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1. Introduction & Key Information 

Welcome to the Graduate School of Education 

“We are pleased that you have arrived safely in Bristol to take up your studies.  We hope 

and expect that you will find the time you spend at the Graduate School of Education a 

worthwhile, stimulating, and a challenging one - professionally, academically and indeed 

personally. 

Many students arrive with some ideas about areas they would like to explore and aspects of 

professional practice they want to challenge.  Most leave having realised these goals, but 

also having discovered new areas of enquiry, developed a host of new skills in ICT, in 

research and as writers.  Many students leave having made new friendships and developed 

contacts with professional educators from around the world.  Over one third of the students 

in the Graduate School are international students and we are committed to encouraging all 

students and staff to work with the diverse range of backgrounds they will encounter.  This 

gives you opportunities to find out about education and life-long learning across the globe. 

Understanding how to educate people for today's politically, technologically and socially 

changing world is at the core of the work of the Graduate School of Education. Central to 

this is the belief that the ways in which people learn throughout life within educational 

institutions, the workplace and informal settings is of major significance for the future 

development of the UK and countries around the world.” 

Professor Tim Bond, Head of School 

“As Co-Directors of the Masters Programmes, we would also like to extend our welcome to 

you all. We believe that you will find your time with us truly challenging, exciting and 

professionally fulfilling. We would like to urge you to become involved in the life of our 

Graduate School but also in the wider University. For example, you might want to be a 

student representative on one of the committees helping to review and guide the various 

programmes and ensuring that the voice of students is heard. If so, you would be very 

welcome. Students are active in organising the social life of the School and we hope for your 

participation in this area too.   

Our role as Co-Directors of the Masters Programmes includes working closely with a team of 

highly dedicated colleagues to ensure that you have a high quality learning experience at 
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the Graduate School. During the Orientation Week and beyond, we will be very happy to 

answer any queries you may have as you settle into the new surroundings. During this week, 

the purposes and expectations of the various programmes will be outlined to you and you 

will be helped, if necessary, to choose units which will be most rewarding for your studies. 

Support is available from the Programme Coordinators, from Unit Tutors, the Student 

Support Office, your Personal Tutor and of course fellow students.  

We all know that starting on a course of Postgraduate study can feel a little daunting at first, 

especially as this may mean working in a new country and in a language which is not your 

mother tongue.  So, never hesitate to seek advice or support if you need this and we wish 

you good luck with your studies!” 

Elisabeth Lazarus and Helen Woodfield, M-Level Directors, Graduate School of Education 
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About this Handbook 

This Handbook has been written to help you manage your way through the various 

demands of your Masters course.  This handbook is aimed at students on the following 

courses: 

Master of Education (MEd) Counselling in Education 

Educational Leadership, Policy & Development 

Education (Individually Constructed Programme) 

Mathematics Education 

Psychology of Education 

Special and Inclusive Education 

Master of Science (MSc) Educational Research 

Education, Technology & Society 

Neuroscience & Education 

Science & Education 

Systems Learning & Leadership 

Teaching English to Speakers of Other Languages (TESOL) 

This handbook should be read alongside your programme supplementary handbook, which 

you will find on the relevant Blackboard site for your programme.  

Masters students in the Graduate School of Education are also subject to the following 
regulations: 

Regulations and Code of Practice for all Taught Programmes: 
 http://www.bris.ac.uk/esu/assessment/codeonline.html#pgtstudy 
 
Faculty of Social Sciences and Law Postgraduate Student Handbook for Taught and 
Research Students: 
https://www.bris.ac.uk/fssl/current-students/?ticket=ST-11358144-
xdRqjpCUk0nrrR5T49b7-nAC10040C2095 

You should also be aware that much information and many of the forms that you will need 

during your studies are available on Blackboard. 

http://www.bris.ac.uk/esu/assessment/codeonline.html#pgtstudy
https://www.bris.ac.uk/fssl/current-students/?ticket=ST-11358144-xdRqjpCUk0nrrR5T49b7-nAC10040C2095
https://www.bris.ac.uk/fssl/current-students/?ticket=ST-11358144-xdRqjpCUk0nrrR5T49b7-nAC10040C2095
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Key Dates for 2013-14 

The following are important dates that you need to note.  

Term Dates 

 First day of term Last day of term 

Autumn term Monday 30th Sept 2013 Friday 13th Dec 2013 

Spring term Monday 13th Jan 2014 Friday 28th Mar 2014 

Summer term Monday 28th Apr 2014 Friday 20th Jun 2014 

 

Orientation Week 

Monday 23rd Sept – Saturday 28th Sept 2013 

Reading Week 

Autumn term – week beginning Monday 28th Oct 2013 

Spring term – week beginning Monday 17th Feb 2014 

NB. During Reading Week, there will be no classes for weekly taught units. You will be 

required to attend other workshops, tutorials and information sessions. Further information 

about these will be made available prior to each Reading Week.  
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University Closure dates 

 First day of closure Last day of closure University reopens 

Christmas vacation Tuesday 24th Dec 

2013 

Thursday 2nd Jan 

2014 

Friday 3rd Jan 2014 

Easter vacation Friday 18th Apr 2014 Tuesday 22nd Apr 

2014 

Wednesday 23rd Apr 

2014 

May Day bank 

holiday 

Monday 5th May 

2014 

Monday 5th May 

2014 

Tuesday 6th May 

2014 

Late May bank 

holiday 

Monday 26th May 

2014 

Monday 26th May 

2014 

Tuesday 27th May 

2014 

August bank holiday Monday 25th Aug 

2014 

Tuesday 26th Aug 

2014 

Wednesday 27th Aug 

2014 

 

When the University is closed, you will not have access to any University facilities or 

buildings, including libraries. Administrative and academic staff will not be available for 

contact. 

Exam Boards 

 Friday 15th November 2013 – MSc Exam Board (for discussion of awards to be made 

to students completing studies in 2012/13) 

 Friday 22nd November 2013 – MEd Exam Board (for discussion of awards to be made 

to students completing studies in 2012/13) 

From 2013/14 onwards, the schedule of School Exam Boards will change to incorporate 

three meetings per year. Further information about this can be found on page 39 of this 
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Handbook. At the time of going to print, dates for subsequent meetings have not been 

finalised, but will be advertised on Blackboard once confirmed. 

Extenuating Circumstances Committee 

The Extenuating Circumstances Committee will meet prior to each School Exam Board 

meeting during the year. Deadlines for the submission of forms will be advertised on 

Blackboard in advance. Further details of the Extenuating Circumstances Committee’s 

function can be found on page 39 of this Handbook. 

Key Dates for Dissertation Submission 

The dissertation submission deadline for 2013/14 will be Monday 8th September 2014. 

Please see the Dissertations section of this Handbook for further guidance. 

Students intending to submit their dissertations in September 2014 will be asked to identify 

a general dissertation topic by late January 2014. You may change your topic later, but your 

dissertation supervisor will be allocated on the basis of information that you give in January.  

Assignment Deadlines 

It is also your responsibility to ensure that you are aware of your assignment deadlines. 

Information about this can be found in your programme supplementary handbook, or in the 

unit handbook. This information will also be posted on Blackboard. At the beginning of each 

term, you should find out when your assignments are due. 

You may also be required to keep other deadlines during the year. It is important that you 

check your University email on a daily basis throughout the year to ensure that you do not 

miss important communications. 
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2. About the Graduate School of 
Education 

Graduate School of Education Staff involved in Masters Programmes  

All staff are located at 35 Berkeley Square. You will receive a detailed list of staff teaching on 

your programme in your programme supplementary handbook.   

NB: Below numbers are internal. Prefix with 0117 33 if dialling from outside the University. 

Senior Management 

(Academic and administrative staff responsible for the management of the Graduate 

School of Education) 

Staff member Email address Position Room Tel 

Prof Tim 

Bond 

 

ed-hos@bristol.ac.uk 
Head of Graduate School 

of Education  
2.01 14263 

Dan Cook 

 

D.J.Cook@bristol.ac.uk 

 

School Manager 2.31 14493 

Dr Sally 

Barnes 

 

Sally.Barnes@bristol.ac.uk 

 

Graduate Dean & Faculty 

Education Director 

 

2.30 14339 

mailto:ed-hos@bristol.ac.uk
mailto:D.J.Cook@bristol.ac.uk
mailto:Sally.Barnes@bristol.ac.uk
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Dr Lisa Lucas lisa.lucas@bristol.ac.uk 
Co-Director of Teaching & 

Learning 
1.10 14351 

Dr Sheila 

Trahar 
s.trahar@bristol.ac.uk 

Co-Director of Teaching & 

Learning 
1.13 14400 

Dr Helen 

Woodfield 
Helen.Woodfield@bristol.ac.uk 

Co-Director of M Level 

Programmes 
1.19 14483 

Elisabeth 

Lazarus 
Elisabeth.Lazarus@bristol.ac.uk 

Co-Director of M Level 

Programmes 
2.09a 14106 

 

 

 

 

 

 

 

 

 

mailto:lisa.lucas@bristol.ac.uk
mailto:s.trahar@bristol.ac.uk
mailto:Helen.Woodfield@bristol.ac.uk
mailto:Elisabeth.Lazarus@bristol.ac.uk
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Student Services Office 

(Administrative office based within the Graduate School of Education, servicing all taught 

and research programmes) 

NB. Jen Williams is the main administrative contact for students currently registered on 

Masters programmes in the Graduate School of Education. 

Area Staff Phone Email Working 

hours 

School Graduate 

Manager 

Siobhan Pegler 14344 siobhan.pegler@bristol.ac.uk Mon-Fri; 9am-

5pm 

Masters – current 

students 

Jen Williams 14417 ed-masters-

students@bristol.ac.uk 

Mon-Fri; 9am-

5pm 

PhD – current 

students 

Liz Barker 14108 ed-phd@bristol.ac.uk Mon-Fri; 

8.30am-

4.30pm 

EdD – admissions & 

current students  

Mia Gilson & 

Vicky Earnest 

14392 ed-edd@bristol.ac.uk Mon-Fri; 9am-

5pm 

Masters – 

admissions 

Bridgette 

Blackmore 

14491 ed-masters-

admiss@bristol.ac.uk 

Mon-Fri; 9am-

5pm 

PhD – admissions Jen Williams 14417 ed-phd@bristol.ac.uk Mon-Fri; 9am-

5pm 
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Programme Co-ordinators 

(Academic staff responsible for each programme) 

Staff member Email address Programme Room Tel 

Dr Sara 

Meadows 

Sara.Meadows@bristol.ac

.uk 
Psychology of Education 2.12 14487 

Dr Angeline 

Mbogo-

Barrett 

angeline.barrett@bristol.

ac.uk 

Educational Leadership, 

Policy & Development 
1.18 14284 

Helen 

Knowler 

helen.knowler@bristol.ac.

uk 

Special & Inclusive 

Education and Counselling 

in Education 

3.15b 14102 

Elisabeth 

Lazarus 

Elisabeth.Lazarus@bristol.

ac.uk 

Education (Individually 

Constructed Programme) 
2.09a 14106 

Laurinda 

Brown 

laurinda.brown@bristol.a

c.uk 
Mathematics Education 2.08 14495 

Dr Frances 

Giampapa 

frances.giampapa@bristol

.ac.uk 

TESOL (Teaching English to 

Speakers of Other 

Languages) 

1.17 14499 

Dr Federica 

Olivero 
fede.olivero@bristol.ac.uk 

Education, Technology & 

Society 
1.15 14389 

mailto:Sara.Meadows@bristol.ac.uk
mailto:Sara.Meadows@bristol.ac.uk
mailto:angeline.barrett@bristol.ac.uk
mailto:angeline.barrett@bristol.ac.uk
mailto:helen.knowler@bristol.ac.uk
mailto:helen.knowler@bristol.ac.uk
mailto:Elisabeth.Lazarus@bristol.ac.uk
mailto:Elisabeth.Lazarus@bristol.ac.uk
mailto:laurinda.brown@bristol.ac.uk
mailto:laurinda.brown@bristol.ac.uk
mailto:frances.giampapa@bristol.ac.uk
mailto:frances.giampapa@bristol.ac.uk
mailto:fede.olivero@bristol.ac.uk
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Staff member Email address Programme Room Tel 

Dr Paul 

Howard-

Jones 

paul.howard-

jones@bristol.ac.uk 
Neuroscience & Education 1.14 14496 

Dr Jocelyn 

Wishart 
j.m.wishart@bristol.ac.uk Science & Education 3.24 14497 

Dr Wan Ching 

Yee 
wan.yee@bristol.ac.uk Educational Research 315A 14305 

Dr Ruth 

Deakin-Crick 

Ruth.Deakin-

Crick@bristol.ac.uk 

Systems Learning & 

Leadership 
3.09b 14338 

 

Online Resources  

You can find out more about what’s happening in the Graduate School of Education online; 

 Blackboard: www.ole.bris.ac.uk – this Online Learning Environment will be used 

extensively throughout your studies, so you should familiarise yourself with it as 

soon as possible 

 Our website: www.bris.ac.uk/education 

 Facebook – we have a dedicated page for our prospective, current & former Masters 

students at: www.facebook.com/gsoebristolmasters 

 Twitter – for updates on what’s happening within GSOE, follow @GSOEBristol 

 

 

 

 

mailto:mailtopaul.howard-jones@bristol.ac.uk
mailto:mailtopaul.howard-jones@bristol.ac.uk
mailto:j.m.wishart@bristol.ac.uk
wan.yee@bristol.ac.uk
mailto:Ruth.Deakin-Crick@bristol.ac.uk
mailto:Ruth.Deakin-Crick@bristol.ac.uk
http://www.ole.bris.ac.uk/
http://www.bris.ac.uk/education
http://www.facebook.com/gsoebristolmasters
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Building & Facilities 

The Graduate School of Education occupies the Helen Wodehouse Building at 35 Berkeley 

Square, in the heart of Bristol. The full postal address is: 

Graduate School of Education 

University of Bristol 

Helen Wodehouse Building 

35 Berkeley Square 

Bristol 

BS8 1JA 

UNITED KINGDOM 

During your studies, most of your classes will take place within 35 Berkeley Square, although 

some will take place elsewhere on the main University campus. You will also find staff 

offices for all administrative staff and most academic staff within the building. Building users 

are kindly requested to observe the following: 

a) Opening Hours 

The building is open between 8am and 8pm, Monday to Friday. The building is also open on 

Saturday mornings during term time.  It is important that students have their UCards with 

them at all times for identification and access purposes. 

Masters students are not permitted to be in the building outside of normal opening hours 

(except when attending classes). Please ensure that you leave the building before it closes, 

as the internal doors will lock at closing time.  

b) First Aid 

There are three members of staff who have been trained to provide emergency medical 

help. If you need urgent help whilst in the building, please contact one of the following for 

assistance: 

Name Office location Phone (internal ext) 

Mia Gilson Student Services Office – 

room 1.08, first floor 

14392 

Duncan Coutts Room 3.23, third floor 14439 

Joie Ledger Room 4.04, 4.05 or 4.06 14254 
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c) Smoking 

It is illegal to smoke in public buildings in the UK. Smoking is strictly prohibited in all parts of 

the building, and in the areas immediately outside the front and rear exits. 

If you wish to smoke, please do so well away from the building. Please note that littering the 

pavement can incur a fine of approximately £80, enforced by Bristol City Council. 

d) Fire procedures 

Procedures to be followed in the event of a fire are clearly displayed around the building. 

Please take some time to read these notices, and to find out where the fire exits are located 

at the front and rear of the building.  

Key points to note: 

 Fire exits are located at the front of the building (main entrance), and at the bottom 

of the main staircase (at the back of the building). Users of the Tiered Lecture 

Theatre should use the nearest exit, as you cannot normally access the rest of the 

building through internal doors. 

 If you hear the fire alarm (a distinctive continuous alarm), you should leave the 

building immediately via the nearest safe route (indicated by green signs). Do not 

rush, panic, or attempt to pass others leaving the building. 

 Designated members of staff, acting as fire wardens, will check that the building has 

been evacuated – it is not your responsibility to do this. 

 Follow any instructions given to you by fire wardens immediately. 

 Do not attempt to retrieve property from elsewhere in the building. 

 Do not prop fire doors open – this may cause fire to spread more quickly through the 

building. 

 Do not use the lifts. If you are unable to use the stairs, please assemble at one of the 

emergency muster points located in the stairwell on each floor, where assistance will 

be provided.  

 Proceed directly to the emergency assembly point, which is at the top of the hill 

outside the King Sturge offices – turn left as you go through the main entrance or car 

park exit, towards Brandon Hill. You will be directed by fire marshals wearing high 

visibility jackets. Stay on the pavements, as you may obstruct emergency vehicles if 

you walk or stand in the road. 
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 Stay close together with other people who have evacuated from the building. It is 

important that fire marshals and emergency services staff are able to account for 

everyone who may have been in the building. Failure to stay with the group may 

endanger lives if a search of the building has to be conducted to look for you. 

 If you are concerned about someone during a fire alarm and suspect that they may 

still be in the building, tell a fire marshal or a member of the emergency services. DO 

NOT RETURN TO THE BUILDING UNDER ANY CIRCUMSTANCES. 

 If you discover a fire; 

o Alert those in the immediate area by shouting “FIRE!” 

o Set off the fire alarm by breaking the glass on the nearest red fire alarm call 

point (these points are situated around the building) 

o Call Security on 112233. They will call the fire brigade on your behalf. (If you 

know the location of the fire, you can also call the fire brigade directly by 

dialling 999) 

o Attempt to extinguish the fire only if it is safe to do so. If it not safe, leave the 

building immediately following the fire evacuation guidelines given above. 

 

If you have any concerns about fire safety or other hazards within the Graduate School of 

Education, please discuss these with Dan Cook, School Manager, by calling extension 14493. 
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e) Education Library  

The Education Library is located on the ground floor of 35 Berkeley Square. Opening hours 

are as follows:  

 Term time Graduate School of Education 

vacations 

Opening time Closing time Opening time Closing time 

Mon-Wed 08:45 19:30 08:45 16:45 

Thu 09:45 19:30 09:45 16:45 

Friday 08:45 19:30 08:45 16:45 

Saturday 09:00 15:00 Closed 

Sunday Closed Closed 

 You can find comprehensive information about the library services available to students 

based in the Graduate School of Education on pages 107-114 of this Handbook. 
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3. About Our Masters 
Programmes 

Aims and Intended Outcomes of our Masters Programmes 

The programmes aim to: 

 extend and deepen students’ knowledge and develop their understanding of specific 

theories, ideas and practices, and the relationships between perspectives from 

different disciplines; 

 provide a caring, collaborative working environment in which students from 

different backgrounds can work together and share experiences for their mutual 

benefit; 

 encourage commitment to intellectual challenge; 

 develop students’ intellectual, practical and transferable skills; 

 help students to read and evaluate research in their subject area, and to conduct 

systematic research relevant to their professional practice; 

encourage critical thinking; 

 encourage students to develop as reflective practitioners; 

 provide clear and effective structures for the organisation of teaching and for 

students’ learning. 

 

On completing their Masters Programme all participants should: 

 have a breadth and depth of knowledge and understanding in their chosen subject 

area, providing a firm foundation on which to build their future professional 

development; 
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 understand and be able to use a range of research methods appropriate for their 

professional practice; 

 

 have developed a range of relevant intellectual, practical and transferable skills 

appropriate to their professional practice, including personal reflection; 

 

 have developed their capacities for critical thinking, analysis, synthesis and 

evaluation; 

 

 understand the complex issues surrounding innovation and change and be prepared 

for employment in changing and varied contexts; 

 demonstrate the knowledge, skills and abilities to engage in focussed, professionally 

relevant independent learning through the production of a supervised dissertation. 

What are the similarities and differences between the Masters’ 

Programmes? 

Participants following the different Masters programmes in Education will build up their 

course of study from a wide range of units.  All participants complete assessed work for 

those units – core and optional – for which they choose to be assessed.   

 All participants have to gain 120 credits through coursework 

 

 All units must be passed at C grade or above 

 

 All participants’ work is assessed at M level 

 

 All participants must attend a minimum of 80% of sessions for all their units 
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The Elements of the Programmes 

Whichever specialist programme participants elect to follow, their programme will have the 

following common features: 

1. Taught Units 

Taught units are normally worth 20 credits. Participants taking a 20 credit unit will 

normally attend 20 hours of class sessions. Class work is supported by additional guided 

reading, other learning activities such as collaborative group work outside the teaching 

session, and the preparation of assessed work.   

The University guidelines state that one credit point is broadly equivalent to 10 hours of 

total student input.  This includes teaching, private study, revision and assessments.  

Therefore a 20 credit point unit will normally require 200 hours of student input, usually 

over a 10-week term, consisting of 20 hours in class and 80 hours of private study or 

small-group work. 

Students must attend a minimum of 80% of their taught classes for a unit in order to 

obtain credit for that unit. If you fail to attend at least 80% of classes for each of your 

units, it is possible that you will not be awarded credit for that unit. 

a) Core and ‘Must Pass’ Units  

Core units are those units within a specialist area that participants must take in order to 

be awarded their chosen degree. You must take the correct combination of units for 

your programme in order to receive the award you have chosen. Information about the 

core units required for your programme is available on Blackboard.  These core units are 

also defined as ‘Must Pass’ units which requires students to pass these at either the first 

or second attempt with a grade of C or above.  These units cannot have a failed grade 

condoned.  For further information on the criteria for condoning a failed unit grade, 

please see 65 of this Handbook. 

b) Optional units 

Units chosen from a range of optional units in a specialist programme or, places 

permitting, from other programmes.  All participants are expected to complete sufficient 

assessed work to gain 120 credit points.   Some optional units are deemed ‘must pass’ 
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(see information above) and the same rules with regards to not being able to condone 

these apply.  

The Graduate School of Education prides itself on the diversity and flexibility of the 

Masters programmes we offer. If you want to take optional units from outside your own 

programme, you can find out information about all of the units on offer this year at: 

http://www.bristol.ac.uk/education/students/newstudents/unitchoice.html  

c) Auditing Units 

In addition to completing 120 credits from taught units, students may also choose to 

audit a further two units in each academic year. Auditors are expected to attend classes 

(observing the 80% minimum attendance requirement and contributing in class as usual) 

but do not submit assessed work or receive credit for those units.  

Students normally audit units when they do not have sufficient credits available to take 

all of the units in which they are interested. To audit a unit, you must discuss this in 

advance with your Personal Tutor and seek the approval of the unit tutor. You should 

then contact the Student Services Office to register for the unit.  

d) Supervised Individual Study 

Students who have a special area of interest may be permitted to undertake a 

Supervised Individual Study (SIS), usually worth 20 credits, in place of one of their 

optional taught units. Participants negotiate the area they wish to study with a tutor and 

receive tutor guidance to support their reading and research of that area. Students 

should be aware of the demands that will be placed on them to be self-motivated and 

skilled independent learners. A successful SIS requires a high level of independent 

intellectual activity. You must be sure that you can sustain yourself and that you are 

selecting an area where there is a sufficiency of material for an assignment. 

Normally, participants will be allowed to substitute a maximum of one SIS (20 credits) for 

one of their taught units.   

If you wish to undertake a Supervised Individual Study, you should read the detailed 

guidance notes on pages 120-121 of this Handbook. 

 

http://www.bristol.ac.uk/education/students/newstudents/unitchoice.html


20 

 

e) Credit Transfer: Accreditation of Prior Learning 

Students who have obtained credit for M-level study elsewhere in the UK (either at 

Bristol or at another recognised institution) may apply for those credits to be imported 

into their Masters programme in the Graduate School of Education. You must provide a 

transcript (unless the credits were obtained within the University of Bristol) and the 

decision to permit the credit transfer lies with your Programme Coordinator. A 

maximum of 60 credits may be imported. Please note that you should not have received 

an award in respect of any credits to be imported; for example, if you already hold a 

Masters degree, you cannot import credits from that Masters into your Bristol Masters. 

Students who successfully completed a PGCE programme at any UK institution in the five 

years prior to registering on their Masters programme at the Graduate School of 

Education are likely to be eligible for credit transfer, as UK PGCE programmes normally 

include up to 60 credits at Masters level as standard. 

Further information on the importing of Accredited Prior Learning (APL) can be found at: 

http://www.bris.ac.uk/esu/assessment/annex/aplguidelines.html 

2. Research Training  

All Masters programmes in the Graduate School of Education include a compulsory 

research training unit. Students must pass these units as detailed below in order to be 

eligible for award of their chosen Masters degree.  

Programme Mandatory Research Training Unit 

All MEd programmes, MSc Neuroscience & 

Education, and MSc Systems Learning & 

Leadership 

EDUCM5000 Introduction to 

Educational Inquiry 

MSc Education, Technology & Society EDUCM5805 Research Methods & ICT 

MSc Science & Education EDUCM4003 Research Methods for 

Science Education  

MSc TESOL EDUCM5903 Research Methods for 

TESOL 

Additional (unassessed) research methods workshops will also be available during the 

Autumn and Spring term. Students are strongly encouraged to attend these, as they will 

http://www.bris.ac.uk/esu/assessment/annex/aplguidelines.html
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help develop academic skills which will be useful at the dissertation stage. These 

workshops will be advertised during the year. 

3. Assessed Work  

There are no unseen written examinations. All unit assessment is by coursework.  This 

may take the form of assignments, professional learning journals, presentations, the 

creation of learning resources, production of video and other material. The required 

word count for an assignment (for a 20-credit unit) is normally 4000 words, though there 

may be variations within particular programmes. 

Further information about the requirements for assessed work can be found in the 

Assessment & Academic Matters section of this handbook. 

4. Dissertation 

To be deemed eligible for the award of a Masters degree, students must pass 120 credits 

through taught units (or Accreditation of Prior Learning) and then successfully complete 

a dissertation. The dissertation comprises a maximum of 15,000 words and the 

dissertation pass mark is C.  

5. The Credit System 

All students are initially registered on the Masters programme. Students can, if they 

wish, exit their programme after successfully completing 60 or 120 credits of units for 

the following awards: 

Number of Credits Award 

60 Credits Postgraduate Certificate 

120 Credits Postgraduate Diploma 

Students who fail to make adequate progress on the Masters programme may also be 

required to take a lower award. 
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6. Selection of Units 

When selecting your taught units, consider the following questions: 

 Have I ensured that I am registered on all core units for my programme of study, 

including the compulsory research training unit? 

 Are my optional units providing the intellectual experience and expertise that I 

want? Do they lead towards the academic specialism that I hope to achieve by the 

end of my Masters programme? 

 Do my units constitute a coherent but not repetitive package? 

 Have I checked whether there are any pre-requisites or co-requisites for the units I 

have chosen? 

 Have I sought advice from academic and support staff to ensure a manageable 

workload throughout my programme? 

Registering for units 

Online Unit Registration – new students 

Following a successful pilot in 2012/13, all new Masters students will register for their 

2013/14 units online during Orientation Week. During that week, all new students will 

be given the opportunity to discuss their unit choices for 2013/14 with academic staff.  

Online Unit Registration (OUR) will open on 23 September 2013, and will close on 29 

September 2013. If you do not submit your choices by the time OUR closes, we cannot 

guarantee the availability of your selected units. 

Drop-in sessions will be held during Orientation Week so that you can complete Online 

Unit Registration with support staff on hand to help with any questions or problems. 

These sessions will be held in room 4.06 (fourth floor of 35 Berkeley Square) on: 

 Tuesday 24th Sept; 2-3pm 

 Wednesday 25th Sept; 3-4.30pm 

 Friday 27th Sept; 4-5pm 

There will also be an opportunity for new part-time students to complete Online Unit 

Registration during their Orientation event on Saturday 28th September.   
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Please note that students cannot currently register online to audit units. If you wish to audit 

units, or if you have any questions or concerns regarding your unit selections, please contact 

the Student Services Office. You can also email educ-unitchoice@bristol.ac.uk to contact the 

Student Services Office. 

 

NB. The Online Unit Registration tool can be accessed through the MyBristol portal. On the 

‘Course’ tab, you will find an ‘Online Unit Registration’ button.  

Returning students 

Online Unit Registration is not available to returning part-time students in 2013/14. Part-

time students will be required to complete the unit registration process as outlined at: 

http://www.bristol.ac.uk/education/students/newstudents/unitchoice.html no later than 

Sunday 29th September. 

Changing Units 

All students are expected to choose their units at the beginning of the academic year. In 

some circumstances, you may change your unit choices at a later date. Ensure that you 

discuss any planned changes to your programme with your personal tutor, and then notify 

the Student Services Office. 

NB. When changing units you must make sure that you fulfil the minimum requirement for 

attendance of 80% in order to be eligible to submit the assignment.  In most cases, this will 

mean changes have to be made within the first two weeks of the start of each term. If you 

cannot fulfil the minimum attendance requirement for a unit, you will not be permitted to 

register for it. 

 

 

 

 

 

 

 

 

 

 

mailto:educ-unitchoice@bristol.ac.uk
http://www.bristol.ac.uk/education/students/newstudents/unitchoice.html
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Managing your workload 

Make sure you spread your units carefully across two or three terms.  Try to take three units 

in the autumn term and three in the spring.  For some programmes, however (for example, 

Psychology of Education) taking all six units in these two terms may not be possible.  When 

you can complete your units in two terms, you would be wise to do so. 

Trying to complete four or more unit assignments in one term is not normally feasible or 

advisable.  Past experience has shown students’ work suffers and can lead to stress and 

exhaustion.  If you do opt to take four units in the Autumn term, ensure that you negotiate 

to spread the writing of the assignments into the Spring term. 

Assignment Outlines 

It may help you to write a better assignment if you are able to gain some early feedback on 

your work.  Unit tutors give feedback on assignment outlines (2 to 4 A4 pages).  An outline 

prepared by you may be the focus for, or the result of, an individual assignment tutorial. 

Please note, however, that tutors are not able to proof read your work or provide feedback 

on completed drafts or lengthy working drafts.  Please see Section Two of this Handbook for 

more details with respect to assignment writing. 

You may find it useful to see assignments produced by students from previous cohorts. If 

you would like to do this, you should ask your unit tutor how to find these resources. 

Deadlines 

Unit tutors, in discussion with programme coordinators, set hand in dates for assignments 

at the beginning of each academic year.  These dates will be made available to you as soon 

as they are set. You will be given a timetable of hand-in dates.  Wherever possible, we try to 

stagger these dates to help you to manage your workflow, but it is your responsibility to 

plan ahead so that you can submit your work on time.  It is important to realise that the 

deadlines are there to enable you to complete your programme in a timely fashion.  

NB. Do not assume that you can miss a deadline without permission, or that you will 

automatically be given an extension. Late work that is submitted without any agreed 

extension may not be marked and will not normally receive a grade higher than C. 
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Assignment Extensions 

These are granted in exceptional circumstances, such as medical or domestic issues, or 

problems at work. Please note that any extension requested on the basis of medical issues 

must be accompanied with a letter from a doctor. 

Extensions should be requested as early as possible, and should not normally be requested 

after the assignment deadline has already passed. Extensions are granted for a maximum of 

two weeks. 

To request an extension, complete the Assignment Extension Request form, which you can 

find in the Assignments folder of your programme’s Blackboard site, and send it to your 

tutor. Your tutor will then notify you, your personal tutor and the Student Services Office if 

your request has been granted and confirm your new submission deadline. 

If you require a longer extension, or if your circumstances have changed and you anticipate 

problems in completing future assignments on time, you should discuss your situation (in 

confidence) with your personal tutor or programme coordinator. You can also speak to a 

member of Student Services Office staff. 

Tuition Fees 

Full-time students, and part-time students aiming to complete the Masters programme in 

two years, will be charged an annual fee. Part-time variable students (who have up to five 

years to complete the degree) will be charged on a unit-by-unit basis. All tuition fees 

increase each year, so part-time students will see their fees rise each year. Tuition fees are 

fixed in the Spring each year for the following academic year, and we normally expect that 

the increase will be approximately 5% per year. Information about tuition fees can be found 

online at: http://www.bristol.ac.uk/academicregistry/fees 

It is your responsibility to pay your fees, or to ensure that they have been paid on your 

behalf.  Failure to pay fees will delay the award of your diploma or degree and may result in 

debt recovery measures being taken by the University. 

You may find it useful to be able to pay your tuition fees in instalments. If you would like to 

do this, please contact the Income Office (contact details on the link above) to discuss 

setting up a payment plan. Any debt with the University – including tuition fees, 

http://www.bristol.ac.uk/academicregistry/fees
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accommodation fees or library fines - will mean that your degree cannot be awarded. All 

charges must be paid in full before you can graduate. 
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4. Information for Part-time 
Students 

The Graduate School of Education is home to a vibrant community of part-time students, 

many of whom are teachers in local schools who have chosen to complete a Masters degree 

in their spare time.  

NB. Please note that part-time study is not available for overseas students on a Tier 4 visa. 

This is a legal restriction imposed by the UK Border Agency, and cannot be waived by the 

University of Bristol. 

Expectations 

As a part-time student, you can expect us to: 

 Provide a varied range of units via evening classes.  Please note that not all units will 

be offered as an evening class each year; most rotate between daytime and evening 

teaching, so be sure to check your study plan with your personal tutor. 

 Arrange for tutors to meet with you at a mutually-convenient time 

 Be understanding of the many demands on your time; as far as possible, we will 

always provide you with information as early as possible.  

In order for us to best support you, we ask the following of our part-time students: 

 Check your University of Bristol email regularly, even when not taking units 

 Keep in touch with your personal tutor or dissertation supervisor at least once a 

term 

 Be conscious of your end date, and seek additional support if necessary  

 Meet the minimum 80% attendance requirement for all units; you cannot be 

awarded credit for a unit if you have not attended at least 80% of taught sessions for 

that unit 

Part-Time Tuition Fees  

Your tuition fees are charged according to your mode of attendance. P50 students will be 

charged an annual course fee, which in 2013-14 is £2,725. PV students will be charged on a 
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unit-by-unit basis; in 2013-14, the fee for each 20-credit unit is £610, and the dissertation 

fee is £1830. The dissertation fee is always equivalent to the unit fee multiplied by three (as 

the dissertation is worth 60 credits). If you opt to take a 10-credit unit, the fee will be half 

the unit fee. 

NB. Please note that all tuition fees (both annual and unit) are subject to an anticipated 5% 

annual increase, so your fees will increase each year. Final fees for each academic year are 

normally confirmed in February or March of the preceding academic year. 

Mode of Attendance 

The table below outlines the different modes of attendance available to Masters students in 

the Graduate School of Education; 

 Full-time P50 PV (Part-time 
variable) 

Maximum duration 
of study 

1 year 2 years 5 years 

Fees Paid on an annual 
basis; a single 

course fee 

Paid on an annual 
basis; equivalent to 
50% of the full-time 
course fee in each 

year 

Paid on a unit-by-unit 
basis 

Can I gain 
Accreditation of Prior 

Learning? 

No No Yes 

Is this mode of study 
available for 

overseas students 
holding Tier 4 visas? 

Yes No No 

You may request to switch between modes of attendance during your study. Your new end 

date will be calculated on a pro-rata basis, according to the duration spent on your current 

mode of attendance. 
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Accreditation of Prior Learning 

Many of our part-time students come to us as recent graduates of the PGCE programme run 

by the Graduate School of Education. If you have completed your PGCE at any UK institution 

within the past five years, it is likely that you can import up to 60 credits into your Masters 

programme. Further information about this can be found on page 20 of this Handbook. 
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5. Student Representation & 
Feedback 

The University of Bristol takes student feedback extremely seriously. We recognise the 

important role that student feedback plays in the continuing success and strong reputation 

of the University and of the Graduate School of Education, so we are always very keen to 

know what our students think of the programmes and services that we deliver to them. 

The channels we use to gather student feedback within the Graduate School include: 

 Each Masters programme has at least two student representatives, with whom you 

will be given frequent opportunities to discuss any questions, concerns or comments 

you might have relating to any aspect of your studies. Student representatives are 

selected at the beginning of each academic year – further information about this will 

be provided during Orientation Week. If you are interested in nominating yourself as 

a student representative for your programme, let your Programme Coordinator 

know. 

 When you submit each of your assignments, you will be asked to complete an 

anonymous survey about the unit. GSoE staff cannot see who gave which answer, 

but will use this information in the Annual Programme Review to improve taught 

units for subsequent years. 

 At the end of the programme, you will complete an exit questionnaire about your 

programme of study, which provides opportunities to comment on a variety of 

topics relating to your experiences as a student here. GSoE staff cannot see who 

gave which answer, but will use this information in the Annual Programme Review to 

develop a better student experience for future students. 

 Every year, you will be invited to meet with the external examiner for your 

programme to offer your feedback and to ask questions. This feedback will be 

discussed during Exam Board meetings, and will inform the external examiner’s 

recommendations of how we can improve our programmes. 
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Student Representatives 

The role of the student rep is crucial to both the students and the staff of the Graduate 

School of Education. As a representative of all of the students on your programme, you will 

be given frequent opportunities to ask questions and provide feedback on behalf of your 

classmates. The Graduate School of Education is always seeking out ways in which the 

student experience can be improved, so we rely heavily on our student reps to let us know 

what the student body thinks of our provision. This is the most immediate way in which you 

can help to enact changes on your programme of study. Being a student rep is a fantastic 

opportunity to ensure that your programme of study is of the highest possible quality. By 

coming together with your classmates and with students from other programmes, you can 

make a real difference to the student experience here in the Graduate School of Education. 

Acting as a student rep is a great opportunity to get to know your classmates better, and to 

develop strong working relationships with academic and administrative staff across the 

Graduate School. It will also help you to develop a range of key skills that will prove useful to 

you throughout your professional career, including negotiation skills, problem-solving and 

teamwork. In addition to this, you could also undertake further training and development 

opportunities that may even lead to you attaining the Bristol Plus Award. (Further 

information at: http://www.bris.ac.uk/careers/plusaward/index.asp) 

As a student rep, you will be expected to: 

 

 Attend training at the beginning of the academic year, when the Students’ Union will 

guide you through the role and answer any questions you might have about being a 

student rep. 

 Correspond regularly with all students on your programme – this might be done 

face-to-face, via email, or via social media such as Facebook or Twitter. 

 Meet regularly with other student reps from Masters programmes at the Graduate 

School of Education, in order to discuss student feedback and compile a brief report 

of student feedback. 

 Be willing to attend termly meetings of the M-level Committee to present these 

short reports, to ask any questions raised by your classmates, and to gather 

responses from staff to report back to your classmates. 

 Attend the School General Assembly, where a variety of issues affecting staff, 

students and other users of the Graduate School of Education will be discussed. 

Although there is no formal reporting to this meeting from student reps, it is a useful 

forum to find out about what is going on in the Graduate School. 
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We recognise that being a student rep can occasionally be a challenging role, but you will be 

supported by your tutors, Student Services Office staff, and the Students’ Union. You will 

never be asked to deal with other students’ personal issues, or with anything that makes 

you feel uncomfortable. If you have any worries or difficulties with fulfilling the role of 

student rep, you are always very welcome to discuss these with tutors or administrative 

staff.  

 

The anticipated time commitment for this role is a minimum of five hours per term. There 

will also be additional opportunities for student reps to take on more responsibility by 

representing students at Faculty or Senate level.  

 

There are some changes to the nomination and election processes from previous years. 

Further information will be disseminated during Orientation Week. 

 

Other Representation 

The Students’ Union is currently developing a Postgraduate Hub, dedicated to supporting 

postgraduate students across the University. Further information about this, including how 

you can help, is available at: http://www.ubu.org.uk/representation/postgrads/  

Jeanette Monaco is the dedicated Students’ Union staff member for developing and 

supporting Postgraduates. If you would like further information about events, opportunities 

or ideas that you may have please contact her via ubu-postgrads@bristol.ac.uk  

The Students’ Union runs a free, impartial and confidential advice service.   

Just Ask 

Telephone: 0117 331 8634/5 

Email: ubu-justask@bristol.ac.uk 

Website: http://www.ubu.org.uk/justask/ 

Location: 4th floor, Richmond Building, Queens Road, Clifton or  

InfoPoint on Tyndalls Avenue (beside the Careers Service) 

http://www.ubu.org.uk/representation/postgrads/
mailto:ubu-justask@bristol.ac.uk
http://www.ubu.org.uk/justask/
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They offer: 

 Support for academic issues – e.g. plagiarism panels, appeals, complaints and 

extenuating circumstances 

 More general advice – e.g. consumer rights, personal problems, locating advice and 

support within or outside the University 

 Information and advice campaigns 

The Students’ Union also offers: 

Peer Mentoring 

University is an incredible experience but it can also be confusing and a little intimidating at 

times. With peer mentoring, students who are feeling overwhelmed or unsure of how to get 

the best of University are matched with students who have been at Bristol for a year or 

more. Mentors share their experiences of living and studying here, give support on how to 

access services and activities across the University and Union, and are generally a friendly 

face to chat to! If you would like a mentor, or would like to become a mentor, further 

information can be found at: http://www.ubu.org.uk/justask/mentoring/ 

Support Groups 

Support groups and networks exist for student parents, disabled students, LGBT+ students 

and students with eating disorders. Further information is available at: 

www.ubu.org.uk/justask/supportgroups/ 

 

 

 

 

 

http://www.ubu.org.uk/justask/mentoring/
www.ubu.org.uk/justask/supportgroups/
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Student Grievances & Appeals 

In the first instance, you should attempt to resolve any grievance or complaint with the 

relevant unit tutor, or with your unit tutor. If this is not successful, you should seek further 

help from the following individuals. You should approach each individual in turn, 

progressing to the next individual only if you are unable to reach a satisfactory solution. 

Names and contact details for all individuals can be found on pages 7-11 of this Handbook.  

 Programme Coordinator 

 M-level Directors 

 Directors of Teaching and Learning 

 Head of School, Graduate School of Education 

 Graduate Dean of the Faculty of Social Sciences of Law 

If no satisfactory solution can be reached, having exhausted the channels outlined above, 

you should then proceed with the University’s Student Grievance procedure, as outlined in 

detail at: http://www.bristol.ac.uk/secretary/grievances 

http://www.bristol.ac.uk/secretary/grievances
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6. Student Support & Progress 

The Personal Tutor Scheme 

All full and part-time students are assigned a personal tutor, who is normally one of the 

tutors on your programme. The personal tutor is there to ensure that students receive 

adequate guidance and support in order to complete their studies satisfactorily. You can 

discuss any academic or personal matters affecting your studies with them. It is always 

better to approach your tutor and to raise any issues than to worry alone.  While your 

Personal Tutor may not always be able to help you to a solution, they will be able to refer 

you to somebody who can help. 

It is important that all students feel able to approach their personal tutor about concerns or 

issues.  The contact details for your Personal Tutor will be given to you at the beginning of 

the year. It is normally best to contact your personal tutor via email ahead of time to 

arrange meetings.  

You will meet your Personal Tutor in Orientation week and have regular meetings with your 

Personal Tutor during each academic year.  The first meeting is usually held at the beginning 

of your first term, and later meetings in the middle of each subsequent term. We 

recommend that you meet with them at least once a term to review your progress and 

discuss any concerns you may have. You can use these meetings to your benefit, but we 

suggest that you consider the following: 

 consider your goals 

 review your progress between each meeting 

 consider your own learning and development 

 find ways to develop and extend your learning 

 set yourself some targets 

Part-time students may not want termly meetings if they are not completing units each 

academic term.  You must, however, keep in touch with your Personal Tutor about your 

plans for Masters work, and continue to check your University email regularly so you don’t 

miss important messages from staff.  
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It is the student’s responsibility to attend meetings arranged with the tutor, and to inform 

the tutor about any special circumstances that may be affecting academic performance.   

Students may wish to ask their personal tutor to act as one of their referees for jobs.  As a 

matter of courtesy they should let the Personal tutor know about any job applications they 

are making, and make sure that the tutor has an up-to-date copy of their CV. 

If for any reason you do not get on with your Personal Tutor, or feel that the Tutoring 

relationship is not working for you, please contact your Programme Co-ordinator, or the 

Student Services Office, who will help you to resolve problems or find you a new tutor.  All 

discussion with them (and with Personal Tutors) will be in confidence. 

Unit Tutors and Support for Assignments 

All students can expect the Unit Tutor to help them with any difficulties related to a 

particular unit, and to advise (if necessary) on the assessed work for that unit.  The role of 

the unit tutor is to provide: 

 a clear outline of the unit they are teaching, including its objectives and intended 
learning outcomes 

 a clear reading list which highlights books, journals and any relevant websites 

 advice and support about any aspect of the unit, styles of learning and teaching or 
resources which are used with which the student is having difficulties 

 guidance on the assessment options outlining any particular features 

 academic support in the process of producing the assignment.  This varies according 
to the needs of the student, but typically means providing comment on an outline 
and/or holding a tutorial about the assignment area.  The tutorial may occur before 
or after the production of the outline. 

 clear feedback on the final assignment including its strengths, areas to consolidate 
and those areas or aspects which may be improved upon. 

If you encounter difficulties with the content of a particular unit, the way classes are 

conducted or with a particular assignment, you should speak to the unit tutor in the first 

instance. If this does not resolve the problem, please contact the programme coordinator or 
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your personal tutor. If you continue to have problems, please notify the Student Services 

Office.  

If you fail an assignment, and this is confirmed by the external examiner, you will be given 

one opportunity to re-submit the assignment. You can expect guidance from the Unit Tutor 

about how best to improve and re-submit the assignment.  Students re-submitting work can 

expect a revised outline to be read and commented upon. 

In order to access the best possible support from your unit tutors, you should: 

 take responsibility for contacting the tutor to arrange a meeting about any aspects of 

the unit you find problematic 

 ensure that you submit a written outline as directed by the unit tutor in terms of dates 

and formats. 

Extension of Studies 

When you register on a Masters programme, you will be given a specific amount of time in 

which to complete your studies. Your end date usually coincides with your dissertation 

submission deadline. Therefore, if you require more time in which to complete your 

dissertation, a formal request must be made to extend your period of study.  

An extension of studies may be granted only in exceptional circumstances; for example, 

illness or injury, bereavement, financial difficulties, or domestic problems.  Any request for 

an extension should be accompanied by supporting evidence, e.g. a medical certificate, or a 

letter outlining your circumstances.  

If you would like to apply for an extension of studies, you should discuss this with your 

dissertation supervisor as early as possible. If your supervisor is willing to support your 

request, you should contact the Student Services Office for guidance on the application 

process. Although you can apply for an extension of studies at any time, it is recommended 

that you apply between eight and two weeks before your dissertation deadline. Your 

request should give substantial detail about your reasons for requesting an extension.  

Please note that extension requests may be declined, in which case you will be required to 

meet your original submission deadline. 
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Overseas students - Changes to your end date may affect your visa and your immigration 

status in the UK. All Tier 4 visa-holding students must seek advice from the International 

Advice and Support team before requesting an extension of studies. 

 

Suspension of Studies 

A suspension is an approved interruption of a student's study period. It may be granted for 

family, health, financial, employment or research reasons. A period of suspension effectively 

‘stops the clock’ on the maximum study period for a set period. A suspension of studies will 

only be granted in exceptional circumstances. Suspensions can only be backdated by up to 

one month. Retrospective suspensions of study will not normally be permitted so you will 

need to keep your supervisor informed of any interruptions to your study. 

If you are considering suspending your study for any reason you should first discuss the 

situation with your personal tutor or programme coordinator. If they are in support of your 

request, you should complete the Suspension Request Form (available on request from the  

Student Services Office).  

The Graduate Dean will normally approve suspensions for good reason up to a maximum 

period of 12 months, where fully supported by the school. Any suspensions of more than 12 

months must be approved by the Pro Vice-Chancellor for Education, who may alternatively 

recommend that you withdraw from the programme and apply to return when 

circumstances permit. 

Overseas students - Changes to your end date may affect your visa and your immigration 

status in the UK. All Tier 4 visa-holding students must seek advice from the International 

Advice and Support team before requesting a suspension of studies. 
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Extenuating Circumstances 

You should let us know of any circumstances which may affect your ability to participate 

fully in your course (including submitting assignments on time), e.g. health (physical or 

mental), domestic, work or financial problems. You don’t have to tell us everything, but it 

will help you if we are aware that you’re encountering problems. We will endeavour to do 

everything possible to support you and help you to manage your problems in the most 

appropriate way. 

You can choose to make contact with whoever you feel most comfortable with; your 

personal tutor, Programme Director, any other member of academic staff, or a member of 

the Student Services Office staff. Your situation will only be discussed amongst University 

staff on a need-to-know basis, and we will never discuss your situation with other students. 

Please do not feel that you have to suffer in silence – there is always something that can be 

done, and we can help you avoid any problems which may complicate your successful 

completion of your programme.  

If your circumstances persist, Section 18 of the University Regulations for Taught 

Programmes http://www.bris.ac.uk/esu/assessment/codeonline.html#pgtstudy require 

students to disclose any relevant information they wish the School to take into 

consideration as having an impact on their ability to study. 

The information must be submitted by completing an Extenuating Circumstances Form, 

which can be found on Blackboard.  It can also be downloaded from the Faculty website at 

http://www.bris.ac.uk/fssl/current-students/ and must be completed in full and submitted 

to the Student Services Office, along with full supporting evidence, in advance of the 

advertised deadline.  Your evidence will then be considered by a Special (Extenuating) 

Circumstances Committee and the outcome reported to both the School and Faculty 

Examination Boards.  Students should submit completed forms following the final 

assessment or examination in the assessment period to which it relates.  

Exam Boards 

During the course of the academic year there will be three School Examination Boards in 

which student progress on Masters programmes will be reviewed.    

The first two Examination Boards are ‘interim’ boards held in March (to consider Autumn 

term units) and July (to consider Spring term units) which review student progress in 

http://www.bris.ac.uk/esu/assessment/codeonline.html#pgtstudy
http://www.bris.ac.uk/fssl/current-students/
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relation to Autumn and Spring units.  The outcome of these will ratify those students eligible 

to progress to the dissertation. Further information about the progression rules for Masters 

students can be found on page 65 of this handbook. 

The final Examination Board held in November considers your overall performance and 

makes recommendations to the Faculty of Social Sciences and Law for the award of 

MEd/MSc.  These awards are then conferred at the January/February degree congregation.  

NB. Students awarded the Postgraduate Diploma or Certificate are awarded their 

qualifications without a graduation ceremony as these are exit awards. 

The School Examination Board is composed of: 

  External Examiners for the relevant programmes 

 the Director(s) of Teaching and Learning,  

 the Director(s) of M-Level Programmes,  

 Programme Coordinators for the relevant programmes  

 members of staff who have taught on the relevant programmes 

The Board is chaired by the Director of Teaching and Learning.  The opinion of the External 

Examiner is final on the School Examination Board but subject to confirmation by the 

Faculty Graduate Studies Committee. This means that your final results are not confirmed 

until they have been ratified by a meeting of the Faculty Exam Board, which normally takes 

place in the first half of December each year. 
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7. University Services 

The University of Bristol provides support and advice to thousands of students each year. If 

you have any questions or need any help at any stage of your studies, there is almost 

certainly a department within the University with the specialist knowledge and resources to 

assist you. Below is a list of the key services available to students.  

MyBristol – Student Portal 

MyBristol allows you to access a range of University services & facilities in one place, such 

as: 

 your Bristol email account 

 your personalised timetable 

 your library account 

 Blackboard 

 

University website for current students 

The University of Bristol’s webpage for current students provides links to lots of vital 

information that you’ll find useful throughout your time at Bristol, including: 

 Student portal (MyBristol) 

 Timetables 

 Student handbooks 

 Email 

 Skills training 

 Policies & procedures 

 Health & welfare issues 

You can see the University website for current students at: 

http://www.bristol.ac.uk/currentstudents/ 

 

 

http://www.bristol.ac.uk/currentstudents/
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Student Info 

Student Info is an online tool which allows you to make changes to your personal 

information (including your contact details) on your student record. You should ensure that 

this information is kept up-to-date, as it will be used by University staff to contact you 

during your studies and after you have graduated.  

You can access Student Info by going to: http://www.bristol.ac.uk/studentinfo/ 

Student Services 

Encompasses the following services: 

 Multifaith Chaplaincy 

 Students’ Health Service 

 Student Counselling 

 Disability Services 

 Careers Service 

 Vulnerable Students 

Further information on all of these services, including details of how you can access them, 

can be found on the Student Services website at: http://www.bristol.ac.uk/studentservices/ 

NB. Student Services is a central University department, not to be confused with the Student 

Services Office within the Graduate School of Education. 

Centre for English Language and Foundation Studies 

The Centre for English Language & Foundation Studies (CELFS) offers a range of English 

language courses, including in-sessional English courses for current Masters students. If your 

first language is not English, you are encouraged to consider participating in these courses 

alongside your Masters programme. These courses are designed to help you with the 

transition to studying at an English-speaking institution, and to make sure that your time at 

Bristol is used effectively. 

Further information about CELFS can be found on their website at: 

http://www.bristol.ac.uk/english-language/ 

http://www.bristol.ac.uk/studentinfo/
http://www.bristol.ac.uk/studentservices/
http://www.bristol.ac.uk/english-language/
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Library 

The Library’s collection of print and electronic resources will prove essential for success in 

your Masters programme. There are ten branch libraries at the University, including the 

Education Library on the ground floor of the Graduate School of Education. 

Further information about the Library can be found on their website at: 

http://www.bristol.ac.uk/library/ and on pages 107-114 of this Handbook. 

IT Services 

IT Services are your first point of contact for computer support during your studies at the 

University of Bristol. They have a website to help new students familiarise themselves with 

IT provision at the University, which you can find by going to: http://www.bristol.ac.uk/it-

services/info/newstudents.html 

You can find out more and report problems by going to the IT Services website at: 

http://www.bristol.ac.uk/it-services/ 

International Office 

The International Office is the dedicated office for overseas students studying at Bristol. 

They offer help for applicants and offer-holders before they even arrive in the UK, and also 

provide support to students who are currently in Bristol. They are the only office within the 

University who are authorised to provide information about visas and immigration issues.  

You can find further information on the International Office at: 

http://www.bristol.ac.uk/international-office/ 

Student Funding Office 

The Student Funding Office can help you to locate and apply for funding opportunities to 

cover your tuition fees for your Masters programme.  

Further information can be found on the Student Funding Office website at: 

http://www.bristol.ac.uk/studentfunding/ 

http://www.bristol.ac.uk/library/
http://www.bristol.ac.uk/it-services/info/newstudents.html
http://www.bristol.ac.uk/it-services/info/newstudents.html
http://www.bristol.ac.uk/it-services/
http://www.bristol.ac.uk/international-office/
http://www.bristol.ac.uk/studentfunding/
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Students’ Union (UBU) 

The University of Bristol Students’ Union (more commonly known as UBU) exists solely to 

support Bristol students through; 

 Offering advice and support to students on a huge range of issues, including 

academic, housing, crime, employment, health & welfare, financial or social matters. 

If you have a problem and don’t know who to discuss it with, the “Just Ask” service is 

always the best place to start. 

 Providing a host of opportunities for you to have fun, help others and develop your 

skills through societies & sports clubs 

 Ensuring that the University (that’s us!) hear your views through the student rep 

system. This is really important, as we always want to hear your ideas about how we 

can improve our provision of programmes for future students. 

 Running campaigns to raise student awareness of key issues affecting them. In 2012-

13, campaigns addressed issues such as local politics in Bristol, environmental 

concerns, and mental health problems. 

 

You can find further information about the work of UBU on their website at: 

http:/www.ubu.org.uk/ 

To access the Just Ask service, go to their webpage at: http://www.ubu.org.uk/justask/ 

Education Support Unit 

The Education Support Unit (ESU) helps us to provide the best possible education for our 

students. As a student, you may be interested to find out more about their work, including: 

 Each year, we undertake an annual review of each of our units and programmes, in 

order to identify possible improvements. Student feedback plays an important role; 

this is one of the key areas where we use feedback gathered from unit evaluation 

surveys and information from student reps. 

http://www.ubu.org.uk/
http://www.ubu.org.uk/justask/
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 Oversight of external examination of our programmes; all of our programmes are 

externally examined by a member of academic staff working in the same field at 

another UK university. This helps us to ensure that our programmes are academically 

rigorous, and that we are providing you with the outstanding education that you 

expect from us. 

 Blackboard; the Technology-Enhanced Learning (TEL) team is dedicated to 

supporting existing Blackboard users, and helping us to find new ways to use 

Blackboard as a teaching and learning tool. 

 Programme and unit approval; whenever we establish new programmes, or make 

changes to the content of existing programmes, the ESU oversees a strict approval 

process so that we can make sure that our programmes offer students the best 

possible standard of teaching and learning. 

If you’d like to know more about the work of the ESU, you can find their website at: 

http://www.bristol.ac.uk/esu/ 

http://www.bristol.ac.uk/esu/
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8. Assessment & Academic 
Matters 

There are often either uncertainties or misunderstandings about the purposes of 

assessment on courses such as this one. It is the purpose of this section to attempt to guide 

you into the way of working that you need to develop in order to succeed on the 

programme. Also, we want to make it clear to you that we take the assessment of your work 

extremely seriously.  Each tutor involved in teaching you and assessing your work holds the 

view that the assignments you write are central vehicles for your learning.  

Much of the content of this section will be reinforced in your meetings with your unit and 

personal tutors and during support seminars such as the Learning Skills series. If you have 

any questions about assessment on the programme there will be plenty of opportunities to 

raise these.  Please take the chance to bring any queries you may have.  

The Purposes of Assessment  

Assessment plays a dual role. It is both formative, helping the student in the learning 

process, and summative, in that it provides the Exam Board with information it needs to 

make decisions about whether and what award should be made to a student.  The final 

grade given for assessed work has an impact on the classification of the award (e.g. 

MEd/MSc with Distinction, Merit or Pass). 

The assessment process is more than simply gaining an award.  Many students find it easy 

to allow the examination of work produced for assessment to become the sole reason for 

taking a programme.  Given the volume of work that needs to be done, and the importance 

of awards for some students’ career progression, this is not surprising.  But students should 

remember that engaging in assignments is part of the learning process and the development 

of a professional knowledge base and skills is of prime importance. 

In order to produce work for assessment, a student has to carefully consider a task which 

has been set and has to decide how to communicate to an external audience an argument, a 

series of reflections on professional practice, a piece of research or an analysis. 

In this process of communicating to others, the student should aim to:  
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 synthesise what has been read  

 develop a position in relation to the theoretical and research literature  

 formulate an argument and incorporate personal experience and practice  

 reflect on past experience or practice  

 write appropriately, concisely and engagingly for a reader  

 make effective use of academic conventions  

 develop such transferable skills as information retrieval and its use, writing for an 

audience, writing to a specified length, writing in an appropriate professional style, 

computer editing and proof reading skills.  

The Assessment Process  

There a number of stages in producing work for assessment. Each stage will play a valuable 

part in your learning.  

 1. Determining the nature of the assessment task 

You need to be sure that:  

a) you understand what is required in the assignment task;  

b) you have the potential to answer the question - that it is something which is 

in your area of expertise or interest;  

c) you have sufficient interest in the topic or task to undertake the necessary 

research or reading.  

2. Collection of Material 

Having determined that you understand all elements of the assessment task, time should be 

invested in reading appropriate journal papers or sections of core texts, developing a good 
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understanding of the authoritative voices and key issues, and in planning how to undertake 

any activities that you need to complete the task.  

3. Producing an Outline  

This is an opportunity to think about the whole assignment and to indicate to your tutor the 

key points in your argument, the sources of the material that you will draw upon and your 

position in relation to this material. You should be able to produce this as a one or two page 

summary.  

In the production of the outline (see pages 139-140) you can indicate any areas of concern 

that you may have with the task, or highlight any particularly original approach that you 

wish to adopt in relation to the material or the topic.  

Your outline may be for your own consideration, or your tutor may ask to see it.  Your tutor 

may give a deadline by which your outline must be submitted. Your tutor will annotate your 

outline and/or offer global comments on your approach. Please note that some 

programmes may have different practice around reading outlines and drafts, and you should 

check this by referring to your programme supplementary handbook or asking your unit 

tutor. 

4. Working with Tutor Feedback 

You should take note of the feedback which may concern the approach you have adopted, 

gaps in your line of argument, an element or aspect that you may have over-emphasised or 

ignored, or the length, style or content of the assignment.   

5.  Tutorial 

If appropriate, you will have the opportunity to have a tutorial with your Unit tutor. This is 

most often face to face. The tutorial may be prior to, or after, the production of the outline.  

6.  Production of a Full Draft 

Working with your draft outline, tutor feedback and any additional material, you will write a 

first full draft of your assignment. You should draw on the guidance you have been given 

through the study skills sessions concerning:  

a. the formulation of an introduction  
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b. the paraphrasing of others’ ideas  

c. the acknowledgement of others’ work  

d. the ways to write about your views, opinions, beliefs, experiences and the 

position you wish to adopt in relation to others’ work  

e. the role of headings and sub-headings  

f. the role of the conclusion 

Everyone approaches writing differently. Some people plan each paragraph in great detail, 

others work with a more impressionistic and global plan for the assignment.  

The completed full draft will give you many insights into whether any aspects of the 

literature you have read may confuse you, how clearly you can develop a critical analysis of 

what you have read and where there may be gaps or inconsistencies in your argument.  The 

writing of the first full draft should be understood as a good opportunity for you to clarify 

your thinking.  

7. Reading, Editing and Re-drafting 

At this stage you will be trying to read your work as if it were written by someone else. You 

need to ask yourself questions such as:  

a) What are the aims of the assignment? 

b)  Are the aims realised? 

c)  Does the writer make good use of his/her sources? 

d) Is it clear what the writer thinks about the sources he/she has used? 

e)  Is there critical analysis? 

f)  How much has the writer simply described experiences or what he/she has 

read?  

g) What level of criticality has been brought to reflection on experience or on 

reading?  

h) How clear is the conclusion?  

8. Production of a Final Draft 

You may need to work through the drafting stage several times in order to write a final 

draft.  Once you are confident you have a final draft you should either ask a colleague to 

read it for you to check for sense, coherence of argument and clarity of expression, or you 

should try to do this for yourself.  Some people find it useful to try reading their work out 

loud to hear how what has been written sounds. This may help you to identify paragraphs in 
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which the meaning is not clear, and is a part of the process of avoiding jargon and over-

complicated sentences.  

At this stage you should be checking that you have indicated all the sources you have cited, 

indented and single-spaced your quotations and completed a thorough reference list.  

It is important that read the guidance on plagiarism and copying given on pages 71-73 of 

this Handbook carefully. If there is anything you are worried about or do not understand, 

you should discuss this with your  

Finally you might like to check your assignment against the proofreading checklist provided 

on page 70 of this Handbook. 

9. Peer Assessment 

Obviously, any piece of work that you submit for assessment must be your own work.  

Nevertheless, students often find it useful to discuss their ideas with their fellow students 

and we regard this as perfectly acceptable.  When you submit your assignment, you will be 

asked to give your consent for sections of your work to be presented as examples for future 

students to use. You do not have to give your permission if you do not want us to use your 

work in this way.   

10. Handing in the Final Copy 

All assignments for Masters programmes should be submitted on Blackboard. Some units 

require the submission of assignments on CD or data stick; if you submit an assignment in 

this format, you should still submit a cover sheet on Blackboard. 

There is extensive information available on Blackboard concerning the submission of 

assignments. You should familiarise yourself with this before your first assignment deadline. 

You will also be invited to attend workshops during Reading Week in the Autumn term. 

All assignments must be accompanied by a completed assignment cover sheet. Your tutors 

will use this to provide feedback for your work, so please ensure that you submit a Word 

version (not PDF) of your cover sheet. The blank assignment cover sheet can be downloaded 

from Blackboard.  
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11. Receiving Tutor Feedback  

While you will be interested in the assessment grade, it is important that you appreciate 

that a key part of the process is reading carefully through the feedback from your tutor.  The 

Feedback sheet offers you much information about your work. You will be guided as to the 

quality of your argument, the ways you have worked with others’ theories and concepts, the 

clarity of your expression, your awareness of your audience and a range of presentational 

issues. 

Your tutor will also offer some overall comment on the assignment and may perhaps make 

some suggestions for ways to improve or develop the assignment or aspects of your 

approach to writing which can be used in future assignments.  Careful reading of feedback 

will enable you to learn from the process of completing an assignment. It will help you in 

producing future pieces of work. 

Make a list of things that a tutor offers in the feedback. Think carefully how it can be applied 

to another assignment. Remember the feedback is there to help you. It is not a criticism of 

you, or a statement about you; it is intended to improve your academic skills. 
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Managing Assignment Tasks 

The following points are designed to help you to approach your assessed work in a 

constructive way; 

 Your attitude towards the assessment process will be a big barrier or a major aid in 

helping you to manage it.  The more you worry about it, the more you procrastinate 

or the bigger you make the task, the worse it will become.  

 Allow sufficient time to work carefully through the whole process from defining the 

assessment task to considering your tutor’s final feedback.  Allow your tutor time to 

read your outline, and for you to make use of the advice before the submission 

deadline.  

 Stick to deadlines; they are carefully scheduled to allow you sufficient time to 

produce work to the best of your ability.  

 If English is not your first language, you may use colleagues’ or tutors’ advice to help 

you to better understand any linguistic misunderstandings or errors.  

 Use the Study/Learning Skills sessions to help you manage the process of returning 

to learning.  

 Apply common sense to the task  

 Assemble all the resources you need  

 Make effective use of electronic journals and sharing resources with colleagues 

 Check you have a full understanding of what is required; as well as reading the 

assignment task closely, consider the Masters assessment criteria when writing your 

assignment.  

 Do sufficient reading before you try to draft any outlines or to begin writing your 

assignment  
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 Develop study support networks with colleagues to share ideas, resources and to 

read each other’s’ work  

 Don’t plagiarise, copy, or borrow other people’s work.   

 Don’t reuse sections of your own earlier work – this is plagiarism and you may be 

penalised.  

 Be very careful in the ways in which you make use of the Internet; not everything 

published online is of equal value or trustworthiness 

 Make sure you allow yourself enough time to complete the assessment task; always 

allow yourself more time than you think you will need 

 Plan a timetable for completing your work and stick to it 

If you feel that your assignment is not going to plan, speak to your unit tutor or Personal 

Tutor at the earliest possible opportunity. Don’t wait for the situation to resolve itself; it 

may get worse. You will never get into trouble or be criticised for asking for help. 

Assignments and Assessment Criteria 

Assessed work is an opportunity for you to: 

 Focus your reading and develop your thinking about a particular issue or problem 

 Consolidate the learning you have been undertaking in taught sessions, through 

discussion with fellow students and through reading 

 Draw on your professional experiences and observations, analysing them in light of 

research evidence and theoretical perspectives 

 Formulate a coherent position in relation to a particular issue or question 

 Consider how effectively you feel other writers and researchers have dealt with an 

issue and how you would like to see the area further explored or how you might go 

about researching it  
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 Demonstrate your understanding, knowledge and capacities for creative and critical 

thinking 

 Develop a position or strategy that you may be able to use at work 

 Develop a range of transferable skills 

Students are not the only ones who benefit from completing assignment tasks during their 

Masters programmes. Assessed work offers your tutor the opportunity to: 

 Engage with your arguments 

 Assess your powers of analysis and critical thinking 

 Examine your understanding of an area 

 Assess your readiness for further work in this area 

 Offer feedback on your arguments and analysis, support your reflections and assist 

in developing more general academic and transferable skills 

Assignment tasks may take a number of forms – professional learning logs, the production 

of resources and materials, or the production of video, audio or other media.  However, the 

most common form will be a written assignment. Individual pieces of coursework are 

graded on a 5-point (A-E) scale, taking account of five main categories: Knowledge and 

Understanding; Approach/Analysis; Organisation and Structure; Use of Sources; Style and 

Presentation and Methodology and Methods.   These categories do not all carry equal value 

in the judgement that is made of the assessed work; this judgement will be holistic, and 

tailored to the assessment task.  The breaking down of the criteria in this way aims to guide 

the identification of strengths and weaknesses in order that more comprehensive levels of 

formative feedback can be given to students.  It is expected that students who are learning 

will build on the feedback they receive from their tutors and, as a result that their work will 

improve as they move through the Programme. 
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Masters Assessment Criteria 

When marking your assignments, your tutors will assess your work to see how well it meets 

the criteria listed below. Marking is a subjective process, so you should remember that it is 

your tutor’s role to decide the extent to which your assignment meets the criteria, and to 

determine your final grade.  

Grade A: Excellent 

Knowledge and 
Understanding 

 

The assignment demonstrates an excellent level of knowledge and considerable 

depth of understanding. A sophisticated discussion of key issues takes place 

within a strong conceptual framework: in particularly strong assignments, the 

discussion may develop the framework. There is clear evidence of independent 

literature research which extends beyond essential recommendations. 

Considerable confidence is demonstrated in the ability to deal with a range of 

highly relevant issues. The assignment may demonstrate originality of thinking. 

Approach/Analysis 

 

The assignment demonstrates a strong ability to marshal/weigh evidence and of 

critical thinking: an excellent range of perspectives is evident. The topic is 

addressed very comprehensively and a convincing and coherent argument is 

maintained in doing so: a clear and creative ability to describe, analyse and 

synthesise ideas is demonstrated possibly through the inclusion of empirical 

research. Judgements are strongly based on critical appraisal. An excellent level 

of content has been covered. The relationship between sound theoretical 

principles and good professional practice has also be clearly articulated and 

discussed. There is excellent discussion of the relevance of theoretical ideas for 

professional practice and extensive consideration is given to educational and/or 

professional contexts. 

Organisation and 
Structure 

 

The structure of the assignment is excellent: arguments develop logically and 

lead to a well-reasoned and original conclusion. The assignment is internally 

consistent, extremely coherent, concise and well-structured. Topics for sub-

headings summarise the content of sections very effectively. The introduction is 

well focused and provides a clear indication of the rationale, key literature base 

used and organisation of the work. The conclusion summarises the issues and 

implications very well and draws insights which are logically developed from the 

analysis. 
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Use of Sources 

 

The selection, interpretation, comparison, evaluation and synthesis of material 

from sources are excellent. There is strong evidence of criticality in the treatment 

of sources. 

Style and 
Presentation 

 

Ideas are communicated exceptionally clearly. There are very few if any 

typographical errors: there is evidence of careful editing and proof-reading. The 

layout of the assignment conforms extremely well to expectations and the length 

is consistent with requirements. Referencing is accurate in citation and 

attribution. There is accurate, consistent and appropriate application of 

academic conventions. 

Methodology and 
Methods 

 

In addition, for dissertations and assignments based on empirical study, it is clear 

what kind of study was undertaken. The methodology is fully justified. There is a 

thorough explanation and justification of the chosen methods. There is a full 

consideration of the strengths and weaknesses of the methodology, design and 

underpinning theories. 

Grade B: Good 

Knowledge and 
Understanding 

 

A good level of knowledge and understanding of the key concepts has been 

demonstrated. A good discussion of key issues takes place within a well 

developed conceptual framework. There is clear evidence of independent 

literature research which may extend beyond essential recommendations, 

although the range of issues dealt with is more limited in scope in comparison 

with an assignment awarded a higher grade. 

Approach/Analysis 

 

The assignment demonstrates an ability to marshal/weigh evidence and critical 

thinking. A good range of perspectives is evident. The topic is addressed 

comprehensively and a convincing and coherent argument is maintained in doing 

so. Judgements are based on critical appraisal. A good level of content has been 

covered. There is good discussion of the relevance of theoretical ideas for 

professional practice and clear consideration is given to educational and/or 

professional contexts.  

Organisation and 
Structure 

The structure of the assignment is good: arguments develop logically and lead to 

a well-reasoned conclusion. Topics for sub-headings summarise the content of 

sections effectively. The introduction is relevant and provides the reader with 
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 good guidance to the overall structure of the work. The conclusion summarises 

the issues and implications well. 

Use of Sources 

 

The assignment demonstrates a good familiarity with a wide range of literature 

relevant to the topic. In addition there is some good evidence of comparison or 

synthesis of sources and of criticality in the treatment of sources.  

Style and 
Presentation 

 

Ideas are generally communicated very clearly: the language used presents very 

few comprehension difficulties for the reader .The assignment is concise and 

conforms well to style conventions. There are very few typographical errors. The 

assignment length is good and layout conforms to expectations. Referencing 

generally conforms to the conventions. 

Methodology and 
Methods 

 

In addition, for dissertations and assignments based on empirical study, it is clear 

what kind of study was undertaken. The methodology is well justified. There is a 

good explanation and justification of the chosen methods. There is a wide-

ranging consideration of the strengths and weaknesses of the methodology, 

design and underpinning theories. 

Grade C: Pass 

Knowledge and 
Understanding 

 

A satisfactory level of knowledge and understanding has been demonstrated 

although the assignment topic could have been more fully researched and may 

rely too much on recommended reading. Some key issues have been identified 

and discussed and some significant insights are developed. 

Approach/Analysis 

 

The assignment demonstrates an ability to marshal/weigh evidence satisfactorily. 

A satisfactory conceptual framework has been established and a satisfactory 

level of content has been covered. There may be some emerging evidence of 

critical thinking. There is discussion of the relevance of theoretical ideas for 

professional practice and some consideration is given to educational and/or 

professional contexts.  

Organisation and 
Structure 

 

The structure of the assignment is satisfactory although more careful editing 

would have improved the overall organisation and conciseness of the work. 

There is sufficient evidence of the development of an argument and there is an 



58 

 

appropriate introduction and conclusion. 

Use of Sources 

 

Although there is a generally relevant use of sources, the scope is somewhat 

limited and reliant on secondary sources. There is some attempt to treat sources 

critically and synthesise ideas from different parts of the literature. 

Style and 
Presentation 

 

Ideas are generally communicated clearly: the language used may present some 

comprehension difficulties for the reader. There may be a few typographical 

errors. The assignment length is acceptable and layout generally conforms to 

expectations. Referencing generally conforms to the conventions although there 

is still room for further improvement in accuracy and consistency. 

Methodology and 
Methods 

 

In addition, for dissertations and assignments based on empirical study, it is clear 

what kind of study was undertaken. The methodology is adequately justified and 

chosen methods are satisfactorily explained. The strengths and weaknesses of 

the methodology, design and underpinning theories are considered. 

Grade D: Marginal Fail 

Knowledge and 
Understanding 

 

There is evidence of a limited level of knowledge and understanding of the key 

concepts and ideas. Key theoretical issues may have been overlooked and/or are 

addressed at a restricted level. Few essential issues are identified and analysed 

and few significant insights are developed. 

Approach/Analysis 

 

The assignment is largely descriptive. The assignment demonstrates little ability 

to marshal/weigh evidence. There is little or no evidence of critical thinking.  

Judgements may not be adequately based on critical appraisal. A limited 

conceptual framework may have been established and the discussion is weak 

and lacking in focus. There is little discussion of the relevance of theoretical ideas 

for professional practice and little consideration is given to educational and/or 

professional contexts.  

Organisation and 
Structure 

 

The structure of the assignment is weak and arguments fail to develop logically 

to a reasoned conclusion. Organisation of ideas is weak. There is insufficient 

evidence of focus and/or the development of an argument. A sufficiently 
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appropriate introduction and/or conclusion may be missing. 

Use of Sources 

 

The assignment demonstrates some familiarity with a range of literature relevant 

to the topic, but inappropriate literature may also have been used. In addition 

there is little evidence of comparison or synthesis of sources: literature may have 

been used in a serial fashion. Sources may have been selected which are less 

relevant to the topic and there may be too much reliance on secondary 

referencing. In addition there may be evidence of casual paraphrasing without 

full acknowledgement of sources. 

Style and 

Presentation 

 

Ideas may not be communicated clearly: the language used presents some 

comprehension difficulties for the reader. There may be weaknesses with syntax, 

and the style and use of language may be inappropriate. There may be a number 

of typographical errors. The assignment length may not be acceptable and layout 

may not conform to expectations. Referencing may evidence some inaccuracies 

in citation and attribution and there may be inconsistent application of academic 

conventions. 

Methodology and 

Methods 

 

In addition, for dissertations and assignments based on empirical study, it may 

not be clear what kind of study was undertaken and the methodology may not 

be adequately justified. The strengths and weaknesses of the methodology, 

design and underpinning theories may not have been considered at a satisfactory 

level. 

Grade E: Fail 

Knowledge and 

Understanding 

 

There is insufficient evidence of knowledge and understanding of key 

concepts and ideas. Key theoretical issues may have been overlooked 

and/or are inadequately addressed. Few essential issues are identified and 

analysed and negligible insights are developed. 

Approach/Analysis 

 

The assignment is very descriptive. The assignment demonstrates 

negligible ability to marshal/weigh evidence and shows no critical thinking. 

There is no evidence of a conceptual framework. The discussion is 

therefore weak and unfocused. There is little or no discussion of the 

relevance of theoretical ideas for professional practice and insufficient 
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consideration is given to educational and/or professional contexts.  

Organisation and 

Structure 

 

The assignment is poorly structured so that arguments fail to develop 

logically to a reasoned conclusion. Organisation of ideas is very weak. The 

introduction is ineffective and insufficient in providing a rationale and 

overview of the assignment. 

Use of sources 

 

The assignment demonstrates very limited familiarity with the relevant 

literature, or inappropriate literature may have been used. In addition 

there is little or no evidence of comparison or synthesis of sources: it is 

likely that literature has been used in a serial fashion. Sources may have 

been selected which are irrelevant to the topic. There may be extensive 

evidence of casual paraphrasing without full acknowledgement of sources, 

or of plagiarism. 

Style and 

Presentation 

 

Ideas are not communicated clearly: the language used presents 

significant comprehension difficulties for the reader. There may be 

weaknesses with syntax, and the style and use of language may be 

inappropriate. There may be a significant number of typographical errors. 

The assignment length may not be acceptable and layout may not 

conform to expectations. Referencing may be inaccurate in citation and 

attribution and there is likely to be inconsistent application of academic 

conventions.  

Methodology and 

Methods 

 

In addition, for dissertations and assignments based on empirical study, it 

is not clear what kind of study was undertaken and the methodology is not 

adequately justified.  The strengths and weaknesses of the methodology, 

design and underpinning theories have not have been considered. 
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Arrangements for Marking Assignments 

First marking 

 Your assignment will be marked by the unit tutor responsible for the unit. It will be assessed 

according to the grading scheme criteria given above, with feedback being typed into the 

feedback form and returned to you via Blackboard.  All efforts are made to ensure 

impartiality in the marking process.   

Sample second marking 

 Any of your assignments may be second marked. Any assignment that is awarded a fail 

grade (D or E) will automatically be second marked. In addition, 20% of all assignments 

awarded A, B or C grades will be randomly selected for second marking. If your assignment 

has been second marked, their comments should be clearly indicated on your assignment 

feedback sheet. 

The assignment feedback form 

This offers the tutor opportunities to consider the relative effectiveness of your work in 

terms of the assessment criteria.  There is space for tutors to comment on the level of your 

success under each of the various categories. They may wish also to provide a summary of 

strengths and weaknesses with suggestions for further improvement in the Overall 

Comments section.  There is also a section for second markers to add their comments. If 

your assignment has not been second-marked, this section will be left blank. 

Return of work 

Once marked and moderated, all work and feedback sheets will be returned to all students 

via Blackboard.  Instructions for how to access your grade and feedback can be found on 

Blackboard. 

Every effort is made to return work within three weeks of the submission deadline. This may 

not always be possible, particularly around University holidays or due to unexpected 

circumstances such as staff illness. In such cases, the Student Services Office will 

communicate with affected students. If you are given an assignment extension, it may not 

be possible to meet this deadline. 
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If you have any concerns about your assignment feedback, you should discuss this with your 

unit tutor in the first instance. You can also discuss assignment feedback with the 

Programme Coordinator. If you still feel that your concerns have not been adequately 

addressed, you should approach one of the M-level Directors to discuss the situation. 

External Examination  

External examining of assignments 

Any assignment which receives a fail grade (D or E) will automatically be sent to the External 

Examiner for that unit’s programme. The purpose of external examination is to ratify the fail 

grade, as this has additional progression implications for the student. You will not receive 

feedback directly from the external examiner, although the unit tutor may share their 

comments with you if appropriate.  

A sample set of assignments from two units from each programme are also externally 

examined each year.  

External Examiners also read all assignments graded D or E; they will either confirm the 

grade, or may suggest that the grade be changed.  In the majority of cases the grade is 

confirmed, and the External Examiner may offer guidance on how to improve the 

assignment, if a resubmission is possible. They may also provide advice to the unit tutor in 

how best to support the student through their resubmission.  The tutor works with this 

advice from the External Examiners. External examiner feedback is normally sent to the unit 

tutor, who will review it and pass on any advice for the student. 

When a student remains dissatisfied with the assessment of an assignment after it has been 

assessed by two internal examiners, the assignment will normally be sent to an external 

examiner whose judgement will be final.  

Who is the External Examiner? 

Each of our Masters programmes has an External Examiner, whose role is to help ensure the 

quality of your programme of study by scrutinising the opportunities and services provided 

to you as students. The Chief External Examiner oversees the work of all of the External 

Examiners, and helps to identify issues affecting students across all of our Masters 

programmes.  
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External examiners are academics working in other higher education institutions in the UK. 

They have a wealth of experience in teaching on and running Masters-level programmes, 

and consequently have an excellent understanding of the standard and type of work which 

can be expected of postgraduates working at this level. 

What does the External Examiner do? 

The role of the external examiner is not to examine your academic performance on an 

individual basis, but rather to ensure that the Graduate School of Education and the wider 

University are providing you with the support and resources needed to make a success of 

your studies.  

Questions the external examiners help us to answer might include: 

 Do our programmes offer a similar range of opportunities for learning and equally 

challenging assessment as Masters programmes at other universities? 

 Are all of our tutors marking assessed work in a consistent manner, and using the 

marking criteria in a fair and transparent way? Is assignment feedback useful, and in 

the case of failed assignments, does it clearly outline the type of improvements 

required to achieve a pass at Masters level? 

 Do the assignments and dissertations produced by our students demonstrate that 

our programmes are intellectually challenging enough to help students develop the 

skills and knowledge that they hope to gain during their studies? 

External examiners are an essential part of the moderation process.  They receive 

assignments from a sample of units from each programme every year.  Over a period of 

three or four years, all units on offer within a programme will therefore be examined.  The 

External Examiners also review a sample of dissertations from each programme every year. 

Students are invited to meet external examiners informally on the day of each School Exam 

Board meeting – further information about Exam Boards can be found on page 39 of this 

Handbook. This is a very useful opportunity to discuss your opinion of various aspects of the 

programme, and to have your concerns addressed.  
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Provisional and Confirmed Grades 

All grades are provisional until they have been confirmed by a School Examinations Board. 

Exam Board dates will be advertised on Blackboard once confirmed.  

Once your dissertation has been submitted and marked, your final set of assignment and 

dissertation grades will be presented for ratification by the Faculty of Social Sciences and 

Law Graduate Studies Committee. This normally happens in December. Once your grades 

have been ratified by the Faculty Graduate Studies Committee, you will be notified of your 

dissertation grade and your final degree classification. Graduation ceremonies are held in 

January each year.  The schedule of ceremonies will be published at 

http://www.bristol.ac.uk/pace/graduation/ceremony-dates.html. 

Programme moderation  

A sample of work from all units taught as part of the Programme may be moderated by a 

team of programme tutors.  This process again ensures that there is reliability of marking 

across programmes and within programmes.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.bristol.ac.uk/pace/graduation/ceremony-dates.html
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Consequences of grades 

Assignments 

a) If an A, B or C grade is awarded for an assignment, the student will be credited with the 

appropriate number of credit points towards the MEd/MSc after the meeting of the Faculty 

Exam Board in December. 

b) Anything awarded the grade D or E is a fail and credit will not be awarded.   

c) All assignments graded D or E are second-marked by another tutor and sent to the 

External Examiner for confirmation of the grade.   

d) Where a fail is confirmed by an external examiner, the following rules apply regarding the 

opportunity to re-submit an assignment: 

 For the first three assignments (60 credits) you submit you will be entitled to re-

submit if any of the assignments receive a D or E grade. 

 

 Re-submitted work can only gain a C grade.  Your tutor will negotiate a timetable for 

the resubmission of work to receive and comment on an outline and to accept the 

final assignment.  You should work to this timetable so that your other work does 

not suffer. 

 

 From the fourth assignment you submit onwards you will only be permitted to re-

submit a D or E grade assignment if you have gained 60 credits at the first attempt 

i.e. passed the first three assignments AND satisfied any additional criteria i.e. 

attendance.   

 

 If a student does not fulfil these criteria they will be required to withdraw from the 

programme with an exit award if appropriate, unless there are validated extenuating 

circumstances. 

e) In some instances the Board of Examiners will be able to consider awarding credit to 

a taught postgraduate student to permit progression or completion, despite failure 

to achieve a pass mark at the first attempt.  This is sometimes referred to as 

‘condoning’ a grade. We anticipate this only being used in exceptional 

circumstances.   
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In order to be eligible the student must meet the following criteria: 

 The unit is not a ‘must pass*’ unit 

 The credit point value must not exceed 20 credit points 

 The student must have 60 credits at Grade C or above 

 Any specified additional requirements for the unit must have been achieved i.e. 

attendance, practical placement, tutorials etc 

*Details of ‘must pass’ units will be detailed for each programme in the ‘Assignments’ tab of 
Blackboard courses from 23 September 2013. 

f) Where a student has two or more D or E grades, OR two or more late submissions, they 

will be required to discuss with the Programme Coordinator their prospects of completing 

the Programme satisfactorily.  Some students may be advised to exit the Programme with a 

Postgraduate Diploma (which requires 120 credits to be achieved) or a Postgraduate 

Certificate (which requires 60 credits to be achieved) or, in some circumstances, withdraw 

from the Programme completely. 

Dissertation 

a) In the case of the dissertation the same grading structure applies with grades of A, B 

or C receiving the relevant 60 credit points and grades of D and E considered a fail.   

In the case of a fail: 

 Students who gain a D grade for their dissertation will be permitted to resubmit. 

Resubmissions will be capped at a C grade. 

 

 Students who gain an E grade for their dissertation will not be permitted to resubmit 

unless there are validated extenuating circumstances submitted.  

If a student does not fulfil these criteria they will be required to withdraw from the 

programme with an exit award if appropriate. 

b) The Exam Board has the right to award the degree of MEd/MSc with Distinction,  

Merit or Pass. Grade profiles are considered individually.  
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How are classifications reached? 

The University has been making changes to the Code of Practice for Taught Programmes for 

the last two years. Some of these changes had significant impact on the Graduate School of 

Education which has traditionally used “literal” marking scales (i.e. marking scales that use 

letters) to assess student teachers’ work. These now have to be mapped onto the 

University’s numerical marking scale (i.e. a marking scale that uses numbers) as follows: 

c)  

University Numerical Grading 
Scale 

Literal Grade this equates to: For the purpose of 
classifications the fixed point 
numerical score used is: 

70+ A 75 

60 – 69 B 65 

50 – 59 C 55 

The criteria for each classification are as follows; 

Classification Minimum criteria 

Distinction At least 65 out of 100 for the taught component 

overall and at least 70 (an A grade) for the 

dissertation. 

Merit At least 60 out of 100 for the taught component 

overall and at least 60 (a B grade) for the 

dissertation. 

Pass At least 50 out of 100 for the taught component 

overall and at least 50 (a C grade) for the 

dissertation.  
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Formal Requirements 

Volume of Assessed Work 

You can expect to complete a 4000-word assignment (or equivalent piece of work) for each 

20-credit unit that you undertake on your Masters programme. Each 10-credit unit is 

assessed by a 2000-word assignment or equivalent piece. The word count for the 

dissertation is 15,000 words.  

Word Count   

You are required to indicate the number of words of your assignment in the appropriate 

section on the assignment cover sheet. Your assignment may receive a lower grade, or may 

not be marked, if your word count is more than 10% below or above the prescribed length.  

The word limit has been imposed to encourage students to focus on the main points they 

wish to make in support of their argument and analysis and to develop the skills of writing 

concisely.  An effective piece of academic writing does not depend on extensive description 

but on critical engagement with the task and analysis. Writing within the word limit is 

important.  Being able to analyse what you have read and experienced, offering evidence 

for your position, and arguing your case coherently and concisely are part of the skills that 

you will be developing.   

Deadlines and Extensions 

 It is important that work is submitted on time.  The deadlines for submission of work are 

absolute.  They are set in order that you can manage your workload and progress through 

the programme, with all the support that you require from their tutors. Deadlines are set so 

that tutors can provide tutorial support, complete marking and offer written feedback to all 

students within the agreed marking period. The opportunity for students to have feedback 

on their written work during the course of the programme is vital to your on-going academic 

development. 

In very exceptional circumstances students may need to request an assignment extension 

(see page 25 of this Handbook).  Late work that is submitted without any agreed extension 

may not be marked and will not normally receive a grade higher than C.   
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Conventions for Assessed Work 

Please ensure that work is word processed. In presenting your assignment please remember 
to: 

 use headings and subheadings for sections within the assignment to guide your 
reader 

 complete the relevant Assignment Cover Sheet which includes the Plagiarism 
Declaration 

 double space the text 

 leave a margin of at least 2.54 cm (1 inch) at the top and bottom of each page and 
3.71 cm (1.5 inches) on the left and right 

 give page numbers for any quotations 

 pay attention to the role of introductory and concluding paragraphs 

 pay attention to structuring your assignment 

 acknowledge all sources you use, be they texts, material from the web or quotes 
from interviewees 

 indent and single space any lengthy quotations from books or other sources 

 use quotation marks for shorter quotes from books or other sources 

 include all references to quotes, from texts or other sources and ensure that such 
references are included in the reference list 

 follow a recognised system for referencing – the preferred one is the Harvard System 
(see pages 134-137 of this Handbook) 

 number your pages 

 leave one space after a comma, semi-colon or colon, and two spaces after a full stop 

 separate paragraphs with an appropriate space and do not indent paragraphs. 
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Proofreading 

Many students need help with proofreading their written work and it is entirely acceptable 

to seek this kind of help while you are on a Masters’ programme.  A proof-reader will check 

your use of written English including grammar, choice of words, spelling and punctuation, 

but s/he will not comment on the content of your assignment.   

Typically, a proof-reader will check that: 

 your written English is comprehensible 

 punctuation marks are used correctly 

 spelling and grammar are accurate 

 verb tenses are used appropriately and accurately 

 singular and plural forms of nouns and verbs are correct 

 sources (references) are included appropriately  

 quotations are set out appropriately 

A proof-reader will not check: 

 the relevance of the content of the assignment to the title 

 the effectiveness or coherence of the argument 

 the effectiveness of introductions and conclusions 

 the relevance of the content of the dissertation to the research question(s) 

 what should or should not have been included 

Tutors will help you with the development of your written work by giving you formative 

feedback but they will not proof-read it for you.  

The Graduate School of Education does not hold information about proof-readers. It is 

suggested that you locate proof-readers using internet search engines. 
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Plagiarism and Cheating 

The production of work for assessment is an essential part of the learning process.  It is an 

opportunity to think through ideas, to draw work from different authorities and sources and 

to develop a position in relation to others’ work.  But preparation of work for assessment 

also serves another purpose – that of being examined and having credit awarded which will 

ultimately contribute to your Masters degree.  Any examined work is subject to scrutiny in 

order to ensure that it is all your own work. 

It is sometimes easy to slip into plagiarism – rather too closely paraphrasing someone else’s 

ideas or words, or to cheat – to borrow ideas or answers from a colleague. It is your 

responsibility to take extreme care to avoid plagiarism in all of your written work.   

The University's Examination Regulations 

(http://www.bris.ac.uk/secretary/studentrulesregs/examregs.html) define plagiarism in the 

following way: 

'Plagiarism is the unacknowledged inclusion in a student’s work of material derived from the 

published or unpublished work of another. This constitutes plagiarism whether it is 

intentional or unintentional. “Work” includes internet sources as well as printed material. 

Examples include: 

 Quoting another’s work “word for word” without placing the phrase(s), sentence(s) 

or paragraph(s) in quotation marks and providing a reference for the source.  

 Using statistics, tables, figures, formulae, data, diagrams, questionnaires, images, 

musical notation, computer code, etc., created by others without acknowledging and 

referencing the original source. This list is not intended to be exhaustive.  

 Summarising, or paraphrasing the work or ideas of another without acknowledging 

and referencing the original source. “Paraphrasing” means re-stating another 

author’s ideas, meaning or information in a student’s own words.  

 Copying the work of another student, with or without that student’s agreement.  

 Collaborating with another student, even where the initial collaboration is 

legitimate, e.g., joint project work, and then presenting the resulting work as one’s 

own. If students are unclear about the extent of collaboration which is permitted in 

joint work they should consult the relevant tutor.  

 Submitting, in whole or in part, work which has previously been submitted at the 

University of Bristol or elsewhere, without fully referencing the earlier work. This 

includes unacknowledged re-use of the student’s own submitted work.  

http://www.bris.ac.uk/secretary/studentrulesregs/examregs.html
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 Buying or commissioning an essay or other piece of work and presenting it as a 

student’s own.'  

(Section 3.2, Examination Regulations) 

You should be particularly attentive to the penultimate point above – it is not permitted to 

re-use your own work, either from a previous assignment submitted at Bristol, or from a 

piece of work which you have submitted at another university. You must take care to write a 

new assignment for each unit, and not to rely on copying and pasting from your earlier 

work.  

All of your work will be submitted to Turn It In, the plagiarism detection software. This 

software compares your work to millions of journal articles, book chapters and other online 

resources. Crucially, it also compares it to works submitted by students to other universities 

all over the world. The resulting reports will be examined by tutors and may form the basis 

of any further investigation.  

The Examination Regulations describe the possible outcomes of discovered cheating and 

plagiarism. You can see an outline of the plagiarism investigation process on page 121 of 

this Handbook. Some plagiarism offences are considered to be so severe that they are 

treated as disciplinary offences and considered under the Disciplinary Regulations (see page 

104 of this Handbook for weblink) if the Examinations Board decides that this is appropriate. 

The potential consequences of plagiarism or cheating include: 

 being required to resubmit assessed work, either for the full grade range or for a 

capped grade of C 

 lowered marks 

 the award of no marks for the unit in question; in some cases, this can hinder your 

progression on the programme and make it impossible for you to obtain your 

Masters degree 

This section provides a brief overview of plagiarism, but you are advised to read the relevant 

sections of the University Examination Regulations at the link given above before submitting 

any assessed work. Plagiarism is taken extremely seriously in the Graduate School of 

Education, so it is important that you give it proper consideration. Every year, sadly, a small 

minority of Masters students in the Graduate School of Education are found to have 

committed plagiarism and face the consequences of so doing. 
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We try to help students inform themselves and guard against plagiarism in a variety of ways; 

 Useful information is available at 

http://www.bristol.ac.uk/is/library/findinginformation/plagiarism/advice.html  

 Each time you submit an assignment on Blackboard, you will be required to 

complete a brief test designed to remind you of the key points about plagiarism 

 Attendance at the Learning and Study Skills sessions will equip you with knowledge 

about plagiarism and proper referencing 

 Your tutors are on hand to offer guidance – they are experts in good academic 

practice, so do ask them if you have any questions or concerns 

 The University of Leicester has produced an online tutorial called “Don’t Cheat 

Yourself”, aimed at helping you understand the issues surrounding plagiarism and 

how to avoid it in your own work. You can find this tutorial at: 

http://www2.le.ac.uk/offices/ld/resources/study/plagiarism-tutorial 

 

The Internet as an Academic Resource 

Students can find information about the Internet Detective, a self-study tutorial resource to 

help you to evaluate the nature and quality of the material you find on the Internet at 

www.vts.intute.ac.uk/detective. It usefully alerts you to the importance of thinking carefully 

about the relative merits and weight you can give Internet discovered materials. 

Aside from questioning the authority and trustworthiness of the material you must be 

careful how you use it.  It could be easy to plagiarise material from the Internet, easy to 

forget the sources and to mis-reference material from the web.  You would be wise to invest 

time early in your studies finding out about reliable search engines and portals.  The Library 

staff can help in this respect. 

 

http://www.bristol.ac.uk/is/library/findinginformation/plagiarism/advice.html
http://www2.le.ac.uk/offices/ld/resources/study/plagiarism-tutorial
http://www.vts.intute.ac.uk/detective
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9. Dissertations 

Getting Started 

What is a Dissertation? 

A dissertation is an extended report of an individual study which you undertake in the last 

third of your Masters programme.  The study provides the opportunity to engage, in some 

depth, with an area or issue of professional or intellectual interest.  Writing a dissertation 

provides an opportunity to study a particular area or issue in a way that is meaningful and 

relevant to you, under the guidance of a supervisor. 

Doing a dissertation provides an opportunity to read extensively, but with focus, and to 

develop fresh understanding of an area.  It is a chance to demonstrate some originality in, 

for example, choice of research area, method of investigation or perspectives brought to the 

research area.  It is a chance to follow your interest in a systematic way and to have a 

dissertation as a substantial end product.  It is a chance to experience, first hand, a number 

of decisions and issues faced by other researchers, and to develop your skills and 

sensibilities as a researcher, and your insights as a practitioner. 

 

Please note that it is particularly important that ALL STUDENTS adhere to this date. Some 

students in University of Bristol student accommodation may be required to leave their 

accommodation before this date.  These students may need to adjust their schedule 

accordingly or arrange alternative accommodation.  

Why undertake a dissertation? 

The dissertation earns the final 60 credits towards your Masters degree.  In that respect it is 

a vital part of the course, accounting for a third of the total credits.  However, there are 

IF YOU ARE DUE TO SUBMIT IN 2013/14, THE DEADLINE FOR SUBMISSION OF 

YOUR DISSERTATION IS MONDAY 8th SEPTEMBER 2014 
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many reasons, not all of which are obvious, why undertaking a dissertation is an important 

part of your study at this level. None of these are to do with credits. 

Coming at the end of your Masters work, the dissertation is the culmination of your studies, 

and allows you to draw together the skills and knowledge you have brought to and 

developed during the course.  It is a study which will allow you to pursue a topic of personal 

importance in some depth, working on a one-to-one basis with a supervisor.  In doing it, you 

will undertake a piece of original investigation.  This does not mean that it has to be an 

investigation that nobody has ever done before: as suggested above, it may be a replication 

of another study, or a library based study. The originality is that you will be looking at a set 

of research questions in a new setting, probably in your own professional environment.  You 

will therefore be developing the concepts and insights generated by other researchers and 

applying these in your own professional or cultural context, testing out ideas and questions 

you may have had as you read others’ research. 

The period of time in which you do your dissertation will allow you the opportunity to read 

extensively, and the research focus will allow you to do this critically, examining what you 

read for its relevance to your research.  It is at this stage, when you have time and a focus, 

that much of what you have read during the course becomes both clear and useable to you, 

and will remain in your memory. 

For many people doing a Masters degree, engagement with research has been fairly ‘second 

hand’ during the taught part of the course: talking about doing research or reading others’ 

reports of doing it.  The dissertation allows you to ‘have a go’ and to develop your own 

research study, possibly for the first time.  This, in itself, is a very exciting prospect, but it is 

also a process which will help you to understand research better, and also help you put your 

own working context under the microscope and see something fresh about it. 

Two additional aspects of doing a dissertation should be seen as part of your personal 

development. 

First, you will develop your management skills. You will have to manage some complex 

processes in a limited period of time:  

 planning and reviewing;  

 working with a range of different people;  

 reading widely and keeping accurate records of what you read, e.g. for your references 

list (this is where a research diary can help);  
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 collecting, managing and analysing your data;  

 reflecting and writing up your final report.   

 Prepare a schedule for the work to be done. 

Second, you will grow in confidence as you see that you can manage all of these 

competently, as you see your knowledge and skills become surer, and as you see yourself 

writing a substantial and interesting document.  It is a marvellous feeling of achievement 

that will stay with you. 

What do you bring to the research and dissertation writing process from your work and 

previous study? 

Students on a Master’s course already have a wide range of skills which they can deploy in 

order to manage, enjoy and grow through the research and dissertation writing process.  It 

might be a good idea to sit down with a group of colleagues and do an audit of what skills 

you bring to the task, individually and collectively.  The following is a list of some skills you 

probably already have from previous study, professional work and the taught part of this 

course. 

Study and library research skills 

 Effective reading and note taking. 

 Managing your reading; maintaining your references; carefully citing sources. 

 Understanding how to plan and draft chapters. 

 Having the skills to develop an argument through an essay length paper.  (This will be an 

area for development as you write your dissertation). 

 Understanding the role of drafting and allocating time to draft. 

Time management 

 Planning tasks and determining your success criteria. 

 Remaining focused on the key research questions and not pursuing other interesting 

issues that are not centrally important to the study. 

 Knowing when each stage is sufficiently completed and when to move to the next 

(remembering that you may have to ‘double back’). 

 Planning an agenda, e.g. for your tutorials so that you can best use the help given in the 

time allocated. 
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Using all the help around you 

 Making effective use of research training sessions. 

 Asking the librarians if you need help with a search. 

 Finding colleagues to work with, e.g. forming dissertation study groups in which to share 

ideas, discuss problems and read each other’s drafts. 

 Knowing what aspects of ICT may help you. 

 Knowing when to ask for help and what to ask for. 

 Making effective use of your supervisor’s help and feedback.  This partly means 

managing your supervisor and the supervision meetings to best effect. 

Tolerating some uncertainty 

 Honestly recording your progress, your thoughts, developing research ideas and insights 

and putting up with the fact that, at many stages, you will not have a clear picture of 

where you are going. 

 Remaining open-minded in spite of your interest in a particular aspect of the study. 

 Challenging your own thinking at all stages so that you do not become complacent. 

Organisational skills 

 Having an awareness of process. 

 Reviewing progress. 

 Being able to sustain yourself to work through adversities and frustrations. 

 Managing your data – recording, coding and storing it. 

 Being able to evaluate the strengths and limitations of your own research. 

Too many students fear failure because they do not appreciate how very much they already 

bring to the process.  You will probably identify more skills than those listed above if you do 

an audit.  As you continue with the research and dissertation writing process you will be 

able to add to these, but remember, you begin with an impressive array of skills! 
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Some Key Features of a Good Dissertation 

Originality 

A dissertation offers a chance to produce a piece of work that is new and interesting.  

Originality can be defined in a number of ways.  These include: originality in defining the 

research questions, originality in developing a particular argument or insight into an area of 

concern to you and other practitioners, and originality in exploring a topic in new ways, or in 

replicated ways in new settings. 

Critical Analysis 

A dissertation must provide evidence of your ability to analyse complex data and evaluate 

the implications of your results for your working context. 

Reflective Engagement 

A dissertation should include a reflection on the research process itself as well as providing a 

discussion of the problems and issues raised in the course of the study. You should also 

reflect on the limitations of your study and suggest possibilities for the development of 

future work in this area, either in terms of more research, or practical implications deriving 

from this study. 

An appropriate written style 

A dissertation is written in formal academic English, a style quite appropriate in general 

terms for many other reports in professional settings.  It has certain conventions (as do 

most formal documents) which are set out later in this handbook.  The audience for your 

dissertation will be other members of your particular academic community (students and 

tutors).  It is not written for a non-expert audience, so you can, indeed should, use the 

professional terminology current in your subject. 

Development of a coherent argument 

A good dissertation “hangs together”.  The introduction sets out a rationale for doing it.  

Your literature review shows how your particular questions fit in.  Your method matches the 

question you have established.  Your analysis and discussion link together your findings and 

the wider area covered in your literature review. Finally, your conclusions highlight key 
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issues, recommendations and implications.  It reads like a continuous “story” from 

beginning to end. 

Choosing a Type of Dissertation 

There are a number of different types of study that can be undertaken. You must decide 

which one is most appropriate for you, based on your area of interest, what is most feasible, 

and the particular skills that you would most like to develop in producing a dissertation.  

N.B. Please note that students registered on the MEd Psychology of Education (BPS route) 

must do an empirical dissertation, which may be a replication. This is a formal requirement 

of this programme of study. 

Option 1: An Empirical Project 

This type of dissertation involves carrying out a piece of original research on a small scale. It 

entails planning a small research study, collecting and analysing primary data and presenting 

the results in a systematic way. If you are an international student you may decide that you 

want to return home to collect the necessary data.  If this is not feasible, it is possible that 

you could collect data my email, telephone or by sending questionnaires to be distributed in 

your home context. 

The Key Stages in producing an Empirical Project 

1. Identify a research topic. 

2. Formulate a research question.  This will be informed by:  

 reading around the topic to see what aspects have been researched; 

 your observation of aspects of the topic in your professional work; 

 reflections on professional experience; 

 discussions with tutors and fellow students.   

3. Determine how to set up the study so as to better understand the area/issue in 

question.  This will be informed by: 

 research methodologies and research methods that others have tried.  This will be 

discovered by reading in the substantive area, and focusing on how others have 

researched the topic; 
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 the nature of your topic area and what research methods are possible. 

4. Formulate a clear and answerable research question and a consequent research 

proposal.  This may take several drafts. 

5. Identify and select the place(s) where you will conduct the research, and your target 

group(s). 

6. Consider carefully alternative groups/places you could approach in case permission is 

denied.  Start at this stage so you are not panicked into making inappropriate choices. 

7. Seek permission to access the places and groups (N.B. If you are a UK student, you might 

be required to have a Criminal Records Bureau check before you can carry out research 

involving young children or vulnerable people.  If you are an international student you 

may be subject to other requirements). 

8. Develop research tools and test these in pilot studies. 

9. Further reading. 

10. Refine your research tools (maybe involving more pilot studies). 

11. Collect and analyse your data. Understand what your findings tell you about your 

research question/s.  Understand what are the strengths and limitations of your 

findings. 

12. Review earlier reading and evaluate other research and conceptualisations in the light of 

the data you have gathered.  Sum up.  This may be an overall analysis of statistical 

studies or some other analysis of the total evidence available. 

13. Discuss how the literature survey answers the questions that you are exploring.  Weigh 

up the pros and cons. 

14. Make recommendations for further research studies, or draw out implications for 

practice. 

15. Throughout, record the research process and its critical points in a research diary.  This 

can be quite brief, but will be valuable when you write up your work. 
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16. As the writing process gets underway you will need to: 

 draft outlines, synopses and chapters of the dissertation.  Discuss these with 

your supervisor and others; 

 discuss your findings and developing concepts with your supervisor and others; 

 present some of the research work to others, e.g. at a seminar; 

 work with the supervisor’s and others’ feedback to develop and refine the 

draft. 

Option 2: A Replication Empirical Study 

A replication empirical study involves carrying out a repeat study of a piece of research work 

that you have identified.  Strong justification would have to be given as to the usefulness of 

doing a repeat study, but this type of research can be very valuable to you and enable you 

to consider whether research carried out in one context (country, type of subjects) yields 

similar results if done in another context.  For example, you might want to find out if the 

findings about adult mathematics learners in England would be similar if the research were 

to be done with high school students in Taiwan. 

The same methods would be used in the study, and critical reflection would be necessary to 

draw out comparisons with the original study. 

Stages in the development of a replication empirical study would be similar to those given 

above for an original empirical investigation. 

Option 3: A Library Based Dissertation 

A library based dissertation is best distinguished from an empirical study by regarding it as 

an investigation using secondary data which is already in the public domain.  This can 

involve the re-analysis of an existing data set, a review of the existing research on a 

particular topic, the study of the development of a specific concept in the literature, or a 

critical investigation into an area of government policy. Typically, it will involve the analysis 

of various forms of documentary evidence: the research literature, government documents, 

web sources, published data, etc.  It is, potentially, very valuable and important work, 
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especially if you decide to conduct an in-depth study of a topic and review the implications 

for your own professional concerns. 

However, it must be noted that such a study goes further than the simple describing of what 

exists, it requires properly formulated research questions which are used to critically 

evaluate the sources used.  It also requires a clear and coherent research design which 

outlines and justifies the search strategy for the evidence selected. 

The key stages in a Library Based Study 

1. Identify a research topic. 

2. Formulate a research aim and its attendant research question/s.  As with all 

dissertations you must have a clear question for which you wish to find answers. (See 

the comments under empirical dissertations). 

3. Clearly identify, discuss and clarify the key concepts being investigated.  To do this you 

will have to read around your topic, advised initially by your supervisor. 

4. Formulate a research proposal.  This may take several drafts. 

5. Review the evidence available.  This will include: 

 constructing sets of criteria against which to judge the materials reviewed.  (At this 

point you should discuss your criteria with your supervisor); 

 a detailed literature review of the documentary sources 

6. Sum up.  This may be an overall analysis of existing statistical studies or some other 

analysis of the total evidence available. 

7. Discuss how your search of the literature answers the questions that you are exploring.  

Weigh up the pros and cons. 

8. Make recommendations for further research studies, or draw out implications for 

practice. 
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It is most important that a study of this sort adds something extra to the data that are being 

discussed, such as providing a summary of the weight of evidence for and against a 

particular position or theory, identifying key gaps in knowledge, or providing a new 

perspective from which to view an issue. 

Organisation of Chapters 

It is usual for the dissertation to be structured into chapters, each fulfilling a particular role 

in building your argument, demonstrating your understanding of the issue, your 

understanding of others’ related research and exploring your findings.  The chapters need to 

be carefully structured with an introduction to help steer the reader, and a summary to 

remind the reader of the key themes, concepts, ideas or issues that were covered.  The 

chapters should be organized and sub-divided to support the reader’s ability to follow your 

arguments as they are introduced and developed.  However, it is important not to over-

organise a chapter to include so many headings and sub-headings that the flow of the text is 

fractured.   

Suggested plan for an original or replication empirical dissertation 

The synopsis 

Not more than 300 words which sets out the problem investigated, how it was 

investigated, the major findings and conclusions. 

Introduction  

The introduction should briefly outline the aims of the study and offer the reader an 

introduction to the substantive area.  It should discuss the rationale for the study, explaining 

why it was selected, and why it is relevant and important to you.   The introduction should 

forewarn the reader what he/she will be reading.  It should therefore outline briefly what 

the dissertation is about and the ways in which the research was undertaken and any key 

issues or concerns presented by the dissertation. It is best written last, although an early 

rough draft, which you share with your supervisor, can be a useful way of clarifying your 

thoughts and intentions and keeping you focused as your study progresses. 

Literature review  

The purpose of the literature review is to present for the reader a concise overview of 

literature relevant to your research questions.  You should set out the key research themes 
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and main arguments (relevant to your research questions).  A description of what others 

have said is not enough.  You should evaluate what they have said, maybe by asking yourself 

whether their research was done in one place, in a particular way, with particular subjects, 

and is relevant to your professional context.  The coherent argument in your literature 

review will be demonstrated in the way you use the work of others to underpin your 

research questions and research methods. 

The literature review also demonstrates a number of skills to its readers.  It should show 

accuracy of reading and of reporting.  It should show accuracy in citing references and in 

quoting material.  It should demonstrate skills in using and commenting on cited materials in 

developing an argument.  The chapter should demonstrate ability to synthesise a volume of 

material and to sift out key themes.  The chapter should demonstrate an ability to evaluate 

differing sources.  It should show ability to write a balanced review and not simply to 

highlight sources that support a favoured perspective. 

Research methods: a description of the research study 

This chapter describes what informed your research design and why.  It should describe the 

development of your research tools and the role that piloting may have played.  It should be 

reflective, in that it might comment on limitations of the research as it was finally executed, 

or on any differences between your original plans and what was subsequently possible. 

Presentation of findings and their analysis 

This chapter, or chapters, allows you to describe the responses to your research instruments 

and then to analyse the significance of what you found.  The chapter(s) will need careful 

structuring.  You will have to decide how you are going to organise your findings to present 

them most clearly to your readers.  You will need to take into account, for example, whether 

to work by theme, by constituency, by organisation or by geographical area.  Whatever the 

organising principles these need to be explained to the reader and the rationale for 

particular choices made clear. 

Although you must describe your data clearly for your readers, it also needs to be presented 

and analysed.  This means comparing constituencies, exploring similarities and differences 

and trying to account for these.  If you use interview material then you must use quotations 

to illustrate carefully made and criticised points.  You should not simply present your reader 

with great chunks of quotes assuming that they will make a case for you.  It means offering 
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appropriate statistical analysis of the data where appropriate and moving beyond a simple 

rehearsal of percentages and diagramatic presentations of data.  

At this point you should compare your data against that offered by other researchers cited 

in your literature review, seeing where it supports or moves away from others’ work, and 

try to account for this.  The strength of the links between this chapter and the literature 

review enhances the dissertation. 

Summary and conclusions  

This is the place to pull together the key themes of the dissertation and draw out 

implications for practice or recommendations for further research in the area.  It is not the 

place to introduce new themes.  A reader should be able to read the conclusion and have a 

clear sense of what the dissertation has been about, what has been discussed within it, and 

what you have made of it. 

References 

This is a list of all the books, articles, or web sites you have referred to in the dissertation.  

Quotations should be copied correctly.  Make a note of all references as you read them 

rather than trying to go back through everything you have read at a later stage. 

Appendices 

Your supervisor will advise you about what material you should put in appendices.  

Normally, this is where you present sample research tools, examples of data, perhaps 

examples of coding and analysis, sample teaching materials etc., but each study will have its 

own appropriate selection. 

Points of consideration: 

In undertaking empirical research, it is usual to respect the confidentiality of individual 

participants who contribute to your research and to ensure that they cannot be identified in 

your dissertation.  It is usual to give respondents and places a different name to give them 

anonymity.  This applies to material included in appendices and acknowledgements as well 

as within the body of the text. 
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Also, when you seek consent to collect data by questionnaire, interview or observation, 

ensure you ask permission in writing and keep a copy of the consent. 

People do not have to allow you access for your research so make sure when you are 

planning fieldwork that you develop an alternative plan/target group which you can 

approach if your initial plan falls through. 

Suggested Plan For A Library-Based Dissertation 

It is difficult to be very prescriptive in the case of a library based study.  These can vary 

depending on the type of data being used and the type of research question posed.  

However, the dissertation will include the same elements that are listed above for an 

empirical study but, possibly, in a slightly different order and with different emphases. 

The synopsis 

See above 

Chapter 1: Introduction 

This will serve the same purpose and contain the same elements as the Introduction for an 

empirical study. 

Chapter 2: Context  

It might be that a contextual chapter would be helpful to set the focus of study in its 

historical, social or cultural context. 

Chapter 3: Methodology 

This is an opportunity to explain to the reader how you went about investigating your 

chosen topic.  It will include a description of the types of resources that were used and your 

search strategy and criteria for selection.  It will also address issues of access and the 

measures you took to ensure the reliability and validity of the secondary sources used.  

There might also be ethical issues which need to be discussed, depending on the type of 

secondary data drawn upon. 
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Chapter 4: Literature Review  

You may decide that more than one chapter is needed here.  A library based dissertation 

can be a series of connected literature reviews in which each investigates an aspect of the 

substantive issue you have chosen.  You need to identify two or three aspects of your 

chosen topic which can be dealt with in this way.  Each chapter should clarify your position 

and enhance your understanding of the various sources you are using.  It should focus 

clearly upon the selected aspect of your topic.  Each should be critical, analytical and 

evaluative, rather than a merely descriptive account of what has been published.  Each 

chapter should have a title which clearly conveys the nature of the aspect of your topic with 

which it deals. The number of these separate chapters will depend upon the topic which you 

have chosen and the way in which you have decided to treat it. 

Chapter 5: Presentation and Findings 

A library based study may or may not have a separate chapter in which the findings of the 

whole study are presented and discussed.  It may be that each of the Literature Review 

chapters has its own presentation and discussion of findings and that these are pulled 

together in the final chapter (see below). 

Final Chapter: Conclusions 

Here you should draw the threads together by arriving at conclusions based upon your 

discussion of the published work in the field.  It is often a good idea to make 

recommendations for the improvement of your own professional practice, but note that 

these must be firmly based upon the literature which you have consulted.  It is unwise to 

make sweeping recommendations for the improvement of others’ practice in a Masters 

dissertation. 

References 

See above  

Appendices 

See above 
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The Milestones in the Dissertation Process 

The following milestones are significant stages in your dissertation writing process.  Some of 

these milestones may be achieved simultaneously but you should normally try to see your 

supervisor or undertake an e-supervision at least once in each of the four stages below.  You 

should let your supervisor know what you would like to discuss prior to the tutorial, so that 

you can make best use of their expertise by giving them time to think about what they will 

say to you. 

(An e-supervision is an exchange of e-mails – probably with attachments – between you and 

your supervisor) 

1. Getting Started 

Initial discussion of your research topic to check on its feasibility and to explore possible 

lines of enquiry within the broader topic. 

Formulation of the research question and developing a sense of appropriate reading 

within the research area. 

Development of a research proposal. 

At this point, you should make use of the Dissertation Support appendices to this Handbook. 

You should also refer back to your work in taught units such as IEI and use the Research 

Workshops. 

2. Planning 

Discussion of initial progress.  Plans to refine your library search or plan appropriate access 

for data collection.  Your draft letter requesting access for data collection to key 

gatekeepers (see pages 116-119 of this Handbook). 

Development of research tools, if appropriate, and piloting these. 

Discussions of the results of piloting and any modification of research tools. 
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In the case of a library based study, you will need to discuss the criteria you have 

developed for evaluating materials, and discuss the scope and depth of the secondary 

data that you will be using. 

3.  Reviewing and Reflecting 

Reviewing the progress of your data collection or reading.  Further appraisal of initial 

reading and research questions. 

Discussion of how you plan to analyse your data.  The literature search you are doing in 

a library based study. 

4. Presenting and Submitting 

Submitting draft material to your supervisor.  It is wise to ensure that only good draft 

material is submitted; that is material where expression is as clear as possible and 

checks for spelling, grammar and typographical errors have been undertaken. 

Submitting selected updated draft material.  Your supervisor needs to be treated as a 

scarce resource and to be told what to focus on and how the current draft has 

developed out of an earlier one. 

Submitting a complete final draft/obtaining advice on submission. 
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The Role of Your Dissertation Supervisor 

Your supervisor will play an essential role in helping you to undertake your research project 

and to complete the dissertation.  Time should be invested at the outset in thinking about 

what you can expect from your supervisor and how you can develop an effective working 

relationship.  You should ensure that you have a shared understanding of what you are 

working together to achieve. 

Your supervisor can: 

 help you to narrow the focus of your research so that you have a manageable focus; 

 help you to formulate your research question(s); 

 guide some of your reading and help you to formulate questions and categories to help 

you to organise your reading; 

 help you to prepare for your fieldwork, and to develop your research tools, if you are 

undertaking an empirical project; 

 help you to engage critically with others’ research; 

 offer advice on the various stages of the research process and any difficulties you may 

face; 

 assist in structuring your dissertation; 

 comment on draft material; 

 read your complete final draft and advise you on final submission. 

Please remember that your supervisor has probably got quite a few other students to guide 

through their dissertations, and so has to share his or her time among all of you.  Students 

sometimes see the tutor as a constant source of help for each and every problem or 

challenge that arises, but it is best to consider whether or not you might be able to work out 

an answer for yourself, or to draw on another great resource – your classmates. 

Things that peer groups or others can help you with include: 

 proof reading/correcting language; 

 testing out whether your analyses are initially correct; 

 trying out any research instruments you are developing to see if they may work; 

 reading drafts of chapters and sections and seeing if they make sense; 

 on-going discussion of your study; 

 sharing books and papers, especially any that have been obtained from outside the 

University 
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It is not a good idea to expect your tutor to interact with you as though they were a 

classmate – or to be willing to see you on a daily basis like your friends might!  Use your 

supervisor’s help judiciously, and if they advise you to do something (change a chapter, add 

something, correct something) try to follow the advice carefully – or be prepared to explain 

to them why you have decided not to follow their advice. It is completely acceptable to 

disagree with your tutor, but you should have sound academic reasons for doing so. 

Remember, too, that you can rely on your tutor to interact with you in all of the eleven key 

milestones listed on pages 88-89. 

You should make sure that you get the most from the opportunities that you have to meet 

with your supervisor.  As noted on page 101-103 of this Handbook, this will depend a lot on 

you.  It is a good idea to make notes beforehand to clarify exactly what help you would like 

from your supervisor in each tutorial. These will be a useful aide memoire of your 

supervision meeting.  

Reading around your topic 

It is important that you make good and effective use of what you read. 

1. Maintain a clear and appropriate referencing system from the start.  Further information 

about appropriate referencing can be found at: 

http://www.bristol.ac.uk/library/support/findinginfo/literature-references/ 

2. Make sure that you keep clear notes of what is useful, relevant and what may be 

interesting to follow up at a later date.  Keep careful references as part of your note 

taking. You will need to reference every instance in which you take a quotation or an idea 

from a printed or online resource. 

3. If you think that you will want to cite some material in the dissertation, photocopy and 

clearly reference it at the time, including the page number.  Quotations should be copied 

correctly.  It is easier to do this from the outset than trying to backtrack through 

everything that you have read. 

4. The references list in your dissertation should include materials that you have quoted in 

writing your dissertation.  It should not be a list of everything you have read. 

http://www.bristol.ac.uk/library/support/findinginfo/literature-references/


92 

 

5. From an early stage in your reading, engage with it critically.  Do you agree with the ideas 

set out? How does it relate to other material in the field?  

As you become more familiar with the area you will become more adept at developing 

your analysis, but you will need to be able to effectively map the territory of what has 

been written.  This means that you will need to be able to describe main themes and 

trends, and to position yourself in relation to this mapping.  You should start this 

mapping exercise early on. 

Plagiarism 

You must appropriately reference the work of others.  You must ensure that 
direct quotations from others’ work – from unpublished sources, such as other 
Masters students’ dissertations, from the web and from books and journals, 
are acknowledged.  If you develop someone else’s ideas or concepts, you must 
acknowledge that you have done this.  You should not think that borrowing a 
phrase or a few words does not matter.  It does!  Students who are in any 
doubt on this matter should consult their dissertation supervisor. 

See also page 71-73 of this Handbook for further information about plagiarism. 

Writing 

People engage in writing and creating in different ways.  There are many “how to” and self-

help books and websites about writing dissertations that will give you pointers on how other 

people work. 

Writing should, however, be understood from the outset as an iterative process.  It would 

be a very rare person who could write a dissertation from beginning to end.  By the time you 

have begun the dissertation, you will have insights into your own writing and thinking styles 

- how you plan, whether you make use of mind-mapping, how you scope the piece you are 

about to write, whether you conceive of the whole piece, plan it and write it, or whether 

you plan and then write small sections at a time.  You will by this stage have written six 

pieces of coursework, and so will be an experienced academic writer. 

Most people write several plans of varying levels of detail.  Many students write a synopsis 

of the whole chapter and the key points that it will cover and seek feedback on this.  Many 

people will undertake three or four drafts of any chapter.  The process of writing, refining 

ideas, developing thinking, and understanding what it is that you are trying to say, takes 
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time.  This needs to be built into any time planning that you undertake and into successive 

re-scheduling.  It is important that the role of drafting is understood and that it is seen as 

part of a personal process of developing ideas.  Drafting is a tool for you to use; once you 

have written a draft, review it yourself and see if you can identify possible improvements. 

Your supervisor should not be inundated with several drafts of the same chapter.   

Conventions 

You must observe the following conventions in your dissertation; 

Word count 

Make sure that you conform to the overall word allowance of 15,000 words maximum. The 

word count (text only) should be typed at the bottom right hand side of the title page.  

However interesting your dissertation is, it need not be the last thing that you write about 

your topic.  It should be seen as a piece of work in progress or as a snapshot of your current 

thinking and arguments.  The word limit imposes an editorial discipline on you.  

Research tools 

If you are undertaking an empirical study you will not be giving your raw data to the 

examiners.  However, ensure that you include in an appendix any research tools that you 

have developed.  You may want to include earlier and final versions and explain how they 

developed as a result of piloting.  You should also include sample data, and if appropriate, 

samples of analysis. 

Use of appendices 

Appendices may be an integral part of the dissertation, adding to and supporting what has 

been said in the body of the text.  In addition to the items noted on page 15 you may want 

to include policy statements, key documents, photographic and other material.  Appendices 

add to what you are saying. 

Anonymity and confidentiality 

In undertaking empirical research, it is usual to respect the confidentiality of individual 

participants who contribute to your research and to ensure that they cannot be identified in 

anything you write up or present from the research.  It is usual to give respondents and 

places a different name so that they cannot be identified and to try to disguise any 
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particular distinguishing features of a research site.  This applies to material included in 

appendices and acknowledgements as well as that within the body of the text.  

Think carefully at an early stage about how you will protect the identities of your research 

participants and the places you may gather your data.  When negotiating access to research 

sites, explain carefully how you will preserve anonymity. 

Make sure you apply the anonymity rule consistently, even if some people ask to be 

mentioned by name.  

Use of acronyms 

Do not assume that the reader is familiar with the same organisations or initiatives as you.  

If you want to use acronyms ensure that the acronym and the body to which it relates are 

introduced together; the first time you mention an acronym, introduce it as the Graduate 

School of Education (GSOE). You can then refer to it as GSOE throughout the rest of the 

piece. 

Consistency 

Ensure that you are consistent with your use of language throughout your work; you should 

use the same spellings (British English) and observe grammar rules throughout your piece. 

Your formatting should also be consistent.  

Other Issues 

This section seeks to draw your attention to several matters which we consider important in 

the conduct of research.  There is some additional information in the Appendices to further 

help you. 

Backing up work 

Whilst working on your dissertation it is essential to ensure you regularly backup your work. 

Where possible, work should be stored online so that it can be accessed from any computer. 

It is not wise to rely solely on one computer – what will you do if it breaks? 
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Ethics 

It is essential that your work conforms to the ethical guidelines of the GSoE, and in the case 

of the Psychology students to those of the BPS also.  You MUST read these, discuss them 

with a fellow student, and report to your adviser and the GSoE Ethics team.  

Further information can be found at 

http://www.bristol.ac.uk/education/research/networks/ethicnet/procedures 

Acknowledgements 

Ensure that all people involved in the research are acknowledged but give them an option 

not to be when you are negotiating access to the research site.  When you finish your data 

collection, check that they have not changed their original decision over acknowledgement. 

Permissions 

When you are seeking consent to collect data by questionnaire, interview or observation 

make sure that you do so in writing and keep a copy.  Make sure that you gain informed 

consent and that you do not misrepresent your research project. 

Gain permission from all the people you want to be involved in the work.  Keep copies of 

your correspondence. 

Contingency Planning 

People do not have to allow you access for your research project.  Make sure when you are 

planning your fieldwork that you develop contingency plans of alternative target groups you 

may need to approach at the outset of the fieldwork or at a later stage if something goes 

wrong. 

Thanking People 

Please ensure that you thank people for their help with your research and make sure that 

you leave people with a good impression of researchers. You can use the 

Acknowledgements section of your dissertation (see below) to thank anyone who has 

helped or supported you during the dissertation process, but you should note the guidance 

about acknowledgements and permissions given above when doing this. If you would like to 

http://www.bristol.ac.uk/education/research/networks/ethicnet/procedures
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thank your supervisor, your family or friends, the Acknowledgements section is the most 

appropriate place to do this. 
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What Should My Dissertation Look Like? 

It is the responsibility of the student to ensure that the dissertation is presented and 

submitted according to the University’s requirements. This section sets out 

Formatting Your Dissertation 

The University requirements for presentation of the dissertation are as follows: 

 The dissertation must be word-processed or typed with no spelling, grammatical or 

typographical errors. If there are substantial problems with spelling, grammar or 

typography, you may be asked to correct these and to have your dissertation rebound 

at your own cost. 

  Handwritten dissertations are not acceptable. 

 15,000 words is the maximum word limit (excluding title pages, references list and 

appendix).  Under no circumstances should you exceed or go below this word allowance 

by 10%. Your dissertation may receive a lower grade, or may not be marked, if your 

word count is more than 10% below or above the prescribed length. 

 Your dissertation should be printed on A4-sized white paper. Only one side of the paper 

should be printed on. 

 The main body of your text should be in font size 11 or 12, with main headings no larger 

than font size 14. 

 Main text should be double spaced, with quotations in single spacing. 

 Footnotes, where used, should be in 8 to 10 font and single-spaced. 

 Margins on the left-hand bind side should be 40mm and the other three margins (top, 

bottom and right) no less than 15mm. 

 

You should also observe the following: 

 Ensure that you have complied with the conventions listed above throughout your 

dissertation. 

 You can see examples of hard-bound dissertations in the library. The Student Services 

Office may be able to show you what the soft-bound version should look like. 

 Two copies of the dissertation should be presented;  

o one hard-bound with a glued and sewn binding (similar to that of a text book 

or hard-backed book) The cover should be black with gold text. 

o one soft-bound, with clear acetate cover and University red spine.  
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The hard-bound copy should be bound in black. On the spine, in gold text, you should have: 

 your name (in the format “A.D. Smith”, for example, if your full name was Andrew 

David Smith; initials for first and middle names, and the family name in full) 

 your intended qualification (either MSc or MEd, without the programme name; 

“MSc”, not “MSc TESOL”) and  

 the year in which you are submitting your dissertation.  

The front cover of your hardbound copy should bear only your full dissertation title in gold 

text. 

The softbound copy should be bound with a clear acetate cover (front and back) with a 

University red spine. The title page (details below) should be seen through the front cover.  

Structuring Your Dissertation 

The first five pages of your dissertation must conform to University requirements as 

follows: 

a) TITLE PAGE 

b) SYNOPSIS 

c) ACKNOWLEDGEMENTS 

d) AUTHOR’S DECLARATION 

e) CONTENTS 

Please see pages 144-147 of this Handbook for guidance on what the first four pages of the 

dissertation should look like. 

Each of the items on this list should appear on a new page, and should take into account the 

following: 

a) TITLE PAGE 

The title page should contain the following information: 
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 Full title of the dissertation.  It is important that the title reflects exactly what the 

dissertation is about and it should focus the readers’ expectations as to what the 

dissertation will and will not contain, possibly including the country it relates to if not 

the UK.  For example, rather than:  

‘A Study of Factors Militating Against Women’s Promotion’ 

you should make clear what your dissertation is about.  For example, by professional 

sector, country, and year. 

‘The Limits Of Gender: An Analysis of the Barriers to Women’s Promotion: An 

empirical study of women teachers and managers in selected Amasarian primary schools, 

2005 –2006’ 

 Author’s name 

 A statement of the award sought 

“A dissertation submitted to the University of Bristol in accordance with the 

requirements of the Degree of Master of Education in the Graduate School of 

Education” 

 Date of submission [September 2014] 

b) SYNOPSIS 

This section should be no more than 300 words.  It should offer an overview of the 

dissertation; the nature of the substantive area and why it was explored; the key research 

questions; how the issue was explored and the key findings.   

c) ACKNOWLEDGEMENTS 

This section allows you to offer your thanks to those who have supported you in producing 

your dissertation.  Ensure that all people involved in the research are acknowledged but give 

them an option to remain anonymous.  Brief acknowledgements look more professional 

than fulsome ones. 
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d) AUTHOR’S DECLARATION 

This is a statement declaring that the work is original except where indicated by reference.   

The declaration page must be signed and dated by you before submission. If you are 

submitting your dissertation by post or courier, please ensure that you have signed this page 

in both copies before sending them. 

e) CONTENTS 

The contents pages should only include references to chapters, main sections within 

chapters, and the appendices.  There should be a separate listing of tables which consist of 

numeric data, and a separate listing of figures.  Figures may be diagrams, text tables, 

photographic or other material. 

 

Binding Your Dissertation 

Make sure that you allow enough time for your dissertation to be bound.  Typically it can 

take 5-7 working days for bound copies to be made, and you should take this into account 

when planning your work. Plan ahead, and make sure that you know what your chosen 

printers/binders will need from you well in advance.  

You must submit two bound copies of your dissertation and submit an electronic version via 

Blackboard on or before the published deadline. Extensions will not be granted for binding 

purposes. Ensure that your dissertation copies meet the requirements as set out in pages 

97-100 of this Handbook. You may be asked to have your dissertation bound again if you do 

not meet the requirements. 

The University of Bristol Print Services provide printing and binding services. Further 

information can be found at: http://www.bristol.ac.uk/printservices/ 

Disclaimer: This information is provided to support you in binding your dissertations; 

other printing and binding services are available. The Graduate School of Education does 

not recommend or endorse any particular printing service and accept no responsibility for 

printing or binding errors.  

 

 

http://www.bristol.ac.uk/printservices/
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Extensions 

Dissertation tutors, programme coordinators and other staff of the Graduate School of 

Education have no authority to grant any extension to the dissertation deadline at all. There 

is a formal process to be completed if you need to request an extension to your dissertation 

deadline. 

Extensions are only allowed in exceptional circumstances. If you wish to apply for an 

extension to your dissertation deadline, you must obtain the “Extension of Maximum Period 

of Study for Taught Postgraduate Students” form available from the Student Services Office. 

There is no formal deadline for submission of this form; students are however encouraged 

to complete and submit this as soon as they become aware an extension is needed. The 

extension request should not be submitted on or after the dissertation deadline. 

Retrospective extension requests may not be approved.  

Your form should be accompanied by appropriate supporting evidence, which may include a 

statement of support from your dissertation supervisor. Your request and any supporting 

documentation will then be sent for approval as follows; 

 Each extension request at M-level is considered by one of the M-level Directors and 

one of the Directors of Teaching and Learning. If the requested extension is of four 

weeks’ duration or less, the approval of the Director of Teaching and Learning is 

sufficient.  

 If the request is for an extension of longer than four weeks, the request will be sent 

for approval by the Graduate Dean of the Faculty of Social Sciences and Law.  

The Student Services Office or the Faculty Office will write to you to confirm the outcome of 

your extension request. In the event that your request is declined, you will be expected to 

comply with the original dissertation submission deadline. 

The regulations governing the award of an extension are strict and formal. Extensions are 

only allowed in exceptional circumstances, following proper application and justification 

well ahead of the submission date.  Where there is a clear case of need, you can be 

confident that you will have the full support of your supervisor, the M-level Directors and 

the Student Services Office staff. Asking for an extension is a serious matter, and 

applications for trivial reasons are not supported. 
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If you are an overseas student with a Tier 4 student visa, you must seek advice from the 

International Office before submitting your extension request to the Student Services 

Office.  

Extending your period of study may affect your visa, and it is essential that you are 

informed of any potential consequences of changing your end date. 

 

Troubleshooting Your Dissertation 

There are many stages at which things can go wrong and it is sensible to be aware of these 

and that there are ways to deal with them. 

 You don’t get on with your supervisor 

You will need to think carefully why this is so.   

 Are your expectations realistic or unrealistic? 

 Are you making the best possible use of your supervisor’s knowledge and 

experience? 

 Do you make (and keep) appointments with your supervisor? 

Please use e-mail to make appointments rather than just turning up and expecting help.  

There are several critical milestones where you should be seeking help.  There are ways that 

you can better manage meetings with your supervisor or manage the type of commentary 

that you would like on your draft work.  However, if you have taken all steps suggested in 

this section of the Handbook and you are still having real difficulty, please discuss the issue 

confidentially with either your personal tutor or the Programme Co-ordinator. 

 You can’t get a clear focus on your research area 

It may be that you are trying to rush into formulating your research question or tools before 

you fully understand the previous work that has been undertaken in the area.  Reading will 

help you to understand the main issues and concepts, the ways in which others have 

conceptualised the area and have developed research projects to explore them.  
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Understanding how other researchers have worked will help you to better formulate what 

you are trying to develop.  Talking over ideas with classmates and your personal tutor may 

also be helpful. 

 You can’t obtain access for data collection 

You need to be aware that this is a possibility from the outset and to consider what 

contingency arrangements you need to make.  You may need to consider whether you can 

undertake the study in another country or sector of the education system, or whether your 

questions could be explored as a library based study.  

 The data is poor, patchy, incomplete 

In consultation with your supervisor, there may be a way to supplement the initial data 

collection.  However, changes to the original research design do need to be reported in the 

dissertation.  It may be that you can find clear reasons for the partial or patchy data. These 

are important learning points and should also be reflected in the dissertation in the section 

which discusses the research design and process, its strengths and limitations.  This 

demonstrates effective reflection. 

 The data does not give the results you would have expected  

Again, this is an important learning point and may suggest that you have entered the field 

with too closed a view, or that you have made some unusual findings.  It is important to look 

for reasons for these frustrations of your expectations and to try to see where other 

researchers may have made similar discoveries.  These are important discoveries to include 

in your writing about reflecting on the research.  This is also an important point to take into 

account when thinking about how the research may be developed further.  It is equally 

important as a personal learning insight – careful analysis does often expose our 

expectations and prejudices as false. 

 You are running out of time 

Extensions are only granted for exceptional reasons and are not approved on the basis of 

your problems with time management (see page 76).  If you suspect that the timetable is 

drifting then it is up to you to talk to your supervisor to re-set goals so that you can 

complete on time. 
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 You can’t get started on the writing 

Many of the texts on how to complete a research degree and how to manage study suggest 

that it is important to get writing as soon as possible, breaking the task into manageable 

chunks.  It is important to have done some reading or some fieldwork and analysis before 

trying to write but you should begin to outline and write up some of your developing 

insights as soon as possible.  One good place to start is to write a section in which you set 

out a rationale for the study you are doing.  A page or two written in plain English will help 

you to break the “writer’s block” and, at the same time, help you to think through your 

reasons for doing the study. 

 The dissertation fails and you want to re-submit it 

Dissertations awarded a grade D will be eligible to re-submit. In these instances there will be  

three months for full-time students and six months for part-time students from notification 

by the Faculty Exam Board.  This is usually in December after the School Examinations Board 

in November.  You will be given a clear set of guidelines from your supervisor.  These 

guidelines will include the comments and recommendations from the internal and external 

examiners.  The report that you will receive from the examiners gives you the reasons why 

the dissertation did not pass.  It is important that you work with your supervisor to meet the 

timetable for revisions.   

Dissertations awarded a grade E will not be eligible to re-submit unless there are validated 

extenuating circumstances.  Please see page 39 of this Handbook for further information on 

the extenuating circumstances process. 

Finally, good luck. The work you do for your dissertation can be highly rewarding. Start early 

and schedule your time carefully. Please remember that it always takes longer than you 

think it will. 
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10. Additional Resources  

The information provided in this section is designed to complement the guidance outlined in 

this handbook. You may refer to these resources to help you at various times during your 

studies with us. 

Online Resources 

Blackboard www.ole.bris.ac.uk 

Graduate School of Education website www.bris.ac.uk/education 

 Information for choosing your 2013/14 taught units: 

http://www.bristol.ac.uk/education/students/newstudents/unitchoice.html 

University of Bristol  

 Accreditation of Prior Learning 

http://www.bris.ac.uk/esu/assessment/annex/aplguidelines.html 

 Centre for English Language & Foundation Studies  

http://www.bristol.ac.uk/english-language/ 

 Current students http://www.bristol.ac.uk/currentstudents/ 

 Education Support Unit http://www.bristol.ac.uk/esu/ 

 Examination Regulations (which cover plagiarism) 

http://www.bris.ac.uk/secretary/studentrulesregs/examregs.html 

 International Office http://www.bristol.ac.uk/international-office/ 

 Graduation dates http://www.bristol.ac.uk/pace/graduation/ceremony-dates.html 

 IT Services http://www.bristol.ac.uk/it-services/info/newstudents.html 

 Library http://www.bristol.ac.uk/library/ 

 Print Services http://www.bristol.ac.uk/printservices/ 

 Referencing http://www.bristol.ac.uk/library/support/findinginfo/literature-

references/ 

 Regulations and Code of Practice for all Taught Programmes 

http://www.bris.ac.uk/esu/assessment/codeonline.html#pgtstudy 

 Student Disciplinary Regulations 

http://www.bristol.ac.uk/secretary/studentrulesregs/disciplinary.html 

http://www.ole.bris.ac.uk/
http://www.bris.ac.uk/education
http://www.bristol.ac.uk/education/students/newstudents/unitchoice.html
http://www.bris.ac.uk/esu/assessment/annex/aplguidelines.html
http://www.bristol.ac.uk/english-language/
http://www.bristol.ac.uk/currentstudents/
http://www.bristol.ac.uk/esu/
http://www.bris.ac.uk/secretary/studentrulesregs/examregs.html
http://www.bristol.ac.uk/international-office/
http://www.bristol.ac.uk/pace/graduation/ceremony-dates.html
http://www.bristol.ac.uk/it-services/info/newstudents.html
http://www.bristol.ac.uk/library/
http://www.bristol.ac.uk/printservices/
http://www.bristol.ac.uk/library/support/findinginfo/literature-references/
http://www.bristol.ac.uk/library/support/findinginfo/literature-references/
http://www.bris.ac.uk/esu/assessment/codeonline.html#pgtstudy
http://www.bristol.ac.uk/secretary/studentrulesregs/disciplinary.html
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 Student Funding Office http://www.bristol.ac.uk/studentfunding/ 

 Student Grievances & Appeals http://www.bristol.ac.uk/secretary/grievances 

 StudentInfo http://www.bristol.ac.uk/studentinfo/ 

 Student Services http://www.bristol.ac.uk/studentservices/ 

 Tuition fees http://www.bristol.ac.uk/academicregistry/fees 

Faculty of Social Sciences & Law http://www.bris.ac.uk/fssl/ 

 Page for current students http://www.bris.ac.uk/fssl/current-students/ 

Facebook (Masters Programmes in the Graduate School of Education) 

www.facebook.com/gsoebristolmasters 

Students’ Union (UBU) http://www.ubu.org.uk/justask/ 

 Just Ask service http://www.ubu.org.uk/justask/ 

 Peer mentoring http://www.ubu.org.uk/justask/mentoring/  

 Representation http://www.ubu.org.uk/representation/postgrads/ 

Plagiarism resources 

 Information from University of Bristol 

http://www.bristol.ac.uk/is/library/findinginformation/plagiarism/advice.html 

 Online tutorial – “Don’t Cheat Yourself” (University of Leicester) 

http://www2.le.ac.uk/offices/ld/resources/study/plagiarism-tutorial 

 Library guidance about appropriate referencing 

http://www.bristol.ac.uk/library/support/findinginfo/literature-references/ 

Using the Internet as an Academic Resource www.vts.intute.ac.uk/detective 

Research Ethics Procedures 

http://www.bristol.ac.uk/education/research/networks/ethicnet/procedures 

Appendices to this Handbook 

 The University Library Service 

 The Use of University of Bristol Computer Facilities – Code of Conduct & Policy for 

Investigation of Computers 

http://www.bristol.ac.uk/studentfunding/
http://www.bristol.ac.uk/secretary/grievances
http://www.bristol.ac.uk/studentinfo/
http://www.bristol.ac.uk/studentservices/
http://www.bristol.ac.uk/academicregistry/fees
http://www.bris.ac.uk/fssl/
http://www.bris.ac.uk/fssl/current-students/
http://www.facebook.com/gsoebristolmasters
http://www.ubu.org.uk/justask/
http://www.ubu.org.uk/justask/
http://www.ubu.org.uk/justask/mentoring/
http://www.ubu.org.uk/representation/postgrads/
http://www.bristol.ac.uk/is/library/findinginformation/plagiarism/advice.html
http://www2.le.ac.uk/offices/ld/resources/study/plagiarism-tutorial
http://www.bristol.ac.uk/library/support/findinginfo/literature-references/
http://www.vts.intute.ac.uk/detective
http://www.bristol.ac.uk/education/research/networks/ethicnet/procedures
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 Data Protection 

 Graduate School of Education Plagiarism Process 

Assignment Support 

 Supervised Individual Study – Guidance for Students 

 Glossary: An Explanation of Terms 

 Example Outline for an Assignment 

 A Guide to Referencing Your Work 

 Proof-reading Check List for Assignment Writers 

Dissertation Support 

 Developing a Research Proposal 

 The Role of the Student & the Supervisor; Check-list 

 Sample title page, declaration & acknowledgements 

 Fieldwork Guidelines 

 Students Conducting Fieldwork Abroad, or in Potentially Hazardous 

Situations: Notes for Good Practice 

 Overseas or Potentially Hazardous Risk Assessment Matrix 

 Risk Assessment Check List for International Travel 

 Code of Practice on Research Misconduct 

 What is the Graduate School’s Ethical Framework for Research? 

 Access to Data Collection 
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The University Library Service 

The Education Library is one of 10 libraries which make up the Bristol University Library 

Service. Students on all of the Masters programmes are entitled to use any of these 

libraries, although the most relevant collections will be found in the Education Library and 

also in the Arts and Social Sciences Library, which is located nearby, in Tyndall Avenue. A 

printed guide to each library is available when you visit and the Guide to the Education 

Library will be given to you in Orientation week. 

The web page for the Library may be found at: 

 http://www.bristol.ac.uk/library/ 

To see the web page for information on all 10 libraries go to: 

 http://www.bristol.ac.uk/library/using/branches/ 

How to register for the Library 

A Ucard (which also acts as a library card) will be given to students as part of the University 

registration procedures and will be valid for the whole of the programme and for all of the 

libraries. If you do not have a card please ask at the Education Library Issue Desk. 

Library induction 

A Library induction session is arranged for all new Masters’ students and optional library 

tours are also provided at the start of the programme. 

Education Library staff will also be happy to answer any questions you may have, please ask 

if you need help or information concerning any library services, collections or facilities 

available.  

About the Education Library 

Ground Floor 

35 Berkeley Square 

Bristol, BS8 1JA 

http://www.bristol.ac.uk/library/
http://www.bristol.ac.uk/library/using/branches/
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Issue Desk Telephone:  0117 3314231     

 

Internet:   http://www.bristol.ac.uk/library/using/branches/educlibrary/ 

 

Education Library Opening Hours 

During Graduate School of Education terms 

Monday, Tuesday, Wednesday, Friday 8.45 a.m. - 7.30 p.m. 

Thursday 9.45 a.m. - 7.30 p.m. 

Saturdays 9.00 a.m. - 3.00 p.m. 

During Graduate School of Education vacations 

Monday, Tuesday, Wednesday, Friday 8.45 a.m. - 4.45 p.m. 

Thursday 9.45 a.m. - 4.45 p.m. 

Additional opening hours in the evenings, on Saturdays, and during the vacations are 

sometimes arranged and where they differ to the above will be advertised in the Library in 

advance. 

Education Library Staff 

 

Subject Librarian for Education Sue Chubb (Tues, Weds & Thurs) 

Branch supervisor Tim Riley 

Senior Library Assistant Julia Jefferies 

Library Assistants Jill Smallbone 

Jenni Hughes 

 

Facilities and Services available 

The Education Library has a stock of books, pamphlets and journal volumes and has a print 

collection of approximately 40 current journal titles. The Library also subscribes to the print 

newspaper editions of both the ‘Times Educational Supplement’ and ‘Times Higher 

Education’.  As well as providing access to books, print and online journals, UK government 

reports on education, theses and a small video collection, the Education Library also 

http://www.bristol.ac.uk/library/using/branches/educlibrary/
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provides quiet areas for study, photocopying facilities, access to networked PCs and 

printing, scanning and to DVD/CD-ROM/Video playback facilities. Provision is available in the 

Library for students to plug in and use their own laptops or mobile devices. The University 

wireless network, Eduroam, can also be accessed in any area of the Education Library. 

Printing and photocopying 

All students will have a university printing account and print credits may be purchased from 

the Library Issue Desk. They allow you to print from the PCs or photocopy from the 

networked photocopiers in the Library. Printing credits currently cost 5p for an A4 black and 

white copy. You can logon to a photocopier by using the touch screen on the copier and then 

entering your UOB computing username and password. Remember to ‘Logout’ when you 

have finished, by pressing the ID button to prevent other people making copies at your 

expense. Transparencies for photocopying may also be purchased from the Issue Desk. 

Colour photocopying and printing are also available in the Education Library. 

The Library Catalogue and Borrowing 

The Library’s online catalogue is available at: https://www.lib.bris.ac.uk/ 

To find out what books and journals the Library stocks you will need to use the catalogue. 

Two PCs in the Education Library have been dedicated solely for users wishing to search the 

catalogue and you do not need to login to these PCs. Leaflets are available at the Issue Desk 

and on the library web pages explaining how to use the catalogue and access your own 

library record details online. The catalogue contains ebooks as well as those available in 

print. The catalogue will also cover print pamphlets, reports, print journals, newspapers, 

theses and audio-visual materials available in all 10 University libraries, not just those that 

may be found in Education. 

From the library catalogue you may also make your own online reservations for any items you 

wish to borrow that are currently out on loan. You will be contacted once the material has 

been returned to the Library and reserved books are kept for users at the Issue Desk for a 

limited period of time.  

Borrowing periods vary from 3 hours to 28 days, so please take careful note of the date 

stamped on the issue label, as fines soon mount up, bear in mind that an item may also be 

recalled before the due date stamped in the book. 

https://www.lib.bris.ac.uk/
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Books in the Quiet Study Area are arranged by subject; please bring any item you wish to 

borrow to the Issue Desk.  

You will also find useful current material on UK government policy and education in the 

HMSO collection, please ask if you need any help in finding and /or using this collection.  

Your personal Library Account  

As well as searching the online catalogue, you can login to your individual library account. To 

do this you will need your UOB username and password. From within the online catalogue, 

click on ‘My Library Account’ and enter your details. Once you are logged in, you may view your 

account details and one option is to renew the library books you have borrowed for a further 

period. You will be able to renew your books providing no other user has reserved them, they 

are not short loan materials or overdue.  

Care of library books  

The Education Library has had a number of books returned recently that have been damaged 

by our readers, for example, books have been returned soaking wet, they have been written 

in and have had pages torn out. Please note it is your responsibility to take good care of 

anything you borrow from the library and we appreciate your co-operation, as any money 

the library has to spend on replacing damaged material, means there is less to spend on 

buying new resources. The Library reserves the right to charge users for damaged library 

materials. 

Additional library services for part-time Masters Students 

The University Library recognises the difficulties part-time students, carers, distance 

learners and those with disabilities encounter in being able to study and use library facilities 

and therefore provides additional services for these students, such as photocopying and the 

posting out of journal articles and book chapters, through the ‘AddLibS’ – Additional Library 

Support service.  

The service is based in the Arts and Social Sciences Library and further details may be found 

at:  http://www.bristol.ac.uk/library/using/addlibs/ 

 

 

http://www.bristol.ac.uk/library/using/addlibs/
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University Library web page 

The University Library web pages will be of interest to students as they provide direct online 
links to both general library resources and to subject related information.  

            http://www.bristol.ac.uk/library/ 

The Education Library web page is also useful to browse as it contains information on library 
opening hours, arrangement of stock in the library and staff contact details.  

http://www.bristol.ac.uk/library/using/branches/educlibrary/ 

Education Subject resources and support pages 

http://www.bristol.ac.uk/library/support/subjects/education/ 

The ‘Getting started’ section includes information on finding education material in the 

University Library, gives details of quick reference tools for education and also information on 

how to find and use online resources such as ebooks, ejournals, databases, academic 

education and higher education websites, including education subject gateways to 

information. There is also a section for academic staff and researchers. 

The ‘Subject resources’ section provides links to the most useful databases to search for 

education information, with information about, and a link to each database and also to guides 

on ‘online searching’.  The ‘Internet links’ page links to numerous useful websites for finding 

education information, giving a short description of each web resource and many of these 

resources have links to full text publications that can be downloaded free of charge.  

The ‘Skills and training’ section includes self-help materials, such as links to short video 

tutorials on finding and using library materials, searching the catalogue and locating journal 

articles.  

The ‘Quick search for journal articles’ video tutorial on cross-searching a selection of 

education databases, for journal articles and other documents on education topics, you may 

find particularly helpful, it is available at: 

http://www.bristol.ac.uk/studentskills/content/ilitskills/tutorials/quicksearch/ 

http://www.bristol.ac.uk/library/
http://www.bristol.ac.uk/library/using/branches/educlibrary/
http://www.bristol.ac.uk/library/support/subjects/education/
http://www.bristol.ac.uk/studentskills/content/ilitskills/tutorials/quicksearch/
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The ‘Referencing help’ section gives guidance on how to evaluate information found, write 

for your subject and includes information on how to reference and cite your academic work 

correctly and avoid plagiarism. Help is also provided on how to manage your references 

using EndNote Basic software.  

Electronic full text journals 

In addition to the library’s print collection of journals, access to the contents of over 60,000 full 

text electronic journals is available online via the Library’s eJournals web page at: 

http://www.bris.ac.uk/library/resources/eresources/ejournals/ 

Alternatively you can do the same thing from the Library home page. Under the section ‘Quick 

search’ select the tab for ‘Journals’ and in the box entitled ‘Find ejournal by title’, type in the 

full title of the journal you are looking for. If we have full text access to the journal, the title will 

then appear, and you can click on the link and navigate to the volume, issue and pages you 

want. Alternatively you can browse through the contents of the journal.  

You have access to these journals and their contents from any public access PC on the 

University campus. However you can also access these resources off-campus too. 

For more information on Remote/Off-campus access – go to:  

http://www.bristol.ac.uk/library/resources/eresources/access/#off-site 

Detailed instructions are given on how to access electronic resources off-campus, (these 

include both ejournals and databases) either by using the Student Remote Desktop, or by 

setting up the University’s Off-site Proxy service on your computer. 

MetaLib 

MetaLib is the Library’s online resource gateway that allows you to find and access 

information resources, such as databases, library catalogues, subject-based web gateways 

and selected internet resources. MetaLib also allows subject searching of online resources 

and there is an option to cross-search up to 10 separate resources, including education 

databases and subject gateways. MetaLib can also be used to locate online education 

journals to which the Library has a subscription, or to find those academic journals which 

http://www.bris.ac.uk/library/resources/eresources/ejournals/
http://www.bristol.ac.uk/library/resources/eresources/access/#off-site
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are freely available on the Internet. The full text journal articles can then be accessed online, 

as direct links are provided to many electronic journals and their full text contents. 

To access MetaLib go to:   http://metalib.bris.ac.uk/ 

Alternatively, click on the ‘MetaLib resource gateway’ link on the Library home page. 

Literature searching and online databases 

The Library also provides access to a large number of online databases of interest to the 

Masters programmes, many of which can be searched from home if you have internet 

access. Relevant databases include ERIC, (American and international education content) 

the British Education Index, the Australian Education Index, Teacher Reference Center, 

Digital Education Research Archive, Autism Data, PsycINFO (psychology) and various social 

science databases.  

For information on the databases available, their content and how to connect to them, go to 

MetaLib at:  http://metalib.bris.ac.uk/ and click on ‘Find database’.  

Alternatively, to find a selected list of resources for education within MetaLib, click on the 

drop down menu for ‘cross-search resources by subject’, select ‘Education’ and click on ‘Go’. 

Inter-Library Loans 

Material which is not available anywhere in the University Library system may be obtained 

using the Inter-Library Loans service. At present you may request up to 20 items at a time, 

but to use the service you must either hand in a voucher (for each item you request) or pay 

£8 for each item. If you require an ILL voucher please ask staff in the Student Services Office; 

they hold the supply of vouchers for your programme. It is essential to check how many 

vouchers you may have, before you make your Inter-Library Loan request/s online, via the 

Library catalogue. 

Using other UK Higher Education Libraries; the SCONUL Access 

Scheme 

The University Library is a member of the SCONUL Access Scheme. SCONUL Access is a co-

operative venture between a large number of higher education libraries, making it easier for 

students to use libraries conveniently near to home or work, throughout the year. Taught 

http://metalib.bris.ac.uk/
http://metalib.bris.ac.uk/
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postgraduates at the University of Bristol can now apply to use other UK higher education 

libraries. Many member libraries now allow taught postgraduates to borrow books, 

although some will only offer reading and reference rights.  

Further information about the scheme in relation to the University of Bristol Library and 

how to join is available at: 

http://www.bris.ac.uk/library/using/membership/sconul/sconulaccess.html 

General Regulations for the Library Services and Facilities 

All Library users are bound by the General Regulations for the Library Services and Facilities, 

which can be found at: 

http://www.bristol.ac.uk/secretary/studentrulesregs/libraryregs.html 

http://www.bris.ac.uk/library/using/membership/sconul/sconulaccess.html
http://www.bristol.ac.uk/secretary/studentrulesregs/libraryregs.html
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The use of University of Bristol 
computer facilities 

Code of Conduct 

 

All students using University of Bristol computer facilities are bound by the Code of Conduct 

for the Use of Computer Facilities, which can be found online at: 

 

http://www.bris.ac.uk/it-services/about/policies/code-of-conduct.html 

 

Used alongside the University regulations, the Code of Conduct provides advice and good 

practice to users and aims to ensure that your use of computer facilities does not break the 

law, interfere with the activities of others, or damage the reputation of the University. 

 

 

Policy for the Investigation of Computers 

You can read the Policy for the Investigation of Computers in full at:  

http://www.bristol.ac.uk/infosec/policies/docs/isp-18.pdf 

 

http://www.bris.ac.uk/it-services/about/policies/code-of-conduct.html
http://www.bristol.ac.uk/infosec/policies/docs/isp-18.pdf
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Data Protection Action 1998: 
Information for Students 

The University needs to process student personal data in order to function effectively as an 

educational institution. Personal data is processed for administrative, academic, statutory, 

support and health and safety purposes. All such personal data shall be collected and held in 

accordance with the Data Protection Act 1998 (‘the Act’). 

Types of personal data 

Personal data the University may process: 

 personal details (name, address, date of birth)  

 phone numbers  

 photographs  

 financial information  

 academic marks  

 appraisals  

 references  

 disciplinary information     

 criminal offence or conviction information  

 health and disability information  

 ethnicity data  

 information regarding hobbies and interests  

 dietary requirements  

 religious belief data  

 any other legitimate personal data relating to academic and pastoral support.  

Information about criminal offences, health, disability, ethnicity and religion is sensitive data 

(as defined within s.2 of the Act) and is afforded an extra level of security and 

confidentiality. 

Emergency contact details provided by students will also be held in accordance with the Act. 

 

http://www.bris.ac.uk/secretary/dataprotection/purposeofact.html
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Primary purposes for processing 

 Student welfare / pastoral care - e.g. contact with personal tutor, Counselling 

Service  

 Administration and provision of health care services - Student Health Service  

 Financial administration - e.g. payment of tuition fees, provision of loans and 

bursaries via the Student Funding Office  

 Security and crime prevention / detection - e.g. use of regulated CCTV, incident 

reports  

 Library services - e.g. administration of membership, cards, loans and fines  

 Provision of student ID card  

 Provision and maintenance of computing facilities - including email accounts and 

internet access  

 Educational administration - e.g. registration, progress monitoring, timetabling, 

calculation and publication of assessments, provision of references  

 Accommodation - provision and management of University owned and privately 

owned property for students  

 Administration of applications - receiving and processing UCAS forms, 

compilation of statistics, assessments of applications including preliminary and 

confirmed offers. Some liaison with UCAS.  

 Advisory services - e.g. careers and financial advice  

plus any other purpose within the legitimate interest of the University. 

Third parties 

Where there is a legitimate reason to do so, the University may disclose student personal 

data to the following third parties:  

 HESA 

 Student Loans Company (to allow students to receive their loans)  

 Local Education Authorities  

 Local Councils (Council Tax exemption)  

 UK Border Agency (information on immigration and visas)  

 General Medical Council (GMC) - for medical graduates, to process and maintain 

registration with the GMC  

 The Students’ Union 

 JISC Plagiarism Detection Service 
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 Companies performing administrative functions on behalf of the University  

 External auditors  

 Organisations seeking student views to enable the University to endeavour to 

improve the experience offered to students e.g. National Student Survey  

 The Government during information gathering exercises when the University is 

legally obliged to provide data  

 Potential employers and other educational institutions requesting a reference for 

a current or past student (consent is implied by providing the University’s details 

as a referee). This includes confirmation of awards.  

Such third parties may have access to student data only for the purpose of performing their 

function. The University shall remain the data controller of such student data. Any 

disclosures to third parties not listed here will be made only where there is a legitimate 

reason to do so. 

Parents, family members and guardians are considered to be third parties and no student 

personal data will be disclosed unless consent is received from the student or it is in the vital 

interests of the student. 

Email 

As of September 2011, email for students will be provided by a third party. This requires the 

University to disclose some personal data (name and email address) to this third party. This 

personal data will be held in accordance with the Data Protection Act and will be stored 

either in the EU or under Safe Harbour if stored outside the EU i.e. a level of protection the 

EU deems adequate for the rights and freedoms of data subjects in relation to the 

processing of their personal data. 

The student, and not the University, is the data controller (as defined within the Data 

Protection Act) of any personal data stored within their email and calendar account. 

Students using the service are also subject to the third party's terms of use and privacy 

policy. 

Student responsibilities 

Any personal data collected by students in the course of their University work must be held 

in accordance with the Data Protection principles. 

http://www.bris.ac.uk/secretary/dataprotection/principles.html
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Students also have a responsibility to ensure their personal details are up to date. This can 

be done online at: https://www.bris.ac.uk/studentinfo 

Retention 

Student files will normally be held for a minimum of six years after a student has left the 

University. Basic information (name, attendance dates and award) about students will be 

retained indefinitely after a student has graduated or left the University.  

Alumni 

On graduation, students will automatically become members of the University alumni and 

may receive information relating to alumni activities, such as news, events and fundraising 

opportunities. There is further information available about the benefits of being a Bristol 

alumnus on the Campaigns and Alumni Relations Office website. 

To opt out of receiving such information please send an email to: alumni-

change@bristol.ac.uk 

For any queries regarding Data Protection please contact the Information Rights Officer at: 

data-protection@bristol.ac.uk 

https://www.bris.ac.uk/studentinfo
http://www.bris.ac.uk/alumni/current-students/newgrads/
mailto:alumni-change@bristol.ac.uk
mailto:alumni-change@bristol.ac.uk
mailto:data-protection@bristol.ac.uk
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Graduate School of Education 
Plagiarism Process 

The following process is in accordance with the Regulations and Code of Practice for Taught 

Programmes (available online at 

http://www.bristol.ac.uk/esu/assessment/codefortaughtprogs13.pdf) 

 

fweff 

 

 

 

 

 

 

 

 

 

 

 

 

Plagiarism guidance materials provided in M-level Handbook and Programme 

Supplements, with attention drawn to this and to the importance of 

understanding what plagiarism is and how to reference during Orientation 

Week. 

Students are required to submit an Assignment Cover Sheet along with all 

assignments submitted via Blackboard, and to complete a compulsory 

plagiarism test prior to each assignment submission.  

Students will not be able to submit their assignment until they have completed 

the plagiarism test. 

Within one week of submission, assignments will be run through Turn It In , 

with reports made available to markers via the Grade Centre. Student Services 

Office will identify any scores higher than 25%, and ask markers to check these 

reports and to state whether further investigation is required (see below) or if 

the case can be dismissed. 

http://www.bristol.ac.uk/esu/assessment/codefortaughtprogs13.pdf
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Should a student be suspected of plagiarism, the first marker will inform the 

Chair of the School Board of Examiners (Dr Lisa Lucas or Dr Sheila Trahar) in 

line with Annex 7; Section 3.5 of the Regulations. 

In consultation with the Graduate Dean (via the Faculty Education Manager) 

and using the criteria listed in Annex 7; Section 8 of the Regulations, , a 

decision as to whether this is a major or minor case will be made. 

There are two possible outcomes of the Graduate Dean’s decision;  

 

 

 

Minor cases of suspected 

plagiarism will be handled at 

School level with a Plagiarism 

Panel meeting chaired by Lisa 

Lucas or Sheila Trahar, during 

which the student will be invited 

to respond to the case. 

Possible outcomes of this type of 

meeting are outlined in Annex 7; 

Section 4.3.2 of the Regulations. 

This meeting will be coordinated 

and minuted by the Student 

Services Office. 

Major cases of suspected 

plagiarism will be handed at 

Faculty level. A panel of three 

members of the Faculty Board of 

Examiners (which will normally 

include a member of academic 

staff from the student’s home 

school) will interview the 

student. 

A recommendation from this 

meeting will be made to the 

School Board of Examiners for 

consideration. Possible outcomes 

are outlined in Annex 7; Section 

4.4.3 of the Regulations. 

All cases of plagiarism will be logged by the Student Services Office and reported 

to the relevant Exam Board meetings.  
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Supervised Individual Study – Guidance 
for Students 

Summary 

During your programme of study, you may wish to explore an area of academic and/or 

professional interest that is not covered within the content of any existing M-level unit. You 

will be expected to undertake independent research with guidance from a tutor, and to 

produce a piece of work for assessment.   

The SIS must consist of subject matter which is not already available to students through 

existing units on their programme of study. The unit devised for these purposes must be 

consistent with and meet significant aspects of the aims of the programme. 

The SIS may have a credit value of either 10 or 20 credits, and is included within the 120 

credits of taught units required to obtain a Masters degree. Students who pay tuition fees 

on a unit-by-unit basis (instead of an annual fee) will be charged the unit fee for the year in 

which they undertake the SIS. 

Indicative reading 

Dependent upon the area of focus. 

Aims 

The unit aims to: 

 Provide the candidate with the knowledge and skills to achieve agreed aspects of the 

Programme Specification that could not be achieved by any currently offered units. 

 Offer a reasonable level of tutorial guidance, support and challenge during the 

production of the Special Independent Study. 

 Gather assessed evidence of the student’s achievement in circumstances 

comparable to those of the dissertation. 
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 Enable the candidate to actively engage with issues involved in submitting 

individually negotiated work for assessment. 

Learning Outcomes 

The learning outcomes achieved by a successful candidate will be: 

 Advancing knowledge and understanding by independent study 

 Demonstrating intellectual skills and attributes at an appropriate level 

 Undertaking substantially self-motivated and directed work at doctoral level 

 Enhancing practical, professional and transferable skills 

Assessment 

If 20 credits are sought; a 4000-word assignment; if 10 credits are sought; a 2000-word 

assignment 

If other media are used, assessment should be equivalent to the appropriate word-count.  

Assessment is conducted by two markers with expertise in the field of study. Students will 

be expected to identify relevant texts, synthesise the literature and apply the research to a 

professional context. 

Process 

1. Identify a tutor whose research interests qualify them to supervise your research, 

and contact them to ask if they would be willing to act as tutor for your SIS.  

2. Agree a programme of work and assignment submission deadline with your tutor, 

using the form available in the Programme Information section of your programme’s 

Blackboard site. Your assignment deadline should fall within the same academic year 

in which your research is conducted. 

3. Notify the Student Services Office of your arrangements via email to ed-masters-

students@bristol.ac.uk This is essential, as your student record will need to be 

updated and tuition fees charged (where appropriate). 

mailto:ed-masters-students@bristol.ac.uk
mailto:ed-masters-students@bristol.ac.uk
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Glossary: An Explanation of Terms 

This explanation of terms aims to further your understanding of the approach taken to the 

assessment or your work and the feedback given to you by your tutors. Terms given in bold 

have an entry included in the glossary.  

Analysis  

For an assignment to be graded successfully the writer needs to incorporate a level of 

analysis in the approach to answering the question. “Analysis” means that an idea or 

concept is taken apart and examined in order to identify what it comprises, or what lies 

behind it or what the implications might be for the use of the concept. Analysis involves 

being able to distinguish between facts based on evidence and statements that are based 

on speculation. “Analytical” is often contrasted with the term “descriptive” in the 

assessment of a student’s work. All assignments need to illustrate ideas and professional 

contexts and processes well, but effective description is not enough for assignments to be 

assessed as successful. They must be also be analytical. 

Approach  

The category of Approach in the assessment criteria relates to a consideration of how 

effective the student has been in terms of overall learning strategies employed in the 

development of the assignment. This term is used following Biggs (1988) who states that he 

uses the term to refer to ‘the learning processes that emerge from students’ perceptions of 

the academic task, as influenced by their personal characteristics’. These are seen as being 

reflected in three major approaches – surface, deep and achieving. Students at masters level 

should be aiming at developing a deep/achieving approach which require, as Biggs puts it ‘a 

self-conscious and planful approach to learning’ where [students] are ‘aware of their 

motives and intentions’ (ibid).  

The criteria aim to capture evidence found in students’ work which relate to characteristics 

of a surface, deep or achieving approach to learning.  

Argument  

A dictionary definition of the notion of “argument” in relation to academic writing is given 

as: A connected series of statements or reasons intended to establish a position; a process 
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of reasoning or disputation; argumentation (Shorter Oxford Dictionary). There should be 

nothing emotional about the development of an argument. It needs to be put together on 

the basis of a good deal of reading and consideration of the implications and connotations 

of ideas. An argument should be objective, and it should be supported by illustration and by 

evidence. The use of unsupported assertions should be avoided. An effective argument will 

emerge from the application of analysis and critical thinking in relation to the question or 

topic being addressed.  

Audience  

An important aspect of developing an argument is a consideration of audience:  

“It's usually wise to think of your audience in an academic setting as someone who is 

perfectly smart, but who doesn't already or necessarily agree with you. You are not 

just expressing your opinion in an argument ("it's true because I said so") -- and in 

most cases your audience is pretty knowledgeable on the subject at hand -- so you 

will need sturdier proof. At the same time, do not think of your audience as a genius 

clairvoyant. You have to come out and state both your claim and your evidence 

clearly. Do not assume that because the instructor knows the material that he or she 

understands what part of it you are using, what you think about it, and why.”  (taken 

from the University of North Carolina web site, undated) 

The notion of audience also relates to the conventions they expect you to use i.e. in relation 

to the genre features the educational discourse community conforms to.  

Concept  

The term “concept” has been defined as: A product of the faculty of conception; an idea of a 

class of objects, a general notion; a theme, a design (Shorter Oxford Dictionary). “Culture” is 

a concept as is “education”. Concepts can be defined or analysed. What do we mean by a 

“concept of culture?” The answer may depend on a point of view. This may differ from 

discipline to discipline. In many cases it is important to analyse a concept we are using in our 

writing, especially if it forms part of the question the assignment is attempting to answer.  

Conventions  

A convention is “a generally accepted rule or practice based on custom, usage, etc”. 

(Shorter Oxford Dictionary). Conventions need to be followed in certain contexts. For 
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example, when writing in an academic style, convention is that academic writers avoid 

copying the work of others without acknowledging the source of ideas or words they are 

using. Acknowledgement is made by referencing. There are conventional ways of 

referencing the sources of ideas and it is expected that students will conform to these 

conventions. Referencing in the Social Sciences is done by placing the name of an author 

and the date of publication in brackets before or after the relevant section (e.g. Bruner 

(1991) argues that .....). This is then supported by a reference in the list given at the end of 

the paper. Please see pages 134-137 of this Handbook for an outline of referencing 

conventions.  

Copying  

If there is perceived to be an intention to deceive examiners by copying any part of another 

student’s assignment, or copying the words of others from material found on the internet or 

paper-based publications without supplying a supporting reference to acknowledge the 

source, this may be considered to constitute plagiarism. 

 

N.B. Copying the work of others is an academic offence. 

Critical thinking  

The ability to think critically is absolutely central to successful performance on a 

postgraduate programme. Some thoughts on a definition are that:  

Critical thinking is reasonable reflective thinking that is focused on deciding what to 

believe or do (Ennis 1987 my emphasis)  

To be a critical thinker you must be able to interpret data of various sorts and to 

generalise from them (Hind 1994).  

As a critical thinker, you will judge where facts end and opinions begin and you will 

be able to recognise conclusions based on faulty logic or reasoning (ibid).  

One of the key skills needed by successful postgraduate students then is the ability to think 

critically in relation to all aspects of their work. Apart from differences across disciplines 

about what is considered valuable knowledge, not all writers and researchers within the 

same discipline or field agree on the validity or worth of certain ideas or practices. Students 
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need to be able to evaluate the usefulness or worth of ideas they read in books and articles 

so that they can “decide what to believe” or what position they will take in relation to the 

question or topic they are working on. There are often cultural differences in terms of the 

degree to which published works are revered. In the Western academic tradition the value 

of published work depends on the degree to which it is based on sound evidence or sound 

arguments and the degree to which it is generally perceived to be relevant or useful in 

helping others arrive at possible solutions to their own academic or professional problems.  

Deep learning approach  

The achievement of higher grades for assignments is usually associated with the use of a 

deeper approach taken in researching, preparing and learning generally in relation to the 

production of the assignment. A deep approach is often contrasted with a surface approach. 

Biggs (1988) explains this distinction by saying  

“Students adopting a surface approach are instrumentally or pragmatically motivated: for 

example, they are at university in order to obtain a qualification with minimal effort. A task 

such as an essay is then seen as a demand to be met” (p. 186) 

The motivation of students taking a deep approach, on the other hand,  

“starts with an intrinsic interest in the task and the expectation of enjoyment in  

carrying it out. Consequently, they adopt strategies that are likely to help  

satisfy their curiosity by searching for means inherent in the task” (ibid p. 

186)   

Descriptive  

Assignments are sometimes criticised for being too descriptive. This might mean that there 

is an insufficient level of analysis of the ideas focused on, i.e. that the assignment has not 

been written with sufficient evaluation of the supporting literature. There might be an over-

reliance on personal experience which is reported anecdotally, i.e. that the ideas are 

presented through aspects of narrative rather than argument. This relates the notion of 

appropriate genre. When the requirement is the development of criticality, an assignment 

based essentially on a narrative genre is unlikely to be appropriate.  

Genre  
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Caudery (1998) states that  

“genres are defined not in terms of their language, but by features which could be 

described as external to the text itself. These include areas such as text purpose, 

writer/reader relationships, and the medium of communication (e.g. newspaper 

article, letter, e-mail message). These external characteristics naturally have 

implications for what I will call internal features of the text, including areas such as 

syntax, lexical choice, organization, layout, etc. The result is that texts within a given 

genre are likely to share certain of these internal features, though it is also possible 

for texts within the same genre to differ very considerably in terms of their language 

and structure.”  

Thus an academic assignment on an educational topic will tend to conform to the 

conventions which are implicit in the writing produced by those working in the social 

sciences. It may well be that there are variations in the conventions followed by those 

working in different fields within the overall academic area.  

Independent learning  

Students who are well motivated to learn i.e. those who take a deep approach will adopt an 

independent approach to learning. They will strive to establish their own independence in 

relation to their discipline or area of study. This entails developing a stance or position in 

relation to key principles of practice in their area, an interest in one or two more specialist 

aspects of the work, and to become familiar with the writings and areas of interest of key 

writers or researchers in these fields. The MEd/Postgraduate Diploma programme aims to 

provide students with a solid theoretical grounding in their area of professional or 

theoretical concern, but it is the intention of their tutors that they will stand on their own 

two feet as quickly as possible in their engagement with the concerns of their specialist 

area.  

Plagiarism  

One of the first essentials of convention in Western academic tradition is the development 

of an argument supported by the use of others’ ideas (generally those considered to be 

experts in the field). This is done by drawing on appropriate sections of their writings by 

summarising, paraphrasing, or quoting their words and by giving a full and clear 

acknowledgement of the source of these by giving a reference including the page number 



130 

 

where appropriate. Failure to do this might mean that you at risk of being accused of 

plagiarism.  

“You are plagiarising when you copy material from sources, either using the original 

text or your own words, without correctly acknowledging these sources. If you do 

this, you are stealing other people's work and ideas, and it is a practice which is 

totally unacceptable in British academic culture” (Gould 1999).  

In all cases the University of Bristol Examinations Regulations apply.  You can read them at: 

http://www.bris.ac.uk/secretary/studentrulesregs/examregs.html  

Proof reading  

Proof reading is essential prior to the submission of an assignment for assessment. It 

involves carefully reading through your writing to check that your ideas have been 

expressed as clearly as possible, that there are no inaccuracies in the morphology, syntax or 

choice of words, subject verb agreement etc., that all the references made in the text are 

supported by details of the source in the reference list at the end. Please see additional 

check list for more details on proof reading pointers.  

It is always advisable to proof read a hard copy of the assignment rather than try to do 

without printing it out, and it is always advisable to leave some time, perhaps up to 24 

hours, between the time of writing and the time of proof reading. It is very easy not to 

notice omissions and errors when you are very close to the text.  

Reflection/reflective practitioner  

The notion of “reflection” can be traced by to the writings of Dewey (Mok 1994) and has 

been influential in teacher education contexts for a number of years. It is seen as an 

essential aspect of the on-going practice of professionals. It has been argued to be a way of 

thinking about educational matters that involves the ability to make rational choices and 

assume responsibility for those choices (Ross 1990). Reflection provides a link between the 

concept of critical thinking and principles of professional practice.  

Secondary referencing  

Secondary referencing refers to the acknowledgement of the source of ideas, quotations 

etc. at one remove, i.e. you have not accessed the original source but are basing the use of 

http://www.bris.ac.uk/secretary/studentrulesregs/examregs.html
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ideas on a reference, paraphrase or quotation made by another writer. Sometimes this is 

unavoidable, for example, when the original source is not available in any of the University 

of Bristol or associated libraries. In this case it is a perfectly acceptable practice within 

reason. However, secondary referencing of a source which is easily available is not 

acceptable practice as it implies that the student is not being sufficiently diligent. It would 

be a clear indication that the student in not taking a sufficiently deep approach to their 

learning.  

Structure and Organisation  

The notion of structure in relation to an assignment is: An organized body, a combination of 

mutually connected and dependent parts (Shorter Oxford Dictionary). It is used to refer to 

the way the sections (parts) combine to make the whole in terms of the development of the 

central argument.  

“Organisation” is used more generally to refer to the way the whole assignment has been 

put together, how sections are indicated, how the introduction provides a good balance 

with the conclusion, how well the reference list has been constructed, and how well any 

appendices included have been indicated and used.  

Style  

The notion of academic writing style refers to the language choices made by a writer in 

relation to what is appropriate for a particular genre. These choices will be in terms of 

lexical and syntactical aspects of language, or more technically in terms of the use of the 

appropriate register. Writers need to ensure that their texts are comprehensible to their 

audience, that they are making the right use of words, that sentences are not too lengthy or 

too simplistic.  

Unsupported assertion 

As pointed out in the section on argument it is necessary for the development of a satisfying 

approach to the topic of an assignment that the argument be based on the support of 

evidence. This can take the form of reference to the published ideas of the “experts” or 

relevant illustration from a relevant professional context. What needs to be avoided is the 

use of unsupported assertions. These might take the form of value judgements or beliefs. 

For example, “Most students in my country have difficulty learning a foreign language.” 
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The only way in which a statement such as this could be appropriate is if it is based on 

statistical evidence which shows clearly that compared to other countries where the same 

foreign languages are taught there is a significant difference in the levels or proficiency in 

the foreign language attained by pupils leaving school. At the same time it needs to be 

shown clearly that these low levels of proficiency are a direct result of low levels of pupil 

aptitude (which is extremely unlikely), or a result of very poor teaching (also very unlikely). 

In this case the statement would be supported by references to research which supports the 

statement, although these would clearly need to be evaluated for their reliability.  
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Example Outline for an Assignment 

This is an example of the approach that can be taken to preparing an outline of an 

assignment. This type of outline can be sent to a tutor by email and form the basis of a 

discussion with your tutor in a tutorial.  

Assignment Question  

How far and to what extent has cultural change really been possible at Redstone Primary 

School?  

Introduction  

Using a selection of quotes define what I mean by `cultural change' for this assignment. Aim 

of assignment: By referring to some examples of change that have been initiated at 

Redstone School. I intend to analyse how far and to what extent cultural change has really 

occurred. Explain why I want to do this assignment:  

I find the topic of cultural change complicated but interesting. It is relevant to my place of 

work because of the many changes that have taken place at the past 3 years. This 

assignment will give the opportunity to analyse and reflect upon the extent to which 

cultural change has occurred as a result of policy changes. I hope to develop my own 

understanding of cultural change which will help me to develop my managerial skills.  

Body of the assignment:  

1. Brief analysis of the factors that can influence and change the culture of a school. 

Levers of change.  

2. Describe and analyse how writers believe that culture takes time to develop and 

cannot just be changed by managers.  

3. List and explain factors I intend to look at in order to decide whether or not change 

in culture has actually taken place. Values, norms and artefacts. Define these terms. Explain 

high profile and low profile features of change and how they can be studied to help to 

determine the culture of a school..  
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4. Stress limitations: I'm a member of the organisation, some writers don't think that 

anyone can actually classify any organisation's culture because of its complexity and this 

assignment only represents my perceptions of the culture and its changes - these 

perceptions probably don't represent the situation as others see it. The assignment is 

limited by only referring to Harrison. As above but for present culture of school. Explain why 

and to what extent I think it has moved towards more of a role culture.  

5. Give basic information about the key changes that have occurred at the school in the 

past 3 years and why they have occurred:  

a. A new deputy principal was employed. 

b. The implementation of the National Literacy and Numeracy Hours.  

c. The implementation of target setting and End of Key Stage tests introduction of year 

groups planning and evaluating on a weekly basis becoming far more evident throughout 

the school  

6. The Culture of the school:  

Analyse and locate the school's culture before the new Deputy Principal was employed 

using Harrison Model. I think it was predominately the power culture model (will explain 

different aspects leading me to this conclusion). 

7. Evaluate the extent to which I think the culture of the school has changed over the 

past three years by looking at whether or not the values, norms and artefacts of the school 

have changed. 

Conclusion:  

Summary of argument and consideration of the extent to which cultural change has really 

been possible at Redstone School.  

Questions  

I look forward to hearing whether or not I'm on the right lines with this plan. I've still got 

some reading to do!  
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Is it OK to just focus on Harrison’s cultural model or should I refer to others in order to help 

my own understanding of which cultural model the school fits into? 

I completed the questionnaire that goes with Harrison’s model (as published in Handy’s 

book).  Do you think I should get other members of staff to do the same? 

If yes, should I just put the findings in an appendix?  Or should I just stick to stating that this 

assignment is just based on my perceptions of the situation?  I’m concerned about the 

number of words! 
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A Guide to Referencing Your Work 
 

There is no one correct way to reference your work.  The preferred style, and one which is 

very widely used currently in academic publications, is the Harvard system.  All of the 

following notes of guidance refer to the Harvard system.  You are of course free to use an 

alternative recognised system if you so choose, but you must be consistent in your use of 

one style.  It is also essential that you fully reference all of the work which you produce for 

assessment purposes.  Every source you draw on must be included in your reference list at 

the end of your assignment.  If you use the Harvard system it is not necessary to produce a 

separate bibliography, the list of references will suffice. 

N.B. In this guide, italics are used in preference to underlining of titles, but underlining is 

equally acceptable. 

Page numbers must be given for quotations in the text: these should be given after the year 

of publication, e.g. (Hedge 2000: 158) 

The majority of sources you use in your work will fall into three main categories, single 

author books, edited books with chapters by different authors, and journal articles. 

 
1. Single Author Books 
 in your assignment: (Willis 1996) 

in the reference list: Willis, J. 1996. A Framework for Task-based Learning. 
Harlow, Addison Wesley Longman Ltd 

 
2. Two Authors 
 in your assignment: (Mitchell and Myles 1998) 

in the reference list: Mitchell, R. and Myles, F. 1998. Second Language 
Learning Theories. London, Arnold 

 
3. Three or More Authors 
 in your assignment: (Bygate et al. 1994) 

in the reference list: Bygate, M., Tonkyn, A. and Williams, E. 1994. Grammar 
and the Language Teacher. Hemel Hempstead, Prentice 
Hall International ELT 
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4. Chapter in an Edited Book 
 in your assignment: (Ellis 1998) 

in the reference list: Ellis, R. 1998. ‘The evaluation of communicative tasks’. in 
Tomlinson, B. (Ed.) Materials Development in Language 
Teaching. Cambridge, Cambridge University Press 

 

 
NOTES about entries in reference lists: 
i) Where the author is actually an editor then add (Ed.) after their name and 

before the date. 
ii) Where a chapter in an edited book has more than one author then apply the 

same rules as in 2 and 3 above. 
iii) When a book has more than one edition, make clear which one you have used 

by inserting the edition after the date but inside the brackets (1987, 3rd edn.) 
 
5. Articles in Journals 
 Single Author 
 in your assignment: Littlewood (2001) 

in the reference list: Littlewood, W. 2001. ‘Students’ attitudes to classroom 
English learning: a cross-cultural study’, Language 
Teaching Research 5 (1) pp.3-28 

 
6. Electronic Sources 
 Single Author 
 in your assignment: Willis (1998) 

in the reference list: Willis, J. 1998. ‘Task-Based Learning: What Kind of 
Adventure?’, The Language Teacher Online 22 (7) 
http://langue.hyper.chubu.ac.jp/pub/tlt/98/jul/willis.ht
ml (accessed 14.03.2001) 

 

NOTE: 
i) More information about referencing electronic sources can be found online.  
ii) Always include the volume, issue and page numbers. 
iii) Where there is more than one author, apply the same rule as in 2 & 3 above.  

 

Listing Your References 

In the reference list at the end of your piece of work, list alphabetically all the sources to 

which you have referred, following these rules: 

1) Single authored items for each author are listed before multiple authored items by 

the same person. 

http://langue.hyper.chubu.ac.jp/pub/tlt/98/jul/willis.html
http://langue.hyper.chubu.ac.jp/pub/tlt/98/jul/willis.html
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2) Within the single authored items and within the multiple authored section for each 

person the items are listed in date order. 

3) Where an author has more than one item in any given year these should be 

distinguished in both text and reference list by adding lower case letters after the year e.g. 

(Batstone 1994a) (Batstone 1994b) 

When set out like this the problems of referencing sources look daunting but remember this 

guide is attempting to be comprehensive.  Most of your references are going to be relatively 

straightforward so don’t try to commit to memory the entire contents of this guide.  

Instead, keep it handy when you are working on your dissertation. 

Do keep reference details on everything you read.  It might seem tedious at the time but can 

save many hours chasing up references when you have finished writing your dissertation 

and are running out of time. 

Referencing and Bibliographies 

Harvard System 

Here the author’s surname and date of publication are used to identify a reference in the 

text, with the full references listed alphabetically by surnames at the end of the work. 

Examples of references tagged in the text: 

‘Some interesting results were obtained (White, 1985) showing…’, or ‘White (1985, p.13) 

has obtained results’ 

Example of how to write the full references at the end of the work: 

A thesis 

Record author(s) surname(s) and initial(s), the date of publication, title of thesis, degree 

awarded and academic institution awarding the degree, e.g; 

Edwards, Nigel John (1989) Dynamically Reconfigurable Systems. Ph.D. thesis. Bristol: 

University of Bristol. 
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A patent 

Record author of patent, date of patent, company if known, country & patent number, e.g; 

Funatsukuri, Y. (1996) (Sanyo Electric Co.) Projection-type color liquid crystal device. 

Japanese patent JP 08 05,975. 

A report 

Record author(s) surname(s) and initial(s), date of publication, title of report, report 

number, place of publication and publisher. Also mention details of availability – reports can 

be difficult to track down, e.g; 

Gustafsson, H. (1990) Building materials identified as sources for indoor air pollution. Report 

SP-RAPP-1990:25. Boras, Sweden: Kem.Anal., Statens Provingsanst. (Available NTIS, order 

no. PB91-135202). 

A paper in the proceedings of a conference/symposium/meeting 

Record author(s) surname(s) and initial(s), date of publication, title of paper, title of 

conference, venue and date of conference, editor(s) of the proceedings, volume (if 

appropriate) and page numbers of the paper, place of publication and publisher, e.g; 

Haenni, W. et al. (1998). Diamond-sensing microdevices for environmental control and 

analytical applications. In: Diamond 1997: Proceedings 8th European Conf. On Diamond, 

Diamond-like and Related Materials. Edinburgh, Scotland, Aug 3-8, 1997 (eds. Bonnot, A.-M. 

et al.) Lausanne: Elsevier, 1998. P.569-574. 

Please note that 

et al is used sometimes where there are more than three authors for a reference, and 

replaces all but the first named author.  However, the names of all authors must be in full in 

the reference list at the end of assignment. 
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Proof-reading Check List for 
Assignment Writers 

Before submitting your assignment, it is a good idea to run though the following points to 

make sure that you have covered them all: 

1.  Are all the ideas which are based on your reading, adequately and appropriately 

referenced in the text? Sources which have informed your thinking and the writing of your 

assignment should be referred to in the text, if they are not, then this will be regarded as a 

weakness in your assignment.   

2. Are all the references to sources you have made in the text listed in the reference 

list at the end? Have you checked to make sure that they are? This might be called  

“Bibliography” providing this is regarded as being synonymous with “References” - i.e. a list 

of all and only those sources referred to or quoted from in the text. The term “References” 

is the more usual heading.  

3. Do the references in your list conform to the approach expected? There is no need 

to use numbering or bullet points in your reference list. The list should simply be in 

alphabetical order by author. 

4.  Are all quotations adequately referenced with page numbers given for the quoted 

extract? Have you single-spaced and indented the layout of longer quotations (e.g. 

quotations which take up more than one or two lines of text)? 

5.  Have you checked that the number of words is close to the requirement e.g. usually 

4,000 words? The number of words needs to be indicated on the assignment cover sheet. 

6.  Have you used subheadings appropriately for the various sections in the 

assignment? 

7.  Have you included a well-structured introduction and conclusion. 

8.  Have you double-spaced your assignment to enable markers to give feedback more 

easily?  
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9.  Are the pages numbered? Is the numbering at the bottom centre of the page, which 

is where it is expected to be? 

10.  Have you used the spell check facility on the word processor? 

11.  Have you proofread the assignment to make sure that there are no typing errors 

that haven’t been picked up by the spell checker e.g. “from” where it should read “form” or 

vice versa. Have you also checked for appropriate style features e.g. made sure that you 

have avoided using contractions (isn’t, hasn’t, can’t etc)? 

12.  Is the layout of the text effective i.e. have you checked to make sure there are no 

subheadings hanging on their own at the bottom of a page? 

13.  If you have analysed text data in your assignment, have you included the full form of 

the data you have analysed as an appendix to your assignment? 

14.  Have you completed the assignment cover sheet and have you signed and dated the 

plagiarism declaration form? 

Please note, the use of clipart on the front cover of assignments is not necessary. 
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Developing a Research Proposal 

Provide a detailed research outline for your project based on the following checklist  

   Milestones 

1. Draw up a short list of 

topics. 

Consult library catalogues and fellow 

students. 

 

2. Select a topic for 

investigation. 

Discuss possible outcomes with your 

supervisor and decide what the emphasis of 

your study is to be. 

(1) 

3. Establish the precise focus 

of the study. 

Draw up a ‘first thoughts’ list of questions 

and subject each to rigorous examination. 

 

4. Decide on the aims and 

objectives of the study or 

formulate an hypothesis. 

Think carefully about what is and what is 

not worth investigating. 

 

5.  Draw up the initial project 

outline and decide on a 

provisional title for the 

project. 

List aims and/or objectives, questions to be 

investigated. 

Discuss with your tutor. 

(2) 

6. Consult the literature in the 

area. 

Decide what references are going to be 

most important for your study. 

(2) 

7. Read enough to decide 

whether you are on the 

right lines. 

The initial reading may give you ideas about 

approach and methods, and how 

information might be classified. 
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8. Decide what particular 

theoretical perspectives and 

theories might inform your 

research. 

Be clear about the influence of theoretical 

perspectives, concepts and ideas on the 

development of your own research 

questions. 

 

9. Decide which methods of 

data collection you will 

employ. 

Provide a rationale for the research 

methods you will use and state why you 

have chosen those particular methods, the 

advantages and disadvantages of this 

choice and possible limitations that will 

result. 

Discuss with your tutor. 

(3) 

10. Be aware of significant 

issues that you will face 

during this research project. 

Plan ahead for carrying out the research 

work and ask yourself critical questions. 

Where will you collect your data? How will 

you gain access? What possible ethical 

issues might you face. 

(3) 

11. Devise a timetable to enable 

you to decide whether you 

are on the right lines. 

It is easy to take too long over one stage 

and so have insufficient time to carry out 

essential tasks in the next. 

 

(adapted from Bell, J. (1999) Doing Your Research Project, Buckingham:OUP) 



144 

 

 The Role of the Student & the 
Supervisor; Check-list 

You may want to read through the following questions and think about where you would place 

yourself.  You may want to use this when you work with your supervisor  

Topic/course of study 

1 It is a supervisor’s responsibility to 

select a promising topic 

1 2 3 4 5  It is a student’s responsibility to 

select a promising topic 

2 In the end, it is up to the supervisor to 

decide which theoretical frame of 

reference is most appropriate 

1 2 3 4 5 A student has the right to choose a 

theoretical standpoint even if it 

conflicts with that of the supervisor 

3 A supervisor should direct a student in 

the development of an appropriate 

program of research and study 

1 2 3 4 5 A student should be able to work 

out a schedule and research 

program appropriate to their needs 

 

4 A supervisor should ensure that a 

student has access to all necessary 

facilities 

1 2 3 4 5 Ultimately, the student must find 

the necessary facilities to complete 

their research 

Contact/involvement 

5 Supervisor-student relationships are 

purely professional and personal 

relationships should not develop 

1 2 3 4 5  Close personal relationships are 

essential for successful 

supervision 

6 A supervisor should initiate frequent 

meetings with a student 

1 2 3 4 5  A student should initiate 

meetings with their supervisor 
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7 A supervisor should check constantly 

that a student is on track and working 

consistently 

1 2 3 4 5  Students should have the 

opportunity to find their own way 

without having to account for 

how they spend their time 

8 A supervisor should terminate the 

candidature if they think a student will 

not succeed 

1 2 3 4 5 A supervisor should support the 

student regardless of their 

opinion of the student capability 

The thesis 

9 A supervisor should ensure that the 

thesis is finished not much later than 

the minimum period 

1 2 3 4 5  As long as a student works 

steadily they can take as long as 

they need to finish the work 

 

10 

 

A supervisor has direct responsibility for 

the methodology and content of the 

thesis 

 

1 2 3 4 5 

 

A student has total responsibility 

for ensuring that the 

methodology and content of the 

thesis are appropriate to the 

discipline 

11 A supervisor should assist in the actual 

writing of the thesis if the student has 

difficulties, and should ensure that the 

presentation is flawless 

1 2 3 4 5 A student must take full 

responsibility for presentation of 

the thesis, including grammar 

and spelling 

12 A supervisor should insist on seeing 

drafts of every section of the thesis in 

order to review them in a timely fashion 

1 2 3 4 5 It is up to a student to ask for 

constructive criticism from a 

supervisor 

(Ryan and Whittle, 1996, adapted from Moses, 1985) 
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Sample title page, declaration and 
acknowledgements 

Sample Title Page 

 

 

An Analysis of the Barriers to  

Women’s Promotion in Amasarian Primary Schools: An Empirical Study of Women  

Teachers and Managers 2005 -2006. 

 

by 

 

Mary Smith 

 

 

A dissertation submitted to the University of Bristol in accordance 

with the requirements  of the Degree of Master of Education in the  

Graduate School of Education 

 

September 2013 

Word count: 15.000       
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SYNOPSIS 

The following synopsis is totally fictitious and is intended ONLY to serve as a model for the 

construction of your own synopsis. 

(Hand-write in margin or underline: research focus, key research questions) 

 

This study investigated women primary school teachers’ perceptions of their promotion 

prospects and the constraints they perceived to exist in their professional and personal 

contexts.  The study was carried out in an area of Amasaria which allowed comparison 

between rurally based teachers and those working in urban schools. 

25 teachers in an urban area and 25 in a rural area were surveyed using a simple 

questionnaire.  The area chosen is taken to be fairly typical of urban – rural contexts outside 

of the capital of the country.  In both contexts, 8 teachers agreed to participate in the in-

depth interviews.  Although the sample is small, it affords some insights into the teachers’ 

perceptions of the issue. 

The results showed that among teachers under the age of 25 the perceptions of 

promotional possibilities were very positive, and this group felt that they had much to offer 

and that the government would support their ambitions.  They had little to say about 

personal constraints on ambition, although there was a small number of rural women who 

were already married and mothers by the time they were 25, and for them family 

constraints were important.  Those over 25 gave a very different perspective; for them the 

main constraints on promotion were to do with family obligations.  This issue was rather 

stronger among rural women teachers than urban ones. 

All women teachers surveyed, however, felt that they had little chance of progressing in 

seniority much beyond the head of subject panel, a feeling supported by the statistics in 

Amasaria which show that 98% of senior positions in primary schools are occupied by men. 

There is a need to do further research in Amasaria to see how women teachers in other 

contexts perceive their prospects.  It is essential to the well being of primary education that 

talented women feel they can contribute.  Discovering their perceptions of constraints on 

progression is an important topic. 
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 Example Declaration Page  

 

 

 

 

Declaration 

 

I declare that the work in this dissertation was carried out in accordance with the regulations of 

the University of Bristol. The work is original except where indicated by special reference in the 

text, and no part of the dissertation has been submitted for any other degree. 

Any views expressed in the dissertation are those of the author and in no way represent those 

of the University of Bristol. 

The dissertation has not been presented to any other University for examination either in the 

United Kingdom or overseas. 

 

 

Signed ______________________    Date: _____________ 
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 Fieldwork Guidelines 

Checklist to Ensure Personal Safety During Fieldwork 

It is important that you think carefully about any risks that are involved in undertaking your 

fieldwork.  These may be risks to you or to those you are seeking to work with.  The 

Research Ethics procedure ( available online at 

http://www.bristol.ac.uk/education/research/networks/ethicnet/procedures) considers the 

impact of your research on other people and the importance of integrity in managing your 

fieldwork and in your own conduct.  This document helps you to reflect on any issues of 

potential danger to yourself.  Please think carefully about the following questions. 

Where are you working? 

 Think carefully about where you are going to undertake the fieldwork. 

 Will you be in a public place? 

 Are you undertaking interviews in people’s homes? 

 Are there going to be other people around? 

 Could the location have any particular risk? 

 Are you familiar with the location you are working in?  

 What are the transport arrangements to and from the place you are working in? 

 Could a fellow student or friend accompany you or arrange to meet you afterwards? 

Who do you intend to work with? 

 Do you know who you are interviewing or observing? 

 Do you have any background information on the people you will be visiting? 

 Do you have a contact person at the fieldwork site that could help to show you around? 

 Are you working with individuals or groups? 

What time of day are you working? 

 Are you working in the day or the evening? 

 Can you arrange daytime visits? 

http://www.bristol.ac.uk/education/research/networks/ethicnet/procedures
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Reducing Risks 

Thinking through your answers to these questions is it apparent that there may be potential risks 

to you?  It is important to think about these issues in advance of starting your fieldwork and 

discussing them with your supervisor. 

 How would you define these risks? 

 What steps could you take to reduce any risks to yourself? 

 Who knows when you are doing your fieldwork and where you are going?  Make sure 

that someone does. 
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Students Conducting Field Work 
Abroad, or in Potentially Hazardous 
Situations:  Notes for Good Practice 

It is incumbent upon universities to ensure that all students undertaking research in 

potentially hazardous environments are well prepared to minimise the risks they might run.  

It is particularly important for students conducting research in a country foreign to them 

and much of what is suggested in this document relates to that situation.  Nevertheless, the 

general principles being addressed apply equally to students working in any unfamiliar and 

potentially hazardous situation. 

The document that follows is intended as a guide for institutions and individual tutors in 

preparing their students to undertake field placements with the least possible risk. 

Prior to visit 

Four main areas should be considered:  health and safety; medical issues; communication; 

and finance.  It is the supervisor’s responsibility to ensure the student is familiar with all 

these areas as they relate to their specific project. 

Risk assessment 

Before any placement is finally agreed, a risk assessment should be carried out by both 

student and supervisor, and that this document is signed by both (a suggested risk 

assessment matrix is provided on pages 154-155). 

In doing this, the following areas should be considered carefully and the identification of 

hazards (something with the potential to do harm) and the potential risk (likelihood that 

actual harm will occur) assessed and the action that can reasonably be taken to minimise 

those risks. 

The amount of work involved in a risk assessment will vary according to the type of research 

and where it is being conducted.  Working in the local community of the University may 

mean that relatively little has to be done.  Travelling to a remote part of the world will 

require a considerable and detailed consideration of risks.  Despite steps taken to minimise 
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risks, some will still remain.  These must be judged to be reasonable before the field visit is 

sanctioned. 

If a significant risk remains and the student decides to undertake the field work 

nevertheless, he or she should sign an appropriate disclaimer (a risk assessment checklist for 

international travel is provided on page 156). 

While tutors are not responsible for carrying out any of the tasks noted below, they should 

ensure their students understand the importance of: 

 taking any action as identified in the risk assessment; 

 obtaining sufficient funds for the trip and arranging access to emergency funds; 

 insuring themselves against unforeseen problems and obtaining adequate travel 

insurance for the period to be spent abroad; 

 obtaining up-to-date travel and medical advice from the Foreign Office regarding 

visiting and travelling in the country(ies) they propose to visit 

(Foreign Office website:  https://www.gov.uk/foreign-travel-advice) 

 obtaining advice from the embassy of the country they propose visiting with regard 

to: 

o visas; 

o health requirements; 

o any documentation necessary for conducting research, eg letters of 

invitation, supporting documents from the University. 

Support should only be given for students to carry out fieldwork if the tutor is satisfied with 

certain conditions in addition to those mentioned above: 

 Whenever possible, the student should be working with an institution or individual 

known to the tutor or the department, or be working through a reliable agency with 

in-country offices/officers, eg DFID, NORAD, OXFAM, etc. 

 Whenever possible, prior arrangements for accommodation, field travel and 

interpreters/field assistants have been made and are in place. 

 If at all possible, students should travel and work in pairs or larger groups. 

 Ideally, the student should have had prior experience of working in the country, or 

under similar circumstances as those likely to be encountered. 

 

 

https://www.gov.uk/foreign-travel-advice
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Whilst in country, students should: 

 ensure they follow any actions as indicated in the risk assessment; 

 not knowingly expose themselves, or others, to potentially dangerous or contentious 

situations; 

 endeavour to keep in touch with their tutor, or the department, on a weekly basis. 

In the event of an emergency: 

Contact the University (your tutor or the Student Services Office) as soon as possible. 

Other useful website: Worldwise Travel Information - http://www.brookes.ac.uk/worldwise 

The World Wise Directory provides country-by-country practical tips on health, safety, visa 

and currency requirements as well as information on local codes of dress and behaviour. 

The assistance of Mark Cheshire, Head of Health and Safety Services, University of 

Bristol, and Jeremy Philips, Earth Sciences, University of Bristol, are gratefully 

acknowledged in the compiling of these notes for guidance. 

 

http://www.brookes.ac.uk/worldwise
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  Overseas or Potentially Hazardous  
Risk Assessment Matrix 

  

Hazard 

Identification  

Those Affected 

Risk Evaluation 

High/Medium/Low 

Action to Eliminate,  

or Reduce Risk 

1. Physical/ 

environmental, 

eg living 

conditions; 

weather; travel; 

personal safety/ 

security 

   

2. Health and 

medical 

   

3. Communication, 

eg language; 

access to phone/ 

email 

   

4. Financial, eg 

insurance; 

exchange rates 

   

5. Consequential on 

research – your 

own mental/ 

physical well-

being; well-being 

of others helping 

you; well-being of 

subjects of study 

   

 

 

 



156 

 

Do you have any contacts with authorities or organisations in the area you propose to work 

in? 

 

 

 

 

I am aware of the good practice procedures laid down by the Graduate School of Education 

and have undertaken a risk assessment with my tutor.  I have taken any necessary actions as 

identified and will follow any other actions as may be necessary to reduce risks to myself 

during my period of study. 

Photocopies of any insurance documents are held in the Graduate School of Education.   

My contact address/telephone number/email whilst conducting my field work is:    

 

 

 

 

 

Signed - Student: 

  

  Tutor: 
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Risk Assessment Check List for 
International Travel 

When making preparations to travel overseas to conduct research, you should consider the 

following points: 

 Relevant advice from the Foreign Office. 

 Valid passport, which complies with entry criteria. 

 Visas and other documentation for travel, eg letters of introduction, formal research 

permission, etc. 

 Medical advice from the Student Health Service or Department of Health on 

vaccinations, immunisation, first aid, etc. 

 Advice on appropriate items for first aid kits, eg Student Health, chemists or 

specialist travel shops. 

 Climatic extremes;  cultural and local information, as appropriate. 

 Contact with animals (wild or domestic) – allergies, asthma, bites, rabies, etc. 

 Contact with insects – bites/stings, yellow fever, malaria, Lyme’s disease 

 Contact with reptiles – snakes/ scorpions;  availability of antidotes/medical back-up. 

 Contaminated drinking water – purification tablets. 

 Electricity – compatibility of equipment. 

 Emergencies (including fire) – arrangements and procedures, first aid provision, help 

numbers, etc. 

 Legal differences – local codes/guidance (local standards, local statutes). 

 Natural phenomena – avalanches, earthquakes, volcanoes, etc. 

 Driving conditions – driving licence. 

 Transportation – competent drivers, hazardous terrain, maintenance of vehicles, etc. 

 Adequate insurance – medical emergency and travel expenses, personal liability, 

premature return rearrangement and replacement, baggage and personal effects, 

hijack or travel delay, additional cover for partners, accident or illness. 

 Copy of relevant insurance information, range of cover, emergency numbers. 

 Nature of the project – is it likely to involve negative attitudes/reactions from some 

groups (eg mine owners if investigating child labour) or be counter-cultural (eg 

investigating child marriage). 

 Mental well-being – exposing oneself to situations likely to cause trauma, eg working 

in places in the aftermath of conflict. 
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Code of Practice on Research 
Misconduct  

1. Scope   

The code applies to all members of staff and to all students, postgraduate and 

undergraduate, at the University of Bristol.  

2. Definition   

Research misconduct includes:  

 deliberate falsification or corruption of data   

 deliberate distortion of research outcomes by distortion or omission of data that do 

not fit expected results   

 dishonest misinterpretation of results   

 publication of data known or believed to be false or misleading   

 plagiarism, or dishonest use of unacknowledged sources   

 dishonest misquotation or misrepresentation of other authors   

 inappropriate attribution of authorship   

 unauthorised use of information which was acquired confidentially  

 failure to obtain appropriate permission to conduct research   

 collusion in or concealment of research misconduct by others  

 

3. Disciplinary procedures   

The University takes seriously all cases of misconduct. Further information on the definition 

of misconduct and the penalties for breaching these can be found at: 

http://www.bristol.ac.uk/secretary/studentrulesregs/disciplinary.html 

 

http://www.bristol.ac.uk/secretary/studentrulesregs/disciplinary.html
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Data Protection and Research 

Data used for research purposes must be dealt with in accordance with the Data Protection Act 

1998, save for some exceptions set out in Section 33 of the Act. The Section is difficult to follow, 

but the essence is set out below. 

May use for new purposes 

Principle 2 in Schedule 1 of the Act says that personal data shall be obtained only for one or 

more specified and lawful purposes, and shall not be further processed in any manner 

incompatible with that purpose or purposes.  

However the second part of this principle does not apply to further processing of data only for 

research purposes, provided that: 

 the data is not processed to support measures or decisions with respect to particular 

individuals; and 

 the data is not processed in such a way that substantial damage or distress is likely to be 

caused to any individual. 

 

May keep indefinitely 

Principle 5 in Schedule 1 of the Act says that personal data processed for any purpose or 

purposes shall not be kept for longer than is necessary for that purpose or purposes. 

However this does not apply to personal data processed only for research purposes, provided 

that: 

 the data is not processed to support measures or decisions with respect to particular 

individuals; and 

 the data is not processed in such a way that substantial damage or distress is likely to be 

caused to any individual. 

Need not inform individual about data 

Section 7 of the Act gives an individual the right to be informed by someone using personal data 

about him or her: what data is held, the purposes for which it is held and the people to whom it 

may be disclosed. 
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However this does not apply to personal data processed only for research purposes, provided 

that: 

 the data is not processed to support measures or decisions with respect to particular 

individuals; and  

 the data is not processed in such a way that substantial damage or distress is likely to be 

caused to any individual; and 

 the results of the research or any resulting statistics are not made available in a form 

which identifies individuals. 

Further advice can be obtained from departmental Data Protection Advisers, or from the 

University’s Data Protection Officer. 

http://www.bris.ac.uk/Publications/Handbook/Research/researchmisconduct.htm  

http://www.bris.ac.uk/Publications/Handbook/Research/researchmisconduct.htm
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WHAT IS THE GRADUATE SCHOOL’S 

ETHICAL FRAMEWORK FOR 

RESEARCH? 

Acknowledgement 

This statement of ethical standards has been edited down from that of the American 

Educational Research Association (1992). 

The British Educational Research Association also has an ethical statement, which is also 

derived from the AERA statement. 

Foreword 

Education, by its very nature, is aimed at the improvement of individual lives and societies.  

Further, research in education is often directed at children and other vulnerable 

populations.  A main objective of this code is to remind us, as educational researchers, that 

we should strive to protect these populations, and to maintain the integrity of our research, 

of our research community, and of all those with whom we have professional relations.  We 

should pledge ourselves to do this by maintaining our own competence and that of people 

we induct into the field, by continually evaluating our research for its ethical and scientific 

adequacy, and by conducting our internal and external relations according to the highest 

ethical standards. 

The standards that follow remind us that we are involved not only in research but in 

education.  It is, therefore, essential that we continually reflect on our research to be sure 

that it is not only sound scientifically but that it makes a positive contribution to the 

educational enterprise. 

I.    Responsibilities to the Field 

A.   Preamble.  
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To maintain the integrity of research, educational researchers should warrant their research 

conclusions adequately in a way consistent with the standards of their own theoretical and 

methodological perspectives.  They should keep themselves well informed in both their own 

and competing paradigms where those are relevant to their research, and they should 

continually evaluate the criteria of adequacy by which research is judged. 

B.   Standards 

1. Educational researchers should conduct their professional lives in such a way that 

they do not jeopardize future research, the public standing of the field, or the 

discipline's  research results. 

2. Educational researchers must not fabricate, falsify, or misrepresent authorship, evidence, 

data, findings, or conclusions. 

3. Educational researchers must not knowingly or negligently use their professional roles for 

fraudulent purposes. 

4. Educational researchers should honestly and fully disclose their qualifications and 

limitations when providing professional opinions to the public, to government agencies, 

and others who may avail themselves of expertise in educational research. 

5. Educational researchers should attempt to report their findings to all relevant 

stakeholders, and should refrain from keeping secret or selectively communicating their 

findings. 

6. Educational researchers should report research conceptions, procedures, results, and 

analyses accurately and in sufficient detail to allow knowledgeable, trained researchers to 

understand and interpret them. 

7. Educational researchers' reports to the public should be written straightforwardly to 

communicate the practical significance for policy, including limits in effectiveness and in 

generalizability to situations, problems, and contexts.  In writing for or communicating 

with non-researchers, educational researchers must take care not to misrepresent the 

practical or policy implications of their research or the research of others. 

8. Educational researchers should decline request to review the work of others where 

strong conflicts of interest are involved, or when such requests cannot be conscientiously 

fulfilled on time.  Materials sent for review should be read in their entirety and 

considered carefully, with evaluative comments justified with explicit reasons 
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II.   Research Populations, Educational Institutions, and the Public 

A.   Preamble. 

Educational researchers conduct research within a broad array of settings and institutions, 

including schools, colleges, universities, businesses, hospitals, and prisons.  It is of 

paramount importance that educational researchers respect the rights, privacy, dignity, and 

sensitivities of their research populations and also the integrity of the institutions within 

which the research occurs.  Educational researchers should be especially careful in working 

with children and other vulnerable populations.  These standards are intended to reinforce 

and strengthen already existing standards enforced by institutional review boards and other 

professional associations. 

B.   Standards. 

1. Participants, or their guardians, in a research study have the right to be informed 

about the likely risks involved in the research and of potential consequences for 

participants, and to give their informed consent before participating in research.  

Educational researchers should communicate the aims of the investigation as well as 

possible to informants and participants (and their guardians), and appropriate 

representatives of institutions, and keep them updated about any significant 

changes in the research program. 

2. Honesty should characterise the relationship between researchers and participants 

and appropriate institutional representatives.  Deception is discouraged; it should be 

used only when clearly necessary for scientific studies, and should then be 

minimised.  After the study the researcher should explain to the participants and 

institutional representatives the reasons for the deception. 

3. Educational researchers should be sensitive to any locally established institutional 

policies or guidelines for conducting research. 

4. Participants have the right to withdraw from the study at any time, unless otherwise 

constrained by their official capacities or roles. 
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5. Educational researchers should exercise caution to ensure that there is no 

exploitation for personal gain of research populations or of institutional settings of 

research.  Educational researchers should not use their influence over subordinates, 

students, or others to compel them to participate in research. 

6. Researchers have a responsibility to be mindful of cultural, religious, gender, and 

other significant differences within the research population in the planning, conduct, 

and reporting of their research. 

7. Researchers should carefully consider and minimise the use of research techniques 

that might have negative social consequences, for example, experimental 

interventions that might deprive students of important parts of the standard 

curriculum. 

8. Educational researchers should be sensitive to the integrity of ongoing institutional 

activities and alert appropriate institutional representatives of possible disturbances 

in such activities which may result from the conduct of the research. 

9. Educational researchers should communicate their findings and the practical 

significance of their research in clear, straightforward, and appropriate language to 

relevant research populations, institutional representatives, and other stakeholders. 

10. Informants and participants have a right to remain anonymous.  This right should be 

respected when no clear understanding to the contrary has been reached.  

Researchers are responsible for taking appropriate precautions to protect the 

confidentiality of both participants and data.  Those being studied should be made 

aware of the capacities of the various data-gathering technologies to be used in the 

investigation so that they can make an informed decision about their participation.  

It should also be made clear to informants and participants that despite every effort 

made to preserve it, anonymity may be compromised.  Secondary researchers 

should respect and maintain the anonymity established by primary researchers. 

III. Guiding Standards: Intellectual Ownership 

A.   Preamble.  

Intellectual ownership is predominantly a function of creative contribution.  Intellectual 

ownership is not necessarily a function of effort expended. 
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B.   Standards. 

Authorship should be determined based on the following guidelines, which are not intended 

to stifle collaboration, but rather to clarify the credit appropriately due for various 

contributions to research. 

1. All those, regardless of status, who have made substantive creative contribution to 

the generation of an intellectual product are entitled to be listed as authors of that 

product. 

2. First authorship and order of authorship should be the consequence of relative 

creative leadership and creative contribution.  Examples of creative contributions 

are: writing first drafts or substantial portions; significant rewriting or substantive 

editing; and contributing generative ideas or basic conceptual schemes or analytic 

categories, collecting data which require significant interpretation or judgement, and 

interpreting data. 

3. Clerical or mechanical contributions to an intellectual product are not grounds for 

ascribing authorship. Examples of such technical contributions are: typing, routine 

data collection or analysis, routine editing, and participation in staff meetings. 

4. Authorship and first authorship are not warranted by legal or contractual 

responsibility for or authority over the project or process that generates an 

intellectual product.  It is improper to enter into contractual arrangements that 

preclude the proper assignment of authorship. 

5. Anyone listed as author must have given his/her consent to be so listed. 

6. The work of those who have contributed to the production of an intellectual product 

in ways short of these requirements for authorship should be appropriately 

acknowledged within the product. 

7. Acknowledgement of other work significantly relied on in the development of an 

intellectual product is required.  However, so long as such work is not plagiarised or 

otherwise inappropriately used, such reliance is not ground for authorship or 

ownership. 
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8. It is improper to use positions of authority to appropriate the work of others or claim 

credit for it.  In hierarchical relationships, educational researchers should take care 

to ensure that those in subordinate positions receive fair and appropriate authorship 

credit. 

9. Theses and dissertations are special cases in which authorship is not determined 

strictly by the criteria elaborated in these standards.  Authorship in the publication 

of work arising from theses and dissertations is determined by creative intellectual 

contributions as in other cases. 

10. Authors should disclose the publication history of articles they submit for  

publication; that is, if the present article is substantially similar in content and form 

to one previously published, that fact should be noted and the place of  publication 

cited. 

11. While under suitable circumstances, ideas and other intellectual products may be 

viewed as commodities, arrangements concerning the production or distribution of 

ideas or other intellectual products must be consistent with academic freedom and 

the appropriate availability of intellectual products to scholars, students, and the 

public.  Moreover, when a conflict between the academic and scholarly purposes of 

intellectual production and profit from such production arise, preference should be 

given to the academic and scholarly purposes. 

IV.   Guiding Standards: Sponsors, Policymakers, & Other Users of 

Research 

A.   Preamble.  

Researchers, research institutions, and sponsors of research jointly share responsibility for 

the ethical integrity of research, and should ensure that this integrity is not violated.  While 

it is recognised that these parties may sometimes have conflicting legitimate aims, all those 

with responsibility for research should protect against compromising the standards of 

research, the community of researchers, the subjects of research, and the users of research.  

They should support the widest possible dissemination and publication of research results. 

B.   Standards.   



167 

 

1. The data and results of a research study belong to the researchers who designed and 

conducted the study, unless specific contractual arrangements have been made with 

respect to either or both the data and results, except as noted in II. 

2. Educational researchers are free to interpret and publish their findings without 

censorship or approval from individuals or organisations, including sponsors, funding 

agencies, participants, colleagues, supervisors, or administrators.  This 

understanding should be conveyed to research subjects and other participants as 

part of the responsibility to secure informed consent. 

3. Researchers conducting sponsored research should retain the right to publish the 

findings under their own names. 

4. Educational researchers should not agree to conduct research that conflicts with 

academic freedom, nor should they agree to undue or questionable influence by 

government or other funding agencies.  Examples of such improper influence include 

endeavours to interfere with the conduct of research, the analysis of findings, or the 

reporting of interpretations.  Researchers should report to the Director of Research 

any attempts by sponsors or funding agencies to use any questionable influence. 

5. Educational researchers should fully disclose the aims and sponsorship of their 

research, except where such disclosure would violate the usual tenets of 

confidentiality and anonymity.  Sponsors or funders have the right to have 

disclaimers included in research reports to differentiate their sponsorship from the 

conclusions of the research. 

6. Educational researchers should not accept funds from sponsoring agencies that 

request multiple renderings of reports that would distort the results or mislead 

readers. 

7. Educational researchers should fulfil their responsibilities to agencies funding 

research, which are entitled to an accounting of the use of their funds, and to a 

report of the procedures, findings, and implications of the funded research. 

8. Educational researchers should make clear the bases and rationales, and the limits 

thereof, of their professionally rendered judgements in consultation with the public, 

government, or other institutions.  When there are contrasting professional opinions 

to the one being offered, this should be made clear. 
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9. Educational researchers should disclose to appropriate parties all cases where they 

would stand to benefit financially from their research or cases where their 

affiliations might tend to bias their interpretation of their research or their 

professional judgements. 

 

V.  Guiding Standards: Students and Student Researchers 

A.   Preamble.  

Educational researchers have a responsibility to ensure the competence of those inducted 

into the field and to provide appropriate help and professional advice to novice researchers. 

B.   Standards. 

1. In relations with students and student researchers, educational researchers should 

be candid, fair, non-exploitative, and committed to their welfare and progress.  They 

should conscientiously supervise, encourage, and support students and student 

researchers in their academic endeavours, and should appropriately assist them in 

securing research support or professional employment. 

2. Students and student researchers should be selected based upon their competence 

and potential contributions to the field.  Educational researchers should not 

discriminate among students and student researchers on the basis of gender, sexual 

orientation, marital status, colour, social class, religion, ethnic background, national 

origin, or other irrelevant factors. 

3. Educational researchers should inform students and student researchers concerning 

the ethical dimensions of research, encourage their practice of research consistent 

with ethical standards, and support their avoidance of questionable projects. 

4. Educational researchers should realistically appraise students and student 

researchers with regard to career opportunities and implications associated with 

their participation in particular research projects or degree programs.  Educational 

researchers should ensure that research assistantships be educative. 
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5. Educational researchers should be fair in the evaluation of research performance, 

and should communicate that evaluation fully and honestly to the student or student 

researcher.  Researchers have an obligation to report honestly on the competence of 

assistants to other professionals who require such evaluations. 

6. Educational researchers should not permit personal animosities or intellectual 

differences vis-a-vis colleagues to foreclose student and student researcher access to 

those colleagues, or to place the student or student researcher in an untenable 

position with those colleagues. 
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Access to Data Collection 

When you are requesting access to a group of people, to an individual or place for data 

gathering, you should consider including the following types of information in your letter. 

 Who you are. 

 Your research area. 

 The purpose of the research. 

 Some information about your approach. 

 What will happen to the data. 

 Assurances of confidentiality. 

 How the data will be processed and how many people will handle the data. 

 How new data may be stored and for how long. 

 How the results will be reported. 

 Assurances of anonymity by person and by place. 

 How much time you will take in data collection. 

 Whether you will let participants have access to your results. 

 What participants may gain from the process. 
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4. Information for Staff 

The information in this handbook relates only to Masters programmes delivered in Bristol. 

Doctoral programmes (PhD and EdD) and the Hong Kong MEd Education Management have 

their own student handbooks.  

The purpose of this section is to provide some additional information for staff involved in 

the delivery of Masters programmes. Any information which will be of interest or relevance 

to students is included in the main body of this handbook.  

If you have any queries about any aspect of Masters study, please contact the Student 

Services Office as follows; 

Role Staff 

member 

Phone 

(internal) 

Email Normal 

working 

hours 

School Graduate 

Manager 

Siobhan 

Pegler 

14344 siobhan.pegler@bristol.ac.uk Mon-Fri; 

9am-5pm 

Masters – 

admissions 

Bridgette 

Blackmore 

14491 ed-masters-

admiss@bristol.ac.uk 

Mon-Fri; 

9am-5pm 

Masters – current 

students 

Jen Williams 14417 ed-masters-

students@bristol.ac.uk 

Mon-Fri; 

9am-5pm 

Masters Exam 

Boards & External 

Examining 

Louise 

Gayner 

14409 ed-

examining@bristol.ac.uk 

Wed & Thu; 

9am-5pm 

The Student Services Office is located in room 1.08, on the first floor of 35 Berkeley 

Square. 
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Admissions for Masters programmes 

There are two key resources for applicants to the Masters programmes. These are: 

 University Postgraduate Prospectus - 

http://www.bris.ac.uk/prospectus/postgraduate 

 Graduate School of Education website - 

http://www.bris.ac.uk/education/students/masters/ 

The Masters admissions process is managed by Bridgette Blackmore, in conjunction with 

Programme Coordinators. Other Student Services Office staff members may be involved in 

Masters admissions during busy periods. Potential Masters applicants should be directed to 

the resources above, and can contact Bridgette with any queries – contact details in table 

above. 

Sources of Information 

As a member of staff supporting Masters students in the Graduate School of Education, you 

will find information in the following locations: 

 Blackboard - The M-level Programmes site will function as the student-facing M-level 

Handbook for 2013/14, and includes an “Information for Staff” section where you 

will find additional information, including in-year updates to the information in this 

Handbook.  

Programme-specific information will be found on the relevant programme’s 

Blackboard site.  

If you have any questions about accessing Blackboard, please contact Jen Williams in 

the Student Services Office (contact details below) 

 The GSoE Intranet (accessible from www.bristol.ac.uk/education)  

 Your programme coordinator 

 Student Services Office –Jen Williams is the main contact for Masters programmes – 

details in table above. 

http://www.bris.ac.uk/prospectus/postgraduate
http://www.bris.ac.uk/education/students/masters/
http://www.bristol.ac.uk/education

