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1. Introduction and Aims of the Code
This Code has been compiled for the guidance of those concerned with Taught Postgraduate Programmes.  It does not purport to supersede or in any way modify the provisions of any Ordinance or Regulation of the University. The Code is also to be used by postgraduate students on taught programmes as a guide to what they can expect from the programme and to what the University expects of its students.  
1.1 Generic regulations for taught postgraduate programmes at the University of Dundee are published on the internet at  www.somis.dundee.ac.uk/academic/regs/welcome.htm.  This page also contains links to specific programme regulations on College and School webpages.  It is University policy that programme regulations are available via the internet. (The general regulations can also be found in Appendix 6 below).
1.2 Individual programmes, in addition to the programme regulations, will provide a ‘Course handbook’ or equivalent, which will provide introductory information about the division or school you will be studying in, as well as about its facilities and resources.  It will also give information about the programme you will be following.
2. Types of Programme

Taught Postgraduate programmes normally lead to a master’s degree, a postgraduate diploma or a postgraduate certificate.  For many subjects the standard programme is the master’s degree, and postgraduate certificates and diplomas are awarded to students who wish to or are forced to leave the programme earlier (particularly so in the case of the postgraduate certificate), or who do not reach the required standard to be able to proceed to the dissertation stage of the master’s programme (postgraduate diploma).  This is particularly the case for essentially full-time programmes completed in one academic year.  Other subjects operate cumulatively, in that students must complete each named stage one after the other, and in a sense complete a postgraduate certificate, then a diploma and then a master’s degree; this is particularly the case for programmes of Continuing Professional Development, which are often taken as Distance Learning courses or by other means of flexible delivery.  Sometimes, where a student has not reached the precise entry requirements for admission to the master’s programme, a Programme Director might offer a place initially on the Diploma only.  Students admitted in this way and who perform well can be transferred to the master’s programme at a later date.

The minimum credit ratings applying to taught postgraduate programmes are as follows:

	Master’s Degrees
	At least 180 credits, of which a minimum of 150 are at SCQF level 11
.

	Postgraduate Diploma
	At least 120 credits, of which a minimum of 90 are at SCQF level 11.

	Postgraduate Certificate
	At least 60 credits, of which a minimum of 40 are at SCQF level 11.


Taught Postgraduate programmes normally comprise advanced programmes of taught work together with project or dissertation components.  Degree programmes may be designed primarily for vocational training and entry into professional, industry or service employment, or primarily lead into research programmes and research degrees.  The former are likely to have greater emphasis on taught and in-course project work, while the latter are likely to have a greater degree of research training and research project elements.  But this is not a hard and fast rule, and the structure of individual programmes will depend very much on the discipline.
Programmes may be offered as full-time, part-time or distance learning/flexible delivery programmes as stated in the programme regulations.  Full-time Master’s programmes are normally delivered over the course of a single academic year (although there are notable exceptions: MSc in Educational Psychology and the MSc in Social Work, which last two years,the specialist MBAs in energy and resource management, which last 18 months and the MChOrth which normally lasts 9 months).  For one-year programmes, the taught components are normally covered over the first two semesters, and the dissertation is carried out over the summer (typically May to August).  Many full-time programmes are available by part-time study, and the part-time student follows the same curriculum as the full-time students but over two or three years.  

Some programmes are structured as part-time programmes only, and the structure will be laid out in the programme/course handbook.   Sometimes part-time programmes offer some or all of the taught elements by distance learning; this is particularly the case for Continuing Professional Development programmes in Education and Medicine.  This type of programme often allows students to work through elements at their own pace to accommodate other responsibilities, provided that all modules leading to an award are completed within a set timeframe.  In this way some students can complete more quickly than others with competing pressures.  This type of programme also often requires students to attend workshops, induction sessions, summer schools and other events as a way of interacting with other students on the programme.

3 Induction Arrangements

Before formal teaching begins, there will be a programme of induction sessions.  This happens at University, College, School and/or Programme level.  At University level a campus-wide induction session takes place during matriculation week. This session is primarily geared towards full-time students and those part-time students taking traditional class-based programmes.  Colleges, Schools and Programmes will offer similar sessions dealing with issues relating to them alone.

Induction programmes should aim to inform students of the following:

(a) the University’s administrative structures;

(b) University support services: Counselling, Careers Service, etc.;

(c) Academic support services: Library, Information and Communication Services and College or School access to these;

(d) Discipline-specific and generic skills training, as appropriate;

(e) Pastoral support structures within the School and College;

(f) Health and Safety regulations and procedures.
(g) Details of the Postgraduate Personal Development Plan (PDP) Resource
Students on taught programmes by distance learning or where they may join the programme at any point in the year, may have no specific induction programme, but students should be made aware of how they can access the above types of information, whether through the course/programme handbooks or through online resources, such as My Dundee and advance @dundee.
4 Course/Programme Handbooks

Every Programme or in some cases a group of programmes will have a corresponding programme or course handbook.  These handbooks are made available at the beginning of the programme in hard copy format for students on campus, and for distance-learning students they are also available on the relevant School’s website.
Handbooks might include the following information (although some of this information may be provided electronically either on the web or on the University’s Virtual Learning Environment: My Dundee):

(a) an introduction to the relevant division or school;

(b) information on staff involved with the programme;

(c) information on resources available to students on the programme, including general IT facilities and library resources as well as local resources;

(d) information on the modules taught, any other training sessions, and School seminars relevant to the programme;

(e) a statement on the aims and objectives of the programme, specifically detailing the learning outcomes;

(f) information on the forms of assessment for the modules of the programme;

(g) and indication of the teaching and learning strategies for the programme, with helpful basic information on the requirements of master’s level work;

(h) reading lists;

(i) feedback procedures within the School and opportunities for student representation.
(j) timetables of lectures, seminars, workshops and examination dates.
5 Responsibilities

Responsibilities of the Student

5.1 The responsibilities of the student include:

(a) accepting ultimate responsibility for his/her own study and performance;

(b) ensuring that s/he is familiar with relevant aspects of the health and safety framework and academic rules and regulations of the University;

(c) taking the initiative in raising problems or difficulties, however elementary they may seem;

(d) maintaining the progress of study in accordance with the stages expected within the degree programme rules and as directed by the programme director and teaching staff involved, including submitting and presenting work and assignments in accordance with agreed deadlines;

(e) maintaining regular contact with his/her programme director and, if/when appropriate, with the dissertation/project supervisor.
(f) reading the regulations of their respective course and general regulations regarding plagiarism and academic standards – signing an acknowledgement  where appropriate
Responsibilities of the Programme Director

Each programme is organised by a designated person; the title of this person may vary from School to School, but in this Code the term Programme Director will be used throughout.  The Programme Director should be familiar with all regulations and Codes of Practice applicable and relevant to the programme.  The Programme Director generally also acts as intermediary between the students and the teaching staff for the programme.

5.2 The responsibilities of the Programme Director include:

(a) recommending applicants for admission in accordance with the stated admission requirements for the programme;

(b) the overall direction, conduct, governance, organisation and assurance of quality for the programme, as delegated by the Dean of School, Director or Head of Divsion;

(c) settling students onto the programme, and providing students with all necessary information to allow them to participate fully in the programme (this can be shared with Supervisors);

(d) producing the programme/course handbook;

(e) monitoring students’ progress;

(f) ensuring that all students have suitable projects and supervisors/tutors for the dissertation/project stage of the programme;

(g) advising and co-ordinating the teaching staff of the programme;

(h) administering the assessment procedures for the programme;

(i) acting as the first line of pastoral support for students on the programme (this can be shared with supervision and relevant support staff);

(j) creating adequate opportunities for student feedback on the content, delivery and administration of the programme, and ensuring this input is taken into account during programme review.
6 Organisation of the Programme

6.1 Module Choice

The University of Dundee’s academic programmes at taught postgraduate level are offered (in most cases) in a modular form. This means that the programme is split into discrete topics or areas of study that are taught and assessed as individual units. Each Programme will consist of a number of such modules. The Dissertation of a taught Master’s programme is taken to represent a distinct module of study in its own right – even if it draws upon knowledge and experience gained in other modules in the programme.
Each Programme structure is different and exact details should be published in the relevant Programme Handbook. Each programme should normally consist of a set of core modules and a number of optional modules. These modules will be optional in the sense that a student may choose, from a number of available modules, a certain required number of modules to study for that particular programme.

The core modules will be a set of areas or topics that are central to the course of study. For this reason these modules are mandatory and need to be taken by all students following the programme. They will consist of key academic areas of study or cover basic professional competences. They may also cover more general but equally vital areas of study such as research methodologies or communication skills.
The optional modules or electives will consist of areas or topics that complement the core modules but allow the student an element of flexibility in deciding the exact content of the programme. The optional modules may offer the ability to specialise in a particular area or they may be of a more general nature. Each programme should specify its own set of rules regarding optional modules but students should be required to note the following:
Not all modules will be available in all academic years.

Some modules will require students to have already taken some other module (either as an undergraduate or as part of the current programme). These are known as modules with “pre-requisites”.

Some modules will require students to also take another module or modules as part of the same course of study. These are known as modules as “co-requisites”.

Detailed official module specifications should normally be published on the College or School website but full relevant details should also be published in each Programme Handbook.  Each module must carry a credit rating in accordance with the Scottish Credit and Qualifications Framework. Under this framework a single credit is awarded for a notional 10 hours of student effort – so that a 30 credit module represents a notional student effort of 300 hours in total. This notional figure is not the same as  either (i) the actual time spent in the classroom or laboratory or (ii) the actual time spent studying in order to fulfil the assessment criteria for the module. The latter will, of course, vary from student to student.
6.2 Inter and multi-disciplinarity

A key benefit of the modular approach to the provision of academic programmes is the scope for interdisciplinary or multi-disciplinary study. Under a modular scheme students may be permitted (and in some cases perhaps even required) to take optional modules that do not form part of the main area of study, are offered as part of some other programme or are offered in another School of the University. However, given the specialised and vocational nature of some taught postgraduate courses it will not always be possible or appropriate to provide interdisciplinary study options.
As the scope for interdisciplinary study will vary from programme to programme,students should be encouraged to consult their programme handbooks where full details should be always available.
6.3 Open and Distance Learning

A further benefit of a modular credit based approach to the structure of taught postgraduate courses is the ability of students to build up to a final award over a number of years of study. Under an “open learning” arrangement a student will, typically, take a module at a time to enable study along side work and other commitments. Where this pattern of learning is available, for a particular programme, full details should be published to enable students to make informed choices about what and when to study.
In addition some programmes may be offered in whole or part as distance learning courses. This means that the delivery of the modules (i.e. how they are taught) is modified to allow students to study away from the University – typically using study packs and on-line teaching materials. The overall learning aims and outcomes of such modules will be the same as the module taught in a conventional way and in most cases the nature of the assessments will also be the same. Students should be made aware that not all Programmes or modules can be offered as distance learning options and full details should always be available from the relevant School or Programme. 
7  The Taught Component

7.1 The University of Dundee Marking Scheme

The University has a common marking scheme that applies to all assessments both Undergraduate and Taught Postgraduate. This is to ensure that assessment reports are fair, consistent and broadly comparable across different subject areas.
Two scales may be used to report assessment, each is appropriate for a different type of module.

Type 1. In modules, often where it is a requirement that students pass a range of pre-specified areas of competence or where more finely discriminated grading is judged unsuitable, a simple pass/fail grade for each area and for the module overall is appropriate. 

Type 2. In all other cases, a 15-point scale is used and the points on the scale have the following general descriptors.

	Reporting Scale 
	Descriptor 

	A1 
	 

	A2 
	Excellent 

	A3 
	 

	B1 
	 

	B2 
	Very good 

	B3 
	 

	C1 
	 

	C2 
	Good 

	C3 
	 

	D1 
	 

	D2 
	Satisfactory 

	D3 
	 

	MF 
	Marginal fail 

	CF 
	Clear fail 

	BF 
	Bad fail 

	*QF 
	Qualified fail 

	**Note 
	see below 


* Note: QF indicates that you will have not met the conditions required to have obtained an overall pass. Any queries should be directed to the Director.

** Note: relevant descriptor selected from CA (Certified Absence), AB (Unauthorised Absence), MC (Medical Certificate), WD (Withdrawn), DC (Discounted), ST (Stopped) 

7.2 Taught Postgraduate Courses : Alternative Exit Points
Under the Modular Scheme taught postgraduate students may be able to exit from their course of study at an earlier stage (where this is appropriate in the context of individual programmes) with an alternative award. Any sub-degree award must include successful completion of all the modules and other assessed work required for that award. Students should be made aware that credits cannot be “used” more than once: they can be accumulated for the Certificate, the Diploma or the Master’s Degree but not for more than one of those awards concurrently.

Students should be encouraged to consult with their Course Director about an alternative exit from a taught postgraduate course as and when the need arises. There may be other options available such as a temporary suspension of study, changing mode of attendance, taking alternative modules etc. In cases where academic performance may eventually necessitate the award of an alternative qualification then early intervention and appropriate feedback on assessment and performance should be the norm.
8 
The Dissertation
8.1
Supervision and Support

This dissertation is an assessed component of a taught postgraduate course and in most cases will be given a specific credit rating so that it forms a fixed part of the overall assessment for the programme.

The conventions of style, presentation and organisation of content of taught postgraduate dissertations should be published in each programme area, typically as part of the basic course documentation given to students. 

Each student undertaking a taught postgraduate dissertation should be allocated a supervisor or tutor to give guidance and support in terms of both content and presentation of the student’s work. Students should be made aware of the level of support offered – in terms of official and un-official contact times and perhaps even formal, dedicated study sessions that relate to the production of the dissertation or project.
Students should be reminded, however, that the production of the dissertation is their sole responsibility whatever the level of support and advice that is offered.
Students should also be made aware that 

(i) in some circumstances it could be the case that a candidate is examined orally on the work of the programme, especially with regard to the dissertation, if the examiners consider such examination necessary; in some courses (such as MChOrth this is mandatory)
(ii) it is only in exceptional circumstances that examiners will allow for the re-presentation of taught postgraduate dissertations. If allowed, a taught postgraduate dissertation or project can only be re-presented for examination on one further occasion (except with the permission of the Senate).

8.2 The role of the Dissertation Supervisor
The role of the dissertation supervisor is to: 

· guide the student in focusing the study, and in drawing up a written plan or timetable and outline for the dissertation, to ensure that a manageable piece of work is envisaged; 

· establish and record in writing effective means of communication with the student; 

· ensure that the student has the resources required to complete the projected work; 
· advise the student on relevant literature, and, where appropriate, on methodology; 

· monitor progress against the agreed plan and timetable for the work and take appropriate action as laid down in the Programme Handbook if the student does not keep in contact; 

· read and comment on draft chapters of the dissertation where appropriate and applicable. It is generally preferable that this be done in stages with the supervisor seeing at least some draft chapters early on, as they are written, so that the student can incorporate any feedback into subsequent writing although some programmes require complete drafts to be presented rather than draft chapters; 

· where relevant, advise on ethical and safety implications of the work. 

8.3 Intellectual Property Rights and Library

The Copyright and Intellectual Property Rights attached to any work of a student remains with that student unless otherwise re-assigned by agreement.

The results of any research carried out at the University, including that undertaken by taught postgraduate students, may involve the generation of Intellectual Property. This refers to all new discoveries, inventions software and know-how which may arise including design rights, trademarks, patent rights, copyright, and database rights. To this end some students registered for taught courses will be invited to assign their Intellectual Property Rights (IPR) to the University. This is relevant for some areas (e.g. the Centre for Energy, Petroleum & Mineral Law & Policy) where they may wish to publish copyright material owned by students as departmental publications or areas such as Surgery and Oncology where students registered for a Master of Orthopaedic Surgery may contribute to inventions of new surgical devices or clinical tools. In those cases where students do not assign their IPR to the University the consent of the relevant students will be required prior to the use of any copyright material. The Intellectual Property Rights Section of the Research and Innovation Service may be contacted for advice.
Taught postgraduate dissertations are not normally deposited in the University Library and there is not a requirement that they are bound in accordance with any University regulation. However, certain disciplines do require a bound copy for Library purposes and this requirement will be made clear by the Dissertation Supervisor at the appropriate stage of study. In addition, individual programmes will often specify acceptable formats for the presentation of dissertations including advice on referencing, fonts, paper and acceptable binding. For general advice students should be advised to consult the regulations concerning the presentation of research theses
 as these contain details of what is generally acceptable. 
9 IF Things Go Wrong

Postgraduate Appeals

9.1  Students may only appeal against certain very specific types of decisions made by Examination Boards. This may be done only on receipt of formal notification of the outcome of any assessment and on the very limited grounds outlined in the Regulations (see Appendix 1). Every appeal shall be in writing and shall be lodged with the University Secretary within four weeks of the date on which the candidate was informed of the decision against which the appeal is directed. Assistance with the preparation of appeals may be obtained by consulting the Students' Assessor who may be contacted via the Academic Secretary, Dr I K Francis (Ext: 84010; e-mail: i.k.francis@dundee.ac.uk). 

Complaints Procedure

9.2 The University of Dundee Student Complaints Procedure (see Appendix 2) aims to provide an accessible, quick, straightforward and informal method of resolving student complaints, with the option of a more formal, written, procedure in serious cases after all efforts for local resolution have been tried. Any student, undergraduate, postgraduate or part-time, who is learning as a student with the University of Dundee, is entitled to use it without concern that they will be disadvantaged by complaining. It is anticipated that no costs will require to be incurred by students in raising complaints. Due regard to privacy, confidentiality and the interests of any third parties will be borne in mind as appropriate. 

9.3 A complaint is a specific concern about the provision of a programme of study or related academic service, including teaching and academic facilities. An appeal is different, and is a request for a review of the decision of an academic body charged with making decisions on student progression, assessment and awards etc. Complaints will be considered under the procedure in this note. However, if a complaint is deemed by the Academic Secretary's Office to be an appeal, the University may then deal with it under the appropriate appeal procedures, or other appropriate mechanism. Please note that matters of academic judgement are in general not open to review either by complaint or by appeal. 

Plagiarism and Academic Dishonesty

9.4 Plagiarism and other forms of academic dishonesty are particularly unpleasant forms of intellectual deceit, especially as they are more difficult to detect than the more usual forms of cheating which arise under the tighter security of written examinations. Where academic dishonesty takes place, all parties, both staff and students, should be clear that the University regards it as an extremely serious offence of equal import to cheating in written examinations, and that it will be dealt with accordingly. The University’s Code of Practice on Plagiarism & Academic Dishonesty is reprinted in full in the Appendix 3 along with the regulations governing the handling of cases of academic dishonesty. The following are examples of what might be considered academic dishonesty:

(a) collusion - the representation of a piece of unauthorised group work as the work of a single candidate;

(b) commissioning - submitting an assignment done by another person as the student's own work;

(c) duplication - the inclusion in coursework of material identical or substantially similar to material which has already been submitted for any other assessment within the University;

(d) false declaration - making a false declaration in order to receive special consideration by an Examination Board or to obtain extensions to deadlines or exemption from work;

(e) falsification of data -  presentation of data in laboratory reports, projects, etc based on work purported to have been carried out by the student, which have been invented, altered or copied by the student;

(f) plagiarism - the unacknowledged use of another's work as if it were one's own. Examples are:

(i) inclusion of more than a single phrase from another's work without the use of quotation marks and acknowledgement of source; 

(ii) summarising another's work by changing a few words or altering the order of presentation without acknowledgement; 

(iii) copying another's work; 

(iv) use of another's ideas without acknowledgement or the presentation of work as if it were one's own which is substantially the ideas of another. 
Appendix 1

EXTRACT FROM UNIVERSITY CALENDAR: 2002-2004

(http://www.somis.dundee.ac.uk/calendar/senate/hdpgapp.htm)

Postgraduate Appeals Procedure

1 There shall be a committee of the Senatus entitled the 'Postgraduate Appeals Committee' which shall be empowered to receive and determine complaints and appeals, as defined in these Regulations, by postgraduate degree or diploma candidates.

2 The members of the Committee shall be: a Deputy Principal or a Vice-Principal or equivalent ex officio as Convener, one representative of each Faculty Board, and the Students' Assessor on the Senatus ex officio.

3 The term of office of members of the Committee, other than the Convener and the Students' Assessor shall, subject to special arrangements to ensure that all members do not demit office at the same time, be three years. Members shall not be eligible for immediate re-appointment.

4 Any three members of the Committee shall constitute a quorum.

5 The Committee shall be empowered to obtain all such information or opinions it may consider desirable.

6 A member of the Committee who is a member of the examining committee for a postgraduate degree or diploma candidate shall not be a party to the decision of the Committee on an appeal by such candidate.

7.1 The Committee shall determine:

(i) unresolved complaints by postgraduate degree or diploma candidates, referred to it by Deans, about inadequate supervision and related issues arising during candidates' period of study and prior to their final assessment;

(ii) appeals by taught Master's degree or diploma course candidates on failing to pass written examinations or practical assessments;

(iii) appeals by research students whose studies have been discontinued by the Senatus in terms of Regulation 3 of the Admission of Research Students Regulations;

(iv) appeals by postgraduate degree candidates against the non-award of a degree following submission of a thesis or dissertation.

7.2 Appeals under items (ii), (iii) and (iv) shall not be considered unless they are based upon allegations of

(a) extenuating circumstances affecting the candidate's performance and of which the examiners were unaware when their decision was taken, or

(b) procedural irregularities (including administrative error) in the conduct of a written or oral examination of such a nature as to give rise to reasonable doubt whether the examiners would have reached the same conclusion had they not occurred, or

(c) prejudice, bias or inadequate assessment on the part of one or more of the examiners.

7.3 In exceptional cases, where an appeal does not fall within the provisions of Regulation 7.2 but there is prima facie evidence of injustice, a student may petition the Senatus, as the body responsible for the academic work of the University. The Senatus may decide the matter itself or may refer it for determination to its Postgraduate Appeals Committee, notwithstanding Regulation 9.1 and 9.2, or to an ad hoc Committee.

8 Every appeal shall be in writing and shall be lodged with the Secretary of the University within four weeks of the date on which the candidate received intimation of the decision against which the appeal is directed.

9.1 The Secretary, in consultation with the Convener of the Committee and the Dean of the candidate's Faculty, shall determine whether the grounds of appeal come within the provisions of Regulation 7.2. Extenuating circumstances under Regulation 7.2(a) shall not include a candidate's illness at the time of the examination unless a medical certificate has been submitted to the head of the department either before the examination or within seven days thereafter.

9.2 If the grounds of appeal do not satisfy the provisions of Regulation 7.2, the Secretary shall inform the candidate accordingly.

9.3 If a prima facie case is established, the Secretary shall cause written notification to be sent to the candidate by recorded delivery or registered post, intimating:

(i) the date on which the Committee will meet to consider the appeal which shall not be less than fourteen days from the date of dispatch of the intimation, and

(ii) the candidate's right

(a) to be present at the hearing and to be accompanied, or be represented, by a lawyer or friend;

(b) to call witnesses;

(c) to examine opposing witnesses; and

(d) to give oral and/or documentary evidence: provided that a copy of any document to be produced shall be lodged with the Secretary not less than 48 hours before the Hearing.

10.1 After consideration of all the submissions made to it, the Committee may:

(i) reject the appeal;

(ii) uphold the appeal and recommend, as appropriate, that the candidate be permitted, subject to such conditions as the Committee may impose -

(a) to take the written examination or practical assessment again, or

(b) to revise and resubmit his thesis or dissertation, or

(c) to resume his research;

(iii) in the case of an unresolved complaint referred by a Dean, direct the adoption of such measures as are deemed likely to resolve the issue.

10.2 If the Committee upholds an appeal on the grounds of prejudice, bias or inadequate assessment, it shall direct that the committee of examiners be replaced by a new committee to re-examine the candidate's work.

10.3 In the event that any issue involving disability, race or other equal opportunities issue arises, any Committee or University officer has a discretion to adjourn proceedings to seek a report from any University or external adviser and/or to consider such a report or any related submission by any person, and to consider the promotion of good race relations and racial harmony. This may be at any stage, but is at the sole discretion of the Committee or member(s) of staff involved.

11 The decisions of the Committee, which shall be final, shall be reported to the Senatus and to the appropriate Faculty Board.

[Note: the corresponding Regulations for courses taught jointly by the University and the University of Abertay, Dundee, differ from the above and can be found in the University Calendar.] 

Appendix 2

Student Complaints Procedure

Aim
The University of Dundee Student Complaints Procedure aims to provide an accessible, quick, straightforward and informal method of resolving student complaints, with the option of a more formal, written, procedure in serious cases after all efforts for local resolution have been tried. 

· Any student, undergraduate, postgraduate or part-time, who is learning as a student with the University of Dundee, is entitled to use it without concern that they will be disadvantaged by complaining. 

· It is anticipated that no costs will require to be incurred by students in raising complaints. 

· Due regard to privacy, confidentiality and the interests of any third parties will be borne in mind as appropriate. 

Complaint or appeal?
A complaint is a specific concern about the provision of a programme of study or related academic service, including teaching and academic facilities. An appeal is different, and is a request for a review of the decision of an academic body charged with making decisions on student progression, assessment and awards etc. 

Complaints will be considered under the procedure in this note. However, if a complaint is deemed by the Department of Academic Affairs to be an appeal, the University may then deal with it under the appropriate appeal procedures, or other appropriate mechanism. 

Please note that matters of academic judgement are in general not open to review either by complaint or by appeal, and that the Undergraduate, and Postgraduate, Appeals Procedures deal with appeals. 

Complaints procedure
Please note that the Rector, Rector's Assessor, Students' Assessor (Mr S. Cross, Department of Law), Student Advisory Service, Disability Support Service, Student Counselling Service, Chaplaincy, officials of DUSA and others may offer support and advice to you, although some or all of these agencies or offices may be able to provide advice to you but not representation. 

Please note that other, separate procedures or arrangements exist for Harassment and Bullying, Racial and Sexual Discrimination, Public Interest Disclosure, Disability Complaints Procedure and academic matters, including for example class, and other timetabling, matters. There are also Staff/Student Liaison Committees. 

Details of these procedures are published in the University's Calendar, course and other booklets provided to students, and on the University's website. 

You will be advised if it is more appropriate to deal with the matter which you raise through such channels. Generally, you may be accompanied by someone of your choosing under the complaints procedure, and details of representation in relation to other procedures may be set out in the appropriate regulations. 

If you have a complaint, please: 

1. Speak first to your lecturer, academic adviser, tutor, or other person who is immediately responsible for the situation. Most complaints should be resolved by this method. Explain your complaint to that person and ask for a specific resolution to it.

If you still feel dissatisfied after this, 

2. raise the matter with your staff/student committee, or ask your student representative on this committee to raise the matter with the staff concerned.

If you still feel dissatisfied after this, 

3. raise the matter with the Head of Department, Section or the person in charge of the activity in question. That person will make enquiries with those concerned, and report back to you on the outcome.

If you still feel dissatisfied after this, 

4. raise the matter with the Dean of your Faculty or equivalent person in charge, such as the Director etc. You should do so in writing, explaining your complaint and everything which has happened thus far. After investigating, that person will report back to you the outcome.

If you still feel dissatisfied after this, 

5. make a formal complaint (marked for the attention of the University Complaints Officer) to the Department of Academic Affairs in the Tower Building.  A template form can be found on the University's website (www.somis.dundee.ac.uk/academic/Complaints.htm). You must do so in writing, within two weeks of the most recent decision on the matter, explaining fully your complaint, the remedy you seek, and also everything which has happened so far.

· Investigations will be made, and any necessary evidence sought and considered. 

· It is likely that those who have been involved in the earlier stages of the complaint will be asked to indicate their involvement in it. 

· The person who is dealing with the complaint may decide to hold a formal or informal meeting if decided by that person to be appropriate, or to deal with it on paper only. 

· You will be given the opportunity to attend. Should you choose not to, then the matter will be decided in the absence of the complainant. 

· A written conclusion will be sent to you following investigation and consideration. 

· Recommendations regarding remedies may be issued by the Department of Academic Affairs, or by the Principal's Office, either to member(s) of staff or to the appropriate University Committee, depending upon the outcome. 

· A form for making a formal complaint under stage 5 is available from the Department of Academic Affairs. 

· A complaint may be declared by the Department of Academic Affairs to be vexatious, without substance or malicious, and may therefore be discontinued. 

6. In the event that any issue involving disability, race or other equal opportunities issue arises, any Committee or University officer has a discretion to adjourn proceedings to seek a report from any University or external adviser and/or to consider such a report or any related submission by any person. This may be at any stage, but is at the sole discretion of the Committee or member(s) of staff involved. 

February 2000

Appendix 3

University Code of Practice on Plagiarism & Academic Dishonesty

(approved by Senate on 6 December 2000)
1 Preamble 

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

1.2 Examples of Academic Dishonesty 

Common forms of academic dishonesty are: 

(g) collusion  -  the representation of a piece of unauthorised group work as the work of a single candidate

(h) commissioning  -  submitting an assignment done by another person as the student's own work

(i) duplication  -  the inclusion in coursework of material identical or substantially similar to material which has already been submitted for any other assessment within the University

(j) false declaration  -  making a false declaration in order to receive special consideration by an Examination Board or to obtain extensions to deadlines or exemption from work

(k) falsification of data
  -  presentation of data in laboratory reports, projects, etc based on work purported to have been carried out by the student, which have been invented, altered or copied by the student

(l) plagiarism  -  the unacknowledged use of another's work as if it were one's own. Examples are:

(v) inclusion of more than a single phrase from another's work without the use of quotation marks and acknowledgement of source; 

(vi) summarising another's work by changing a few words or altering the order of presentation without acknowledgement; 

(vii) copying another's work; 

(viii) use of another's ideas without acknowledgement or the presentation of work as if it were one's own which is substantially the ideas of another. 

Note: In cases of plagiarism it is important to try to distinguish between those in which failure to follow standard conventions of citation and ascription indicate ignorance, carelessness and/or ineptitude and those in which there is evidence of dishonesty. 

2 Prevention 

2.1 All members of staff must explain to their students at the start of session that plagiarism and other kinds of academic dishonesty are unacceptable forms of cheating which will be penalised severely. Such warnings should be repeated during the session and are especially necessary where dissertations, projects or coursework are substantial elements of the curriculum. Every opportunity should be taken to reinforce this message by incorporating it in published material such as course guides and, in the case of postgraduate research students, by its inclusion in the "Code of Practice for Supervised Postgraduate Research". 

2.2 These warnings should be accompanied by specific advice from departments about what constitutes plagiarism and academic dishonesty: for example, where a particular discipline draws the line between legitimate and illegitimate drawing on acknowledged or unacknowledged sources; what is regarded as acceptable collaboration between students undertaking joint project work; and what is expected of a dissertation or thesis: is it an original contribution to knowledge or a critical survey of published material? Training students to make such fine distinctions is part of the academic process and should be formally and publicly acknowledged as such, especially since some of the cases which arise, stem from genuine ignorance on the part of students who have never received guidance on how to acknowledge sources properly. 

2.3 Scrutiny of academic work should be sufficiently arranged to ensure that signs of plagiarism or unacceptable levels of cooperation, whether intentional or not, are detected at an early stage and brought to students' attention through tutorial guidance and in some cases perhaps by written warning. Of equal importance is to try to avoid the situation arising where a student gets so far behind with coursework that he or she succumbs to the temptation to cheat as the only means of catching up. A further essential issue is the need for supervision arrangements for theses and dissertations to be set out clearly. Students should know how the choice of a dissertation subject is made; they should know how much guidance in planning the dissertation will be available to them and what assistance can be expected during the preparation stage. It should be a matter of departmental policy to provide basic instructions about the extent to which primary sources are to be used in essays and dissertations; how and when to use references and what form they should take; the need for full bibliographies and/or lists of sources including those quoted and those which formed part of background reading. 

3 Procedure at Assessment 

3.1 The primary responsibility for detecting plagiarism and academic dishonesty, which admittedly may often be extremely difficult, has to lie with teaching staff, though on occasion it may be detected or substantiated by an external examiner. Where a substantive case is detected, an examiner should proceed within the terms of the regulations governing Plagiarism and Academic Dishonesty which provide a graduated set of explicit sanctions to be invoked by Boards of Examiners(1), thus avoiding the commonly extreme reactions of excessive leniency or draconian punishment. Extremely serious cases should be referred by the Board of Examiners(1) to the University Committee on Academic Dishonesty for decision and the results of the assessment should be suspended in those cases until that Committee has made a judgement. 

3.2 In the case of a report to a Board of Examiners(1) in the context of Regulation 3(2) it is incumbent upon the Convener of the Board(1) to inform the candidate in writing of the allegation and to provide an opportunity for the candidate to respond to that allegation prior to any penalty being considered by the Board. Thereafter if a penalty is imposed under the terms of Regulation 4(1) the Convener(1) must inform the candidate of that penalty and the reasons for it and copy the letter to the Academic Secretary. If the candidate is aggrieved by the decision taken, it is open to him or her to request a review of the action taken by the Board of Examiners(1) by the University Committee on Academic Dishonesty. Such a request should be made in writing to the Academic Secretary stating the reasons for the request. 

3.3 If a Board of Examiners(1) refers a serious and substantial case of academic dishonesty (in the context of Regulation 3(3)) to the University Committee on Academic Dishonesty under the terms of Regulation 4(2), the Convener of the Board(1) should simply inform the student concerned in writing that that action has been taken and that he or she will be contacted by the Academic Secretary in due course with information on the procedure to be followed by the University Committee in its investigation. 

4 Senate Committee on Academic Dishonesty 

4.1 The Senate has established a Committee comprising senior members of Senate and the Students' Assessor to investigate serious cases of academic dishonesty. The Committee may recommend to the Senatus that the award of a degree or other qualification be refused and further recommend the exclusion of a student from the University. (2) 

__________________________

(1) or the head of department in cases where academic dishonesty or plagiarism is detected in coursework undertaken during the academic year. This is to ensure that matters may be dealt with expeditiously in the interests of the students concerned rather than having to wait for the annual meeting of the Board of Examiners in June.

(2) Any such decision of the Senatus is subject to the provision of Statute 9(5)(b). 
Appendix 4

UNIVERSITY OF DUNDEE
SENATUS ACADEMICUS
REGULATIONS GOVERNING PLAGIARISM AND ACADEMIC DISHONESTY
{Note: these Regulations apply to all undergraduate and postgraduate degrees, diplomas and certificates} 

1 The University's degrees and other academic awards are granted in recognition of a candidate's personal achievement. 

2 Any action on the part of a candidate which involves plagiarism (defined as the unacknowledged use of another's work as if it were one's own exemplified by copying from a source without acknowledgement of its origin) or other form of academic dishonesty, in work which may be assessed as part of the requirements for an academic award, will be regarded as a serious offence. 

3 Where a substantive case of academic dishonesty or plagiarism is detected by an examiner, a written or oral report shall be made to the Board of Examiners(1) concerned, along with one of the following recommendations: 

(1) that the examiner is satisfied that the matter should be noted but requires no further action by the Board(1) because it involves no more than a single lapse or a very few minor lapses which have been taken into account in the examiner's assessment of the work; or 

(2) that the nature of the academic dishonesty is such that in the examiner's opinion it is appropriate to reduce the candidate's mark by a specified amount to reflect the examiner's assessment of the extent of the cheating; or 

(3) that the nature of the academic dishonesty, and/or its extent, is so significant that the examiner is unable to penalise the work adequately by a reduction in marks and that the Board of Examiners(1) should consider it as a serious case of cheating. 

4(1) In the case of a recommendation from an examiner in terms of Regulation 3(2) the Board of Examiners(1) has the discretion to adjust the marks and results up to the point where the academic rating for the piece of work in question is reduced to zero with whatever consequences would normally follow from such performance, including loss of class in the case of honours examinations, or failure in the case of other examinations. 

4(2) A Board of Examiners(1) has no power to make a greater adjustment to marks by way of penalty for what it regards as a more serious and substantial case of academic dishonesty. Where a Board of Examiners(1) believes the extent of the dishonesty in terms of Regulation 3(3) to be such that sanction over and above the disallowance of work is appropriate, as detailed a report as possible of the circumstances of the offence should be sent to the Academic Secretary who will arrange for it to be considered along with his recommendation concerning the subsequent action which might be taken by the University Committee on Academic Dishonesty. In such a case, any decision by the Board of Examiners(1) concerning that particular student shall be suspended pending the decision of the Committee. 

4(3) The decision of the Committee on Academic Dishonesty shall be final except in those cases where the Committee believes refusal to award a degree or other qualification or exclusion from the University is appropriate. In such cases the Committee shall make a recommendation to the Senate. 

November 2000 

___________________________

(1) or the head of department in cases where academic dishonesty or plagiarism is detected in coursework undertaken during the academic year. This is to ensure that matters may be dealt with expeditiously in the interests of the students concerned rather than having to wait for the annual meeting of the Board of Examiners in June.

(2) Any such decision of the Senatus is subject to the provision of Statute 9(5)(b). 
Appendix 5

Equality and Diversity Policy

The University of Dundee is fully committed to the principles of promoting race equality for all staff, students and others associated with the University (e.g. visitors and contractors). These principles will be core to the University’s Corporate Vision, Aims, Objectives Strategies and Plans. We will build an inclusive and supportive institutional culture that will ensure good practice for all members of the University community, irrespective of their background. Our commitment is embodied in the University’s Charter, which states:

No test related to sex, race, colour or religion and political belief shall be imposed on any person in order to entitle him or her to be admitted as a member, teacher or student of the University or to hold office therein or to graduate thereat or to hold any advantage or privilege thereof.

The University acknowledges that it is the responsibility of every member of the community to ensure that they promote the aims and values of race equality through the implementation of this Policy and its associated Action Plan. 

The full text of the Policy can be found here:

http://www.somis.dundee.ac.uk/hr/equalops/race.pdf
Appendix 6

TAUGHT POSTGRADUATE MASTERS DEGREES
GENERAL REGULATIONS
PREAMBLE
1. These Regulations specify minimum requirements in terms of credit definitions, periods and modes of study, admission, matriculation and assessment for the taught Masters Degree programmes referred to below.

2. Additional requirements over and above the minimum set out here may be imposed for individual programmes by the relevant Faculty Board during the process of programme approval. Such requirements will be communicated to candidates in the appropriate programme handbooks.

GENERAL

1. The University offers the following taught Masters Degrees:

MAcc, MBA, MDSc, MDes, MEd, MFA, MFM, LLM, MLitt, MMEd, MMAS, MN, MChOrth, MPH, MRes, MSc, MSW

2. The University defines these degrees in the context of the Scottish Credit and Qualifications Framework (SCQF) as requiring:

(i) at least 180 credits of which a minimum of 150 credits are at SHE level M(SQF II); and

(ii) normally at least one year of full-time study comprising three semesters each of fifteen weeks duration.

3. Where appropriate in the context of individual programmes the following sub-degree qualifications may be awarded:

(i) a Postgraduate Certificate requiring a minimum of 60 credits with at least 40 credits at SHE level M; and

(ii) a Postgraduate Diploma requiring a minimum of 120 credits with at least 90 credits at SHE level M.

4. Any award must include successful completion of all the modules and other assessed work required for that award.

5. SCQF credits cannot be used as 'duplicate' credits: that is they can be accumulated for the Certificate, the Diploma or the MSc but not for more than one of those awards concurrently.

ADMISSION
6(1) A candidate for admission to a Masters programme must have attended a University, or other institution approved by the Faculty Board and must have obtained a degree or other qualification of a standard and in a discipline acceptable to the Board and must satisfy any additional conditions specified by the Board.

6(2) Exceptionally, a candidate may be admitted to a programme without a formal qualification who has demonstrated a substantial record of achievement in a relevant profession and has satisfied the Faculty Board of fitness to undertake higher study.

6(3) Candidates who are not native English speakers must demonstrate a level of competence in English equivalent to an IELTS score of at least 6.0.

MATRICULATION
7. A candidate shall be required to matriculate in each year of study and pay the required fee.

DURATION OF STUDY
8. A candidate may undertake the course of study for an award on a full-time or part-time or distance-learning basis provided that the chosen mode of study is available for that programme.

9(1) The normal minimum period of study, or equivalent thereof, to complete the requirements for each award shall be as follows:

Certificate - 15 weeks of full-time study

Diploma - 30 weeks of full-time study

Masters - 45 weeks of full-time study

9(2) The maximum periods of study for any award shall normally be as follows:

for candidates studying on a full-time basis: one year; and 

for candidates studying on a part-time or distance-learning basis: up to five years at the discretion of the relevant Faculty Board and determined at the time of admission.

9(3) In exceptional cases, and with sufficient cause, the period of study for any award may be extended by up to one additional year with the approval of the Faculty Board on the recommendation of the Programme Leader.

9(4) A candidate, who has completed courses in a University or equivalent institution, deemed by the Faculty Board to be of sufficient standard in appropriate subjects, may with the approval of the Board, be exempted from the Certificate stage of any programme where the Certificate is an intermediate award. In the case of a candidate admitted under this Regulation, the date of first matriculation for the purposes of Regulation 9(2) shall be determined by the relevant Dean at the time of admission.

CURRICULUM
10(1) The course of study for each stage of a Masters programme shall consist of a number of required and/or optional modules as specified by the Faculty Board and set out in the relevant programme handbook and for the Masters degree, a dissertation or project or body of visual output of a size approved by the Faculty Board and on a topic approved by the Programme Leader.

10(2) A candidate's choice of modules must be approved by the Programme Leader.

10(3) Modules may be amended, supplemented or withdrawn with the approval of the Faculty Board.

ASSESSMENT
11. Assessment of the work of any programme shall be such as required by the examiners, approved by the Faculty Board and specified in the programme handbook.

12. A candidate may also be examined orally on the work of the programme if the examiners consider such examination necessary.

13. In order to qualify for an award, a candidate must satisfy the examiners in all elements of assessment for that award.

14. No dissertation or project or body of visual output may be re-presented for examination on more than one further occasion except with the permission of the Senatus Academicus for good cause.

SUPERVISION
15. Each candidate shall be allocated an academic supervisor and shall report at such times and in such manner as the supervisor may require and academic progress will be monitored at regular intervals.

PROGRESS
16(1) A candidate whose performance in the work of the programme is deemed by the Programme Leader, in consultation with the examiners, to be unsatisfactory may be required to discontinue studies at any time during the programme.

16(2) Where the Diploma is an intermediate award, no candidate may progress to the Masters degree without having successfully completed the requirements for the award of the Diploma at a level satisfactory to the Programme Leader.

BOARD OF EXAMINERS
17. Each programme shall have a Board of Examiners consisting of the academic staff giving instruction in the subjects of the programme together with at least one external examiner appointed by the Court on the recommendation of the Senatus as advised by the Faculty Board in consultation with the Programme Leader.

Dr I K Francis
Academic Secretary

11/05/05
Appendix 7

University Policy for Personal Development Planning (PDP) for Postgraduate Students

1. All postgraduate students at the University of Dundee will be provided with the opportunity to take part in personal development planning (PDP) and will be encouraged to do so. Each student will be responsible for their own engagement with the process, including planning, recording and reflecting on their academic, career and personal development 

2. Colleges in consultation with their Schools, students and, if appropriate, employers' representatives, will have responsibility for operating a formal PDP scheme within their postgraduate programmes. Where deemed appropriate by the relevant College, this will include embedding relevant PDP activities within taught and research degree programmes such as generic skills training and aspects of the Colleges’ thesis monitoring procedures. 

3. Where accreditation by external professional bodies takes place for postgraduate degrees, and where this is contingent on there being a defined personal and career development planning scheme or similar, then schools may choose to align the PDP scheme with the bodies' schemes for continuing professional development. 

4. Support for personal and career development planning will be provided centrally through the offices of Academic Affairs, Careers Service, Learning Centre, Information and Communication Services, Registry, Principal’s Office and others. These bodies will be collectively responsible for designing and implementing generic PDP materials; modifying these according to programme needs; and for the operation of supporting software. 

5. The generic PDP schemes for research and taught postgraduates will be web-based, presented via the University's e-learning system, My Dundee. These will be configured to allow postgraduate students to construct their own personal development plan online, supported by a range of web-based guidance materials. 

6. The PDP resource for research postgraduates will include material on generic skills self-assessment, linked to the Generic Skills Dundee programme, and thesis monitoring templates, tailored to college and school needs where this is deemed necessary. 
7. The PDP resource for taught postgraduates, will include access to students’ developing academic transcripts via the SMS database, using the standard international format (e.g. for the EU Diploma Supplement). The nature of participation in the PDP scheme for taught postgraduates will be at each college's discretion, according to the experience and perceived needs of the student cohort. For professional development courses applying in general to mid-career professionals, it may be deemed more appropriate to include a workshop session on career planning within the syllabus, delivered in tandem with Careers Services staff. For qualifications applying in general to students who have recently completed an undergraduate degree, the college may decide to adopt the online scheme, with appropriately tailored templates. 

8. Responsibility for inducting students into the generic PDP schemes will be the responsibility of Colleges, with assistance if necessary from the Principal’s Office, Careers Service and Learning Centre.

9. Subject to the availability of the required resources, the Careers Service will contribute to the Generic Skills programme for research postgraduate students and will offer a Careers Education Programme to facilitate the integration of PDP and career planning activities within the curriculum for taught postgraduate programmes.

10. Monitoring and quality assurance of Colleges' deployment of PDP schemes for postgraduate students will be the responsibility of the Postgraduate Research and Postgraduate Taught Sub-Committees reporting through the Postgraduate Affairs Committee to Senate. 

11. Appropriate references to these PDP schemes will be included in the University’s Code of Practice for Supervised Postgraduate Research and Code of Practice for Taught Postgraduate Programmes. 

12. The effectiveness of the deployment of the PDP scheme for each taught postgraduate degree will form a part of the Programme Review process. 

� SCQF = Scottish Credit and Qualifications Framework; Level 11 = Master’s Degrees.  [An Introduction to the Scottish Credit and Qualifications Framework, 2nd Edition, October 2003. Online at: � HYPERLINK "http://www.scqf.org.uk/the_framework.asp" ��http://www.scqf.org.uk/the_framework.asp�.]


� http://www.somis.dundee.ac.uk/calendar/senate/hdtheses.htm
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