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DEAN’S PREFACE
Welcome to Swansea Business School and to the MBA Programme.  We hope you will enjoy the Programme as a challenging and rewarding experience, which will benefit you in your current and future career. We tailor our MBA Programme to meet the professional needs of aspiring or existing managers and their employers. To this end, the Programme has been designed to provide a wide range of topics that are intellectually demanding and relevant to the management of the complex issues and problems presented by the business environment.
Emphasis throughout the Programme will be placed on the need to work in teams and to develop individual, group and corporate potential. In addition, students, as they progress through the Programme, will be encouraged and given opportunities to develop personal initiative in their studies and in the organisation of their own study time. As with any postgraduate programme, we expect students to be well motivated and manage their own learning. Active participation by the student is essential in that it promotes the development of individual attributes and competences and leads to a more formative understanding of the integral nature of management practice across the range of disciplines. Moreover, the greater the effort put into the Programme, the more the student is likely to get out of it.  

We recognise that undertaking the part-time MBA Programme is one of the many demands that practising managers have on their time.  Programmes such as this require the student to attend regular weekly sessions (and additional hours spent on private study) which over a period of years can place strains on the individual manager. Effective time management is, therefore, of the essence. Full-time MBA students will be encouraged and given support to make valuable contacts in the local working environment. This will provide the basis for widening the discussions related to the taught element of the programme and establish potential areas for research for assignments and the dissertation.

Finnish outreach students, taught at our partner Hämk University of Applied Sciences’ Hameenlinna Campus, receive identical teaching to UK based MBA students (apart from some restrictions on elective choice). The MBA team has taught this mode for almost two decades.  We welcome our 2012-2013 cohorts and are sure the group will be as stimulating to teach as ever.

In addition to the full/part time and outreach modes, we developed some new specialisms and, at the quinquennial review, the revised and updated programme was commended for its innovations by the external validation team. Expertise amongst the University’s various postgraduate teams means we can now offer the general management MBA with some specialist modules to industry specific managers or those who aspire to enter a specific field.
Swansea Business School has a long and proud tradition of caring for its students and challenging them to give of their best. We are sure that the MBA Programme will be a basis for further career development and wish you success in your studies.

LEIGH L. JENKINS BA, MSc, PGCE, FHEA, FCIM, Chartered Marketer 

Dean of the Faculty of Business & Management
WELCOME NOTE 
Welcome to SMU’s MBA Programme that has been developed to meet the needs of practising and aspiring managers committed to progressing their careers within challenging and changing economic business environments.
Studying at Masters Level will help you develop critical skills of analysis, problem solving, evaluation and communication which together, underpin the academic, personal and intellectual development of today’s business and management leaders.  We will offer you every support to help you, help yourself reach your potential in each of these areas.
The demands on students who study part time are significant, as too are the economic and cultural pressures that challenge those students who study full time and often, are away from home.  Each of these challenges must be overcome if students are to be successful in their studies.  It is vital therefore, that all students communicate with the appropriate persons should they experience any negative impact upon their ability to study.  Staff contact details are stated within this Handbook.
SMU’s MBA Programme has been running since 1991 and has always been competitively positioned with regards to fees, students teaching and learning experience and mode of delivery.  Further, we have consistently aimed to give credit for the qualifications and career profiles of the student community we serve both locally and globally.

The MBA represents a marketable qualification which commands respect worldwide.  It should be no surprise therefore, that the acquisition of such a high level qualification requires discipline, hard work, dedication and a positive “can-do” attitude.  We congratulate you on having been admitted to the programme.  We believe you have the potential to succeed and with your commitment and our guidance and support, we wish you every success and enjoyment during your time studying at Swansea Business School.
Dr. Maggie Inman, Chartered FCIPD, EdD, MSc, PGCE, BA (Hons)

Head of the Centre for Postgraduate and Professional Studies 
Swansea Business School 

THE PURPOSE OF THE MBA HANDBOOK

Whilst the MBA Handbook is not a definitive document and by no means an exhaustive account of Swansea Metropolitan University’s (SMU) Regulations and Procedures that change over time, its purpose is to provide students with the following:

1. A background to the MBA Programme.
2. Details of student and professional services available at SMU

3. An outline of the current Regulations which cover assessment and progression

4. An overview of what is required of students while attending the MBA Programme

5. An aid to assist students become independent learners so that they may successfully journey through their MBA studies with ease and enjoyment.

Additionally, this MBA Handbook is supported and complemented by the following internal publications made available via Moodle:

· How To ... Resource Pack (HTRP) that is a simple source of reference to enable MBA Students take confident steps towards becoming independent learners

· The Module Handbook that includes details of all Core and Elective Modules that make up the MBA

It is essential you familiarise yourself with the content of all internal publications since it is these documents that will assist and provide you with answers to the many questions you may have as you progress through your studies.
Mr Owen Lewis

MBA Programme Director

INDUCTION PROGRAMME
During the first week of your MBA studies, there will be an Induction Programme that will serve to introduce and socialise you into student life at SMU.  Please be open in your communications with induction facilitators and ensure you fully understand important matters such as: health and safety; SMU’s built environment and the many student services available to you.
A typical Induction Programme will include the following:
· An introduction to the buildings and facilities that comprise SMU, for example, fire exits, toilets, classrooms, computer rooms and other study facilities

· Library and learning facilities using SMU’s Virtual Learning Environment (VLE) to produce and submit academic work and access information
· Student Services including counselling and study support

· The Students Union and the benefits of membership

· Becoming an Independent Learner supported by using the “How To ... Resource Pack” (HTRP) that provides guidance on how to: write a business report; critique an article; reference and compile a bibliography; respond to case studies; belong to an action learning set; make presentations; use Moodle; access library resources and how to avoid plagiarism
· The formation of Action Learning Sets (ALS) that will serve to provide you with a supportive learning peer group

· Introduction of tutors with whom you will be working throughout your MBA studies.
It is expected that all MBA Students attend each Induction Programme so that they become fully integrated into University life and are fully equipped to be successful in their studies.

Typically, MBA Induction Programmes will be led by:

Full-Time Students:

Jayne Williams, Full Time Cohort Leader

Part-Time Student:

Dr Jenni Woodman, Part-Time Cohort Leader

IMPORTANT MISCELLANEOUS INFORMATION

Car Parking
Car parking is a perennial problem.  There is limited parking in the Pen-y-Bryn Car Park situated near the Mount Pleasant Campus.  Whilst most students park in the surrounding streets of Mount Pleasant, students should be mindful to not park illegally since doing such will result in them receiving a parking fine of up to £100.  To alleviate part of the problem of parking, the barrier to the car park on Mount Pleasant Campus is raised at 5.00pm to enable students park their cars on a first come, first served basis.

For students with disabilities, every effort will be made to provide suitable car parking facilities should they be required.
Childcare Facilities
The college has no provision for childcare but students may apply for financial and other support to enable them utilise local facilities.  Contact Student Services on 01792 481206.
Disability Access
Access to the buildings on the Mount Pleasant site can be difficult for those with severe disabilities.  For specialist advice on this matter contact the Student Counsellor.  Contact Ms Jill Nicholls 01792 481193
Pressures of Balancing Post Graduate Study, Work and Home
Many students who undertake post graduate study, particularly on a part-time basis, often have other commitments such as family and work.  Students who feel challenged and get into difficulties with their studies should, without delay, highlight such matters with the MBA Programme Director so that a solution can be found.
Pay Phones
There is a pay phone situated in the main reception area of the Mount Pleasant Campus building.
MBA Notice Board

The MBA Notice Board is situated on the second floor of the Business Block.  Students are encouraged to check notices on a daily basis.
CONTACT DETAILS: FACULTY OF BUSINESS AND MANAGEMENT STAFF

	Surname 
	Name 
	Ext
	Room
	Title

	Ainsworth 
	Phillip


	4198
	MH507
	Senior Lecturer: Modern Foreign Languages

Welsh Language Officer

	Campbell
	Andrew


	4146


	MH505A
	Programme Director for Undergraduate Leisure, Tourism & Sports Management Portfolio

	Davies


	Mike
	4214
	MH210
	Level 4 Manager – LETS Portfolio

	Dettmer
	Sandra


	4214
	MH210
	Level 4 Manager Business Portfolio  

	Dunstan 
	Richard


	4190
	MH504
	MBA Admissions Manager & Part 2 Top-Up Manager 

	Fleming 
	Will


	4686
	MH215
	International  Development Manager 

Acting Level 4 Manager & International Undergraduate Admissions Manager 

	Flynn
	Kath


	4105
	MH507A
	Undergraduate Leisure, Tourism & Sports Management Portfolio Year 3/Level 6 Manager 

	Gibson
	Caryn 


	4124
	MH216
	Secretary to Dean & Assistant Deans

	Griffiths 
	Justin 


	4306
	MH208
	International Students Officer

	Griffiths
	Lucy


	4151
	MH412B
	Faculty Communications director  

Lecturer in Marketing and Entrepreneurship

	Griffiths 
	Steve


	4118
	MH212
	Assistant Dean & Head of the Centre for International Development  

	Hopkins 
	Christine
	4132
	MH2508A
	Professional Staff (Undergraduate Studies)



	Inman
	Maggie


	4103
	MH412C
	Head of the Centre for Postgraduate & Professional Studies

	Jackson 
	Ian


	4176
	MH501
	Undergraduate Business Portfolio Year 4 / Level 6 manager 

	Jenkins
	Glen 


	4196
	MH401
	Head of Postgraduate Research

	Jenkins
	Leigh
	4054
	MH213
	Dean – Faculty of Business and Management 



	Jones 
	Jacqui


	4129
	MH507B
	Industrial Placement Director – Undergraduate Portfolio 

	Jones 


	Julie 
	4167
	MH214
	Management Information Officer 

	Jones 
	Karen


	4183
	MH206A
	Assistant Dean Quality 

	Lewis 
	Owen


	4136
	MH412
	MBA Programme Director 

	Morgan
	Sam


	4139
	MH412D
	CIPD Programme Director 

	Murray 
	Pam


	4136
	MH412A
	Public Services Portfolio Programme Director

Part Time Lecturer Co-ordinator 

	Osborne 
	Steve


	4151
	MH412B
	Undergraduate Home & EU Admissions Manager  


	Surname 
	Name 
	Ext
	Room
	Title

	Owens
	Amanda


	4694
	MH411
	Admissions Manager – Health & Social Care 

& Level 4 Manager Health & Social Care  Leadership

	Patrick
	Boyd


	4176
	MH501
	Level 5 Business Undergraduate Portfolio Manager 

	Penaluna 
	Kath


	4107
	MHG06
	Enterprise Manager 

	Pole 


	Rhian 
	4013
	MH205
	Programme Director Undergraduate Business Portfolio  

	Saunders 
	Vic


	4599
	MH401
	Head of the Centre for Undergraduate Studies 

	Seymour
	Gareth
	4246
	MH315
	Computer Technician 



	Spreadbury
	Sarah


	4132
	MH208
	Professional Staff (Undergraduate Studies)

	Thomas 


	Chris 
	N/A
	MH410
	

	Trenberth
	Dave


	4190
	MH504
	Staff Development Officer 

	Willett
	Angela 


	4132
	MH208
	Professional Staff (School of Public Service Leadership)

	Williams 
	Bronwen 
	N/A
	MH410
	

	Williams 
	Greg


	4135
	MH411A
	Programme Director Health & Social Care Portfolio 

	Williams 
	Jayne


	4139
	MH412D
	MBA Part 1 Manager 

(Full-time)

	Woodman
	Jenni


	4165
	MH508B
	MBA Cohort Leader – Part Time Intake & MA/HRD Part 2 Top-Up Co-ordinator. 


Other Useful Numbers
Student Services


         



01792 481193

Business Library


         



01792 481141

APPROPRIATE PERSONS CONTACT DETAILS

Should you wish to make contact with SMU during your MBA studies, it will help if you first contact the person who can most assist you.  There follows some useful contact details:

ALL STUDENTS

Module Tutors

For any queries regarding individual modules, please raise the issue firstly with your module tutor.  

Mr Owen Lewis, MBA Programme Director:

Contact owen.lewis@smu.ac.uk
For any queries that cannot be resolved by your module tutor

Mr Justin Griffiths: International Student Officer: 

Contact justin.griffiths@smu.ac.uk Tel +44 (0)1792 481306, Room MH203
For any queries regarding your enrolment, attendance, fees, ID card issues, home visit, visa queries, pastoral issues. 

Mrs Caryn Gibson, MBA Administrator: 
Contact caryn.gibson@smu.ac.uk, +44 (0)1792 481124
For any queries regarding change of your personal information that will be detailed in your personal file, contact

Dr Glen Jenkins, Research Director:
                  

Contact glen.jenkins@smu.ac.uk
For any queries regarding your dissertation contact your dissertation supervisor directly.  If your dissertation supervisor cannot resolve the matter, 

Dr Maggie Inman, Head of the Centre for Postgraduate and Professional Studies

Contact margaret.inman@smu.ac.uk
For matters that cannot be resolved by the MBA Programme Director, Module Tutors or Cohort Tutors.

FULL TIME STUDENTS:

Mrs Jayne Williams, Full-Time Cohort Leader:                           

Contact Jayne.Williams@smu.ac.uk
For any queries that could not be resolved by your module tutor.  For example, your timetable, the class you are in, extensions for assignments, staff/student meetings, course representation, elective choices, assignment feedback and marks.

PART TIME STUDENTS:

Dr. Jenni Woodman Part Time Student Tutor:

jenni.woodman@smu.ac.uk
For any queries that could not be resolved by your module tutor.  For example, your timetable, the class you are in, extensions for assignments, staff/student meetings, course representation, elective choices, assignment feedback and marks.

TOP-UP STUDENTS (DISSERTATION)

Mr Richard Dunstan, MBA “Top-Up” Cohort Leader:
Contact richard.dunstan@smu.ac.uk
For any queries that could not be resolved by your Dissertation Tutor.

FINNISH STUDENTS:
1st: Mr Owen Lewis, MBA Programme Director                                                               
Contact owen.lewis@smu.ac.uk
For any queries that could not be resolved by your Module Tutor 
2nd Dr Maggie Inman, Head of the Centre for Postgraduate and Professional Studies

Contact margaret.inman@smu.ac.uk
For any queries that could not be resolved by the MBA Programme Director, Module Tutors or Cohort Tutors. 

IMPORTANT DATES: ACADEMIC YEAR 2012/2013

TERM ONE 2012

New Students

Monday, 24th September 2012 ~ Friday, 14th December 2012                                (12 weeks)

*(Monday, 10th September 2012 – Friday, 21st December 2012 – PGCE only)

Continuing Students and Part-time Students 




(11 weeks)
Monday, 1st October 2012 ~ Friday, 14th December 2012






Christmas Vacation








(4 weeks)
Monday, 17th December 2012 ~ Friday, 4th January 2013




  










 
TERM TWO 2013








(11 weeks)
Monday, 7th January 2013 ~ Friday, 22nd March 2013






Easter Vacation








(3 weeks)
Monday, 25th March 2013 ~ Friday, 12th April 2013




               
   











TERM THREE 2013








(11 weeks)
Monday, 15th April 2010 ~ Friday, 28th June 2013















            

SEMESTER DATES

Semester 1

Monday, 24th September 2012 ~ Friday, 25th January 2013.

Semester 2

Monday, 4th February 2013 ~ Friday, 28th June 2013.

Public Holidays

Good Friday – 29th March 2013



Easter Monday ~ 1st April 2013

May Bank Holiday ~ 6th May 2013

Spring Bank Holiday Monday ~ 27th May 2013

Summer Bank Holiday Monday ~ 26th August 2013

Information Days

Saturday, 17th August 2013 (9.30am ~ 3.00pm) *

Sunday, 18th August 2013 (11.00am ~ 2.00pm) *

Part-time Enrolment

Tuesday, 10th September 2013 (1.00pm ~ 8.00pm)*
Wednesday, 11th September 2013 (1.00pm ~ 8.00pm)*
Week commencing Monday, 30 September 2013 (normal office hours)*
Resit Examination Week

Monday, 2nd September ~ Friday, 6th September 2013
Full-time Enrolment

New Students
Monday, 23rd September to Wednesday, 25th September 2013*
Continuing students will enrol on-line prior to their return on 30 September 2013*
*    Provisional dates

REGISTRY DEPARTMENT
Head of Academic Services: Dr Nick Potter
Location:
Mount Pleasant Campus

The Academic Registry is an important and busy section with the University and is responsible for all aspects of student administration, including applications, admissions, enrolments, assessments, awards (in liaison with the University's validating bodies), Award Ceremony arrangements and student related Regulations.

In addition to the above services, Registry supports the University's decision making structures, quality-assurance procedures, and supplies student/course related statistics and management information to government and governing bodies.  

Registry has an important part to play in the administration of postgraduate studies. A student’s offer of a place will have come from Registry.  The main duties of Registry include:

· Responsibility for the registration and enrolment of students in each year of their studies on the MBA Programme

· Record keeping, for example students grades and degree classification

· Administering a change of title, or other personal information

· Administering suspension or extension of studies

· Arranging MBA Award Ceremony (Graduation)
· Issuing Transcripts

As detailed on the above list, the issuing of Transcripts is the responsibility of Registry.  A Transcript is a document that lists all of the modules studied and the grades obtained for each module.  The reasons for requesting a Transcript include the following:

· To use as evidence in the absence of a qualification certificate to support an application to attend another University to study for further qualifications

· To use as evidence in the absence of a qualification certificate to support a job application

· To use as evidence of proof of attendance and achievement for border control and visa applications and/or extensions.
Transcripts are currently free and can be obtained within 10 working days from Registry.  Should you wish to obtain a Transcript for any reason, apply in person or contact:

gareth.houston@smu.ac.uk
OR

deborah.hopton@smu.a.uk
FINANCE DEPARTMENT
Finance Director, Dr Brian Lewis
Location:
Level 2 of Dylan Thomas Building, Mount Pleasant Campus

Students are required to pay half their fees online when they enrol.  The payment is made by either credit or debit card.  The outstanding balance is settled as follows:

· September intake will settle the outstanding balance in January the following year

· January intake will settle the outstanding balance in May of the same year

IMPORTANT NOTE:

There is a fee imposed by the University of Wales for all re-sit assessments.
You may have occasion to visit in person or contact SMU’s Finance Department for the following reasons:

· To pay outstanding fees

· If you have experienced a problem paying online

· If you want to make payment by cash or cheque

· If you are experiencing difficulties in meeting payments

· Or, for any other matter relating to the payment and/or non-payment of fees

Should MBA Students have a query regarding any matter relating to Finance, they may contact sally.morris@smu.ac.uk
CATERING FACILITIES

Catering Services Contact: Ffion Thomas
Location: various as detailed below

SMU aims to provide good catering facilities on both the Mount Pleasant Campus and Townhill Campus.  The MBA Programme is delivered on the Mount Pleasant Campus so it is the facilities here which are detailed.  Students are invited to make known their dietary requirements to catering staff and every effort will be made to meet their needs. 

Cafe Metro

The Mount Pleasant campus cafeteria was dramatically refurbished during 2010, undergoing a £300,000 overhaul to accommodate the plush new surroundings of Café Metro, given its name by SMU’s Catering Services Manager, Brian Kelleher. 

Some of Café Metro’s new features include an open kitchen that provides an aspect that allows customers see into the kitchen. Also added is a long free flowing servery and new seating area. Additionally, a soft seating coffee area has been added at the back of the Café, as a relaxation area for students with improved access to the Cafe for students with disabilities.

SMU strive to satisfy all dietary requirements, for example, vegetarian options are available at all food outlets and Halal meat and gluten free products are available in Cafe Metro.

During term time, the above catering facilities are available between:

· Monday - Thursday between 8.00 a.m. – 8.00 p.m.

· Friday – 8.00 a.m. – 3.00 p.m.

Metro Extra

Further, there is Metro Extra, a fast food area serving sandwiches, toasties and other quick snacks.  Metro Extra is situated adjacent to the Main Building at Mount Pleasant Campus.

During term time, catering facilities at SMU are available between:

Monday – Friday
9.00 a.m. – 3.00 p.m.

Starbucks Coffee Shop

Above Metro Extra, is situated Starbucks Coffee Shop that exists within the Social Learning Space at the Student Centre adjacent to the Main Building at Mount Pleasant Campus.

During term time, catering facilities at SMU are available between:

Monday – Friday
9.00 a.m. – 2.30 p.m.

Vending Facilities

There are vending facilities available throughout SMU during and outside of the above hours

THE STUDENTS UNION
Elected Officers:
2012/13 Students Union Elected Sabbatical Officers are: 

President - John Williams

Location and contact details:

Students' Union Mount Pleasant Campus, Mount Pleasant, Swansea. SA1 6ED

Tel: 01792 655400 or 01792 481000 ext 4255 

Fax: 01792 460439 

Email: su@smu.ac.uk
Opening Times: 

Open 11.00 am - 2.00 p.m. daily.

The Students Union (SU) is run by students for students, both full-time and part-time.  The SU provides a diverse and essential range of services including representation, welfare, sports and entertainments.  Part-time membership offers the same services as full-time membership including discount agreements with a wide range of suppliers and distributors.

You can obtain a copy of the Students Union Handbook from the SU Offices at the above location:
Representation on Programme Management Committee

At the beginning of sessions for each Cohort, students will be required to elect one representative to represent them on the MBA Programme Management Committee.  

The SU Website publishes that the Course Representative Mission is: “committed to maximising the quality and breadth of student representation across the University. Through training, development and teamwork we are devoted to improving the student experience and ensuring that the student voice is at the heart of academic development at the University.”
Being a course representative takes time and dedication but only as much as you are able to give.  The responsibilities can extend to simply emailing your fellow students to ask them to raise issues or to running a survey, whatever time you can give to your fellow students will be appreciated.
As a course representative, you will be invited to attend the course representatives’ forum each term.  This forum is a major opportunity to raise any issues which your fellow students may have highlighted. This can range from better recycling in a department to more contact time with personal tutors.  Whatever the issue, the course reps forum is a great place to make sure your student voices are heard.  
Source retrieved on 16/09/2012 10:01:16 from: http://metsu.org/
STUDENT SERVICES AVAILABLE
Careers Advice

The Careers Advisory Service is committed to providing a professional, impartial and confidential advice and guidance service to graduates and students at every stage of their career planning

The Careers Service is available to prospective, current and former students of Swansea Metropolitan University and graduates of any Higher Education Institution to help with their career planning.  In some cases, it may be useful to discuss the career implications of taking certain elective modules or of embarking on some form of further training after getting an initial qualification.

Counselling

Students may experience problems of widely differing types, ranging from practical difficulties to those of a very personal nature. Being a student can bring the complexities of coping, perhaps for the first time, on a limited budget and in new surroundings, with possible difficulties of inter-personal relationships and pre-exam tension.  Here, our qualified and experienced Counsellors can offer support and space.

In an atmosphere of confidentiality and trust, the Counsellors will listen to students who wish to discuss their problems, personal, financial or educational. Without seeking to impose values, they will try to help to achieve an all-round view of problems, enabling students to make informed decisions. Information sheets on such topics as study skills, financial help for students and coping strategies, are available.

The Counsellors are based on the Mount Pleasant Campus on the 1st Floor, Thompson Building.  Contact: 01792 481206

Mature Students

Mature students may have their own particular difficulties. These might include the problems associated with returning to study after a long absence, coping with family commitments and financial concerns. The Counsellors will help and support mature students during their period of studies.

International Students

In addition to the problems common to most students, international students often have to cope with confusing legal complexities, immigration requirements, foreign exchange, cultural differences, homesickness and other problems. The Counsellors are able to help students deal with these issues and, if necessary, use their links with the Home Office, British Council and other organisations. A dedicated Counsellor deals with immigration advice and assists with applications for visa extensions. Advice is also available for those students who wish to find a job.

International students wishing to meet British families in their homes can make arrangements through our links with HOST UK.

English language classes, Study Skills Support and Computer Workshops are available for our international students.

Useful Web Addresses:
http://www.ukcosa.org.uk


http://www.britishcouncil.org.uk
http://www.hostuk.org.uk
Students with disabilities

Students with disabilities are important to us and they are encouraged to inform us of a disability or health problem before they arrive so that we can ensure that any needs for support and assistance are met.

Student Services staff will help students with applications for the Disabled Student's Allowance and with organising support workers and providing technical equipment. They can also advise on suitable accommodation and on access issues. Special arrangements can be made for examinations and assessments if necessary. In past years a lively Disabled Students group has existed which has acted as a support group and provided useful feedback on developing facilities.  Contact: 01792 481206 

Useful Web Addresses:
http://www.skill.org.uk



http://www.disability.gov.uk
disability@smu.ac.uk
Disability Information and Advice Line (D.I.A.L)

DIAL is an independent organisation that provides a free legal and welfare rights service to all disabled people and their families in the Swansea area. D.I.A.L. can give advice on the following: benefits, grants, housing, equipment, mobility, respite care, self-help and access. This advice is confidential. The D.I.A.L. information line is 01792 588322 Monday to Thursday 10.00am - 3.30pm

Dyslexia Support and Study Skills

Staff are available to help and give advice to those who feel they require specialist assistance.  There are tutors who offer expert tuition for those who require the appropriate help to enable them to achieve their potential. This support is available at designated times during the week. For further details contact the Dyslexia Support Team.

If you have a Diagnostic Dyslexia Assessment, you must send this to the team as soon as possible.  You should also use this to apply for Disabled Students' Allowance (DSA) as this can be a lengthy process.  Students normally resident in England should apply to Student Finance England (SFE) for Disabled Students' Allowance.  You can download the Disabled Students' Allowance application form by typing DSA1 into the 'Search this Site' box at www.direct.gov.uk .  Welsh students should apply for DSA through their Local Education Authority.  DSA1 form can be downloaded by going to www.studentfinancewales.co.uk and clicking on 'Forms and Guidance'.

If you do not have a Diagnostic Dyslexia Assessment, this can be arranged once you enrol at SMU.  As long as you have taken up full entitlement of all loans/grants funding is usually available to meet the cost of this assessment.  Please contact the Dyslexia Support Team for more information at dyslexia@smu.ac.uk
Financial Advice

Dealing and managing personal finances will be new to many and so, can cause individual student problems. The University can offer advice and help to students should they encounter any financial hardship during their time at the University. Contact the Student Financial Adviser in the Finance Office or enquire at Student Services.

More Information

More information is now being sent via the Internet. Student Services send a great deal of information electronically. You should use your University Membership Card, which has an account number.  Yu will also receive a password from University Library staff. Then log on at any Open Access facility within the University.  

Source retrieved on 16/09/2012 10:00:52 from: 

" 
http://www.smu.ac.uk/index.php/potential-students/services-for-students/117-student-services


MODULE SYLLABI

MBA Module Syllabi are available to all MBA students via Moodle under MBA General Communications.

MODULE TITLES, MODULE TUTORS AND EMAIL ADDRESSES

The information presented in the table below is correct for the 2012-2013 MBA Programmes.  Full details of All MBA Module Syllabi will be made available (Read Only) to all students via Moodle.
	Module
	Module Tutor


	Email address

	Analytical Tools For Management 
	Stephen Griffiths 
	steve.griffiths@smu.ac.uk 

	Consultancy Management (Elective)
	Dr Jenni Woodman
	Jenni.woodman@smu.ac.uk

	Critical Leadership Studies 
	Dr Maggie Inman
	margaret.inman@smu.ac.uk    

	E Business
	Rhian Pole
	Rhian.pole@smu.ac.uk 

	English Language Support
	David Williams 
	david.williams@smu.ac.uk 

	Entrepreneurship (Elective)
	To be confirmed
	

	Financial Management
	Owen Lewis 
	owen.lewis@smu.ac.uk

	Management Economics
	Stephen Griffiths 
	steve.griffiths@smu.ac.uk 

	Management Ethics (Elective)
	Stephen Griffiths 
	steve.griffiths@smu.ac.uk

	Management of Change (Elective)
	To be confirmed
	

	Managing Human and Organisational Resources
	Dr Jenni Woodman
	jenni.woodman@smu.ac.uk

	Managing Human and Organisational Resources
	Sam Morgan 
	sam.morgan@smu.ac.uk 

	Marketing Management 
	Lucy Griffiths 
	lucy.griffiths@smu.ac.uk 

	Marketing Management
	Will Fleming 
	will.fleming@smu.ac.uk

	Marketing Management
	Will Fleming 
	will.fleming@smu.ac.uk 

	Strategic Management 
	Jayne Williams
	jayne.Williams@smu.ac.uk

	Strategic Management 
	Vic Saunders
	vic.saunders@smu.ac.uk


NOTE:
There will also be additional staff who are not listed above, to support both our Part-Time and Full Time MBA Programmes

MBA ASSESSMENT STRATEGIES AND NOTIFICATION OF RESULTS

MBA Generic Grading Criteria

It is essential that students familiarise themselves with the information detailed below since it details the criteria against which their assignments are assessed.
	  MBA Generic Grading Criteria 

	0-39
	A mark in this range is indicative that the work is below the standard required for the MBA programme. Work falls short of the threshold standards in relation to one or more of knowledge, intellectual, subject based or key skills.  Work is based on only minimal understanding, application or effort.  It will offer only very limited evidence of familiarity with knowledge or skills appropriate to the field of study or task and/or demonstrate inadequate capability in key skills essential to the task concerned. It may address the assessment task to some extent, or include evidence of successful engagement with some of the subject matter, but such satisfactory characteristics will be clearly outweighed by major deficiencies across remaining areas. Other reasons for failing the coursework may include excessive absenteeism; academic dishonesty (cheating), plagiarism or failure to participate in teamwork.

	40-49


	A mark in this range is indicative that the work is of an acceptable standard for the MBA programme. Work demonstrates some familiarity with and grasp of a factual/conceptual knowledge base for the field of study and/or ability to employ specialist skills, but only just meeting threshold standards. Work may be characterised by some significant errors, omissions or problems, but there will be sufficient evidence of development and competence. Writing may be poorly presented without properly laid out referencing/bibliography, or in the case of quantitative work, it may not be possible to follow the logic and reasoning leading to the results obtained and the conclusions reached.

	50-59
	The work is of a satisfactory to very satisfactory standard for the MBA programme. Work demonstrates ability to evaluate new information, concepts and evidence from a range of sources and generate ideas through the analysis of concepts at an abstract level. Arguments and issues will be discussed and referenced, but these may not be fully documented or detailed. The work will be mostly accurate and provide some evidence of the ability to analyse, synthesise, evaluate and apply required methods/techniques. There will be no serious omissions or inaccuracies. There will be good evidence of ability to take responsibility for own learning including the selection and use of relevant techniques and applying creative skills. With Quantitative work it should be possible to follow the logical steps leading to the answer obtained and the conclusions reached.

	60-69
	A mark in this range is indicative of that the work is of a very good standard for the MBA programme.  Work of commendable quality commanding wide ranging specialised technical, creative and/or conceptual skills.  There will be consistent evidence of capability in all relevant subject-based skills, including the ability to self-evaluate and work autonomously and to use effectively specified techniques in appropriate contexts.

Writing work will make excellent use of appropriate, fully referenced, detailed examples and there will be clear evidence of analysis, synthesis and evaluation.  Any quantitative work will be clearly presented, the results should be correct and any conclusions clearly and accurately expressed.  A grade of 65% at Part 1 will allow a student to be considered for an overall Distinction, provided she/he achieves an overall average of 70% in Part 1 and 2.

	70-100
	A mark in this range is indicative that the work is of a Distinction standard for the MBA Programme.  Work is based on a rigorous and broad knowledge base, demonstrating ability to analyse, synthesise, evaluate concepts and/or interpret and describe the creative expression and the associated workflow process including both the design and development/production considerations. 

The work will go beyond that provided on reading lists and include independent work.  There will be strong evidence of competence across a range of specialised skills and the capability to operate autonomously. The work will exhibit excellent levels of knowledge and understanding, with elements of originality and flair. At the highest percentages the work could be of publishable quality.


Assessment Strategies

The assessment strategies for each module are detailed on the module syllabi available from Moodle.  The strategies employed on the MBA Programme are many and varied but, all have at least the following purposes:

· to allow the student demonstrate that they have achieved the set learning outcomes

· to serve as encouragement and guidance for students to further improve their performance

· to allow students and academic staff measure and monitor student achievement

· to allow academic staff ascertain the validity and reliability of the teaching and learning methods they employ in delivering modules

· to allow Examination Boards to award or withhold qualifications and/or credits 

Formative Assessment

Formative assessment is a reflective process intended to promote student performance and takes place through the following activities evident during most MBA sessions.  They include:

· Responding to questions

· Asking questions

· Interacting with other students

The purpose of formative assessment is to enhance learning and not to allocate grades, but rather, to improve them. 

Summative Assessment

Summative assessment refers to the way MBA assignments are assessed.  Summative assessment is a means imposed upon students by module tutors to enable both the student and tutor to determine the level of student performance measured against set criteria.  Summative assessment takes place through the following activities that will take place during most MBA sessions.  They include:

· Writing a business report adhering to set guidelines and boundaries

· Making presentations as part of an Action Learning Set or as an individual

· Presenting a written evaluation of a case study scenario

The main purpose of summative assessments is to allocate marks and/or grades.

Notification of assessments and results

Assessment for all modules are undertaken at the end of each semester with results not being formally issued until after the relevant Examination Board has met and agreed each student’s standard of performance.  Following authorisation from the Examination Board, results are communicated to students via SMU’s Intranet with students accessing the information using their personal student number.

One-to-one feedback will available to all students and will be usually given either by specific Module Tutors, the MBA Programme Director, or Head of Professional and Post Graduate Studies.

Registry is the keeper of all records of each student’s performance.  Details of how to obtain a Transcript of all results are stated under the Registry section of this MBA Handbook.

Collection of assessed work

Student’s assignments are available for collection from a designated room, at the end of each academic session/year.  Where students do not collect their work, or do not authorise their work be collected by a nominated representative, their work will be archived and eventually destroyed without further communication with the student.
MBA LIBRARY RESOURCES
NOTE:

The Business School Library Resources are situated in our new Campus located to the rear of Swansea Train Station at:

Swansea Business School

Ty Bryn Glas

Powell Street

Swansea

SA1 1PW
There are four libraries at SMU.  Although most business information is found in the library located at Swansea Business School, you can use the resources of all four libraries. Postgraduate students may borrow up to 20 books at a time. Library opening hours may vary, but can always be checked on our web pages. To find out more, to access resources, or to find help, go to the library web pages at www.smu.ac.uk/library 

Online access  

The library web pages can be accessed in the library, or from your own PC, laptop or mobile device.  From here, you can access the library catalogue, your own account, online databases, or e-books and e-journals.  Choose the Business option on the library home page to find business related resources.  You will also find links to recommended websites, and guides to the library and IT resources. If you need help or advice from a librarian, contact details are listed here.

Library catalogue   

Books, DVDs and journals can be found by using the library catalogue. Items for loan can then be taken to the issue desk, or you can use the self-service kiosk.  E-book versions of many recommended titles are now available through the catalogue. If we do not have a title, arrangements can often be made for students to borrow from other libraries. You can also check what items you have on loan or reserve and renew items using your library account.
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Databases  

These contain academic journal articles and information which is not freely available on the internet. They provide our students with the latest research in their subject area. Three of our most heavily used databases are:  Ebsco Business Source Premier, which contains over 1,100 full-text academic journal titles and indexes may more;  Marketline, which produces professional analysis of company, industry and country data as well as statistical information;  IDS which provides information and analysis in key areas across the employment field, particularly in HR and employment law.
Summon                                                                                                                                         This integrated search engine can search the library catalogue and most of our databases at the same time.  It will give you a good overview of the resources available in your area of research and introduce you to the best databases in your chosen topic. 

Websites

A listing of recommended websites will help you find accurate and up-to-date information on the internet.  Biz/ed is written by business schools and targeted specifically to help business students.  There are also links to European and government websites (e.g. BIS), to specialist organisations such as CIPD and CIM, and to market research, advertising and branding websites, as well as to official statistics, annual reports and blogs.
Guides
You can also access a selection of library guides, including more detailed information and help on subject resources, Wi-Fi access, PCs, printing and photocopying facilities available across the university libraries.  

A range of library tours, training sessions and workshops are available for all students when they begin their courses at Swansea Met.

Keeping up-to-date

Library Resources are constantly being updated and improved at Swansea Met libraries.  Keep up-to-date and find out more about services, resources and events by reading our Library Blog - which is now available in mobile format.

                          [image: image3.png]



You can also follow us on Facebook and Twitter – you’ll find links to these and the Blog from the library web pages.

Subject Librarians
If you would like help, you can contact the business subject librarians by phone and email – or simply drop into the library for a chat!
Emily Hywel                        


Alison Evans                                                                              Assistant Librarian




Assistant Librarian                                                                            Swansea Business School library


Swansea Business School library                  Monday, Tuesday, every other Friday

Wednesday, Thursday, every other Friday         Tel: 01792 481000 ext. 4305

Tel: 01792 481000 ext. 4305                                          Email:  emily.hywel@smu.ac.uk 


Email:  alison.evans@smu.ac.uk
VIRTUAL LEARNING ENVIRONMENT (VLE): MOODLE:
Introduction

Once you have ticked that you agree to the Moodle Site Agreement Policy, you will be given access to Moodle

What is Moodle?
Moodle is SMU’s Virtual Learning Environment (VLE) that is being used to support learning and teaching.  You can access it from any internet connected computer by:

going to: http://moodle.smu.ac.uk with your University Network Username and password.

Logging In to Moodle
Access is easy, all you need to do is:

· use the same Username and Password you have been given to access computers on campus.

· When you have logged in you will have access to Moodle sites that match your programme and modules for the current academic year. 

· Please be aware not all staff use Moodle and therefore not all programmes and modules may contain content on Moodle. 

· If you do not have access to some sites, or they do not contain content please speak to your lecturing staff.
When you are in a Moodle site
When you click on the name of a Moodle site you will be taken to the site and you will be presented with resources, materials and activities placed there by your lecturer(s). If you cannot find what you are looking for speak to your lecturer(s) to find out if they have made the information available within the Moodle site.

If you need help

If you have technical difficulties, there follows contact information:

Email:

helpdesk@smu.ac.uk
Telephone:
01792 481134

Visit:

IT Help Desk in the Open Access Lab opposite Cafe Metro

VARIOUS ACADEMIC PROCEDURES APPLICABLE TO ALL STUDENTS
It is the duty and responsibility of all students to familiarise themselves with the below listed policies and procedures which can be obtained from:  http://www.smu.ac.uk/index.php/current-students/registry/regulations
1. Turnitin Policy
2. Complaints Procedure
3. Verification and Appeals Procedure
4. Unfair Practice Procedure

Link Correct @ 16/09/2012 10:26:09
Note
See Appendix One:  Application for Verification Form

See Appendix Two:  Student Complaint Form

FIRE ALERT AND ESCAPE PROCEDURES

General Procedure

On discovery of a fire the Fire Alarms should be sounded by the nearest break-glass point if not already activated by sensors.

If possible turn off any electrical appliances in the area, but do not endanger yourself.

An attempt may be made to extinguish the fire, but under no circumstances should anybody put themselves in jeopardy.

Vacate the area and close the door to any room involved.

As soon as possible after the fire alarms are sounded inform the Duty Receptionist/Duty Warden or Security/Caretaker so that the Fire Brigade can be telephoned, if these cannot be contacted then ring direct from any available phone using 9/999 which will by-pass any call restrictions.

On hearing a fire alarm the Fire Brigade MUST be rung immediately using the 9/999 telephone system by informing:

a)
Normal Working Day - 07.00 to 19.00 - Receptionist or Warden on Duty.

b)
Evenings and Week-ends - Security Officer or Caretaker on Duty.

c)
If no-one is available then the person discovering the fire must ring the fire service using any available phone or payphone (no money is required), but then ensure that someone in authority is informed as soon as possible.

IF  IN  DOUBT  RING  THE  FIRE  SERVICE  USING  9/999  YOURSELF

The building should then be evacuated as quickly as possible with the minimum of fuss and the occupants should proceed to their designated Fire Assembly Points and report to the person taking the register.

IF A FIRE ALARM IS HEARD THEN THE BUILDING MUST BE EVACUATED WHATEVER THE CIRCUMSTANCES
Once the Fire Alarm has been activated it is to remain in action until the Fire Brigade arrive and then can be muted BUT NOT RESET whilst the Fire Brigade inspect the premises.

The Fire Alarms are not to be reset until the Fire Brigade give permission and NOT UNTIL THEN may the building be re-occupied.

If there staff are available, then someone should be positioned at the Main Entrance to direct incoming Fire Tenders and where possible ensure the access is clear.

FREQUENTLY ASKED QUESTIONS

1. What if I have work related or personal problems which interfere with my studies?  

Students are urged to consult with a student counsellor or Programme Director if they are not able resolve personal issues that impact upon their studies.  Such matters are always dealt with in confidence.  Extensions of deadlines, postponement of studies or withdrawal with an interim award are possible following consultation with the Head of Centre of Post Graduate and Professional Studies and in some cases following authorisation by the Examination Board.  At all times, written evidence is required for significant factors which impact on your performance and prevent you from submitting work on the deadline date.

2. Are there financial support systems?
Student Services can advise on learning development loans and any grants available.  Decisions on loan allocation are taken by the Student Support Committee which meets each Term.  MBA students have had support in the past to pay for child care, travel and book purchasing costs.  Student will have to demonstrate financial need to qualify for any loan/grant/support.
3. What if I need to move to another area with my job?

Level 7 (or M) credits that you have earned can be transferred to other university programmes.  You will be provided with a Transcript that will detail the modules you have studied and the grades you obtained and this can be used as confirmation of your achievements at SMU.  Students at the Dissertation Stage can be supervised remotely.
4. What if I fail a module?

You will have one further attempt to pass it.  The subsequent grade awarded for a re-sit is capped at 40%.
5. What if I am unhappy with my module grade?

There is no opportunity of an appeal against academic judgement.  The MBA Programme utilises second marking and an internal/external moderation to ensure consistent and accurate standards are achieved across all cohorts. Module Tutors will provide you with feedback on your performance and give you guidance to ensure that mistakes or deficiencies are addressed in future work.
6. If I defer how long do I have to complete the programme?

Your deferral must be authorised by the Head of Centre for Professional and Post Graduate Studies and/or MBA Programme Director who will advise on your re-entry to studies.  Part time students have 5 and full time students 3 years to complete.  Students may apply for an extension to the registration period.

7. What if I do not get on with a fellow student or tutor?

It is hoped that the atmosphere on the MBA Programme is positive and friendly.  Although it has never been used, SME has an arbitration counselling and conciliation process which you could use.
8. If I am ill, will I fail my assignments?

Doctor Certificated illness or evidenced problems which impact on your studies will be noted by the Examinations Board.  Extensions on deadlines, re-assigned tasks or postponement of studies can be offered without penalty.  Assignments subsequently submitted will be considered as a “first sitting”.

9. If I fail the dissertation do I get anything?

Students automatically have an opportunity to resubmit within one year of the Examination Board.  If you fail a second time you may apply for the Post Graduate Diploma in Business which reflects your 120 Credits at Level 7.  When you reach the Dissertation Stage, you will be issued with a Dissertation Handbook that provides more detailed information regarding this process
10. What if my skills need upgrading?

SMU promote the concept of “Independent Learning” at post graduate study and documentation is given to support students achieve the appropriate skills to be successful in their Level 7 Studies.  Additionally, the AMT Module serves to aid student’s skill development in areas such as business report writing and making presentations.  Further, SMU provide skills workshops which all students may attend free of charge.  Courses that run every year include: Library research skills; SPSS; PowerPoint.
16/09/2012

APPENDIX ONE: APPLICATION FOR VERIFICATION APPLICATION FORM
Academic Registrar’s Office

Mount Pleasant

Swansea

SA1 6ED

Tel: 01792 481180
Application for Verification

This form should be used by students who wish to seek verification, under the Verification and Appeals Procedure, of a decision taking by an Examining Board.  Students are advised to read the Verification and Appeals Procedure before completing this form, taking particular notices of the grounds on which verification can be made.  The grounds for seeking verification must be made clearly and concisely.  Further details, if any, and any relevant documentary information, medical or otherwise, must be attached.

This application for Verification Form is applicable to all students at the University, and should be, normally, returned to the Academic Registrar within 14 days of the meeting of the relevant Examining Board.  This form should be completed in black ink or type.

Once verification has been completed, you will be informed of the outcomes and, if applicable, supplied with an Application for Appeal Form to submit to the University.

	Full Name


	

	Student Number


	

	Address for all correspondence


	

	Scheme of Study


	

	Decision of Examining Board


	


I wish to seek verification that (tick one or more relevant boxes):

□
The published assessment is free of arithmetical or other errors of fact (please complete 

section 1);
□
The examiners were aware of exceptional personal circumstances reported by me prior to the meeting of the Examining Board(s) concerned and which might, in my opinion, have had an adverse effect on my performance (please complete section 2);
□
The examiners were aware of defects or irregularities in the conduct of the examinations or in written instructions or in advice relating thereto, when such defects or irregularities might, in my opinion, have had an adverse effect on my performance (please complete section).

Please note that requests for verification are not permitted on any other grounds.
Section 1
Please state why you believe the result as published may contain arithmetical or other errors of fact, listing any assessment involved.

	


Section 2

Did you report any exceptional circumstances to the Chair of the Examining Board or to any member of staff in your department prior to the meeting of the Examining Board?  (Please tick appropriate box below.)

□
Yes

Please complete section 2.1 below

□
No

Please complete sections 2.2 to 2.4 below

2.1(a) 
Please provide full details of any exceptional personal circumstances you had previously reported.

	


2.1(b)
Please specify how and to whom the circumstances were reported.

	


2.2
Please provide details of any exceptional personal circumstances you did not previously report to the Chair of the Examining Board (independent supporting evidence, e.g. written evidence from medical practitioner or other health professional, should be attached to this form).

	


2.3
Please state why you did not report the circumstances detailed in 2.2 above to the Chair of the Examining Board before the meeting of the Board.

	


2.4
Please state why you believe the circumstances detailed in 2.2 above could have had an adverse effect on your performance.

	


Section 3
Please state the defects or irregularities in the conduct of the examinations/assessment or in written instructions or in advice relating to  the Examinations/assessments, which you believe to have occurred, indicating why you believe that these could have had an effect on your performance.

	


Please complete on a separate sheet if there is insufficient room in any of the boxes above.

Please note that no further request for verification will be considered.

Declaration

I declare that I have read the Verification and Appeals Procedure and that the information given in this Form and documentary evidence attached, if any, is a true statement of the facts to the best of m knowledge and belief.

Signed:…………………………...................................................................................................

Date: .........................................................................................................................................
APPENDIX TWO: STUDENT COMPLAINT FORM

FORM SC/F1
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STUDENT COMPLAINT FORM

CONFIDENTIAL
	NAME:
	

	ADDRESS:
	

	
	

	
	

	TELEPHONE No:
	

	PROGRAMME/RESEARCH TITLE
	

	YEAR/LEVEL
	

	If your complaint is against an individual member of staff or a student, rather than the Faculty/University, please give the name of the person about whom you wish to complain:



	Please describe the nature of your complaint, and be specific about what you believe the member of staff/student/Faculty/University has performed incorrectly, or failed to do:




(Please attach any documentary evidence, which is relevant, or give details of any person or 

persons who may act as a witness).

Have you already made a complaint, either formally or informally, on this issue?
YES
NO


DECLARATION:

I believe the information provided on this form is true, and understand that any false accusation made against a member/group of staff/student of the University may result in Disciplinary Proceedings being taken against me.

Signed:  ................................................

 Date: ..............................

Please refer to the Student Complaints Procedure (F12), and return this form to the Head of Academic Services, or if the complaint is against the Head of Academic Services, to the Head of Planning & Development at Mount Pleasant campus.













If 'YES', please provide details:
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