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1.	INTRODUCTION Dear Student
Welcome to University of Wales Trinity Saint David and in particular to the CILT(UK) Advanced Diploma in Logistics.  We hope that you will both benefit from and enjoy your chosen course of study.

This handbook has been prepared to help you through your studies on the course and gives detailed guidance on a number of issues that we think will be important to you.  Read it carefully and please feel free to ask should you require clarification on any point.

Dean / Year Tutors

Certain key staff are important, especially if you are experiencing difficulty with the course.  The Programme Tutors and the Student Counsellors are all concerned that you succeed on the course and will always be ready to provide help and counselling should you require it.   They can only help however, if they know of your difficulties.  Please do not hesitate to approach any member of staff who you feel may be able to help you in any way.   The earlier problems are brought to our attention the easier they are to solve.



Problems that affect several students can be discussed in the staff / student meetings for the course.   These are held twice during the duration of the taught part of the course, in June 2015 (once you have had a chance to become familiar with how the course is run) and in November 2015 (when you are an ‘old hand’ and we will be looking to gain the benefit of your critique of how the course is administered and your opinion of the content), but please feel free to request an immediate meeting for more pressing problems.



2.1	PROGRAMME STAFF CONTACT DETAILS:


	Head of the School of Engineering
	
	

	
Mr Graham Howe
MBA, BEng(Hons)
	
	Tel: 01792 481000
Fax: 01792 481471
Email: graham.howe@uwtsd.ac.uk


	Programme Director
	
	

	
Graham Orr
MSc, BSc(Hons), PGCE(FE), FCILT
	

GO
	
Tel: 01792 483687
Fax: 01792 546471
Email: graham.orr@uwtsd.ac.uk

	Programme Tutors
	
	

	
Ged Edwards
CMILT
	

GE
	
Tel: 01792 481199
Fax: 01792 481122
Email: ged.edwards@sm.uwtsd.ac.uk


	
Brian Peregrine
MSc, BSc(Hons), FETCE, MCILT
	

BP
	
Tel: 01792 481199
Fax: 01792 481122
Email: brian.peregrine@uwtsd.ac.uk

	
Andrew Thorn
MSc, BSc(Hons), MIQA, MCIPS, AIEMA
	

AT
	
Tel: 01792 481321
Fax: 01792 481122
Email: andrew.thorn@uwtsd.ac.uk

	Programme Administrative Support
	
	

	
Amanda Hughes
Programme Administrator
	
	
Tel: 01792 481199
Fax: 01792 481122
Email: amanda.hughes@sm.uwtsd.ac.uk
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2.2	PROGRAMME AND ASSESSMENT TIMETABLE

	
	
	ADTL
	
	

	Friday
	27/01/2017
	Induction
	Compulsory attendance at the School of Engineering Swansea
	GO

	Saturday
	28/01/2017
	ADTL 05 Research Methods
	Dissertation Proposal Out 
	
	GO

	Sunday
	29/01/2017
	
	
	
	GO

	Saturday
	04/03/2017
	ADTL 01
	ADTL Assignment 1 Out
	Live class Swansea and online
	GE

	Sunday
	05/03/2017
	
	
	
	GE

	Saturday
	08/04/2017
	ADTL 01
	ADTL 01 Assignment 1 In                                  ADTL 01 Assignment 2 Out
	Live class Swansea and online
	GE

	Sunday
	09/04/2017
	
	
	
	GE

	Saturday
	13/05/2017
	ADTL 02
	ADTL 01 Assignment 2 In                                  ADTL 02 Assignment 1 Out
	Live class Swansea and online
	BP

	Sunday
	14/05/2017
	
	
	
	BP

	Saturday
	03/06/2017
	ADTL 02
	ADTL 02 Assignment 1 In                                  ADTL 02 Assignment 2 Out
	Live class Swansea and online
	BP

	Sunday
	04/06/2017
	
	
	
	BP

	Saturday
	01/07/2017
	ADTL 03
	ADTL 02 Assignment 2 In                                  ADTL 03 Assignment 1 Out
	Live class Swansea and online
	AT

	Sunday
	02/07/2017
	
	
	
	AT

	Saturday
	05/08/2017
	ADTL 03
	ADTL 03 Assignment 1 In                                  ADTL 03 Assignment 2 Out
	Live class Swansea and online
	AT

	Sunday
	06/08/2017
	
	
	
	AT

	Saturday
	09/09/2017
	ADTL 04
	ADTL 03 Assignment 2 In                                  ADTL 01 Assignment 1 Out
	Live class Swansea and online
	GO

	Sunday
	10/09/2017
	
	
	
	GO

	Saturday
	07/10/2017
	ADTL 04
	ADTL 04 Assignment 1 In                                  ADTL 04 Assignment 2 Out
	Live class Swansea and online
	GO

	Sunday
	08/10/2017
	
	
	
	GO

	Saturday
	18/11/2017
	ADTL 05 Research Methods
	ADTL 04 Assignment 2 In Dissertation Proposal In
	Live class Swansea and online
	GO

	Sunday
	19/11/2017
	
	
	
	GO

	Monday
	30/04/2018
	Dissertation In
	
	

	Monday
	18/06/2018
	Exam Board
	
	

	Thursday
	12/07/2018
	Graduation Date provisional
	
	




Please  Note: These  timetables  are  subject  to  change  at  the  discretion  of  the  University however every effort will be made to ensure that disruption to the agreed timetable will only be changed in emergency circumstances.
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2.3	SUBMISSION OF ASSIGNMENTS AND STUDY PROJECT

All written work is to be submitted electronically.

		As Microsoft Office compatible document uploaded into Moodle ie Microsoft Word, Excel, Powerpoint etc	Please do not send work in using Adobe Acrobat pdf files.

	Every page of the assignment/study is to have your student number, your name, the course and the module number in the header section as shown below:

P123456 Smith A – ADTL 01/01

(NOTE: ADLT 01/01 is the assignment for Module 1 above, the next will be
ADTL 01/02, ADTL 02/01,  ADTL 02/02  and so on. )

	Page numbering, formatted as Page number of Pages, ie 2 of 6 are to appear in the footer section.

	If you are unsure how this is achieved double click on the italicised writing (CILT(UK) Advanced Diploma in Logistics ) above.	The Header Section of this document will open and you may see how to add or amend the content as appropriate.

	Similarly double clicking on the  ‘January 2015’  which can be found at the foot of the page will alter the layout on your screen and show the
footer section.	Right clicking on the page number will bring up options for inserting and formatting page numbers:  Choose Edit Field and a further set of options will appear.


2.4	IT LITERACY, HARDWARE AND SOFTWARE REQUIREMENTS

The literacy, hardware and software requirements are.

2.4.1	The language used for the delivery of this award is English.

2.4.2.	You are encouraged to complete the European Computer Driving Licence/ International Computer Driving Licence modules 2,3, 4, 6 and 7 as a minimum.	Students who do not possess these qualifications will still be accepted however no additional support in the use of word-processing, spreadsheet and presentation software will be made available.

2.4.3	The use of Facebook, Skype, Moodle, Panopto, BigBlueButton and student email accounts and access to the online library will be addressed in the Research Methods weeks at the beginning of the course and further 

supported throughout the taught timetable by tutors.

2.4.4	If online tutoring sessions are held the student is expected to have access to:

	A desktop PC or laptop able to run Adobe Flash 10.3 or higher.

	A broadband connection of at least 2 Mbps.

	A monitor large enough to allow multiple windows to be open and comfortably read.

	A webcam with a minimum resolution of 320x480

	A  headset and microphone  which output a clear audio signal and which transmits clear voice communication.	In other words a headset with microphone.  SMU does not recommend any particular make but you generally get what you pay for.

	Microsoft Office software or software compatible with Microsoft Office.
Do not send Adobe Acrobat pdf files.

	You are advised to use Mozilla Firefox as the web browser as this gives the best user experience however Microsoft Internet Explorer, Google chrome and are also compatible.

2.4	PROTOCOL FOR ONLINE SESSIONS USING BIGBLUEBUTTON

2.4.1	If you only have access to the speakers in your laptop or attached to a desktop PC  you will be asked to switch off your microphone.
The reason for this is the microphone will pick up the sound from the speakers and retransmit this across the network.	The result is a series of echoes which ruins the session for everyone.

2.4.2	The sound heard on BigBlueButton is simplex not duplex.	This means that if one person is speaking no one else should speak at the same time as all that will happen is you will cut each other out.	You can see how an open microphone picking up the sounds from PC or laptop speakers will just blot out everyone.

2.4.3	If you wish to ask a question please indicate this by clicking on the hand icon near the list of people online in BigBlueButton.	The Tutor will acknowledge you and allow you the time to ask the question.	Or type the question onto the chat window.
CILT(UK) Advanced Diploma in Logistics
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2.7	ASSIGNMENT HEADER SHEET (EXAMPLE)


	BACHELORS DEGREE ASSIGNMENT SPECIFICATION

	Student name:
	     
	Student P number:
	

	Programme:
	CILT(UK) Advanced Diploma In Logistics
	School:
	School of Engineering, Manufacturing and Logistics

	Module:
	Module 2 – Leadership and Strategic Management
	Module Level (4, 5 or 6):
	6

	Module code:
	M3X9408
	Contribution to Overall 
Module Assessment (%):
	50%

	Lecturer:
	B Peregrine
	Internal Verifier:
	G Orr

	Assignment Title:
	Organisational culture
	Assignment No (x of x):
	1 of 1

	Hand Out Date:
	2 February 2013
	Submission deadline:
	6 April 2013



	Referencing:
	In the main body of your submission you must give credit to authors on whose research your work is based. Append to your submission a reference list that indicates the books, articles, etc. that you have read or quoted in order to complete this assignment (e.g. for books: surname of author and initials,  year of publication, title of book, edition, publisher: place of publication). 

	Disclosure: 

	I declare that this assignment is all my own work and that I have acknowledged all materials used from the published or unpublished works of other people. All references have been duly cited.



	Turnitin: Lecturer to tick to indicate if an electronic version of the assignment must be submitted to Turnitin.  Note: the Turnitin version acts as a receipt for the student.  

	YES
	√

	
	NO
	

	Hard Copy: Lecturer to tick to indicate if printed version of the assignment is required.    If a hard copy is required please submit the assignment parts in a suitable report folder– not in polypockets.  
Where no paper copy is required return the signed disclosure and, if completed, the Student Self-Assessment Feedback form directly to your module tutor.
	YES
	

	
	NO
	√

	Learning Outcomes tested
(from module syllabus)
	Assessment Criteria  To achieve each outcome a student must demonstrate the ability to:

		
Evaluate the procurement policies and approaches to the management of suppliers. 
.



	Produce an essay that identifies and evaluates procurement policies and regulatory aspects in a given business scenario 


· Assignments will not be accepted without this form as it is a requirement that you sign the disclosure regarding referencing convention.    
· DO NOT attach this form to your Turnitin submission or it will match many similarities with other students’ submissions.

	
TASK DESCRIPTION



Assignment topic:
Mintzberg states that “Culture is the soul of the organisation, the beliefs and values, and how they are manifested” 
Critically evaluate this statement. 
Through the use of organisational examples and cultural theory, validate your findings and evaluation.  
1500 words (+/- 10%)
	GUIDANCE FOR STUDENTS IN THE COMPLETION OF TASKS

	Requirements

	You are required to present an essay electronically to Turnitin by 23:59 on the deadline date (6 April 2013).You will be assessed against the five common assessment criteria as follows:
1. Research Informed Literature
· This will be assessed via the quality of your literature review.
 
2. Knowledge and Understanding of subject
· This will be assessed by your identification of the role of standard procurement practices and strategies in the assessment of suppliers and subsequent management of a contract.

3. Analysis
· This will be assessed by the quality of your comments and conclusions, throughout the essay.

4. Practical Application and Deployment
· This will not be assessed

5. Skills for Professional Practice
· This will be assessed via the written and presentational quality of your essay


	
                 MARKING CRITERIA AND STUDENT FEEDBACK


This section details the assessment criteria. The extent to which these are demonstrated by you determines your mark. The marks available for each criterion are shown. Lecturers will use the space provided to comment on the achievement of the task(s), including those areas in which you have performed well and areas that would benefit from development/improvement.
	Common Assessment Criteria Applied
	Marks available

	1. Research-informed Literature 
Extent of research and/or own reading, selection of credible sources, application of appropriate referencing conventions.
	

	
	20

	2. Knowledge and Understanding of Subject
Extent of knowledge and understanding of concepts and underlying principles associated with the discipline.
	

	
	40

	3. Analysis
Analysis, evaluation and synthesis; logic, argument and judgement; analytical reflection; organisation  of ideas and evidence
	

	
	30

	4. Practical Application and Deployment
Deployment of methods, materials, tools and techniques; application of concepts; formulation of innovative and creative solutions to solve problems.
	

	
	

	5. Skills for Professional Practice 
Attributes in professional practice: individual and collaborative working; deployment of appropriate media; presentation and organisation.
	

	
	10









24

	
COMMON ASSESSMENT AND MARKING CRITERIA

	
	OUTRIGHT FAIL
	UNSATISFACTORY
	SATISFACTORY
	GOOD
	VERY GOOD
	EXCELLENT
	EXCEPTIONAL

	Assessment Criteria
	0-29%
	30-49%*
	50-55%
	55-59%
	60-69%
	70-79%
	80-100%

	1. Research-informed Literature 
Extent of research and/or own reading,  selection of credible sources, application of appropriate referencing conventions 
	Little or no evidence of reading.
Views and findings unsupported and non-authoritative.
Referencing conventions largely ignored.
	Poor evidence of reading and/or of reliance on inappropriate sources, and/or indiscriminate use of sources.
Referencing conventions used inconsistently.
	References to a limited range of mostly relevant sources. Some omissions and minor errors.
Referencing conventions evident though not always applied consistently.
	Inclusion of a range of research-informed literature, including sources retrieved independently. Referencing conventions mostly consistently applied.
	Inclusion of a wide range of research-informed literature, including sources retrieved independently.
Selection of relevant and credible sources.  Very good use of referencing conventions, consistently applied.
	A comprehensive range of research informed literature embedded in the work. Excellent selection of relevant and credible sources. High-level referencing skills, consistently applied.
	Outstanding knowledge of research-informed literature embedded in the work. Outstanding selection of relevant and credible sources. High-level referencing skills consistently and professionally applied.

	2. Knowledge and Understanding of Subject
Extent of knowledge and understanding of concepts and underlying principles associated with the discipline.
	Major gaps in knowledge and understanding of material at this level. Substantial inaccuracies.
	Gaps in knowledge, with only superficial understanding. Some significant inaccuracies.
	Evidence of basic knowledge and understanding of the relevant concepts and underlying principles. 
	Knowledge is accurate with a good understanding of the field of study.
	Knowledge is extensive.  Exhibits understanding of the breadth and depth of established views. 
	Excellent knowledge and understanding of the main concepts and key theories. Clear awareness of challenges to established views and the limitations of the knowledge base.
	Highly detailed knowledge and understanding of the main theories/concepts, and a critical awareness of the ambiguities and limitations of knowledge.

	3.  Analysis
Analysis, evaluation and synthesis; logic, argument and judgement; analytical reflection; organisation  of ideas and evidence
	Unsubstantiated generalisations, made without use of any credible evidence. Lack of logic, leading to unsupportable/ missing conclusions. Lack of any attempt to analyse, synthesise or evaluate.
	Some evidence of analytical intellectual skills, but for the most part descriptive. Ideas/findings sometimes illogical and contradictory. Generalised statements made with scant evidence. Conclusions lack relevance.
	Evidence of some logical, analytical thinking and some attempts to synthesise, albeit with some weaknesses.
Some evidence to support findings/ views, but evidence not consistently interpreted.
Some relevant conclusions and recommendations, where relevant
	Evidence of some logical, analytical thinking and synthesis. Can analyse new and/or abstract data and situations without guidance.
An emerging awareness of different stances and ability to use evidence to support the argument.
Valid conclusions and recommendations, where relevant
	Sound, logical, analytical thinking; synthesis and evaluation. Ability to devise and sustain persuasive arguments, and to review the reliability, validity & significance of evidence. Ability to communicate ideas and evidence accurately and convincingly.
Sound, convincing conclusions / recommendations.
	Thoroughly logical work, supported by evaluated evidence. High quality analysis, developed independently or through effective collaboration.
Ability to investigate contradictory information and identify reasons for contradictions.
Strong, persuasive, conclusions, justifiable recommendations.
	Exceptional work; judiciously selected and evaluated evidence. Very high quality analysis, developed independently or through effective collaboration.
Ability to investigate contradictory information and identify reasons for contradictions.
Highly persuasive conclusions

	4. Practical Application and Deployment
Effective deployment of appropriate methods, materials, tools and techniques; extent of skill demonstrated in the application of concepts to a variety of processes and/or contexts; formulation of innovative and creative solutions to solve problems. 
	Limited or no use of methods, materials, tools and/or techniques.
Little or no appreciation of the context of the application.
	Rudimentary application of methods, materials, tools and/or techniques but without consideration and competence. Flawed appreciation of the context of the application.


	An adequate awareness and mostly appropriate application of well established methods, materials, tools and/or techniques.
Basic appreciation of the context of the application.

	A good and appropriate application of standard methods, materials, tools and/or techniques.
Good appreciation of the context of the application, with some use of examples, where relevant.

	A very good application of a range of methods, materials, tools and/or techniques.
Very good consideration of the context of the application, with perceptive use of examples, where relevant.
Evidence of some innovation and creativity. 
	An advanced application of a range of methods, materials, tools and/or techniques.
The context of the application is well considered, with extensive use of relevant examples.
Application and deployment extend beyond established conventions.  Innovation and creativity evident throughout.
	Outstanding levels of application and deployment skills. Assimilation and development of cutting edge processes and techniques.

	5. Skills for Professional Practice 
Demonstrates attributes expected in professional practice including: individual initiative and collaborative working; deployment of appropriate media to communicate (including written and oral); clarity and effectiveness in presentation and organisation.
	Communication media is inappropriate or misapplied.
Little or no evidence of autonomy in the completion of tasks.
Work is poorly structured and/or largely incoherent.
	Media is poorly designed and/or not suitable for the audience. 
Poor independent or collaborative initiative.
Work lacks structure, organisation, and/or coherence
	Can communicate in a suitable format but with some room for improvement. 
Can work as part of a team, but with limited involvement in group activities. 
Work lacks coherence in places and could be better structured.
	Can communicate effectively in a suitable format, but may have minor errors.
Can work effectively as part of a team, with clear contribution to group activities. 
Mostly coherent work and is in a suitable structure.
	Can communicate well, confidently and consistently in a suitable format.
Can work very well as part of a team, with very good contribution to group activities. 
Work is coherent and fluent and is well structured and organised.
	Can communicate professionally and, confidently in a suitable format.
Can work professionally within a team, showing leadership skills as appropriate, managing conflict and meeting obligations.
Work is coherent, very fluent and is presented professionally.
	Can communicate with an exceptionally high level of professionalism. 
Can work exceptionally well and professionally within a team, showing advanced leadership skills.
Work is exceptionally coherent, very fluent and is presented professionally.














3	VIRTUAL LEARNING ENVIRONMENT



3.1	STUDENT EMAIL ACCOUNT/LIBRARY NUMBER

Following enrolment as a student of UWTSD you will be issued your student email account and allocated a temporary password in the form of your date of birth shown as ddmmyy, ie 090985 for someone born on the 9th of September 1985. Once you have successfully logged onto your email account you can change your password if you wish.

Your student email address will look like this:

asomebody.111111@student.uwtsd.ac.uk

You log onto your student email account using your own student email address and the password issued.

You will also be allocated your student identity number often known as your library number or ‘P’ number.  You will see that the 6 numbers correspond with those on your P number but with the letter P in front (hence ‘P’ number!).  It is
this number, combined with the password you use for your student email account that gains you access to Moodle and and the online resources of the library.

If you have forgotten your password then please contact the Helpdesk on
01792 481134 or email helpdesk@uwtsd.ac.uk and ask them to reset your password.  You will be asked for your p number.

3.2	MOODLE

Moodle is an online e-learning software program that allows tutors to post course information and hold class discussions online. Students can communicate with tutors or to each other using the chatroom.

Any information regarding the modules that are to be taught such as prior reading requirements will be posted on Moodle’s News forum section.

Students can access assignment briefs and view their assignment grades and feedback in Moodle.

All lecture notes not subject to external copyright will be posted in the appropriate folder on Moodle.	External material which is prohibited from reproduction in Moodle will have a link posted on Moodle allowing you to go and fetch it yourself.

Moodle can only be accessed by  currently enrolled students at UWTSD and UWTSD staff.	If you are not fully enrolled access will be denied.



3.3     ONLINE LIBRARY RESOURCES


On selecting Library and Learning Resources Link on the Quick Links webpage then Library Website in Moodle it opens up a new page which looks like this:

[image: ]




Select Catalogue from the left hand menu and this page appears.
[image: ]



The catalogue and Library Account are mentioned because it is not impossible that you may have the opportunity to borrow books from the library.    It is more likely that you will be interested in the Online Library and so the rest of this section discusses this in more detail however it is possible to obtain a borrower’s card that will allow you to borrow books from a local Further Education or Higher Education establishment near to your home should this be if interest.

If  you  would  like  to  obtain  such  a  card  please  contact  the  Programme
Administrator:

amanda.hughes@uwtsd.ac.uk).










Selecting Swansea Online Library brings up this screen:


[image: ]


Three options are databases A-Z, eBooks A-Z and Websites A-Z.    Below these options is the eJournal Quick Search.    Literally hundreds of academic and other journal sources where you can find just about anything you will ever need by way of referencable sources.

Rather than explaining each in detail take the time to wander around yourself.


The journals are not actually stored electronically in the library but are held externally. You have access to them as a student.  Let us select the first option:	

Supply Chain Management 

which has papers In it from 1996 to 1 year ago.  Click the ABI/INFORM Complete hyperlink. You may be directed to this screen  (Note fad-go is the logon for Graham Orr and not your logon!) :



[image: ]


Simply enter your p number and password and select Login.	Once redirected you will find you are in the website of a publisher and have access to the journal papers.

[image: ]


It is recommended that you familiarise yourself with the online library as it will be of significant benefit to your studies.



4.	PROGRAMME ADMINISTRATION PROCEDURES

4.1	CILT(UK) STUDENT REGISTRATION

It is a requirement that any student studying Chartered Institute of Logistics qualifications must be registered as a student with the CILT(UK) prior to commencement of study even if already a member of CILT(UK).

The registration lasts for three years from the date of confirmation by the CILT(UK) and the run-out date will appear as part of your grades held in Moodle. During this time you are granted Student status with the CILT(UK).

Benefits include:

[bookmark: _GoBack]  Online access to Logistics &  Transport  Focus,  the Institute's magazine which appears 10 times a year and contains a wide range of topical articles and case studies, which will help your studies. It also provides an excellent selection of sector-specific job vacancies to apply for or use as a benchmark
  Access to the CILT(UK)’s specialist library, which holds large collections of  logistics  and  transport  material.  The  catalogue  can  be  searched online
  Access  to  technical  enquiry  service  available  to  members,  which provides a comprehensive range of information
  Get involved in a number of activities, including events, lectures and seminars, Annual Convention and exhibitions
  Get involved at local level, the Regions and Groups organise a range of events, including site visits and presentations
  Discounted management books through the Institute's Bookshop

4.2	UWTSD STUDENT ENROLMENT

It is a requirement of the CILT(UK) that students are enrolled with the Centre delivering the award, in this case UW TSD.  Enrolment is completed online by accessing (website).  Please ensure that your contact details are completed accurately.	For civilian students you may wish to use your employer’s address instead of your home address.	For military students it is obligatory that you use your unit address.

The reason for this is quite simple: In the past dozens of students have used their Married Quarter address as the point of contact. Understandable, after all this is a civilian award so you would like to be treated as a civilian (not LCpl Bloggs but Mr Bloggs).	But one characteristic of Married Quarters is that you do not stay there for many years.	If you are posted during your studies can you be



certain that mail arriving from us will be forwarded on?	On the other hand you can be fairly certain that the Unit Postroom will send on mail but only if it is addressed properly.		A letter from UWTSD addressed to Mr Smith of 6 Regt RLC might not make it.  So full military address please: Number Rank Name Initials Unit, Unit address/BFPO No. etc

Please note that, unlike the registration with the CILT(UK), your student status with UW TSD  has to be renewed at the beginning of each academic year (ie in September).  

The reason for this is you are one of the many hundreds of thousands of university students across the UK and this fact is counted each year for Government statistics.	So even if you first enrolled as a university student in May you will have to re-enrol the following September (the start of the new academic year) and every September thereafter until your studies are complete. You will receive emails reminding you to do this.

Note also that the CILT(UK) reserve the right to refuse to award a diploma to students who do not maintain their enrolment with their centre (ie UW TSD in your case).

4.3	WITHDRAWALS / SUSPENSION OF STUDIES

Any student requiring to withdraw from their studies should inform the Programme Director in writing by post or email.	Please note that the CILT(UK) does not allow the suspension of studies as registration as a candidate lasts for 3 years and it is considered that this period of time ought to cover most eventualities.  There is an opportunity to extend the registration period for 6 months at a time to a maximum of 18 months beyond the normal 3 year registration.	Each application for an extension incurs a fee of £80 (correct at the time of writing).

4.4	FEE PAYMENTS

Course  fees  may  be  paid  by  individual  payments,  a  mixture  of  individual payments and Enhanced Learning Credits or by invoicing your company.

For students who are funded by Enhanced Learning Credits please send the authorised claim form and pay the appropriate student contribution when sending your paperwork to SMU prior to the start of the course.

If a company is paying the course fees please complete the invoice details on the enrolment form.

Individual students may also pay by instalments.



4.5	COMMUNICATION WITH ACADEMIC AND ADMINISTRATIVE STAFF

In the past we have had emails from students using up to five different accounts (ie their Company or MOD account, their MOD personal account,  the one their ISP gave them, a hotmail account and their student account) and, as a consequence, correspondence has been very difficult to track.  The result is a frustrated student who is not getting the answers they need and frazzled academic and administrative staff spending many more hours searching for email than ought to be the case.     

For this reason:


Only email created by use of your student email account will guaranteed to be answered.

Of course there will be circumstances where you cannot gain access to your student email account, for example if you are military and on operations. However as a rule of thumb please maintain use of your student email account as it is to this account that all administrative messages affecting the course will be sent.

All communication should be sent to Graham Orr and Amanda Hughes.   Your email will be forwarded and the reply channeled through Graham and Amanda.   This is to ensure that your enquiry is dealt with in a swift fashion and nothing is missed.   

4.6	FACEBOOK

There is a facebook page set up for students studying the Level 6 Advanced
Diploma (UWTSD Level 6 CILT(UK) Advanced Diploma).  Access is restricted to students and staff.  Here you can contact staff, fellow students and see what notices have been posted by staff giving advice and notifications to do with the course.


4.7	MOBILE PHONE

Please take the time to update your Moodle profile, once you are enrolled, and include a mobile phone number.   If you do this we can send you a text message should there be any changes to the programme – for example adverse weather leading to the cancellation of a weekend.    








4.7	COMPLAINTS

From time to time you might have a complaint. We hope you don’t but if you do,
it is important that you observe the following procedures.

	If the complaint is about something outside the course (for example, access to the online library) please contact both the Programme Administrator  amanda.hughes@uwtsd.ac.uk and the Programme Director graham.orr@uwtsd.ac.uk .	One or both of us will reply.

	If the complaint is about a particular aspect of the course then always begin by talking to the lecturer concerned. If after talking to the lecturer your problem is still unresolved then speak to or email Graham Orr, the Programme Director.

	If your complaint is still not dealt with to your satisfaction please email or make an appointment to speak to the Head of School  graham.howe@uwtsd.ac.uk .



5.	CILT(UK) ADVANCED DIPLOMA IN LOGISTICS SYLLABUS

ADLT 01 Mandatory Unit – Logistics and Transport - Strategic Contexts
Element 1 – The Global Environment. 
Element 2 – Resource Allocation and Use. Element 3 – Sustainable Corporate Development. Element 4 – Competition and Risk.

ADLT 02 Mandatory Unit – Leadership and Strategic Management in
Logistics and Transport
Element 1 – Organisational Culture.
Element 2 – Leadership. 
Element 3 – Collaboration. 
Element 4 – Ethical Management.

ADLT 03 Mandatory Unit – Strategic Network Planning in Logistics and
Transport
Element 1 – Vision and Strategy. Element 2 – Forecasting.
Element 3 – Delivering Customer Service. Element 4 – Innovation and Change.


ADLT 04 Mandatory Unit – Delivering Strategic Performance in Logistics and Transport
Element 1 – Organisational Integration. Element 2 – Supply strategies.
Element 3 – Logistics Performance.
Element 4 – E-technology.


ADLT 05 Mandatory Unit (Double Unit) – Research Methods and the
Professional Project in Logistics and Transport
Element 1 – Research Methodology. Element 2 – Professional Project.
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5.1.	GENERIC READING LIST


Ballou R (2004), Business Logistics, Upper Saddle River New Jersey: Pearson Prentice Hall 
Banister D, (2002), Transport Planning 2nd Edition, Abingdon: Taylor&Francis
Burnes B, (2009), Managing Change, Harlow: Pearson Education Ltd [Online UWTSD Library Resource]

Cole GA and Kelly P, (2001) Management Theory and Practice 7th (Revised) Edition, Andover: South-Western Cengage Learning

Cottrell S, (2014), Dissertations and project reports:  a step by step guide, Basingstoke: Palgrave Macmillan

CSCMP et al (2014), The Handbook of Logistics and Distribution Management: Understanding the Supply Chain 5th Ed, Upper Saddle River New Jersey: Pearson Education, 

Gattorna J et al, (2009), Dynamic supply chain alignment , Farnham, Gower Publishing [Online UWTSD Library Resource]

Headicar P, (2009), Transport Policy and Planning in Great Britain, Abingdon, Routledge
[Online UWTSD Library Resource]

Inman M et al, (2010) Unlocking Human Resource Management, Abingdon: Routledge

Lowe D, (2010)  A Study Manual of Professional Competence in Road Haulage: A Complete Study Course for the OCR CPC Examination 12th Edition, London: Kogan Page
McKinnon A et al. (2013), Green Logistics – Improving the Environmental Sustainability of Logistics 2nd Ed, London: Kogan Page
MOD,  The Defence Logistics Support Chain Manual (JSP 886)  https://www.gov.uk/government/collections/jsp-886-the-defence-logistics-support-chain  {Online Resource]
Mullins LY and Christy G, (2013), Management and organisational behaviour, Harlow: FT Prentice Hall [Online UWTSD Library Resource]
Rumsey D, (2007), Intermediate Statistics for Dummies, Hoboken NJ: Wiley Publishing
Rumsey D (2009), Statistics II for Dummies, Hoboken NJ: Wiley Publishing
(Note the first Rumsey book is out of print but you can pick up a used on from Amazon, the second book is the update and costs £13:48)

Rushton A et al, (2014), The Handbook of Logistics and Distribution Management: Understanding the Supply Chain 5th Ed, London: Kogan Page
Segal-Horn S (2004), The Strategy Reader, Oxford: Blackwell
Slack, N. et al (2010) Operations Management, Harlow: FT Prentice Hall
Van Crefeld M, (2004), Supplying War:  Logistics from Wallenstein to Patton ,Cambridge: Cambridge University Press
Yin RK, (2009), Case study research:design and methods London: SAGE
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6.       STUDY GUIDELINES
6.1	PROFESSIONAL PROJECT IN LOGISTICS AND TRANSPORT An Introduction to the Study
The study will be an individual task.  The timetabled hours allow only for formal tutorials.  It is expected that students will supplement the timetable allocation with a considerable period of unsupervised work.  The study is equivalent to a course of  lectures,  therefore,  the  student  should  spend  an  equivalent  proportion  of his/her time on it.   The study is looked upon as a final large scale integrating study.   The completed study should be approximately 8,000 to10,000 words. This equates to approximately 40 to 60 pages of text.  Tables and figures are not part of the word count.

Rationale
The assessment aims to test breadth, depth, synthesis and originality.  These are high order educational objectives.   The study is one of the vehicles for the demonstration and measurement of these skills.

The written study has a word limit set for the following reasons.

a) The discipline to write at this length is considerable. It is a substantial piece of academic work yet it requires good editorial skills to avoid excessive length.

b) It encourages incisiveness and a good grasp of technical/theoretical issues to bring them into sharp focus.

c) It necessitates a tight definition of the topic.

d) It necessitates a meaningful analysis of the relevant literature not a mere listing of sources with brief comments.

e) It necessitates communication of complex ideas in clear and precise fashion.

Supervisors

a) The supervisor is there to guide you not to write your study.  The study is your responsibility.

b) Your supervisor will be available to see you, on a regular basis, at a mutually agreed time.

c) Your supervisor is there to guide you but can only do so if contact is regular and frequent.



d) Feed your supervisor material on a regular basis.  It is unfair to expect detailed comments on a major part of your work at a moment's notice.

e) Supervisors will be asked regularly for a report on your progress.

Deadlines

  The study is a deceptive experience.   As the submission deadline is so far away when you start, there is a danger of wasting time in the early stages of the process.  If anything, you should engage in intensive study activity early in the final year before the course work demands of other modules catch up with you.  In fact the astute student gets as much as possible achieved over the summer vacation preceding the final year.

  Start writing as soon as possible. There are dangers in putting off this task.

  The final draft should be with your supervisor well before submission so that it can be read, commented upon and returned; allowing you time to make amendments etc.

  Always  allow  as  much  time  as  possible  for  the  final  stages.     Final amendments, organising typing/processing and doing a thorough job on the proof reading all take longer than you imagine.  Something will always go wrong to thwart your schedule!

  The study has to be submitted electronically by 1st May  2016.

You will have further opportunities to submit – remember your registration as a candidate with the CILT(UK) lasts for 3 years..



Synopsis (Study Outline)
A 500 word outline of your proposed research should be submitted by 1st December 2015.   After which a suitable tutor will be allocated to you.   Your outline should include a title, a proposed structure, proposed research methods,
timescale and any references that you have considered already.



Role of the Supervisor
  Help the student refine the original study outline (500 words with indications of data sources and research methods to be employed) produced by 1st December 2015.  The emphasis must be on what is achievable. (N.B. It may



be at this stage that the potential supervisor believes the original study outline unworkable.  Hopefully, this should not be a common problem but students should either be advised to redraft and come back to the potential supervisor or the situation be referred to the Research Co-ordinator).

  On finalisation of supervisory arrangements, advise the student of relevant data/literature sources and discuss approaches to the literature review.

  Discuss research design and choice of appropriate methods ensuring that the student has thought through the process adequately, and helping to refine the process.

  Suggest a plan of action (e.g. literature search, initial contacts).

  Meet   with   student   at   agreed   times   or   to   an   agreed   schedule   of correspondence  by  email,  chatroom  conversation  or  video  conferencing, during the  period  of  study;  complete and distribute  progress  report forms and/or maintain a comprehensive record of correspondance.

  Discuss progress in terms of the study timetable, and advise the Programme
Director of any students causing concern.

  Discuss research findings.

  Read   and   comment  on   draft   chapters  to   help   students   identify  any weaknesses in analysis and presentation.

  Read and comment on one complete draft of the study if submitted in sufficient time before the before the hand in date.




Responsibilities of Students

  To produce a 500 word outline of topic, probable data sources, and research methodology by 1st December 2015.

  To arrange and attend initial meetings with potential supervisors to refine topic and discuss plan of action.

  To arrange and attend regular meetings and keep a note of  contact and advice.

  To adhere to the study timetable and inform supervisor of any problems.



  To supply a complete final draft in sufficient time (agreed between supervisor and student) for reading and comment well before the September 2013 cut-off.

 Although s/he will be advised of presentational problems, the student is responsible for accurate citation, the standard of English, overall presentation and proof reading.

  The student is responsible for the submission of the study on the specified date and time.

  As a general point, the study process and the production of the study are primarily the student's responsibility.  The supervisor is there to help and guide but not to do the work or write it for you.

 If the student has any complaint regarding their supervision, it is their responsibility to report the problem immediately to the  Programme Director or the Head of the School of Engineering, Manufacturing and Logistics.



The Attributes of a Good Study

ORIGINALITY: new and relevant topic.

GENERALITY: should be relevant beyond the situation and setting from which the data is gathered.

PRAGMATISM: someone, somewhere should be able to replicate your work and enact on your conclusions.

NATURE OF EVIDENCE: the correct use of primary and/or secondary data sources is essential.

ANALYSIS: the ability to methodically process information and interpret results.





Structure of the Study 
DECLARATION (see Appendix 1). PERMISSION TO COPY (see Appendix 2) TITLE (15 words maximum).
ABSTRACT (1 page)

Keep it concise. It should include: The overall aim.
A synopsis of the methods used. A summary of the major findings.
A brief mention of the subjects and material. The conclusions based on the results.
NOTE:    The Abstract CANNOT be completed until the rest of the study is complete.   It is a resume of what the study was about and what the findings of the analysis show.    It is not a summary of what the study will address – that is the role of the synopsis.

CONTENTS

Keep it concise and self-explanatory. List of figures and tables.

CHAPTER 1:	INTRODUCTION

You have four questions to answer in this section:

What previous research led to your research study, i.e. the background? What does your study add to this previous research?
Why is such an addition important or interesting? How is the addition made?

The format of the Introduction Chapter should be in the following format:

Background

Study aims and objectives

A clearly defined research question perhaps posed as a hypothesis, if so then show the null hypothesis and the alternate, ie:



H0:      There is no difference between men and women in their liking of football
H0A:   There is a difference between men and women in their liking of football

You will note that doing this gives you a clear question to test

A brief description of the methodology used (little more than ‘....a survey questionnaire was developed and given to 300 men and women....’
A description of who benefits from this research How the rest of the document is laid out, ie Chapter 2 is a review of pertinent literature
Chapter  3  discusses  the  available  methodologies  and  gives  reasoned argument for the method(s) used
Chapter 4.......

In all Chapter 1 merely sets out why the study is important (Background) what the aim of doing this research is, what is going to be tested (the defined research question), how it was done (methodology) and who should be interested in the results.  About 1500-1800 words.

CHAPTER 2:          REVIEW OF LITERATURE (CONTEXT)

Studies require an extensive overview of the literature. It must be scholarly.
Cite reports that go against your hypothesis as well as those supporting it. Reviews must be analytical (and critical, where appropriate)
Check your citations are accurate and not surplus to requirements. Easily over 2000 words
CHAPTER 3:          METHODOLOGY

Here you explain in detail the what, why and how of the procedures you used in order to generate the idea.  The ground rule is to describe your method in sufficient detail to allow the reader to replicate your study.  For example, you may include the following:
i) Materials ii) Subjects:
a) Number in sample
b) Population sample was taken from
c) Manner in which sample was chosen
d) Biographical details, e.g. all men, education, etc.





iii) Research design

iv)  Procedures,  e.g.  how  many  questionnaires  were  distributed,  collected, analysed, etc.

Could be as much as 2000 words.



CHAPTER 4:                     RESULTS

Set out your findings using tables and graphs as appropriate.

Include the data central to your thesis in the text; consign other material to appendices.

Avoid repetition and redundancy in your reporting.

Keep tables and graphs as simple as possible and avoid showing a chart then repeating what is shown in the text.    Either write that 64% of those asked hated marmite or show a piechart/histogram with this information  but not both.

Maybe 2000 words

CHAPTER 5:                     CONCLUSIONS AND RECOMMENDATIONS

This should take full circle, relating back to your research question and the literature you reviewed then showing how your analysis allows you to accept or reject  the  null  hypothesis  posed.      Accepting  the  null  hypothesis  is  a  win. Rejecting the null hypothesis is ALSO A WIN!    Don’t get stuck in a ditch trying to
‘prove’ your favourite theory, let the data show what the situation is in this place, at this time, with  these people.    Another place, another time, different people and the story could be different.

Then  offer  some  recommendations  for  someone  who  can  repeat  the  work. Describe what went well and not so well in the actual conduct of the research.

About 2000 words. REFERENCES Lots! APPENDICES
Only if you really must.






You will note that of the 10000 words you will actually write only about 3000-4000 words on your subject for the study.   All of the rest are there to describe what it is you are looking at (Introduction), how you did it (Methodology) and what happened when you did look (Conclusions and Recommendations)



Appendix 1: DECLARATION

I, ................................................................................ (FULL NAME) declare that I am the sole author of this study; that all references cited have been consulted; that I have conducted all work of which this is a record, and that the finished work lies within the prescribed word limits.

This has not previously been accepted as part of any other submission. Signed: ................................................
Date: ................................................….







[NOTE:	The declarations are need for the study only, they are not a requirement for each of the assignments]









Appendix 2: FORM OF CONSENT

I ...............................................……………………….. (FULL NAME) hereby consent that my study, submitted in candidature for the Advanced Diploma in Logistics, if successful, may be made available for inter-library loan or photocopying (subject to the law of copyright) and that the title and abstract may be made available to outside organisations.



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



Date: ................................................….





7	SOME IDEAS FOR THE PRESENTATION OF ESSAYS AND STUDYS INTRODUCTION
This outline of ‘good practice’ is designed to help you in the presentation of essays, reports, studies and the like.  It is important to remember that, however good the content, poor presentation limits the effectiveness of your work. Lecturers and external examiners may well mark you down for poor presentation, and would be quite entitled to do so. There are three factors to consider:

Structure of the Work Visual Presentation Referencing System

7.1     STRUCTURE OF THE WORK

Your work should be a logical expression of your thinking on an issue.

Ask yourself what is required, in what order the points are most effectively made, and what conclusions could appropriately be drawn.

With nearly all pieces of coursework you will be given a word limit.  It is important that you adhere to the limit.  No one is likely to mark you down for delivering 1100 words when you were asked for 1000, but excessively long pieces of work could lose marks.

By contrast, ‘undershooting’ the word limit jeopardises your chances of passing or getting a good mark.  It is important to remember that the word limit is part of the task.  Condensing a lot of information/ideas into a well-structured answer within the word limit is a real skill.  It shows you have the ability to sift information, construct an argument, and express yourself succinctly.

If you have difficulty ‘pruning’ material to fit a word limit, look for verbosity. Economy of words and clarity of expression are important.  Sometimes, it may be useful to create footnotes/endnotes or appendices so that you can refer to information without losing the thrust of your argument.  By the way, such skills will be appreciated by employers as well as lecturers!

Writing an essay or a report is a skill that can be learned.   The following guidelines will be of use in a number of subjects:

7.1.1  Producing essays and reports

The following brief notes are intended as a general guide to ‘doing’ an essay or
report.   They should not be regarded as  a prescriptive only way of  writing.



Hopefully, they will give you an idea of what markers look for although some lecturers will differ a little in their view of what makes a good essay.  Remember that structure is important. Poor organisation of material can seriously undermine an essay's impact even if you have some good ideas/points.

Introduction

Always provide an introduction. Here you should do a number of things.

  outline your aims and objectives in the essay; say what the purpose of the essay is.

  raise the issue about why the question/topic is being asked.

  why is it relevant/important and/or what is the background to the issue?

The Middle

In this section you will need to provide a discussion of the substantial points and issues.  Where possible, provide evidence or examples to back up any theoretical models and your own argument.  Remember there will always be competing arguments/perspectives, and you will need to show you have identified and understood the main differences.   It is very important to show your familiarity with the literature (studies, texts, statistics, etc.).   Such information should always be acknowledged and built into the essay.

The End

In the concluding section you should recap the main arguments and weigh up relative advantages/disadvantages of one argument against another. However, you should remember that it is possible to conclude that no definite answer can be draw although you will need to support this contention.

7.2     VISUAL PRESENTATION

You should take care to present your work in the most attractive and effective format.  Spelling should always be checked as part of the proof reading process. A poor standard of spelling will invariably be marked down as will poor sentence construction and punctuation.

Graphs, histograms and diagrams are worth considering when you have numerical information to present.  Equally, label such visual representations so that the reader does not have to work out what it is supposed to mean.





Every sheet of the assignment/study is to have your student number, your name, the course and the module number in the header section as shown below:

P123456 Smith A – MOD01

Page numbering, formatted as Page number of Pages, ie 2 of 6 are to appear in the footer section.

7.3	REFERENCING SYSTEM


The Harvard system uses the Author’s surname (last name) and the date of
publication in the text. At the end of your work in there should be a list of
‘References’ based on the alphabetical order of author's surnames.

There is an important difference between a bibliography and a list of references. A bibliography may indeed resemble a list of references used within your work but it can also merely reflect the sources you may have accessed, assessed and
decided not to use.  That being the case a bibliography adds little value to your work:  You are EXPECTED to make qualitative judgements about the worthiness of your sources and so letting your tutor know how diligently you have scoured the library and the internet just to collect as many sources as possible will gain nothing in the way of ‘brownie points’.

On the other hand a list of references, placed at the end of your work and cited where appropriate, does add value as it demonstrates an ability to substantiate your thoughts by finding sources that support or reject the argument you are forming.

7.3.1  Book

Examples of how a reference to a book may be used in the text:

Whilst the use of cars has increased in African cities, walking is still an important mode of transport (Hoyle and Knowles, 1998).

Hoyle and Knowles (1998) note that walking is an important mode of transport in African cities.

With regard to urban transport in Africa, ‘although car ownership is steadily rising in many African cities, walking can still account for up to 40 per cent of trips’ (Hoyle and Knowles, 1998 p.152).



In the References section at the end, note the order of presentation in the list
(references) at the end of the essay/assignment/report is as follows:





Surname and initials of author  (if the book is edited, (ed) or (eds) should follow the name; eg  Orr, G (ed).
Year of publication (this distinguishes different works by the same author)
Title (underlined) Edition Publisher
Place of publication

Hence the book by Hoyle and Knowles referenced in the text above will be listed in the References section as follows:

Hoyle, B. and Knowles, R., (1998),  Modern Transport Geography 2nd
Edition, Wiley, Chichester,.



On this basis, here are some further examples of the Havard system.

Books

Books with named authors

(One author)

Atchley, R., (1976). The sociology of retirement, Schenkman: New York. (Two authors)
Forest, R. and Murre, A., 1988. Selling the welfare state: The privatisation of public housing, Routledge and Kegan Paul: London.

(More than two authors)

Clapham,D. et al 1990. Housing and social policy, Macmillan: Basingstoke.

Books produced by organisations.

Publications - reports, pamphlets, etc. - produced by a firm, society, government department, etc., are listed using the name of the organisation as author:

Central Statistical Office, 1991, Social Trends 21, HMSO; London

Parts of books

Where a book is an edited set of readings the following format is used:





Gallagher, T., 1991. Justice and Law in Northern Ireland.  In Jowell, R. et al (eds.) British Social Attitudes: the 8th report, Social and Community Planning Research/Dartmouth: Aldershot.

Note here that the chapter written by Gallagher is NOT underlined but the book in which it appears is underlined.  A similar format is adopted when citing magazines and journals; the article is treated like a ‘chapter’ in a ‘book’.

Journal/Newspapers

Surname, Initial, Year of Publication, Title of Article, Title of Journal, Volume
Number, Part/Issue Number (or day/month of publication), Page Numbers.

Pierce, J., 1989. International comparison of trends in cigarette smoking prevalence, American Journal of Public Health, Vol 79, part 2, pp152-57.

Beckum, V., 1992, All shook up, Your Horse, July 23, pp6-7. By-line, Year of Publication, Title of Article, Newspaper, Date
Gorman, E (2008), Lewis Hamilton must not let the Spa stewards get him down, Timesonline, 8 September 2008, retrieved from http://www.timesonline.co.uk/tol/sport/formula_1/article4700145.ece on 8
September 2008 at 18:20.

A by-line (literally it means who is this article is by).	In other words the reporter is sufficiently important to be allowed to use their own name.  If no name appears use the name of the newspaper:

Online Sources

Rule No 1:

For you there is NO Wikipedia, it does not exist as a referenced source.

Rule No 2:

See Rule No 1 but you can use Wikipedia to find appropriate sources, ie you go where they went and read the original for yourself.

When citing an online resource treat it like a magazine, in other words the webpage you are looking at is an article in the ‘magazine’ that is the website. Always check:



1.	Is there a named author?	If not the organisation that produced the
website is the ‘author’ as in the publications by organisations given earlier.

2.	Has the webpage got a date?	On well-run websites each page will have a ‘last updated on’ date, otherwise look at the bottom of the webpage for a date of production or copyright date.  If none of these appear the date of publication is taken as the date you download it as if this were the ‘first’ time it has been published – you never know you just MIGHT be the very first person to download that page.

3.	Add the following to the end of the reference (here the example of
Peirce used earlier has been used):

Pierce, J., 1989. International comparison of trends in cigarette smoking prevalence, American Journal of Public Health, Vol 79, part 2, pp152-57 retrieved from http://www.ajph.org/cgi/reprint/79/2/152  on 8 September 2008 at
18:05.

You will note that ‘retrieved from’ and the URL have been added together
with the date and the time of retrieval.

The latter is important because 3 seconds after you leave that site the webpage may change (and they frequently do though perhaps not so quickly).  What you will be stating is that on that day, at that time, on that website, this page existed in the form you are citing.

4.	Finally never make the mistake of giving the homepage of the website as the location UNLESS it really is the location for the citation.

Recent examples have included students citing http://www.google.co.uk/ as the source when they were actually looking at a motorsport team’s website, or citing  http://europa.eu/ which is the front page of the European Union’s website when they were discussing the Commission’s proposed policy for transportation found on the webpages of the Commissioner for Transport.



More on citing references

Using the HARVARD system you can put the author's name directly into your sentence:

........... As Smith (1992) pointed out ..…..

Alternatively, you can bracket the surname and year:





..... In a recent study of third year university students (Brown, 1991) it was found that .......

When citing more than one work by the same author published in the same year use an (a) (b) etc. suffix after the year of publication:

..... finding in Richardson's (1991a) study of smoking behaviour among general practitioners were in marked contrast to his subsequent study with social workers (Richardson, 1991b) .....



Quotes

Direct quotes can be handled in various ways.  If quoting a small passage from a book or from an interview, it is possible to include it in the text, as shown below. Note that the page number (p.) or page numbers (pp.) should be identified.

With regard to urban transport in Africa, ‘....although car ownership is steadily rising in many African cities, walking can still account for up to 40 per cent of trips’ (Hoyle and Knowles, 1998 p.152).

On the issue of car parking, Mrs French said that “…..the situation is
diabolical, there’s just nowhere for residents to park”.



Larger quotes, reproduced in full, are normally distinguished as separate from the main body of the text. This can be done in the following manner, by indenting from the main body of the text, reducing the size of the font and/or using italics.

On the issue of car parking, Mrs French said:

“… the situation is diabolical, there’s just nowhere for residents to park.  As soon as we knew about them developing the old shop into offices we knew there was going to be trouble.  There’s at least five cars each day and they have deliveries, so there’s a van parked at  the  end  of  the  road, and  that’s  where  we  turn  …  it’s  made our  life  a nightmare.”

Oakley has argued persuasively that:

'It becomes clear that, in most cases, the goal of finding out about people through interviewing is best achieved when the relationship of interviewer and interviewee is non-hierarchical and when the interviewer is prepared to invest his/her own personal identity in the relationship' (Oakley, 1981 p.123).

The point of the reduced font, indentation and/or italicisation is to make it completely clear that this is not your work but something you deem important enough to include verbatim.





Although not an absolute rule it is useful to show quotes taken from written text in single inverted commas whilst those being reported as what someone actually said to the author are shown in double inverted commas.  The examples above illustrate this.

Listing references at the end of the assignment

	alphabetical by author surnames/names,
	if an author has had two separate publications cited, then list these chronologically:

Smith, A., 1990, How to become a millionaire, Collins: London.

Smith, A., 1992, Pentonville: The Inside Story, Alcatraz Press, London.



Plagiarism

Plagiarism is defined as the unacknowledged use of someone else’s work as if it were one's own. To illustrate, if you were writing an essay and came across a really good piece in a text book that made a salient point and you copied it without acknowledgement that would be plagiarism.  So using the words of another author, or even using figures from elsewhere, without saying where they came from is a serious academic offence. What you are doing really amounts to theft of another person's intellectual property and deception in trying to pass it off as your own work. No wonder it is regarded as very serious.

You can, of course use the ideas and data of others but you must acknowledge the source. That is why the referencing system is so important. If you come across an apt quote, a useful statistic, or merely want to signal that someone else has written on a particular issue before, there is no problem if you acknowledge the fact properly.

Turnitin software can and may be used to check whether inadvertent or deliberate plagiarism has occurred.  Any attempt to merely cut and paste large sections of sources available online will be discovered.



8	VERIFICATION AND APPEALS PROCEDURE



Full details of the Verification and Appeals procedure are available from the
CILT(UK) on request.
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