holdings, but you should acquire your own copies of key texts.  At the beginning of the year you will be introduced to the Library and its many local, national, and international facilities by a member of the Library staff. Concessions are made to postgraduates for inter-library loans:  PhD and DLang students are entitled to 7 subsidized requests; MLitt and MPhil students are entitled to 3 subsidized requests annually.   

Research postgraduates may apply for a photocopying allowance of £20 worth of copies per semester.  Please collect from Barbara Fleming in the Secretariat.   All postgraduate students who wish to buy photocopying cards may do so at cost price, available from the Main Library.

(With a SCONUL card (application forms from the Main Library) you can gain borrowing rights and access to collections in other Scottish University libraries.)

In Russian there is an arrangement whereby access may be had to University of London library facilities and modestly priced vacation-time accommodation at Imperial College. If you use SSEES Library, you will not be able to borrow books and will have to pay a returnable damage deposit, but it is perhaps the outstanding British library of its kind.

We can also help arrange access to the British Library for all students.

The members of staff with particular responsibility for library and book issues are:

French: Gavin Bowd; German: Michael Gratzke; Italian: tba ; 

Russian: Oliver Smith (Convenor sem 1); Spanish: Javier Letrán

See them if you have any comments or suggestions for acquisition.
Computing Facilities and Study Space

There is a computing classroom in the Quad (between Rooms 19 and 20).  There are computing facilities in the Library and other sites in the University. We strongly encourage you to register as a user without delay and, if new to computing and word-processing, follow one of the short introductory courses on offer. You will use either PC or a Mac. Before you choose, check that the particular computing system can cope with any multilingual facilities you will require and that it is compatible with your own computer, if you have one. The Library has recently installed new viewing stations for work with audio-visual materials.  There are also facilities in the Multimedia Suite in the Buchanan and elsewhere in the University.

You will have access to e-mail and the Internet.  Application for study space in the Buchanan Building and the Quad is considered subject to need and availability.

The Notice Boards and e-mail

Whenever you are in the School, consult the Graduate Studies, School, and Departmental Notice-Boards situated in the Buchanan Building. We cannot over-emphasize the importance of this. Staff will be able to communicate with you through them, and you will be able to communicate with each other.

This is particularly important towards the examination period: you will receive information from the Registry about your written examination timetable, but any times for other types of examinations will be displayed on our Notice Board, as such things are organized internally.

Also check the postgraduate pigeonholes regularly (Buchanan, Rm 202; Quad Rm 28). Check notices throughout the building or on your own departmental notice boards announcing special events.


Your university e-mail account is the official means of communication for the University and you are therefore reminded that you should read your e-mails at least every 48 hours (particularly during the academic year). You can arrange to have your University e-mail account automatically forwarded to your personal external account. However you should be aware that there may be problems with this and you should check regularly to make sure the forwarding is working.
The Institutes, the Centre, the Research Forum, and Forum for Modern Language Studies
There are several specialist units in or attached to the School, namely:

- the Institute of European Cultural Identity Studies (IECIS)
- the Linguistics Institute of St Andrews (LISA)
- the Centre for Russian, Soviet &  Central & Eastern European Studies (CRSCEES)
Each has a programme of events, which will be publicized on notice boards. We are all involved in the activities of one or more of these Centres, and you are very much encouraged and indeed, as postgraduates, expected to participate in the events. This is a chance for you to broaden your horizons, take the intellectual pulse and refine your communications skills: don't miss this important opportunity. 

The School is also home for the international learned journal Forum for Modern Language Studies. The editors welcome articles from for consideration in the normal way and will be happy to make books for review available when appropriate.
Bookshops

We shall recommend to you which books are absolutely indispensable. In St Andrews the academic bookshop is Blackwell’s, in the Union Building.  For specific advice consult your tutor or supervisor.
Beyond the Programmes
We try to leave you, and ourselves, free from teaching between 1 p.m. and 2 p.m. every day and for the whole of Wednesday afternoon, i.e. from 1 p.m.

We are very much aware that you may wish to undertake some part-time non-academic work. Please discuss this with your supervisor or programme co-ordinator so that we can all be satisfied that the timing of such work causes as little disruption as possible to your progress.

Occasionally we can offer hourly-paid teaching within the School. This is within the gift of the Head of School, who controls the budget, but a first approach should be made to the Departmental Postgraduate Convenor, who will pass on the request to the Director. Such teaching is normally available only to MPhil/DLang/PhD students, and there will be restrictions on the amount of teaching which may be done.  We recognise the benefit to students proposing to follow an academic career of gaining university teaching experience and where possible the opportunity to do this will be afforded.

Financial Assistance and Support

The School has a strictly limited budget for postgraduate awards. Postgraduates in their second year of research and above can apply to the School Research and Travel Fund for up to £250 in any academic year for expenses incurred in connection with research.  Application forms and guidelines are available from the School Administrator in the secretariat, and on the University’s web page:  http://www.st-andrews.ac.uk/modlangs/forms/index.php
Social Activity

We encourage you to meet early in the first Semester — the Head of School will organize an initial welcoming reception, which should set things in motion. Graduate study, especially where entirely research-oriented, can be a rather solitary affair, and considerable pleasure and profit can be obtained from informal meetings within the framework of your studies.  

You may also wish to participate in broader Departmental and School activities. Find out more from the staff.

The Postgraduate Student-Staff Council

The Director of Graduate Studies, a student representative from each MLitt/Postgraduate Diploma programme, a SOCRATES student representative and at least one MPhil/DLang/PhD student from each subject area, will normally meet in Week 8 and Week 6 in semesters 1 and 2 respectively to discuss graduate studies matters. You should elect your representatives as soon as you are settled in, and make sure that except in special circumstances you communicate any requests, criticisms, complaints, suggestions, and even praise, through that representative. Items for the Agenda should be communicated to the Postgraduate Secretary by the Friday before the meeting.

Careers Centre
We do all we can to provide you with references and advise you on what is available. Watch the notice boards for news of career opportunities, and go along early to the Careers Advisory Service to obtain information.

Careers Centre:
Ext. 2688

Smoking

Smoking is not allowed in any University Building.

Coping with Academic Life

In a difficult moment, come to us and talk! We will do all we can to help. The Departmental Postgraduate Convenor or your supervisor will be able to give much useful advice.

In the School we can only really feel confident giving you academic and general advice; often we will direct you to someone more competent or suitable than we are.  If you have a medical problem which is affecting your ability to study it is advisable to seek medical advice at an early stage as you may subsequently require medical certification.

The Student Support Service offers a range of services as detailed on the University home page: http//:www.st-andrews.ac.uk/:

The purpose of Student Support Services is to help students to deal with problems and issues which may be affecting their studies: 

Financial: everything relating to financial hardship, including Access Funds, loans and general advice on budgeting and financial problems.  Contact: First Floor, Students' Association Building, tel (46)2720

Academic: any matter affecting a student's academic progress, e.g. absence from classes for whatever reason, absence from examinations, illness, general questions on courses and degrees.  Academic Management & Support Office, Old Union Building, tel (46)2140 

Advisory: this is normally the first point of contact and deals with everything related to routine advice, welfare counselling, disabilities, overseas students, child care, legal clinic, spiritual matters, and accommodation disputes in the private sector.  
Contact: First Floor, Students' Association Building, tel (46)2720.
Semesters and Other Important Dates: 2009-2010
Martinmas Semester:
28 September 2009
—
22 January 2010
Candlemas Semester:
8 February 2010
—
28 May 2010
You are 'on-course' throughout the above two periods; and, indeed, over the summer break (for MLitt students equivalent to a 'trailing summer semester'). We have to be able to contact you if necessary, so any absences must be negotiated and your whereabouts conveyed without delay to the Secretary, who will pass on the information. In other words,

Let the Postgraduate Secretary have your address, e-mail address and telephone number as soon as you can, and keep her informed of any changes. Her email address is bf@st-andrews.ac.uk. It is absolutely crucial that we be able to contact you, especially around examination times. Your personal details should also be kept up to date online.
Reading Weeks: 2009-2010
Week 7 of the first semester is a Reading Week, when normal lectures and seminars are suspended so that you can devote yourself to writing coursework and reading important books and articles. This is not a 'half-semester', but a crucial moment in your progress. For 2009-2010 this is:

9-13 November 2009
In Semester 2 the Reading Week coincides with the Easter vacation.

Absence reporting


Absence from Classes 

Attendance is a basic assessment requirement for credit award, and failure to attend classes or meetings with academic staff may result in your losing the right to be assessed in that module. Please ensure that you are familiar with the 'Permission to Proceed' regulations as stated in this handbook and the University Undergraduate Handbook.

If you have missed any timetabled classes/events, you must complete a Self Certificate of Absence form as soon as possible. This is available via the Student Portal and the completed form should be submitted in accordance with the instructions given. You are advised to retain a copy of the form annotated with the date submitted.

There is no requirement for students to obtain medical certificates. If you decide to request a medical certificate from your GP, you should be aware you might be charged for this. Any medical certificates obtained should be submitted to the Academic Registrar & Clerk, College Gate, North Street St Andrews. You are advised to photocopy the certificate and retain a copy for future reference. If you obtain a medical certificate from a medical practitioner overseas please ensure this is provided in English.

If you know you are going to be absent from class(es) for good reason– for example due to an appointment or an interview – please notify the module coordinator as soon as possible and, in any event, in advance of the planned absence.

Monitoring of absences will be undertaken in accordance with the regulations on Permission to Proceed and students who submit more than three self-certificates in a semester may be referred to the Academic Support Adviser, Student Support Services. 

Absence from Examinations

Absence from Examinations due to illness or any other unavoidable reason should be reported IMMEDIATELY you know you will be unable to sit an examination to the Academic Registrar’s Office by telephone (01334 46) 2005 or 2596. This should then be followed up by an appropriate Self-Certification of Absence form as soon as you are in a position to access a computer.

As soon as you are well enough you should contact the School’s PG Examination secretary, Barbara Fleming (bf), to make arrangements for an alternative or deferred assessment to be completed at the earliest opportunity. 

Academic Misconduct

Academic integrity is fundamental to the values promoted by the University. It is important that all students are judged on their ability, and no student will be allowed unfairly to take an advantage over others, to affect the security and integrity of the assessment process, or to diminish the reliability and quality of a University of St Andrews degree.

Academic misconduct includes the presentation of material as one’s own when it is not one’s own; the presentation of material whose provenance is academically inappropriate; and academically inappropriate behaviour in an examination or class test. Any work that is submitted for feedback and evaluation is liable for consideration under the University’s Academic Misconduct policy irrespective of whether it carries credit towards your degree. All work submitted by students is expected to represent good academic practice.

You should be aware that the University takes academic misconduct offences extremely seriously and any student found guilty of a repeat offence may be expelled from the University either temporarily or on a permanent basis.

The University’s Academic Misconduct Policy covers the behaviour of both undergraduate and postgraduate students. 

All students are advised to familiarise themselves with the University’s Guide to students called “Avoiding Academic Misconduct” which may be accessed from: 

http://www.st-andrews.ac.uk/students/policy/academicmisconduct 

or from the Students Association’s publication “Don’t Get it Wrong”: (http://yourunion.net/files/dont_get_it_wrong.pdf). The full University policy and procedure is also available from:

http://www.st-andrews.ac.uk/students/policy/academicmisconduct/.

Students who are unsure about the correct presentation of academic material should approach their tutors, and may also contact SALTIRE (June.Knowles@st-andrews.ac.uk) for training.

Access to Examination Scripts

Students are entitled to request a copy of any of their own completed examination scripts. If a photocopy of the script is required for personal reference, please contact the School’s PG Examination secretary, Barbara Fleming (bf), and on payment of a fee of £10 per examination script a photocopy will be provided to the student with 5 working days. Such requests should be made by the end of week 3 of the Semester that follows the examination diet. 

Students who wish to obtained detailed feedback from a member of academic staff on an examination script should contact the module coordinator in the first instance to arrange a suitable time. No fee will be charged for feedback; only the provision of a copy of the completed script is subject to a charge.

Advising

Postgraduate

At the beginning of each session, before matriculation in the University, postgraduate students will be advised into the appropriate modules for their programme by their Programme Coordinator to whom any queries regarding this process and the module selection should be addressed in the first instance.
Re-advising

Students are ordinarily allowed to change modules only during the first two weeks of each semester. After two weeks or more then your Adviser of Studies or Programme Coordinator must place a special request, on your behalf, to the appropriate Pro Dean. 
No matter what level of module you are studying, you must contact your Adviser of Studies or Programme Coordinator to obtain the necessary approval for any change. 

You must not, in any circumstances, enrol yourself into a new module or simply start attending the classes for a new module, at any level, without being Re-Advised. Advising is one of the primary means by which your academic record is maintained and unless you ensure that this is kept up to date you may find you will not receive the credit for the modules you have taken. You will also lose Permission to Proceed for any module for which you have been registered but have not attended. This will result in no credits for that module, and a grade of 0 on your record, with no possibility of re-assessment. You may also find problems with your examination schedule.

Academic Appeals and Complaints 

The University is committed to ensuring as high a quality of student experience as possible to any student studying in St Andrews. Occasionally things may go wrong and if you are experiencing a difficulty or are dissatisfied with your academic experience you should raise your concerns as soon as possible with the staff members concerned. This allows steps to be taken to address the issue quickly.

Appeals against Academic Judgements

If you wish to challenge the marks awarded for assessed work, module grades or your degree classification you should, in the first instance, raise your concerns with the Director of Teaching or with the member of staff who marked the piece of assessed work affected (if the Head of School was in any way responsible for the original academic judgement the matter should be raised with the relevant Dean). This should be undertaken in writing (e-mail is acceptable) as soon as possible after the assessment results have been returned to you and normally no later than within five working days (i.e. excluding weekends and dates when the University is closed).

Students challenging a degree classification should be aware that they will not be permitted to graduate until the issue has been resolved. 

Challenges should be submitted against the specific grounds of: procedural irregularity; bias or prejudice; exception personal circumstances not previously notified for good reason; harassment or bullying affecting academic performance by a member of staff involved in granting the marks, grades or classification concerned. 

The School is required to respond to you in writing within five working days of receiving your written request, to inform you of its decision. If at this point you are still not satisfied you should submit an appeal in writing to the Academic Registrar within one calendar month after the outcome has been received from the School.

The University’s Code of Practice on Student Appeals, Complaints and Discipline should be consulted by any student contemplating submitting an appeal. It can be found at:

http://foi.st-andrews.ac.uk/PublicationScheme/servlet/core.generator.gblobserv?id=1512
Academic Complaints

As with Academic Appeals, complaints concerning aspects or your academic experience should be raised in the first instance directly with the member of staff concerned or to the Head of School. The appropriate member of staff should provide a response within five working days. If at this point you are still not satisfied you should submit an appeal against the response from the School, in writing to the Academic Registrar, within one calendar month after the response has been received from the School.

The University’s Code of Practice on Student Appeals, Complaints and Discipline should be consulted by any student contemplating submitting a complaint. It can be found at:

http://foi.st-andrews.ac.uk/PublicationScheme/servlet/core.generator.gblobserv?id=1512
Further Guidance and Support

The Students’ Association provides independent confidential advice and support for students who are contemplating making an appeal or complaint. For further information contact Iain Cupples, the Association’s Education Adviser by phone on (01334 46) 2700, or by email on inc@st-andrews.ac.uk.

In addition support is available from the appropriate Prod Dean who may be contacted by e-mailing ams-ug@st-andrews.ac.uk or ams-pg@st-andrews.ac.uk.

Anonymous Marking

All examination papers are marked anonymously. The examination script books are designed so that all your personal details are completed along a strip on the right hand side of the script book, which you seal before leaving the Examination Hall. You should ensure your matriculation number is completed on the front of the script book and that it remains clearly visible.

Your personal information will remain sealed while the internal marker(s) mark your script. Once a mark as been agreed by the internal marker(s) and recorded on the front of your script book, the flap will be opened to reveal your personal details to ensure that the information is recorded on the correct student record.

Attendance at classes

Attendance at all classes that are timetabled for your modules is compulsory. If for any reason you are unable to attend a timetabled class for unexpected reasons i.e. illness or to attend an appointment or other unavoidable pre-arranged event you should follow the procedures for reporting absences as set out in this handbook.

Failure to report your absences correctly or absences that extend to a period of three weeks or more may result in your Permission to Proceed within the module.


Changing modules

Students may change modules only during the first two weeks of each semester. No matter what level of module you are studying, you must contact your Adviser of Studies or Programme Co-ordinator to obtain the necessary approval for any change. 

You must not, in any circumstances, enrol into a new module or simply start attending the classes for a new module, at any level, without being Re-Advised. Advising is one of the primary means by which your academic record is maintained and it is your responsibility to ensure that these are up to date.


Examinations – timetables, rules, resits

Module Handbooks and the University Course Catalogues contain details of the percentage of the final module mark that will be derived from the formal examinations. Information on the University’s examination processes may be found at:

http://www.st-andrews.ac.uk/students/academic/Examinations/
Students are required to make themselves available in St Andrews for the full duration of the January and May Examination Diets, dates of which are detailed under the key dates section of this Handbook.

When returning to St Andrews for an examination, you should ensure that you schedule your travel arrangements so as to arrive in good time. This is especially important in January, when bad weather can often delay public transport. Poor scheduling on a student’s part will not be acceptable as a valid excuse for missing an examination. You should be aware that you should be present up until the last day of the Semester.

Examination Timetables

The provisional Degree Examination Timetable will normally be published no later than week 8 of Semester 1 and week 7 of Semester 2. You will be advised via the Wednesday memo when the provisional timetable is available for checking. Please ensure you check the timetable carefully. Whilst every effort is made by Schools and the Examinations Office to prevent timetable clashes, these can occasionally occur.  Where such a clash is identified, students should contact the Examinations Office (examinations@st-andrews.ac.uk) as a matter of urgency.

The confirmed timetable will be published during week 9 or 10 of each semester. You can also download a Personal Student Examination Timetable from the main timetable page.

Resits

If you are offered the opportunity to take re-sit examinations and / or deferred assessments at the September (Reassessment) Diet you must register individually in advance for the diet, via the online registration facility. You will be notified directly by e-mail when this is available in late June.  Where a re-sit examination is being taken, a fee is payable at the time of registration (please refer to http://www.st-andrews.ac.uk/students/academic/Examinations/ to obtain details of the current fee rates). 

Students sitting deferred examinations must also register in advance, but will not be liable for a fee.

Fees

University Fees

For full information on the Tuition Fees that you will be liable to pay throughout your studies go to http://www.st-andrews.ac.uk/students/money/ 
Health & Safety

First-aid boxes are located in the Secretariat in the Buchanan and in the Mail Room in the Quad.
Notices are posted throughout the School indicating who the current First Aiders are and how to contact them. 

Notices are also displayed detailing your exit routes and assembly points in the event of fire. All students should familiarise themselves with this information. 

The School Safety Officer is Dr Ricardo Fernandez Romero. Any hazards or safety-related incidents should be reported to the School Safety Officer or the School Office immediately.

Students are reminded that the misuse of any Safety, Fire or First Aid equipment will result in discipline.

Key contact information

University Switchboard








(01334) 476161

Student Support Services Helpline





(01334) (46)2720

Academic Registrar & Clerk







(01334) (46)2596
Academic Registry – transcripts, graduation, fees

(01334) (46)2162/3097 

Academic Registry – Pro Deans, advising - Arts - UG
(01334) (46) 2139

Academic Registry – Pro Deans, advising-Science-UG
(01334) (46) 2134

Academic Registry – Postgraduate – Arts/Divinity

(01334) (46) 2136

Academic Registry – Pro Deans - Science/Medicine

(01334) (46) 2140

Student Experience Office 







(01334) (46)2020

Old Union Reception









(01334) (46)2585/2586
Key Dates

Pre-Sessional week: 




Week commencing Monday 21 September 2009
Martimas Semester/

Semester 1
Monday 28 Sept 2009 – Friday 22 January 2010
Reading Week


Week commencing Monday 9 November 2009 

Raisin Monday


23 November 2009
St Andrews Day Graduation
Thursday 26 November 2009 (no teaching)

Christmas Vacation 
Sat 19 December 2009 – Sunday 4 January 2010
Revision period
Commences Monday 5 January 2010
Semester 1 Examination Diet
Mon 11 January 2010 – Wed 20 January 2010
Candlemas Semester/

Semester 2
Monday 8 February 2010 – Friday 28 May 2010
Spring Vacation
Sat 27 March 2010 – Sunday 11 April 2010
May Day Holiday (no classes)
Monday 3 May 2010
Revision period 
Commences Saturday 8 May 2010
Semester 2 Examination Diet
Sat 15 May 2010 - Wednesday 26 May 2010
Graduations
Tuesday 22 June 2010 – Friday 25 June 2010
Penalties & rules for late submissions

Where written work requires to be submitted for marking, a deadline will be specified well in advance. If work is submitted after the specified deadline the following penalties will be applied: one mark will be subtracted for each working day late.
Permission to Proceed

You will automatically proceed in a module if you attend all the required classes and complete and submit all the required assessments on time and to the required minimum standards as specified by the School. Permission to Proceed on the module will however be withdrawn by the School if you fail to fulfil any of the above requirements without good cause. If you fail to retain your Permission to Proceed you will not be permitted to sit the module examination at the end of the Semester. Thereafter, in order to complete the requirements of the programme, you will have to take an additional module to make up the required credits. The loss of Permission to Proceed in more than one module in any semester may result in you studies at the University being terminated.

Full details of the University’s regulations relating to Permission to Proceed are available at:

http://foi.st-andrews.ac.uk/PublicationScheme/servlet/core.generator.gblobserv?id=945
Personal Details

You are responsible for ensuring that your contact details are kept up to date. You may do this at anytime during the year via your E-vision account which can be accessed from the Current Students section of the University home page

Results Reporting Scale

The university uses a 20-point grade reporting scale (i.e. a 20 point basic scale reported to one decimal point for the reporting of final module marks)


The key module results reporting codes that you may see on your record card are: 

0X



No permission to proceed

0D



Deferred assessment. 

0Z
Result undecided: the result may be unresolved due to mitigating circumstances, or for some other valid reason. This is a temporary code and will be changed to one of the other definitive codes on the list as soon as the matter is resolved

0 – 4.9


Fail

5.0 – 20.0

Pass

S
Indication against honours or taught postgraduate modules (excluding masters projects or dissertations) to indicate that special circumstances have affected the module. Modules with this code will be discounted from the algorithm used to determine a final Honours Classification

E
Identification that modules taken were assessed and studied abroad and the final mark converted to the St Andrews reporting scale
Special Circumstances - “S” Code

“S” Coding is the method the University uses to recognise that special circumstances have affected performance in the modules concerned. “S” coding may only be applied to honours or taught Postgraduate modules (excluding – taught postgraduate project or dissertation modules). “S” coding may only be applied as a result of, and with the explicit consent of the student and with the approval of the School. The final decision to “S” code a module grade rests with the School. You should be aware that a maximum of 25% of the overall honours credits required or 50% of the taught element of a postgraduate award may be “S” coded. Masters dissertations may not be “S” coded. 

If you feel that most or all of the work of a module has been adversely affected by personal circumstances during your final junior and senior honours years or during the taught modules of a taught postgraduate programme you should contact the School PG co-ordinator, in the first instance indicating the circumstances of the difficulty experienced.  This may relate to ongoing illness, close family bereavement or other significant personal difficulties.

You must bring this information to the attention of the School as soon as possible as there are a number of ways to deal with such situations, “S” coding being the final option. It may be possible (and it is viewed as preferable) to arranged deferred assessments or extended submission dates rather than applying “S” to the entire module. However it should be noted that if such arrangements are made, (extensions or deferred assessments etc.), it is unlikely that you will also be entitled to have the module “S” coded as well. 

Further information on the University’s Policy and Procedures on Special Circumstances may be obtained from section B of “Assessment Policies and Procedures which can be found at:

http://foi.st-andrews.ac.uk/PublicationScheme/servlet/core.generator.gblobserv?id=1500
· or from the Student Services Guide – “A Student’s Guide to S-Coding”

http://www.st-andrews.ac.uk/media/AStudentGuidetoSCoding.doc

Senate Regulations

You should make yourself aware of the Senate Regulations and the key Codes of Practice and Rules that govern your studies and behaviour in St Andrews. 

These are all available on the University web page under the Sections on Academic Matters and Policy & Guidance.
Student Support
A range of support is available to students from the University’s Student Services department. Key information includes: How to contact the Academic Support Adviser, Advisers and Counselling, Childcare information, disability support, legal and financial advice. Further information is available at:  

http://www.st-andrews.ac.uk/students/safety//.

Students may wish to obtain advice and guidance from within the School in the first instance. If so you should contact your module coordinator or PG Convenor who will identify the most appropriate person to speak to you. 

Please be assured that personal matters will be dealt with confidentially and information will only be passed on to other members of staff in accordance with the University Student Confidentiality Policy:  
http://foi.st-andrews.ac.uk/PublicationScheme/servlet/core.generator.gblobserv?id=1097
Termination of Studies

If your performance is unsatisfactory and you have gained insufficient credits for you to progress to the next stage of your programme, your studies may be terminated. This decision is taken by the Faculty Business Committee not the School but usually following a recommendation from the School.

If you are in this situation you will be notified that your studies are being terminated and you will have ten working days within which to submit a request for the decision to be reviewed by the Faculty. This should be supported by appropriate documentary evidence specifying the reasons. If this request is unsuccessful and the Faculty proceeds to terminate your studies you will have one further right to an appeal to the Senate of the University. In this case appeals should be submitted to the Academic Registrar within one calendar month of receiving the outcome of the Review request to the School.

Full details on the acceptable grounds for appeal and the processes involved are available from:

http://foi.st-andrews.ac.uk/PublicationScheme/servlet/core.generator.gblobserv?id=1512
Withdrawal from a module

If you wish to withdraw from a module after the second week of a semester, you should discuss the matter with your Adviser of Studies who will then contact the Pro Dean (Advising) to seek the appropriate approval. 

Withdrawal from studies

If you are considering withdrawing from your studies at the University you should discuss the matter with your Adviser of Studies in the first instance. You are advised to arrange to do this at as early a stage as possible as there are often alternative options open to you that would not require the final step of permanent withdrawal from the University.

You should be aware that there are fee implications when you withdraw from your studies part of the way through an academic year. You should therefore ensure you contact the Fees Officer in the Academic Registry to obtain early advice on the final implications of your decision before you complete your withdrawal. 

Appendix A: Graduate Marking Profile (Modules)

	University of St. Andrews

	SOML Marking Profile — Graduate Studies

	Student:

	Programme: 

	Module Number:

	Module Title:

	Coordinator/Tutor:

	Assessment Exercise:

	Marker(s):

	Agreed Mark:


	GENERAL CRITERIA: BANDINGS

	Bandings correspond to the SOML marking scales: 1= 17-20, 2 = 14-16.5, 3 = 12-13.5. They are used to provide an assessment of relative strengths and weaknesses, not as an arithmetical basis for the grade. The 1-20 mark contributes to the calculation of the average grade for the module.  When the average grade for the programme is calculated a grade of 16.5 and above equals Distinction; 13.5-16 equals Pass; 12-13.4 equals discretionary progression. The MLitt Dissertation must itself attract a grade of not less than 13.5 for the award of the degree.


	ASSESSMENT CRITERIA: BANDINGS

(Select the criteria appropriate to the module.)


	
	
	1
	2
	3

	A
	Setting out the problem and structuring the argument
	
	
	

	B
	Breadth/comprehensiveness of knowledge
	
	
	

	C
	Quality of critical analysis
	
	
	

	D
	Scholarly presentation and style
	
	
	


	GENERAL AGREED COMMENTS

Signature(s):

Date:




Appendix A: Graduate Marking Profile (Oral)

	University of St. Andrews

	SOML Marking Profile — Graduate Studies

	Student:

	Programme: 

	Module Number:

	Module Title:

	Coordinator/Tutor:

	Assessment Exercise:

	Marker(s):

	Agreed Mark:


	GENERAL CRITERIA: BANDINGS

	Bandings correspond to the SOML marking scales: 1= 17-20, 2 = 14-16.5, 3 = 1-13.5. They are used to provide an assessment of relative strengths and weaknesses, not as an arithmetical basis for the grade. The 1-20 mark contributes to the calculation of the average grade for the module.  When the average grade for the programme is calculated a grade of 16.5 equals Distinction; 13.5-16 equals Pass; 12-13.4 equals discretionary progression. The MLitt Dissertation must itself attract a grade of not less than 13.5 for the award of the degree.


	ASSESSMENT CRITERIA: BANDINGS

(Select the criteria appropriate to the module.)


	
	
	1
	2
	3

	A
	Intellectual content
	
	
	

	B
	Logical structuring of the argument
	
	
	

	C
	Overview of the topic
	
	
	

	D
	Use of English
	
	
	

	E
	Efficient and persuasive delivery
	
	
	

	F
	Performance in discussion
	
	
	


	GENERAL AGREED COMMENTS

Signature(s):

Date:




Appendix B: Taught Postgraduate Reporting Scale
Module results are reported on the University 20 point scale. The significance of a student’s Grade Point Average (averaged across all taught elements of the programme) is as follows:

16.5 – 20.0
Distinction in the Diploma may be awarded

13.5 – 20.0
Right of progression to MLitt/MSc/MRes/MPhil if available

12.0 – 13.4
Discretionary progression to MLitt/MSc/MRes/MPhil if available

  5.0 – 11.9
Postgraduate Diploma

   0   -   4.9 
Fail

Progression is only possible within a recognised degree programme.

Where a student fails the assessment for a module, the Board of Examiners may offer a re-assessment, the exact form of which must be approved by the External Examiner. Re-assessed work will be marked either Pass of Fail, it will not be graded on the 20-point scale. A student who achieves a Pass may be eligible for the Postgraduate Certificate or Postgraduate Diploma but not for a Masters degree. 

Appendix C: Research Progress Report

School of Modern Languages

University of St Andrews

Research Progress Report 2009-10
Surname: 
First name(s):  

Matric. No: 

E mail: 

Contact address:

Programme: 

Year of Study:

Title of thesis/dissertation:

A. Student's Report

Assessment of progress during the period 2009-10
Outline of planned work for the period next academic session (PhD/DLang)/end of current session (MLitt):

If more space is required please use it

Date

Name

                                   Signature

B. Supervisors' Report

Frequency of meetings:

Expected delivery of thesis/dissertation:

General evaluation of progress:

(1) Appraisal of current performance*

* To be completed on the basis of work that has been seen by the supervisor to date.
(2) Strategic recommendations for next 12 months(PhD,DLang,M.Phil)/3 months (MLitt)**

** to be completed on the basis of the programme for further action as discussed with the student.

Date

Name

Signature

C. Postgraduate Studies Panel's Report 

(French, German, Italian, Russian, Spanish)

NB:  where the Supervisor is the subject Convener a substitute from the relevant Department should be arranged by 

the PG convener for that subject.

Satisfactory Progress  YES/NO

Report on skills training (students commencing 2004-05 and after only): 

Date

Name


Signature

D. Action agreed if report unsatisfactory

Date

Student

Signature



Supervisor


Signature



Director


Signature
	University of St Andrews

School of Modern Languages

Postgraduate Marking Profile: Dissertation 


	Student:

	Programme: 

	Module number: 

	Dissertation title:

	Dissertation supervisor/First marker:

	Second marker:

	Agreed mark:


	GENERAL CRITERIA: BANDINGS

	Bandings correspond to the SOML marking scales: 1= 17-20, 2 = 14-16.5, 3 = 1-13.5. They are used to provide an assessment of relative strengths and weaknesses, not as an arithmetical basis for the grade. When the average grade for the programme is calculated a grade of 16.5 equals Distinction; 13.5-16 equals Pass; 12-13.4 equals discretionary progression. The MLitt Dissertation must itself attract a grade of not less than 13.5 for the award of the degree


	ASSESSMENT CRITERIA: BANDINGS


	
	
	1

(17 – 20)
	2

(14 –16.5)
	3

(1 – 13.5)

	A
	Objectives and methodology
	
	
	

	B
	Knowledge and understanding
	
	
	

	C
	Critical analysis
	
	
	

	D
	Independent thinking
	
	
	

	E
	Scholarly presentation and style
	
	
	


	Final agreed grade
	


	GENERAL AGREED COMMENTS

Signatures(s):

Date:


See over for clarification of assessment criteria

Assessment criteria: MLitt Dissertation

	Objectives and methodology

Are the objectives clearly formulated and appropriate to the field of study?

Have the right kind of research questions been framed?

Is there an appropriate methodology to enable these objectives to be met?

Has this methodology been effectively applied?

Have the stated objectives been met?

	Knowledge and understanding

Is there evidence of familiarity with and appropriate use of relevant primary and secondary sources?

Is the choice of primary materials for study appropriate?

Has adequate breadth of knowledge of the field been demonstrated?

	Critical analysis

Is there clear evidence of critical thinking and analytical insight?

Is the level of critical discussion of good quality?

Are the arguments logical and coherent?

Is there continuity between the sections/chapters?

Are the conclusions persuasive and supported by the material presented?

	Independent thinking

Is there evidence of independent thinking?

Does the dissertation demonstrate originality in its approach, analysis or conclusions?

Does it offer or open up a new perspective on the material under review?

	Scholarly Presentation and style

Is the written style clear and appropriate?

Is the dissertation organised and presented in a clear, professional way?

Is the referencing accurate and consistent?

Are footnotes and bibliographical data clearly and consistently presented?





