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PROGRAMME DATES
2009-10


	Target Dates:

	

	September 2009
	Submissionof Final Research Proposal Proforma see appendix
(NB This must be completed in order to be allocated a dissertation Tutor)


	September 2009
	Dissertation Induction


	11th December 2009
	Suggested draft literature review completion


	19th  February 2010
	Suggested completion of data collection and research methods chapter


	19th  March 2010
	Draft submission of completed dissertation for tutor feedback


	7th May 2010
	Final Submission



	University Holiday Dates:

	

	Christmas Holiday

	 14th  December 2009 –   4th    January 2010

	Easter Holiday

	29th  March 2010  –  16th  April 2010


NB: Please note that as a general rule tutorial support cannot be undertaken during these holiday times or normally during the summer vacation.

EXTENSIONS- DEFERAL- SUSPENDED STUDIES
· In exceptional circumstances  students may be given an extension on the deadline given. Students may also request a ‘deferral’ or ‘suspend studies’ if the final submission deadline cannot be met. Students requesting such options must apply in writing/email to the course director – before the final submission date.

FAILURE BY NON SUBMISSION
· Please note a dissertation which is not submitted within the deadline (without an authorised deferral by the course director) will be regarded as having failed by non-submission and a candidate may be permitted to submit a dissertation (in the prescribed form and manner) on one more occasion only.  A candidate who has failed by non-submission shall not be eligible for the award of the mark of distinction, irrespective of the level of performance achieved in any dissertation subsequently submitted.

BLACKBOARD
· Information for the Dissertation together with examples of research proposals and former dissertations can be accessed via the University’s virtual learning system ‘Blackboard’.  Students enrolled onto Part II of the programme:-  the dissertation stage will have access to Blackboard via the Univeristy website – by using their library password/pin number.

Please contact janet.davies@smu.ac.uk if you have difficulty in accessing the portal.

FAILURE & RESUBMISSION
· Whilst we expect students to pass at their first attempt, if a student does fail at their first submission, they are given one further opportunity to submit their dissertation.  Supervision is available for this second attempt on payment of the tuition fee currently in force (in addition to the UW resit fee).  YOU ARE STRONGLY ADVISED TO OPT FOR FURTHER SUPERVISION.




THE DISSERTATION MODULE

Title					Dissertation

Module Value 			60 Credits

Module Coordinator	Dr Andrew Jones  / Dr Glen Jenkins
Level					Core

School Responsible for Delivery	Swansea Business School


Aims

On the successful completion of Part I the student will be formally invited to submit a dissertation.  The dissertation normally arises from a student’s individual interest and will normally be developed from topics studied during part one.  It will require the student to broaden a field of study by  developing a systematic piece of research based upon a sound rationale, appropriately chosen research methodology and appropriate synthesis and presentation of both primary and secondary sources of data.  It will also aim to show how the conclusions of the research are capable of more general application, either on a professional or theoretical basis.

The dissertation is an essential part of the degree as it is the culmination of the Master’s Programme.  As such, it has been designed and conceived as an integral part of the Programme. Preparation for the dissertation begins early as students acquire analytical and other research skills throughout part one of the  Programme. The research methods module aims to consolidate underpinning by exploring and evaluating potential research proposals. 

The dissertation provides the student with the opportunity to produce a substantial specialist body of work (20,000 words) which has been instigated, developed and produced as a consequence of their own research initiative.

Outcome Statements

On completion of this module the student should be able to:

1. Plan, manage and execute an in depth research investigation of a relevant business/tourism related concept or problem by setting out clear research strategies and proposals including the ability to define explicit research aims and objectives;

2. Consult, critically analyse and synthesise relevant literature.  Select from the broad review of literature the most relevant to the selected areas of study; 



3. Demonstrate competence in conducting a systematic research study based upon a sound research methodology and utilising analytical and interpretative skills utilising primary and secondary data. Discuss theoretical perspectives of research, formulate an appropriate research methodology, explain it and recognise the strengths and weaknesses of the method;

4. Evaluate and synthesise data and discuss and evaluate conclusions and recommendations. 

5. Reflect upon theory and its applications within the areas of business administration.  Identify the implications of their findings for their own professional development and how they can be shared in theoretical, professional and academic perspectives.

Indicative Content

· Making theoretical considerations in applied research;  planning and starting research; searching data and research data sources; 

· Defining research aims and objectives; 

· Defining and choosing research methodologies; 

· Evaluating applied research methods; 

· Understanding secondary and primary sources of data;

· Undertaking survey research and design; research proposal design; 

· Utilising analytical methods and techniques/data analysis; 

· Synthesis of research data and cognitive reasoning.

Teaching & Learning Strategy

The indicative content and requirements of the dissertation will be introduced by a dissertation work shop at the start of part two of the Programme.  (A dissertation handbook is provided for each student)

Students will be expected to write and discuss an initial 1,500- 2000 word research proposal which must be approved prior to the commencement of dissertation research at the start of part two.  

Students will be expected to manage and implement their own research Programme of study over the dissertation period in part two.

Students will be allocated a supervisor/ tutor who will meet with each student on a regular tutorial basis in order to monitor research progress.

Guidelines and progress deadlines will be given to students at appropriate times of the year in order to facilitate continued progress.  (All procedures and processes are contained in the dissertation handbook). 

Full time students will usually be expected to complete their research within one semester while part-time students will usually be expected to complete within two semesters.




Assessment Strategy

The assessment of the dissertation will be based upon a clear expression and articulation by the student of an analytical approach, research focus, clear methodology and stated results of a research project.  The student will be required to submit a 20,000 word dissertation.

The criteria for assessment will include the following:-

i)	Rationale/Innovation/Effort 
ii)	Contextual/Literature Review 		
iii)	Research Methodology			
iv)	Analysis of Results/Research		
v)	Conclusions/Recommendations 
vi)	Presentation				

	Assessment Method
	Assessment Criteria 
To achieve the outcomes a student must demonstrate the ability to:

	20,000 word research dissertation on a specific business/business tourism related area.
	· undertake an independent piece of research.
· develop clear aims and objectives to underpin the research framework.
· to carry out secondary and primary data collection and analyse critical issues within these procedures.
· to analyse, synthesise and evaluate both secondary and primary data sources. 
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STARTING AND COMPLETING THE DISSERTATION

The dissertation will be an individual task. You will have acces to an individual tutor who will see/communicate with you on a regular basis throughout the academic year.  It is expected that students will supplement the timetable allocation with a considerable period of unsupervised work.   It is essential that you see/communicate with your tutors on a regular basis.

N.B. You are required to keep ALL primary data collected, e.g. completed questionnaires, transcripts of interviews, computer printouts etc., as the Examiners may ask to see such evidence.

· The dissertation 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. 

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

· Always allow as much time as possible for the final stages.  Final  amendments, organising typing/word 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!

HAND IN PROCEDURES/REGULATIONS

Two copies of your dissertation should be submitted on the required date of hand-in.   

1. One CD/Disc should also be handed in which should contain a full electronic copy ( WORD or PDF file) of your dissertation.

2. One Notice of Candidature Form.  See Appendix.

3. The front cover should contain surname and initials of the candidate, full title of work, name of degree, university, year of submission eg 

	[STUDENT NAME]
[TITLE]

MBA
University of Wales
Swansea Metropolitan University


2009




4. Spine: The dissertation should also bear on the spine the surname and initials of the candidate, the name of the degree for which it was submitted and the year of submission.  This information shall be printed along the spine in such a way as to be readable when the volume is lying flat with the front cover uppermost.  If the work consists of more than one volume the spine shall also bear the number of each volume. eg.  
	[Name of Student]    MBA  2009



   

5. Binding.  The dissertations should be bound permanently, either within covers, the binding being of a fixed kind in which leaves are permanently secured in the manner of a hardback book.  The covers should have sufficient rigidity to support the weight of the work when standing upon a shelf or in paperback binding with plastic overlay.  

6. All copies of dissertations, whether for the purpose of examination or for deposit in libraries, shall be presented in permanent and legible form in typescript or print and the characters employed in the main text (but not necessarily in illustrations, maps etc) shall be not less than 12pt; characters employed in all other texts, notes footnotes, etc, shall be not less than 10pt.  Typing shall be of even quality with clear black characters, and capable of photographic reproduction.  Double or one-and-a-half spacing shall be used in the main text, but single spacing shall be used in the summary and in any indented quotations and footnotes.  Drawings and sketches shall be in black ink; unnecessary detail should be omitted and the scale should be such that the minimum space between lines is not less than 1mm.  Colour graphics for charts, diagrams etc and colour photographs may be used, but candidates must in all cases ensure that material is capable of being photocopied and microfilmed.  Copies produced by xerographic or comparable permanent processes are acceptable.  A4 paper shall be used and should be of good quality and sufficient opacity for normal reading.

7. Candidates may submit non-book material such as audio or video tapes with their dissertation, if such material forms a useful addition to, or explanation of, work contained in the written submission and if such material constitutes the most appropriate method of presenting the information concerned.  Any material of this type shall be enclosed in a container which is suitable for storage on a library shelf and which bears the same information as that required on the spine of the dissertation, so placed as to be readily legible when the container is in its stored position.  Candidates considering the submission of audio or video tapes as adjuncts to their thesis/dissertation should consult their supervisor and the Librarian of the University for advice at any early stage of their project.
 
NB.  Failure to meet these requirements and deadlines may result in returning the work to you which may  delay the processing and marking of your dissertation.  This in turn might have serious implications for meeting external examination board deadlines and the ability to graduate promptly. 

PLEASE MAKE SURE YOUR SUBMISSION COMPLIES WITH THESE GENERAL GUIDELINES













GRAMMATICAL CONVENTIONS

The typescript should be clear and consistent and typed in Font 12.  The typing should be at least 1½ line spacing on A4 paper.  Make sure your left-hand margin is sufficiently wide for binding purposes.

Style 

English - The literary style adopted must be suitable to your purposes.  Avoid use of the first person.  For example, "I investigated the following issues …", should be more properly phrased as "the following issues were investigated…" or "this study looked at…".

Sentence Length - Ideally you should be concise and informative and you should aim to be clear.  Clarity is often lost by using long sentences or inappropriate words.  Overlong sentences tend to become very difficult for the reader to understand.  Try to keep your sentences within reasonable length limits but, at the same time, use flexible and varied sentence lengths to prevent the style becoming stilted.

Quotations should be typed in single inverted commas.  If the quotation is more than four lines long it should be set as an extract and the whole quotation indented.  N.B. The exact spelling and punctuation of the original should be followed.  You should give the author's name, date and page number in brackets underneath.

Abbreviations (and acronyms) must be typed in full when first mentioned, with the abbreviation in brackets.  The abbreviation can be used thereafter.

Numbers Use words for numbers up to ten.  Exceptions which should always be expressed as figures are:
	1)	Ages
	2)	Percentages, e.g. 25 per cent 	(except in tables)

Non-sexist writing  Use neutral terms, unless a specific male or female is meant.

Page numbering  The entire work, including references and appendices, should be numbered consecutively from the first page of the first chapter.  Preliminaries such as table of contents, abstracts and acknowledgments, which obviously cannot be completed until the main work and it pagination is finished, should be numbered in lower case Roman numerals, (i, ii, iii, etc).
As an alternative to the process of page numbering outlined above, it is acceptable practice for all pages, including appendices, with the exception of the front or title page, to be numbered consecutively with Arabic numerals and for the details to be listed on the Contents page or index.
Page numbers should be located centrally at the bottom of the page.


RESPONSIBILITIES OF SUPERVISORS AND STUDENTS

Responsibilities of supervisors
· Help the student refine the original dissertation proposal  produced by the end of the second semester in Part 1.  The emphasis must be on what is achievable. (N.B. It may be at this stage that the supervisor believes the original dissertation proposal unworkable.  Hopefully, this should not be a common problem but students should either be advised to redraft and come back to the 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, 
helping to refine the process.

· Discuss the plan of action.

· Meet with student at agreed times,  and keep a note of contact and advice. 

· Discuss progress 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 dissertation if submitted in  sufficient time.

NB.  Tutors cannot mark work that is  submitted more than once.

Responsibilities of students

· To produce an outline of topic, probable data sources, and research methodology by the end of the taught Research Methodology Module in Part 1.

· To arrange and attend regular meetings/communications and keep a note of contact and	 advice.

· To adhere to the dissertation 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.

· Although he/she 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 dissertation
on the specified date and time.

· As a general point, the dissertation process and the production of the 
dissertation are primarily the student's responsibility.  NB: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.





STRUCTURE OF THE DISSERTATION

Your dissertation should normaly follow the following format

	TITLE PAGE (maximum of 15 words).
	
	DECLARATION (See Appendix V)

	ACKNOWLEDGEMENTS

	CONTENTS PAGE	

	ABSTRACT (1 page)
	Keep it concise.  It should include :
· The overall aim.
· A brief mention of the subject and material.
· A synopsis of the methods used.
· A summary of the major findings.
· The conclusions based on the results.

	CHAPTER 1 - INTRODUCTION / RATIONALE

This chapter includes the background to the subject area and the rationale for your study.  It MUST include your aims and/or objectives and/or hypotheses.

	CHAPTER 2 - REVIEW OF LITERATURE
           
	(This may take several chapters)
· Dissertations require an extensive overview of the literature.
· It must be scholarly.
· Cite reports that go against your hypothesis/research question as well as those supporting it.
· Reviews must be analytical (and critical, where appropriate)
· Check your citations are accurate and not surplus to requirements.

	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.

Include :
· Summary of research rationale
· Research aims and objectives
· Type of methodology chosen including a justification of methods and techniques
· Survey technique

· Sampling frameworks
Number in sample
Population sample was taken from
Manner in which sample was chosen
Biographical details, e.g. all men, education, etc.

· Timescale for research
· Data Analysis techniques
· Research method analysis and assessment of limitations _Reliability and Validity
· Research Ethics

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.

You should discuss your results in relation to your survey findings, your literature review, your research aims and objectives. 

Avoid repetition and redundancy in your reporting.

Keep tables as simple as possible.

NB: It is generally beneficial to organise your results in a thematic context ie in relation to the aims and objectives you have set. Your tutor will be able to advise you on this 

CHAPTER 5 - CONCLUSIONS AND RECOMMENDATIONS

This should take full circle, relating back to your aims and the literature you reviewed.

	BIBLIOGRAPHY
	
(For detailed information about preparing references, and bibliography, see referencing section)

APPENDICES

An appendix usually includes detailed material (such as tables, questionnaires etc) that would be of interest to the reader but would interrupt the flow of the main text (NB: this is not marked as part of the final submission).













SPECIFIC NOTES ON CONTENT

All dissertations are presented differently.  Research using only secondary research might place the methodology nearer to the beginning of the dissertation, while for primary research the literature review will often precede the methodology.  Thus, the following section outlines what the dissertation should include, rather than the order in which they should necessarily be presented.


Title
	Declaration
	Abstract
	Table of Contents
	List of Tables
	List of Figures
	List of Abbreviations
	Acknowledgements
	Introduction
	Literature Review
	Methodology
	Results and analysis
	Discussion of findings (this might form part of the results)
	Conclusions and recommendations
	References
	Appendices

Title

The final version of the title may vary throughout the dissertation, but it is essential to have a working title that is focused and based on your research hypothesis/question.  This will serve, to keep you within the topic you are researching and not get distracted into other areas that seem more interesting.

The final title also serves as a guide to those reading the dissertation.  The title will be the filter through which everything you tell the reader passes, thus, any information that is not relevant to the title will be dismissed and rapidly becomes an annoyance.  As at least two of the readers of your dissertation will be marking it, you are strongly recommended to avoid upsetting the readers.  It is often useful therefore to construct your title into two parts, one part that highlights the general context/theoretical  perspective of the topic chosen and one part that denotes the particular case eg:  An analysis of consumer buyer behaviour:  a case study of Nokia and the telecommunications industry in Finland/Wales.

Declaration

Declaration:  This declaration is   a  submission requirement of the University of Wales:  See appendix for wording.

Abstract

This will normally be the last part of your dissertation to be written.  It should offer a clear summary of your research question, methodology and findings.  The aim is to grant potential readers an insight into what the dissertation covers and particularly what the results showed, in order that the interest of the contents to another researcher can be determined.  During your search for secondary materials you will be grateful for the provision of abstracts by other authors and you should return the compliment in your dissertation.  The abstract should not normally exceed 500 words.

Introduction/Rationale

The title and the abstract will give the reader of your dissertation a clue as to where the research is going, but the introduction should remove all need for guesswork.  The introduction should begin with an explanation of why this research has come in to being and what is the rationale for this research.

The introduction should also put the research in context, whether that is a geographical context, and/or a conceptual context.  However, students should avoid the temptation to explain in depth the wonders of a particular location (usually their home region) or to lapse into “brochure-speak” about a particular business or organisation.  The opposite is usually the case for the conceptual context and there is often insufficient explanation  of where this topic sits within the various academic disciplines.   Thinking about this question will help to focus your literature review.

The overall aim and objectives of the research and the research questions to be answered should be clearly explained as should a brief explanation of the methods you have chosen to answer the questions.  In this respect you should list quite clearly 3-5 objectives of your study that will highlight the key questions you seek to answer.  These will then help ‘frame’ your Literature Review and the way in which you will present your results, conclusions and recommendations.  A research hypothesis or question which is a statement which needs to be proved or disproved, may be included. The final section to the introduction should contain a very brief review of the structure of the dissertation. Thus, somewhat paradoxically, the introduction will be the last chapter to be completed.

Literature Review

The aim of the literature review is to provide the conceptual background to your particular research topic. You should aim to show the reader that you understand the topic under consideration, but also to provide yourself with a point of evaluation for the final chapter. The dissertation as a whole must provide an analysis and critical evaluation of the topic, which is impossible if you only have your own research findings to base the conclusions on. Thus, the literature review shows what other people asking similar questions have discovered, and then once you have revealed your own  findings, your results and  conclusions can be ‘benchmarked’ and compared with the similarities and differences between the findings. This will ensure that the dissertation is analytical and evaluative  in outlook rather than simply being descriptive.	If the dissertation is descriptive, then the reader is left to make his/her own conclusions. It is the task of the dissertation author to make these conclusions based on the argument presented. Students often fail to be sufficiently analytical or evaluative and try to compensate with a greater amount of information instead. Quantity cannot substitute for the quality of analysis.

As well as providing the basis for analysis later, the literature review itself also needs to be critical and analytical.  This does not necessarily mean being negative and finding fault, but looking for commonality and themes, whether this be by perspective within geography or history or politics etc.   The review should not be a simple recitation of what other authors have written, it is essential that you compare and contrast the material and look for any trends or themes. The literature review is not a summary, or annotated bibliography and must not drive the reader to ask, "Why am I reading this?" The review should build up an argument for your particular research and not simply stop when you feel sufficient literature has been reviewed. You should always include a summary/conclusion at the end of the literature review in order to reveal the ‘key issues’ within the subject you have chosen.

There is a mass of secondary material available and you should begin with general texts before moving to more specific material (macro-broad and micro-more detailed). Your supervisor may be able to help with specific references that provide a good starting point. However, while your supervisor can direct you as to what to read, a common weakness amongst students is the way that notes are taken whilst reading. The literature review is a critical stage of the dissertation and any errors made in your note taking will be transferred throughout the research. Sometimes it is often useful to divide your Literature Review into separate chapters that address ‘macro’ theoretical and contextual issues at one level and ‘micro’ or more applied detailed case scenarios at another.  It is also useful to separate each chapter into clearly headed sub sections which will help structure the literature in a logical and coherent review.  Always have clear summaries at the end of each chapter to highlight the key issues you wish to raise.   The steps to avoid mistakes and hours spent chasing references at the end of the dissertation are simple and obvious, yet often ignored.

1) 	Always keep notes tidy and file them systematically.
2) 	Understand what information you need to include in a bibliography and always put a full bibliographical reference, in the correct form, on every note taken. Include the page numbers of the reference. Keep a card index of all references.
3) 	If you copy a quotation into your notes for later use in your dissertation be sure to do so fully and without abbreviations, you can always abbreviate later. Check the quote thoroughly to make sure that you have not misrepresented the author's views. Remember to record the specific page number the quote comes from.
4) 	Be particularly careful when you copy statistical tables. Set them out
		neatly in the notes and check every figure.
5)         If you are doing any statistical calculations, be particularly careful to set
out the worksheets tidily and with plenty of spaces.  Check all calculations when you first make them.
6)	Do not provide listsof quotes from authors and always discuss quotes that you do use.
7)	Take time to clearly structure each chapter with a coherent and logical sequence of sub headings and summaries.

Methodology

As with the literature reviewed, the methodology selected will stem from the research questions you have chosen to answer. 

It is useful to divide your research chapter into clear sub headings which address and discuss the method chosen in both theoretical and applied contexts and which are supported by adequate referencing eg These should include:

· A discussion of your aims and objectives.
· A discussion of your chosen research methods.
· A discussion of your chosen research techniques.
· A discussion your chosen sampling framework.
· A discussion of  the reliability, validity and limitations of your research.
· A diagrammatic representation of the research process you have undertaken.  
Results and Analysis
A common mistake of student dissertations is to include all the information that has been gleaned from the research process, regardless of its applicability to the research question. A good research methodology should help to limit the amount of extraneous information, but extra information will always arise, and while this may be invaluable to further research, you must be strict with yourself and exclude it from the current dissertation. The aim of the results chapter is to create an argument to accept or reject your hypothesis, or to answer positively or negatively to your research question. Therefore, only include the information that helps to develop the argument. The appendix should be used to present "raw data" if necessary.

In presenting the results, you should ensure that the approach you have used, whether it be pie charts, tables, or graphs, is the most appropriate. It is easier for the reader if there is consistency of approach throughout the chapter, thus, the same style is used wherever possible. Marks are awarded for the intellectual clarity of your presentation of results, as well as the visual clarity of presentation.  Always use the objectives you have set yourself in your introduction to help ‘frame’ and present your results.  In this context it is again often useful to present your results in sub sections that relate to each of the objectives you have set.

Discussion of Findings, Conclusions and Recommendations

These are usually the most difficult part to write, although if you have clear research questions then the task is simplified.  This may be a section within your results chapter or be a separate chapter depending on the nature of your research and personal preference.  The aim is to synthesise all the information presented throughout the dissertation in order to answer the research question, or to accept/reject the hypothesis.  Thus, the views of the authors presented in the literature review should be re-introduced along with the findings of your own research.  The reader should be able to clearly see that you have achieved what  you said you would achieve eg (by each objective set).  It is conventional here to include a measure of self-criticism in this section, indicating what you might do differently if the research were to be repeated.

The final section should include conclusions and recommendations, and discussion on the wider implications of your results and recommendations for further research.  However, these recommendations should not be just listings, but should be derived from your arguments and explained fully.  Too many students end their dissertations with a “shopping list” of recommendations and this is a poor way to conclude.

NB.  This is an academic study that should ‘draw’ broad theoretical conclusions and should not be a study that is solely based  upon recommendations for a particular company or case.

Bibliography and Referencing 

A bibliography of all the works you have consulted, and referenced in your text, is essential for a dissertation.  Anything that you include in the dissertation that is not referenced will be assumed to be your own work.  If this is not the case, then you are guilty of trying to pass off the work of another author as your own, this is plagiarism.  The University regulations are very clear on the seriousness with which plagiarism will be regarded and the severity of the  punishment for anyone found guilty.  (See plagiarism section).

The Author-Date (Havard) system of referencing is normally the system that should be used for the dissertation.  Havard style referencing is made up of two parts:

· Textual citations.
· Corresponding bibliographical references listed alphabetically.

Textual citations
Corresponding bibliographical references listed alphabetically

A)  Textual Citations

One Author:
-  A coherent review of the principles of social theory (Jones, 2003) showed that…
	-  Jones (2003) states that…..

If a direct quotation is used, a page number is needed:
	-  “… go into a clothes store such as Gap, French Connection, or Cult Clothing and look at the labels which tell us where the garments were made.  The global nature of manufacturing production and distribution will become all too apparent”  (Jones, 2003 p.158).

If two references are cited by the same author in the same year a lower case letter is added after the date.
	-  Di Domenicio (2001a)  discusses that…. Furthermore, Di Domenico (2001b) outlines…..

Multiple authors:
	-  Timothy and Boyd (2003) suggested that…..
	-  It has been disclosed (Timothy and Boyd, 2003)…..
If there are three or more authors, simply quote the surname of the first one followed by ‘et al.’  which means ‘and others’. 
	-  McCrone et al. (1995) noted that….

One or more authors in an edited book:
Cite the relevant contributor(s) in the body of your discussion not the editor 
	-  Rosie, G. has contributed a chapter to the text edited by Donnachie and Whatley.  This would be cited as Rosie (1992) states that….

A source cited in another article:
Every effort should be made to find primary sources but where this has proved impossible, refer to the work which it has been cited in and the original source. 

	-  If Reed 1998 was cited by Brown et al. 2003 the citation would be 
	(Reed, 1998 cited in Brown et al., 2003).

Corporate author:
If the author is an organisation or group regard that as the author
	-  (VisitScotland, 2003)
	-  (Scottish Executive, 2002)

Internet references:
Treat these in the same way as other sources with the name of the author(s)/organisation followed by the date that the webpage/online document was produced/updated.  If this date is not shown, the date of access should be used.

	-  (Catterall and Maclaren, 1997)
	-  (Scotexchange, 2003)

B)	Bibliography

The bibliography is located after the end of the text of the dissertation but before any appendices.  It is arranged alphabetically by the author’s surname (or first word of title, if no author).  NB  Books, journals, conference papers, newspapers and any other material cited should not be separated by subheadings or any other means.

Referencing books
Book by one author:
	Jones, P. (2003) Introducing Social Theory  Cambridge:  Polity
Book by two authors:
	Timothy, D. and Boyd, S. (2003) Heritage Tourism Essex:  Pearson
Book by three or more authors:
McCrone, D., Morris, A. and Kiely, R. (1995) Scotland the Brand – The Making of Scottish Heritage Edinburgh:  Edinburgh University Press
Chapter within an edited book:
Rosie, G. (1992) Museumry and the Heritage Industry IN Donnachie, J. and Whatley, C. (eds.) The Manufacture of Scottish History Edinburgh:  Polygon pp. 157-170

Referencing newspaper articles
Newspaper article:
Adams, C. (2001) Tourism Campaign Receives £414,000 Boost Highland News 21st April p. 20
Newspaper article (author unknown):
Inverness Courier (2001) Tourist  Trade Firms May Go to the Wall Inverness Courier 28th September p.1

Referencing journal articles
Surname of author, followed by initials.  (Year of publication)  Title of article.  Title of journal.  Volume (may be abbreviated to Vol.)  (Part number), Page range.  (abbreviated to p/pp.):
 
Di Domencio, M. and Morrison, A. (2003) Social action research and small hospital firms International Journal of Contemporary Hospitality Management vol. 15, No. 5 pp. 268-273.

Internet references

The author's name (if known, alternatively the name of the organisation)
Full title of the work
The document date (if known)
Full URL
Date of visit
Catterall, M. and Maclaren, P. (1997) Focus group data and qualitative analysis programs: coding the moving picture as well as the snapshots. Sociological Research Online Vo1.2, NO.1 Available Internet: http://www.socresonline.ora.uklsocresonline/2/1/6.html [Accessed 1st May 2002]

Scotexchange (2003) Business development: quality assurance Scotexchange.net Available internet: 
http://www.scotexchanae.netlbusiness development/aa [Accessed 6th December 2003]
 
Key Points: You must observe three rules when writing your references;

i)  	Your references must be correct. You should double-check every detail. If you photocopy something, or make notes from an article or book, be sure you write down the full reference at the time.
ii)	Your references must be complete. Never omit page numbers, volume numbers, the date, or anything. You are guiding your reader to the source you have used - always ask yourself, "Is it possible from the information I have given, for someone to walk into a library and readily locate the source I am referring to?"
iii)	Your references should be consistent. Don't worry too much about full stops, commas, capital letters, and so on - they are not of crucial importance. You should simply ensure that you give all the necessary information, choose a style and stick to it throughout the dissertation.  Be  consistent.

Appendices

The aim of the appendices is to give the reader a chance to verify the conclusions that the author has reached. Thus, you could include detailed statistical work, copies of blank questionnaires (do not include all the completed questionnaires), lengthy quotations from either published works, or your own findings that would otherwise break up the flow of your dissertation. However, a common mistake is for students to use the appendices as a rubbish bin for pieces of information that didn't fit elsewhere. The same rule applies to the appendices as does to the rest of the dissertation, if it is not relevant to the research question or hypothesis, then it should not be included. The reader should be directed to relevant information in the appendices by way of a note at the appropriate point in the main body of the dissertation.  Often appendices will contain raw data from primary research (you will sometimes have to be selective), copy of the questionnaire and a list of the survey sample.
















YOUR CHECKLIST


ON COMPLETION, ASK YOURSELF THE FOLLOWING QUESTIONS:

1.	Is the meaning clear?  Are there any obscure passages?
2.	Is the research well written?  Check tenses, grammar, spelling, 
overlapping passages, punctuation, jargon.
3.	Is the referencing well done?  Are there any omissions?
4.	Does the abstract give the reader a clear idea of what is in the report?
5.	Does the title indicate the nature of the study?
6.	Are the objectives of the study stated clearly?
7.	Are the objectives fulfilled? Followed through?
8.	If hypotheses were postulated, are they proved or not proved?
9.	Has a sufficient amount of literature relating to the topic been studied?
10.	Was the literature referenced pertinent to the research?  To what extent could general reference to the literature be criticised on the grounds of insufficiency or excessiveness?  Is evidence displayed of the ability to identify key items in the literature and to compare, contrast, and critically review them?
11.	Are all terms clearly defined?
12.	Are the selected methods of data collection accurately described?
	Are they suitable for the task?  Why were they chosen?
13.	Were variables that might influence the study recognised and either controlled in the research design or property measured?
14.	Were limitations inherent in the study recognised and stated?
15.	Have any statistical techniques been used?   If so, are they 
appropriate for the task?
16.	Are the data analysed and interpreted or merely described?
17.	Are the results clearly presented?  Are there clear links between the primary and secondary data?
18.	Are conclusions based on evidence?  Have any claims been made that cannot be substantiated?
19.	Is there any evidence of bias?  Any emotive terms or intemperate 
	language?
20.	Are the data likely to be reliable? Could another researcher repeat 	your work.
21.	Are recommendations (if any) feasible?
22.	Are there any unnecessary items in the appendix?




UNFAIR PRACTICE (PLAGIARISM)

Code of Practice on Plagiarism and Academic Dishonesty

Unfair Practice or (Plagiarism) and other forms of academic dishonesty are particularly unpleasant forms of intellectual deceit, especially as they are more difficult to detect than the more usual forms of cheating which arise under the tighter security of written examinations.  There are greater opportunities and temptations for students to engage in these activities in assessed coursework, whether that be essays, computer programmes, laboratory or practical work or undergraduate and postgraduate dissertations and theses.  Therefore prevention is particularly important and demands the active participation of all teaching staff.  Where academic dishonesty nevertheless takes place, all parties, both staff and students, should be clear that the University regards it as an extremely serious offence of equal import to cheating in written examinations, and that it will be dealt with accordingly.

	Common forms of academic dishonesty are:

(a)	collusion	the representation of a piece of unauthorised group work as the work of a single candidate
(b)	commissioning	submitting an assignment done by another person as the student’s own work
(c)	duplication	the inclusion in coursework of material identical or substantially similar to material which has already been submitted for any other assessment within the University
(d)	false declaration	making a false declaration in order to receive special consideration by an Examination Board or to obtain extensions to deadlines or exemption from work
(e)	falsification of data	presentation of data in laboratory reports, projects, etc. based on work purported to have been carried out by the student, which have been invented, altered or copied by the student.
(f)	plagiarism	the unacknowledged use of another’s work as if it were one’s own.  Examples are:
		
		(i)	inclusion of more than a single phrase from another’s work without the use of quotation marks and acknowledgement of source;
		(ii)	summarising another’s work by changing a few words or altering the order of presentation without acknowledgement;
		(iii)	copying another’s work;
		(iv)	use of another’s ideas without acknowledgement or the presentation of work as if it were one’s own which is substantially the ideas of another.
		Note:	In cases of plagiarism it is important to try to distinguish between those in which failure to follow standard conventions of citation and ascription indicate ignorance, carelessness and/or ineptitude and those in which there is evidence of dishonesty.

NB.  PLEASE NOTE A SAMPLE OF ALL DISSERTATIONS WILL BE PUT THROUGH AN  ELECTRONIC PLAGIARISM DETECTION SYSTEM 


RESEARCH ETHICS

Your research must give due respect to current research ethics which must ensure the consideration of the following issues:


· Scientific objectivity
· privacy-impartial reporting
· confidentiality and respect
· findings reported fairly and accurately
· acknowledge support/help/secondary sources
· declaration of conflicting interests
· Safety
· Legal compliance and responsibility

NB:-  All questionnaires that are being sent to external organisations should be checked and have the prior authority of the dissertation tutor before being sent out.

Please also note that for some dissertation research topics which are perceived to be, ‘sensitive’, in the nature of  research investigation prior approval of the University Research  and Ethics Committee will be required.  For such research it is important to begin the process as quickly as possible as approval may take some time to be agreed.






















ASSESSMENT STRATEGY

General Dissertation Assessment Criteria

The following criteria will be used to assess the dissertation.  Evidence will be sought that the student has:

· Consulted, critically analysed and synthesised relevant literature;

· Selected from the broad review of literature the most relevant to the selected are of study;

· Formulated an appropriate research methodology, explained it and recognised the strengths and weaknesses of the method;

· Demonstrated an understanding of alternative theoretical and ideological issues inherent in the relevant subject area;

· Shown how the research contributes to the wider professional and academic knowledge of the subject;

· Identified the implications of their findings for their own professional development and how they can be shared both professionally and academically.

The assessment of the dissertation, therefore, will be based upon a clear expression and articulation by the student of an analytical approach, research focus, clear methodology and stated results of a research project.
  
The dissertation will be marked by two independent Examiners who, together with the MBA team, are responsible for determining the final internal assessment.  All dissertations will be made available to the External Examiners. In cases where students have deemed to fail or there is a discrepancy in marking,  a third examiner will be appointed and the external examiner consulted. Students may also be requested to attend a viva voce examination.
 

The assessment and weighting of each dissertation will be based on the following criteria:
 
 i)  	Introduction- Rationale	(15%)
Grades will be awarded for:

        Purpose of dissertation
        Underlying themes
        Assessment of practicability / feasibility / justification
        Choice of an unusual / new / challenging topic
·   Key aims and objectives / hypothesis - proposed
 
ii)	Literature Review	(20%)
Grades will be awarded for:
 
        Evaluation and review of both theoretical and secondary research data
        Thorough knowledge and comprehension of topic
        Understanding of relevant concepts and theories
        Discussion of conceptual and theoretical issues
        Appropriate use and review of literature
        Summary and clear understanding of principal issues relevant to topic
 
iii)	Research Methodology	(20%)
 Grades will be awarded for:
 
        Selection of clear objectives and testable hypotheses (where applicable)
        Selection of appropriate research methodology
        Critical evaluation of such methodology
        Clear understanding of research limitations
 
iv)	Analysis of Results / Research	(20%)
 	Grades will be awarded for:
 
        Clear presentation of results
        Appropriate analytical interpretation of results
        Application of results to research objectives, hypotheses and literature
        Appropriate use of statistical methods (where applicable)
        A synthesis and evaluation of research results, inferences and implications
 
v)	Conclusions / Recommendations	(15%)
 	Grades will be awarded for:
 
· Logical and clearly structured conclusions
· appropriate synthesis between research and literature
· Evaluation of main concepts and issues
· Potential applications of findings to the business environment
 
vi)	Presentation	(10%)
 	Grades will be awarded for:
 
· Ability to organise and represent ideas and data in a clear, logical and appropriate form
· Grammatical correctness, structure and readability
· Appropriate use of references and referencing systems
· Appropriate use of visual material where applicable
 
NB:-  As well as the criteria above, the overall grade awarded will take account of the coherence of the document and legitimate constraints imposed on the study.

 Working Grade Criteria

The criteria specified below will apply to many dissertations in the specific grade category.  They are for general guidance and are not intended as an exclusive checklist.  Individual dissertations depending on theme and tutor guidance, may weight their emphasis on some rather than all characteristics.
 
Pass (40 - 69%)
 
Dissertation in this category will demonstrate:
 
· a systematic understanding of organisations, groups, customers, suppliers and other stakeholders, their external context and how they are managed
· application of relevant knowledge taking account of its relationship and interaction with other areas of the business or organisation
· a critical awareness of current issues in business and management of the chosen topic area, which is also informed by leading research and practice in the field
· an understanding of appropriate techniques to allow detailed investigation into relevant issues
·  an ability to acquire and analyse data and its relevance and validity and to synthesise a range of information in new contexts
· ability to communicate effectively using a range of media.
 
Distinction (70%)
 
Dissertations in this category will demonstrate in addition to pass criteria:
 
· a deep evaluation of the rigours and validity of published research in the context of the topic chosen
· an extrapolation from existing research to identify new or revised approaches to practice
· a creative adaptation of theory, research methodology or data analysis to establish some insights into the topic chosen or its application.
 
Fail / Refer (<40%)

Dissertations in this category will largely fail to achieve the criteria identified for a pass grade.  They may include:
 
·  inadequate analysis of theoretical, conceptual underpinning for the topic chosen.
· unclear or unmeasured objectives, inadequately achieved
· a lack of coherence in the progression of the dissertation in the Introduction of the areas for study and the Conclusion of the process
· inadequate analysis and adoption of a research methodology to evaluate the topic chosen
·  lack of clarity in the communication of the ideas, concepts, models or data acquired in order to service the objectives of the dissertation.
NB:-  Students who fail the dissertation may be offered (at the discretion of the Exam Board) a second opportunity to re-submit their research  on one more occasion.  Further re-sit/supervisor University of Wales Exam Registration fees will apply.  


APPENDIX 1
UNIVERSITY DISCIPLINARY & APPEAL PROCEDURES
(Taken from Student Handbook)

It is University policy to resolve as quickly and fairly as possible, any complaint a student may have as an individual about University academic provision or treatment by any of its academic staff.

The purpose of the complaints procedure is to provide an opportunity for the student to resolve any such problems.

As a first step if there is a cause for complaint, the student should seek to resolve it informally with the programme director/dean of faculty.  In most cases, the complaint can be easily resolved.  However, if the complaint cannot be resolved informally, then the student has the right to use the procedure described in the University Student Assessment Regulations Handbook.

The Complaints procedure is restricted to complaints with respect to the students' academic experience at the University and with academic administration.  The procedure does not cover issues relating the decisions made by Examining Boards for which a separate procedure exists (Verification & Appeals Procedure see next block.)

Verification and Appeals

It is extremely important to notify the programme director AS SOON AS POSSIBLE of any matter that may affect course or examination performance BEFORE the final Examination Board.

Medical certificates may be required for presentation to the Board.  These circumstances will be considered by the Board so that it may make its academic decisions.

The University has established appeals procedures for students enrolled on Edexcel (BTEC), professional, and the University of Wales' courses.

The Verification and Appeals Procedure consist of two distinct stages: firstly, an application for verification of the assessment/examinations results, and secondly, following completion of the University Verification process, an application for appeal to the Appeal Board.  For final year students on University of Wales taught courses, the application for appeal would be to the University of Wales.

Students may only invoke this procedure once they have considered the results of the appropriate Examining Board.

Full details of this procedure are published in the University Student Assessment Regulations, and the University of Wales's regulations (pink booklet issued at enrolment).

APPENDIX II

TUTORS

MBA Dissertation Supervisor List

	TUTOR
	SUBJECT
	EMAIL

	Richard Dunstan
	Accounting software, Student placements
	richard .dunstan@smu.ac.uk


	Ruth Evans
	Leadership change management training and development
	randrevans@btinternet.com


	Simon Evans
	Teacher and trainer education. Business education, vocational education, assessment – current developments in e assessment, enterprise education, thinking skills in business and economics, curriculum developments and qualifications reform.
	

	Will Fleming
	Marketing communications: Sponsorship and Viral marketing
	will.fleming@smu.ac.uk

	Kathryn Flynn
	Industrial Heritage, Tourism Management.
	kathryn.flynn@smu.ac.uk

	Tim Frampton
	Operations Management
	joyandtim.frampton@virgin.net

	Stephen Griffiths
	Marketing for SMEs. Management/Professional Ethics/ CSR. Internet Business Ethics
	steve.griffiths@smu.ac.uk

	Maggie Inman
	Leadership, management development, psychometric measurement for the purposes of selection and development, psychometric measures, aptitude assessment. Assessment and development centre design and implementation.
	margaret.inman@smu.ac.uk

	Ian Jackson
	Financial Management
	ian.jackson@smu.ac.uk

	Caroline Jawad
	Business Ethics Gambling Studies; Internet Gambling; CSR; Ethics; Regulation; Codes of Conduct/Practice; Social Networking Sites; Online Shopping; Internet Activities. Online Surveys as a Research Method; Content Analysis
	caroline.jawad@smu.ac.uk


	Glen Jenkins
	Reward Management, Employment Relations, Strategic HRM
	glen.jenkins@smu.ac.uk

	Ian Jenkins
	Leisure, Heritage Marketing
	ian.jenkins@smu.ac.uk

	Alun E Jones
	Strategic Management/Public Services globalisation
	alun.jones@smu.ac.uk

	Andrew Jones
	Strategic planning, regeneration, economic and regional development, sustainable planning policy, tourism development and the development of sustainable (tourism) niche markets. Specific interests in coastal zone management, tourism and economic regeneration, the development of tourism micro markets (focussing on culture) with a specific interest in food tourism and its contribution to rural community regeneration, regional and economic development.
	andrew.jones@smu.ac.uk

	Karen Jones
	Applications and management of IT/IS to support organisational objectives
	karen.jones@smu.ac.uk

	Jacqui Jones 
	Events Tourism, Sports Tourism, Spa Tourism, Guest Service, Placement / Recruitment
	jacqui.jones@smu.ac.uk

	Brian Miles
	Operational management
	brian.miles@smu.ac.uk



	Karl New
	Exercise and blood pressure control. Post-exercise haemodynamic control. Bio-chemistry of exercise and vascular control
	karl.new@smu.ac.uk

	Paul Osborne
	Business Law Pressure Groups in Environmental Law (particularly pollution and protest) and History, Corporate Governance and HE, Climate Change
	paul.osborne@smu.ac.uk


	Owen Lewis
	Public Finance
	owen.lewis@smu.ac.uk

	Boyd Patrick
	Taxation and Financial Reporting for SME’s


	boyd.patrick@smu.ac.uk


	Kathryn Penaluna
	Entrepreneurship, entrepreneurship education and learning, the creative industries, Intellectual property a regular presenter at academic and special interest conferences.

	kathryn.penaluna@smu.ac.uk

	Mike Phillips
	Business environmental systems
	mike.phillips@smu.ac.uk


	Vic Saunders
	Marketing in Micro Businesses
	vic.saunders@smu.ac.uk

	Charles Smith
	Economics/EU Issues
	charles.smith@smu.ac.uk

	Barry Stanway
	IS Management/SMEs
	barrystanway@netscape.net

	Malcolm Sweetman
	Quality & Operations Management
	malcolm.sweetman@smu.ac.uk

	Katherine Thomas
	Operations Management. Public leisure facilities management
	katherine.thomas@smu.ac.uk


	David Trenberth
	Finance/Strategy
	david.trenberth@smu.ac.uk

	Margaret Waymark
	Human resource Development (HRD) – especially NVQs and competency. Study Skills and other educationally biased areas
	margaret.waymark@smu.ac.uk

	Jenni Woodman
	HRM/ Coaching
	jenni.woodman@smu.ac.uk

	Roger Williams
	Business Issues
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Babbie, E. (1983) The Practice of Social Research, Wadsworth, Belmont,Ca, 

Bell, J. & Opie, C. (2002) Learning from Research,OU Press, Buckingham

Berry, R. (2000) The Research Project,How to Write It, Routledge, London

Bouma, G. D. & Atkinson, G.B.J. (1995) A Handbook of Social Science Research, OUP, Oxford
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Field, A. (2000) Discovering Statistics using SPSS for Windows, Sage, London
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Foster, J.J. (2001) Data Analysis, Using SPSS for Windows, Sage, London
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Hart, C. (2001) Doing A Literature Search, Sage, London
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Hurd, S. & Mangan, J.  eds (2001) Essential Data Skills for Business and Management, Statistics for Education/ONS, London

Hussey, J. & Hussey, R. (1997) Business Research: A Practical Guide for Undergraduate and Post Graduate Students, Palgrave, Basingstoke

Jankowicz, A.D. (2000) Business Research Projects, Thompson Learning, London

Kerr, A.W., Hall, H.K. & Kozub, S.A. (2002) Doing Statistics with SPSS, Sage London

Kranzler, J. H. (2003) Statistics for the Terrified, Prentice Hall, New Jersey

Krippendorff, K. (1980) Content Analysis, An Introduction to its Methodology, Sage, London

Locke, K. (2001) Grounded Theory in Management Research, Sage, London

McCormack, B. & Hill, E. (1999) Conducting A Survey, The SPSS Workbook, Thomson Business Press, London

Mcgiven, Y. (2003) The Practice of Market and Social Research, An Introduction, FT/Prentice Hall, Harlow
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APPENDIX IV
Notice of candidature form:
Dear Candidate,

TAUGHT MASTER’S DEGREES.
PROCEDURE FOR THE SUBMISSION OF DISSERTATIONS FOR EXAMINATION. 

(1)	Please find attached the following:
	(a) Notes which will guide you when completing the form necessary for submission of your Taught Master’s Degree Dissertation for Examination.  On the back of this letter is a checklist to help you to ensure that all the necessary steps have been taken prior to submission of your work;  

	(b) The ‘Notice of Candidature Form’.  You should complete the form in typescript or in black ink or download the form for completion from the website (http://www.smu.ac.uk/studentforms) and hand them to your Head of Department/Supervisor along with two copies of your dissertation.
	
(2)	Please read the notes of guidance carefully, separate them from the form and retain them for future reference.  

	Every attempt has been made to keep the information requested to a minimum and it will help the University to expedite the examination of your dissertation if you follow the guidance given fully.  Thank you in advance for your co-operation.


Yours sincerely



Academic Registrar
















PROCEDURE FOR THE SUBMISSION OF A TAUGHT MASTER'S DEGREE DISSERTATION FOR EXAMINATION 


 (
  √
)CHECKLIST FOR CANDIDATES (THESE ACTIONS MUST BE COMPLETED PRIOR TO SUBMISSION)




(i)	Two copies of your dissertation together with the required declaration, statements, and signatures.


(ii)	‘Notice of Candidature Form’ completed on both sides.




The items detailed under (i)-(ii), above, should be submitted to Head of your Department/Supervisor.  





	PLEASE NOTE THAT IF ANY OF THE ABOVE ARE OMITTED
	THERE WILL BE A DELAY IN THE EXAMINATION
	OF YOUR DISSERTATION

NOTES OF GUIDANCE FOR CANDIDATES
	
Please read these notes through then detach and retain them prior to submission of your dissertation and the related supporting documentation required. 

1.	Matriculation

	Candidates who are not already graduates of the University of Wales are required, at the commencement of their scheme of research, to matriculate in the University. If you have not matriculated, or are uncertain of the situation, you are advised to seek advice from the University Registry.  (Staff Candidates who are not graduates of University of Wales are also required to matriculate.)

	Unfortunately, failure to matriculate is one of the commonest causes for delays in the examination of dissertations.  Your dissertation will not be sent to the external examiner if you were required to matriculate at the start of your scheme of study and failed to do so.  

2.	Time Limits for Dissertations

	Submission of your dissertation should take place on, or before, the deadline stipulated by the Regulations.

3.	Length of Dissertation

	The text of the dissertation should not normally exceed 20,000 words (excluding appendices and genuine footnotes).

4.	Completion of the Notice of Candidature Form

	When completing the ‘Notice of Candidature Form’ which will support the submission of your dissertation you may wish to note that, should you qualify for your degree by satisfying the examiners, you must be admitted to it formally before you can receive a degree certificate or use the appropriate letters after your name. You may elect to be admitted to the degree in one of two ways:

either

	 (i)	by attending a formal degree congregation, at which academic dress is worn and at which parents/partners may attend.  Congregations are held once per year - usually in July, 
or

	(ii)	in absentia by decree of the Senior Vice-Chancellor of the University of Wales.
		This is an administrative procedure at which you will not be present.  Essentially, the Senior Vice-Chancellor signs a list containing the names of students who have recently qualified for degrees at frequent intervals throughout the year.  Certificates are issued as soon as possible after the Senior Vice-Chancellor has signed the list.

	You will need to tick the option which you prefer when completing your ‘Notice of Candidature Form’.  Please note that you cannot be admitted to a degree by Senior Vice-Chancellor's action and subsequently choose to participate in a degree congregation.

	If you opt to attend a congregation, please note that, in order to allow sufficient time for the examination process to be completed, dissertations should be submitted for examination by early April (for the Summer congregation) 

	Certificates are issued by the University of Wales, Cardiff, as soon as possible after degree congregations. Normally this is within two to three months after the date of the congregation. 

5.	You may wish to note that, once you have submitted all of the required documents, the Programme Director will send one typed and bound copy of the dissertation to the external examiner, together with the relevant Regulations and associated procedural guidance, and one copy to the internal examiner.

6. (A) 	Regulations for the Presentation of  Dissertations

1.	Candidates submitting higher degree dissertations or other approved form of submission for examination shall submit the required number of copies either in a condition suitable for eventual deposit and use in libraries (see below). 

2.	Taught Master’s degree dissertations which are to be deposited in the National Library or in the library of the University shall, prior to the release of successful candidates’ results by Convenors of Examining Boards, be bound permanently, or in paperback binding with plastic overlay.  Successful taught Master’s degree dissertations which are not to be deposited in the National Library or in the library of the institution concerned need not be bound permanently either before or after the release of results.

3.	In the case of all works which are to be deposited in libraries, the permanently bound volumes shall bear on the spine the surname and initials of the candidate, the full or abbreviated title of the work, the name of the degree for which it was submitted and the date of submission.  This information shall be printed along the spine in such a way as to be readable when the volume is lying flat with the front cover uppermost.  If the work consists of more than one volume the spine shall also bear the number of each volume.

4.	All copies of dissertations, whether for the purpose of examination or for deposit in libraries, shall be presented in permanent and legible form in typescript or print and the characters employed in the main text (but not necessarily in illustrations, maps etc) shall be not less than 12pt; characters employed in all other texts, notes, footnotes, etc, shall be not less than 10pt.  Typing shall be of even quality with clear black characters, and capable of photographic reproduction.  Double or one-and-a-half spacing shall be used in the main text, but single spacing shall be used in the summary and in any indented quotations and footnotes.  Drawings and sketches shall be in black ink; unnecessary detail should be omitted and the scale should be such that the minimum space between lines is not less than 1mm.  Colour graphics for charts, diagrams etc and colour photographs may be used, but candidates must in all cases ensure that material is capable of being photocopied and microfilmed.  Copies produced by xerographic or comparable permanent processes are acceptable.  A4 paper shall be used and should be of good quality and sufficient opacity for normal reading.

5.	Diagrams, maps and similar documents shall be submitted in a portfolio of reasonable size and shall bear the particulars stated to be necessary for the volume.

6.	Candidates may submit non-book material such as audio or video tapes with their dissertation, if such material forms a useful addition to, or explanation of, work contained in the written submission and if such material constitutes the most appropriate method of presenting the information concerned.  Any material of this type shall be enclosed in a container which is suitable for storage on a library shelf and which bears the same information as that required on the spine of the thesis/dissertation, so placed as to be readily legible when the container is in its stored position.  Candidates considering the submission of audio or video tapes as adjuncts to their thesis/dissertation should consult their supervisor and the Librarian of the University for advice at an early stage of their project.

6.(B)	Guidelines for Candidates wishing to submit a Master’s Dissertation in Temporary Binding
	

(1)	Candidates may submit their dissertation for examination in permanent hardback binding, in paperback binding with plastic overlay, or (under certain conditions and with their Department's agreement) in temporary secure binding.

(2)	For the purposes of the examination, one copy of the submitted dissertation should be sent by the Department’s nominee directly to the external examiner, together with an Examination Result and Report form and an external examiner's fee and expenses claim form.

(3)	Taught Master's dissertations are no longer automatically deposited in the National Library of Wales, only in the University library.  Dissertations are only deposited in the National Library of Wales if:

	(a)	deemed by the examiners to be of Distinction standard (irrespective of whether or not the candidate is awarded the degree with Distinction, for which he/she must also have passed Part One (the written examination) at Distinction standard);

		or

	(b)	if they are in the fields of Celtic Studies, Welsh or Welsh History;

		or

	(c)	if they do not meet either of the above criteria, but are considered by the examiners to be of particular relevance to Wales.

(4)	After the examination has been completed, all dissertations must be returned by the external examiner directly to the Chair/Convenor of the Examining Board. Where the candidate has passed, the Chair/Convenor of the Examining Board must arrange with the student for any minor or typographical corrections to be carried out and for both copies of the dissertation to be permanently bound in the form required for deposit in the library.  Once this has been done to the Chair/Convenor's satisfaction, the Chair/Convenor should send the completed Result and Report form to the Academic Registry. The form must not be sent to the Registry until the work has been permanently bound and returned by the student to the Chair/Convenor.

(5)	It is the students' responsibility to make the required corrections and to have their work bound in the permanent form required by regulation.  Convenors should check that these tasks have been performed satisfactorily.  Candidates contemplating submitting their dissertation for examination in temporary binding should therefore note that, for dissertations which are to be deposited in the National and/or the University's library, the delay occasioned by the permanent binding process is not eliminated; it is transferred from the beginning of the submission/examination cycle to the end.

(6)	The University of Wales' Regulations require only those dissertations which are to be deposited in the National or in the University's library to be permanently bound.  Departments may opt to retain other dissertations in a departmental collection.  In such cases, the final method of binding is at the Department's discretion, although they will still require the correction of minor or typographical errors.  Dissertations which are to be lodged neither in a library nor retained in a departmental collection, should be returned to the candidate with any examiners' comments erased.





(7)	Types of Temporary Binding

	Temporary binding should not be confused with no binding.  Loose sheets placed in a wallet file are not acceptable.  

	(i)	The following types of temporary binding are recommended:

		-	perfect binding (as used in this document)

		-	spring-back binding (provided that the binders are not over-filled)

		-	slide-in plastic binders (of the type used to hang posters on walls)

	(ii)	The following types of temporary binding are not suitable, since conversion to permanent binding will be more time-consuming (and therefore expensive) and either the holes in the pages will be visible in the permanent version or the pages will be considerably less than full A4 width:

		-	spiral binding
		
		-	ring-folder or lever-arch folder

	(iii)	Candidates (and those advising them) are asked to bear in mind that temporarily-bound dissertations must be able to withstand handling, transit to and from examiners and the examining process itself.  Care must be taken to ensure that the form of any temporary binding used is sufficiently secure not to burst or fall apart.

	(iv)	Whatever form of acceptable temporary binding is chosen, it is absolutely essential that the spine bears the information required by University Regulation (as detailed in (A), above). Dissertations cannot be processed efficiently if this information is not given clearly on the spine in a form which cannot easily be erased or detached.  

(8)	Other requirements regarding the submission of dissertations for examination remain unaltered.  Whether permanently or temporarily bound, submission deadlines must be met and the dissertations themselves must conform to the requirements of the regulations regarding size of characters, size of paper, space between lines etc.  All pages should be appropriately numbered.  In short, the facility - with the department's approval - to submit a dissertation for examination in temporary binding is not an invitation to candidates to submit work in draft form for examination.

(9)(i)(a) Submission in temporary binding has no effect on the regulations which state that - except in order that minor/typographical errors in a successful dissertation may be carried out prior to its deposit in the libraries - a candidate may not amend, add to or delete from the dissertation after it has been submitted for examination. Submitted dissertations may not, therefore, be returned to candidates for improvement prior to the completion of the Examining Board’s deliberations and formal recommendation.  A work which cannot be passed as submitted, should be failed and subsequently re-submitted formally in modified form for re-examination.

(b) The Programme Director disposes of the bound copies of successful dissertations as follows:

1 copy direct to the National Library of Wales, Aberystwyth (if  appropriate, see note 6(B)(3)) 
1 copy to the University Library.

	Any notes or marginal comments made by examiners in dissertations must be erased prior to their deposit in Libraries.

     (ii)	External examiners are requested to (a) notify the University Registry immediately if they receive draft dissertations for comment and return prior to commencement of the formal examining process and (b) decline firmly any suggestion that a dissertation should be returned to a candidate for improvement and re-consideration prior to completion of the Examining Board’s formal deliberations.

7.	Provisions for Bars on Access to Higher Degree Dissertations

The University expects that research work accepted for a higher degree shall be openly available, and subject to no security classification or restriction of access.  (Please note, however, that the University requires the reader of a dissertation to sign a declaration that in any statement or written work being prepared on the subject (or cognate subject) of the dissertation, due acknowledgement to the author will be made for any helpful information obtained from the dissertation.)  

Nevertheless, in cases where there is an overriding need for a restriction of copying or access (for example where sponsored research has resulted in a dissertation which contains commercially-sensitive information) the University may place a bar on photocopying of and/or access to a dissertation for a specified period (normally three years in the first instance).  It is the responsibility of your supervisor to make an application to the University for a bar to be sought as soon as is reasonably practicable, ideally at the outset of your candidature.  

Please note that, in the event that a bar on photocopying and/or access is granted by the University, the signed statement to be included with each copy of the dissertation submitted should indicate that the dissertation may be made openly available after the expiry of the bar on access.  

Normally, the title and summary of the dissertation will be made available.


 Declaration/Statements page 	


DECLARATION
	
This work has not previously been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree.	


Signed ...................................................................... (candidate)	

Date ........................................................................	


STATEMENT 1	

This work is the result of my own investigations, except where otherwise stated. Where correction services have been used, the extent and nature of the correction is clearly marked in a footnote(s).

Other sources are acknowledged by footnotes giving explicit references.  A bibliography is appended.


Signed ..................................................................... (candidate)	

Date ........................................................................	


STATEMENT 2	

I hereby give consent for my work, if accepted, to be available for photocopying and for inter-library loan, and for the title and summary to be made available to outside organisations.	


Signed ..................................................................... (candidate)	

Date ........................................................................


NB:	Candidates on whose behalf a bar on access has been approved by the University (see Note 7), should use the following version of Statement 2:	

I hereby give consent for my work, if accepted, to be available for photocopying and for inter-library loans after expiry of a bar on access approved by the University.


Signed ..................................................................... (candidate)

	Date ........................................................................

         
32
Swansea Business School MBA 2009-10
	Swansea Metropolitan University

EXAMINATION OF TAUGHT MASTER'S DEGREE DISSERTATION: 

NOTICE OF CANDIDATURE FORM
1

Please complete this form in typescript, or black ink, when your dissertation is ready to be submitted to the Head of your Department/School for examination.  

	Surname/Family Name …………….
 Initials …………...                   

	
Surname/Family Name	 Date of Birth	 
(please repeat your surname, and give your initials, in the box at the top right-hand corner of this form)
Forenames (in full)	Title	      
Institution Number (if known)	
Title of Degree (eg MA, MSc, MBA etc).................................................................................................
Title of Taught Master's degree scheme followed (eg Equine Studies) 	
	
Department/School in which study pursued	
Degree(s) currently held (please indicate any from the University of Wales)	
Name(s) and title(s) of your Supervisor(s)	
Full Title of dissertation submitted	
	
	
Please indicate that the following will all be submitted along with this form:
two copies of your dissertation;
[image: ][image: ]Dissertation submitted for Examination in *Permanent or *Temporary Binding? (please tick as appropriate
					     
	

	For Office Use Only: please do not write in this space










	

















Please turn the page and complete side two                          
	




Having read note (3), please indicate whether - in the event of your qualifying for your degree - you wish:

[image: ][image: ][image: ]either           to attend a Degree Congregation     or          to be admitted in absentia (*please tick as appropriate)

(i)	If you have chosen to attend a Degree Congregation, please give:

(a)	your address during the 2-month period before the next Congregation (see note 6(i)).[This is the address to which details of the congregation will be sent to you]:
		
		
		
(b)	the address to which your degree certificate should be sent by the University Registry (not the University):
[Please be certain that this is an address at which you will be able to receive your certificate after graduation.]
		
		
		
(ii)	If you have chosen to be admitted in absentia, please give below the address to which your degree certificate can be sent in the period following the Examining Board's decision being made:	

		

		

		


Before signing and submitting this form to your department/school of study, please ensure that you have read and understood the attached explanatory Notes for Candidates and that you submit the other required forms together with the two copies of your dissertation. You should detach and retain the explanatory Notes.  


Candidate's signature ...........................................................................   Date .........................................
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APPENDIX V

DECLARATION
	
This work has not previously been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree.	


Signed ...................................................................... (candidate)	

Date ........................................................................	


STATEMENT 1	

This work is the result of my own investigations, except where otherwise stated. Where correction services have been used, the extent and nature of the correction is clearly marked in a footnote(s).

Other sources are acknowledged by footnotes giving explicit references.  A bibliography is appended.


Signed ..................................................................... (candidate)	

Date ........................................................................	


STATEMENT 2	

I hereby give consent for my work, if accepted, to be available for photocopying and for inter-library loan, and for the title and summary to be made available to outside organisations.	


Signed ..................................................................... (candidate)	

Date ........................................................................


NB:	Candidates on whose behalf a bar on access has been approved by the University (see Note 7), should use the following version of Statement 2:	

I hereby give consent for my work, if accepted, to be available for photocopying and for inter-library loans after expiry of a bar on access approved by the University.


Signed ..................................................................... (candidate)

	Date ........................................................................


APPENDIX VI
Welcome to Blackboard 
Your tutor mayl be using Blackboard in this programme. Blackboard is a software program that allows tutors to post course information and hold class discussions online. This brief summary explains how to access Blackboard sites for your courses. For more details about how to use specific features of Blackboard, see the Student Help section. 
Login 
Blackboard can be accessed from any computer that is connected to the internet. Using any internet browser, go to SMU's Blackboard site at http://blackboard.smu.ac.uk . Click the Login button, then enter your username and password: 
· Your username = your library ID (without the P). . After logging in, you will see links to Blackboard. If you don't know your SMU email address, please contact the computer unit on 4169. 
· Your password = your Library ID (without the P) number. 
Click Login again, and you will be taken to your Blackboard portal page. 
My Institution 
[image: Blackboard's My SIHE Page]
The figure on the right shows Blackboard's "My SMU" page. This is the gateway to all your Blackboard course sites at SMU. To return to this page from anywhere within Blackboard, click on the My Institution tab. 
On the right-hand side of the page are links to the Blackboard sites for courses in which you are registered. To enter a course site, click on the link for that course. 
You can access many of Blackboard's features through the Tools panel on the left-hand side. This is also where you change your password, which you should do right away. To do this, 
1. Click on the Personal Information link 
2. Click on Change Password 
3. Type in your new password 
4. Verify your new password 
5. Click Submit. 
If you forget your password there is a link on the login page labeled Forgot your password? Click on the link and fill in your name and your user id. You will then receive an email containing a link to change your password. 
Course Pages 
[image: A Typical Blackboard Course Site]

The structure of all Blackboard courses is basically the same. When you enter the course, you are automatically taken to the Announcements page. There are navigation links on the left-hand side of the page that you will use to enter content and communication areas of the course. Your instructor will give you further instructions about where to look for course content. 
Help 
There are several ways to get help with Blackboard. 
1. Contact your tutor. If your tutor can't help you, do one of the following: 
2. Contact the computer unit on 4169. 
3. Email the Help Desk at blackboard@smu.ac.uk . Please include your name, username, instructor's name, and course(s). 


APPENDIX VII
Student Results
Students will be able to access their end of year course result online. 
Instructions for access.
1. Open an Internet Explorer window. 
2. Type http://studentresults.smu.ac.uk. 

3. Select the 'End of[image: exam] Year Decision of the Examining Board’ option from the menu. 
[image: ]
4. You will be prompted for your University username and password. 






[image: exam]
This should be entered in the following form. 
Username: p12345 (your normal University login). Password: ***** (your normal University password)
4. A link to an explanation of your results 'YOU'VE RECEIVED YOUR EXAMINATION RESULTS - WHAT HAPPENS NEXT?' is contained at the bottom of the results page. 
[image: exam]



APPENDIX VIII
RESEARCH PROPOSAL FORM

	SWANSEA METROPOLITAN UNIVERSITY-
SWANSEA BUSINESS SCHOOL
MBA UNIVERSITY OF WALES
Final Dissertation Research Proposal

	SEPTEMBER 2008-9



Please use this proforma or submit your own research proposal which incorporates the details required below:
	NAME:


	DRAFT RESEARCH TITLE-QUESTION:





	SUMMARY OF RESEARCH OBJECTIVES: (these should reflect the information you want to collect and should consist of 4-5 key objectives: They should reflect appropriate cognitive levels of research ie to analyse-to evaluate- to synthesise etc)










	THEORETICAL CONTEXT:
Key literature










	SUMMARY OF RESEARCH –SURVEY METHOD: (summary of qualitative or quantitative methods and summary of survey techniques to be used )












	SUMMARY OF SAMPLING FRAMEWORK: (details of target sample ie who where when?)










	KEY REFERENCES CONSULTED:











Please submit this to Andrew Jones andrew.jones@smu.ac.uk   ASAP
NB: Failure to do this may delay allocating a tutor
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Login Area - End of Year Decision

To log into the results area, please sign in with your Swansea Institute username and password.
These are the same details you use to access computers and your e-mail on campus.

Your username is the 'P* number displayed on your student card. e.g. p123456"

Student Login

Username:

Password;

Login

This screen only gives access to the end of year decision of the Examining 8oard once it is recorded i the Student Record
System.

Return to Student Portal
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Course Results

The table gives access to the end of year decision of the Examining Board once it is recorded i the Student Record Systern.

Student Information

Forenames:

DAVID FRANCIS

Sumame:

Year of Program (3=Part Time)
°

Last Attendance

Library Humber:
29813

Result Information
Exam Board Date.

20th March 2005

Course Cade

602E
Course Title

PGDip/MSe E-Commerce (Technology)
Student 10

SMI97011209

Exam Board
Faculty/school

Faculty Of Applid Design & Engineering

Result:
Aegrotat Degree Awarded

YOU'VE RECEIVED YOUR EXAMINATION RESULTS - WHAT HAPPENS NEXT? s

Return to Student Portal




