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7.12.2 Programme Coordinator responsibilities 

It is the Programme Coordinator’s responsibility to: 

(i) ensure that dissertation proposals are feasible in terms of the timescale and resources available;

(ii) ensure that dissertations are allocated to supervisors with suitable expertise;

(iii) inform candidates if a dissertation proposal is not acceptable due to the unavailability of a suitable supervisor, and advise candidates on possible alternative proposals;

(iv) ensure that in cases where candidates require additional help with language skills or study support, this advice is provided as a service separate from the duties of the supervisor;

(v) ensure that candidates are provided with written guidelines with regard to attendance, frameworks for meetings and general expectations;

(vi) ensure that the implementation of the guidelines are monitored on a regular basis;

(vii) attend all examination boards relating to the programme;

(viii) ensure that dissertations are not accepted for assessment unless they reflect appropriate standards of research at Masters’ level and have undergone a process of tutorial supervision;

(ix) ensure that the nature of the tutorial supervision are made explicit in the Programme of Study Handbook. 

7.12.13 Supervisor responsibilities  

It is the responsibilities of the Supervisor to:

(i) provide appropriate advice and guidance in relation to the candidate’s initial dissertation proposal, which should, for a traditional dissertation, include: 

· an overall aim,

· a literature review, 

· rationale, key questions/hypothesis,

· suggested methodology ,

· research plan; 

(ii) ensure that the candidate is provided with advice and guidance with the aim of facilitating the production of a dissertation of the requisite standard for a Taught Master’s degree by:

· encourage the candidate to explore a range of possible research areas,

· provide support with the selection of a definitive research area,

· assist in the clarification of aims and objectives,

· recommend appropriate research sources and methods, with emphasis on fitness for purpose,

· provide guidance with the structuring and presentation of the dissertation,

· generally supporting, encouraging and motivating the candidate’s research;

(iii) ensure that appropriate ethical consideration is taken at every stage of preparing the dissertation;

(iv) ensure the candidate’s initial dissertation proposal is refined as necessary in consultation with the candidate;

(v) ensure that the dissertation proposal is suitable for completion within the period of time allocated;

(vi) agree a timetable with the candidate for the submission of work and the scheduling of regular meetings (see 7.12.5);

(vii) keep a careful record of all such formal meetings, including dates, action agreed and deadlines set;

(viii) record a summary of the outcomes of each meeting on the  Postgraduate Dissertation Supervision Record Form, and ensuring that the form is signed by both the supervisor and the candidate;

(ix) ensure that work is returned according to specified deadlines and accompanied by constructive comment. 

(x) ensure that dissertations are not accepted for assessment unless they have undergone a process of tutorial supervision (see 7.12.5). 

7.12.4
Responsibilities of the Student

Dissertation students are responsible for:

(i) ensuring that the dissertation produced is first and foremost his/her own work, albeit achieved with benefit of advice and guidance from the supervisor;

(ii) agreeing a timetable with the supervisor for the submission of work and the scheduling of regular meetings;

(iii) keeping a careful record of all such formal meetings, including dates, action agreed and deadlines set;

(iv) ensuring that a summary of the outcomes of each meeting is recorded on the  Postgraduate Dissertation Supervision Record Form, and signed by both the supervisor and the student;

(v) contacting the supervisor should additional meetings be considered necessary;

(vi) ensuring that their work is appropriately edited, particularly with reference to accuracy of grammar and spelling;

(vii) ensuring that any relevant material resulting from his/her research, such as transcripts, are included in the dissertation or are presented as appendices; 

(viii) completing the work within the agreed framework, with any problems relating to late or unsatisfactory submission being brought to the supervisor’s attention in writing as soon as possible.

7.12.5 Dissertation Support Entitlement

Dissertations shall not normally be accepted for assessment unless they have undergone a process of tutorial supervision. The nature and demands of such tutorial supervision shall be made explicit in the Programme of Study Handbook. 

The student and the supervisor are expected to form an agreement based on partnership, with both parties providing inputs and having responsibilities. This section is intended to offer guidance to students and to supervisors regarding the amount of support that a supervisor can be expected to provide during the course of a student’s dissertation. 

(i) A dissertation contract should be prepared for each student at the start of Part II, the dissertation, in order to formally agree the terms of the dissertation supervision.

(ii) Students must be provided with clear guidelines regarding the assessment criteria for the dissertation.

(iii) The total amount of supervision should not normally exceed 25 hours, including any preliminary work in identifying a dissertation topic. Tutors are required to keep a record of the supervision time spent with each student, using the Postgraduate Dissertation Supervision Record form. This will include time spent on providing support by different means including phone, e-mail and letter.

(iv) A proportion of the dissertation supervision for students should take the form of group tutorials. Such supervision should not exceed 15 hours in total.
(v) The maximum amount of individual dissertation supervision should not exceed 10 hours per student.

(vi) Within the dissertation contract, it should be agreed that students are required to report to the dissertation supervisor at regular intervals, and are also required to produce draft versions of the dissertation. 

(vii) Supervisors should monitor student progress on a Postgraduate Dissertation Supervision Record Form, reporting absences from tutorials and taking any appropriate subsequent action.

(viii) Students that require additional time and students that are re-submitting a dissertation will normally be required to pay for the additional supervision at an hourly rate. (Assessment of students, 2, 14).
7.13 
Assessment of Masters’ Modules

7.13.1 Assessment Tasks and Assessment Criteria

The following guidelines relate to the assessment of all Masters’ modules, including dissertation modules as well as taught modules. 

(i) Assessment tasks and assessment criteria are prepared in advance of the module delivery;

(ii) All assessment tasks together with the associated assessment criteria are submitted to the External Examiner for approval;

(iii) Assessment tasks and associated assessment criteria are reviewed and modified in response to External Examiner feedback;

(iv) At the start of the teaching period for the module, students are provided with full details of all the assessment tasks together with the associated assessment criteria;

(v) At the start of the teaching period, students should be given deadlines for the submission of all assessment for the taught modules; 

(vi) The amount of time allowed to complete the assessment of a taught module should not normally be more than one term after the end of the teaching period;

(vii) Programme of Study Handbooks contain clear guidance on referencing and citation, together with clear information in relation to plagiarism.  

7.13.2 Marking Guidelines 

These marking guidelines relate to the assessment of all Masters’ modules, including taught modules and dissertation modules.

(i) An agreed sample of the assessment relating to all taught Masters’ modules together with all dissertations should be marked by two internal examiners.

(ii) In the selection of markers, Programme Co-ordinators should ensure that all markers are assigned duties compatible with their experience and capacities.

(iii) The script for second marking will contain no annotation of any kind. The first examiner should make no annotations of any kind on work being double marked, and should record his/her marks and comments separately.

(iv) Each examiner should complete a Masters’ Student Module Result Form (or an alternative and equivalent form) for each student, showing the mark awarded, and the justification for awarding the mark in relation to the assessment criteria set for the module. The justification should be sufficient to provide a clear audit trail to the mark awarded, in accordance with the assessment criteria.

(v) The separate marks awarded by the two examiners should be transferred to the Taught Masters’ Result Summary Sheet.

(vi) Examiners should attempt to resolve any differences in the marks awarded by means of discussion and negotiation. 

(vii) In the event that the two examiners are able to reach an agreed mark, the agreed mark, together with the justification for agreeing the mark, should be recorded on the Masters’ Student Module Result Form. The justification should be sufficient to provide a clear audit trail to the mark awarded, in accordance with the assessment criteria.

(viii) The agreed mark should also be entered on the Taught Masters’ Result Summary Sheet.

(ix) External Examiners will normally be required to mark all Masters’ dissertations together with a sample of the assessment for each of the taught modules. 

(x) Any sample should include all work in the distinction category, all work in the fail category, and all work for which it did not prove possible for the internal examiners to reach agreement on the mark to be awarded.

(xi) A final decision on the mark to be awarded should then be reached by means of discussion and negotiation with the External Examiner at the Examination Board. The final mark will also be entered on the Taught Masters’ Result Summary Sheet.
(xii) Students may be required to attend a viva-voce examination as part of the assessment process.

(xiii) Once the mark has been agreed, the final mark together with appropriate comments can be entered on the student’s work. 

(xiv) A feedback report showing the final mark together with supporting commentary should be prepared for every student for each module. Feedback should be formative as well as summative. (Assessment of students, 2, 7, 9).
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