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WELCOME TO THE SCHOOL 

OF SOCIAL AND POLITICAL SCIENCE (SPS)

The Undergraduate Teaching Office of the School of Social and Political Science welcomes you to the School.  SPS brings together the related subject areas of Politics and International Relations, Social Anthropology, Social Policy, Social Work and Sociology, as well as several other research and study centres including Science Studies, African Studies, Canadian Studies and South Asian Studies.  We offer undergraduate degree programmes in all our main subjects, and many joint degrees with subjects outside the School are also available. With around 90 full-time teaching and research staff and over 1200 undergraduates, our diverse and cosmopolitan character makes Social and Political Science an ideal place for both UK and international students to study.

Most teaching and support staff in the School are located in the Chrystal Macmillan Building, at the north-west corner of George Square.  Some other centres and units are based in buildings nearby. The Undergraduate Teaching Office is on the ground floor of the Chrystal Macmillan Building:

15A George Square

Edinburgh

EH8 9LL

This handbook will direct you to basic information about how things are done in SPS, concerning:

· Outline of year 1 and 2 programmes

· Staff roles in the Undergraduate Teaching Office

· Further information and guidance available on the SPS Undergraduate Teaching Office web pages

· Year 1 and 2 course offerings 
· Assessment Regulations including re-sit procedures
In addition, we strongly encourage you to familiarise yourself with our online guidance on teaching and learning in years 1 and 2, at http://www.sps.ed.ac.uk/undergrad/year_1_2/index
Dr Neil Thin

Director of Undergraduate Teaching, SPS

COMPUTING FACILITIES AND ENQUIRIES

If your enquiry is about an IT facility within the Chrystal Macmillan Building, please contact: 

SPS IT Service Desk

Room: 1.02 Chrystal Macmillan Building

Email: mailto:sps-support@ed.ac.uk
Phone: 0131 651 1324

For all other IT facilities, queries or assistance, contact: 
Information Services IS Help Line 

Email: mailto:IS.Helpline@ed.ac.uk
Phone: 0131 651 5151
OUTLINE OF YEAR 1 AND 2 PROGRAMMES

Students normally take 120 credits each year, and most courses taken in SPS are 20 credits, and one semester long (although there are some 40 credit year-long courses you may take, especially outside of SPS).  You will normally take six semester-length courses in each of Years 1 and 2, or the equivalent.

Required courses: In each of Politics, Social Anthropology, Social Policy and Sociology there are three required sequential semester-length core courses, taken in the Autumn and Spring of Year 1, and in the Autumn of Year 2. In the second semester of Year 2, there are two interdisciplinary semester-length courses: Social and Political Theory 2 and Social and Political Enquiry 2. Both of these are required for students going on to nearly all single or combined (‘joint’) honours programmes involving these subjects.  Thus there are minimally five (3 + 2) required courses in preparation for honours.  Students doing joint degrees must fulfil all requirements in both their subjects.  For instance a student doing Sociology and Politics would take 3 + 3 + 2 = 8 required courses. Sustainable Development has four required courses (2 in year 1 and 2 in year 2). In addition, students studying for this degree will be asked to focus their studies by choosing two sets of courses, each set adding up to 40 credits, from two additional subject disciplines. A list of approved subject areas is provided in the Degree Programme Table. For SPS subject disciplines, there are 40 required credits in 1st year and 20 in second year, plus one of the two 20-credit Schoolwide 2nd year courses.
Exceptions to this format: 

· Social Work has six required courses (4 in year 1 and 2 in year 2), including Social and Political Enquiry 2, but excluding Social and Political Theory 2.  

· Because of requirements in their joint subjects, only one of the two School interdisciplinary courses is required for students taking: Philosophy and Politics; and Modern European Languages (Spanish) and Politics.

· Students enrolled in International Relations have a fourth required course in their Subject, International Law (IR) (LAWS08110), offered in the School of Law, and taken in Year 1/Semester 1.  This makes a total of six required courses for that single honours degree.
· Sustainable Development MA students who are taking one SPS discipline and one non-SPS discipline are only required to take one of the two 20-credit Schoolwide 2nd year courses.
Progression to honours: Students who pass all their courses (240 credits) and achieve a final mark of 50% or better in all their required second year courses, at the first sitting, are entitled to proceed to honours.
FURTHER INFORMATION AND GUIDANCE ON THE SPS UNDERGRADUATE TEACHING OFFICE WEB PAGES

These pages are divided into two groups; one designed for year 1 and 2 students:

http://www.sps.ed.ac.uk/undergrad/year_1_2/index
the other designed for honours students:

http://www.sps.ed.ac.uk/undergrad/honours/index
This is because teaching regulations and course administration vary between pre-honours and honours levels.  For the time being you will primarily make use of the year 1 and 2 pages, noting the sub menu on the right of the page. Don’t hesitate to explore the honours pages if you have questions about how things are done at honours level.

The following gives the titles and summarises the content of the main year 1 and 2 web pages: 

On Being a Student

http://www.sps.ed.ac.uk/undergrad/year_1_2/on_being_a_student
· the importance and interdependence of lectures and tutorials 

· study skills and how to get support in improving them

· resources of the Main Library  

· the basics of how assessment works

Communicating with Staff

http://www.sps.ed.ac.uk/undergrad/year_1_2/communicating_with_staff
Basic guidelines about who to contact about what.  Remember: your university email account is the authorised channel for communication about university matters—so stay on top of it!

The Director of Studies Role [maybe re-label this ‘Direction of Studies and Student Support’]

http://www.sps.ed.ac.uk/undergrad/year_1_2/director_of_studies_role
Describes what you can expect of your Director of Studies, and what they can expect of you.  Also defines the roles of Student Support Officers
Disability Issues
http://www.sps.ed.ac.uk/undergrad/year_1_2/disability_issues
· what to do if you have a disability affecting your studies

· information about and a link to the Disability Office (telephone 650 6828)

· the role of the SPS Coordinator of Adjustments in dealing with disability issues within the School, including special provisions not covered by routine adjustments to disabilities 

Writing Essays and Other Coursework

http://www.sps.ed.ac.uk/undergrad/year_1_2/writing_essays
Guidance on what makes a good essay, including proper referencing and sound argumentation.  Includes link to the Centre for Teaching, Learning and Assessment (TLA) where you can get support to improve your writing skills.

Making the Most of Feedback http://www.sps.ed.ac.uk/undergrad/year_1_2/feedback
· what is ‘feedback’ and why is it so important?

· how can you get the most out of feedback?

· SPS policies on assessment feedback

· How to raise issues about feedback with teaching staff

What Is Plagiarism and How To Avoid It

http://www.sps.ed.ac.uk/undergrad/year_1_2/what_is_plagiarism
Please Note: this is growing problem in higher education, one that can put your university career at risk—read these pages carefully and understand what plagiarism is and the penalties it can incur!

· Defining plagiarism

· Disciplinary procedures

· How to avoid plagiarism

· Links to University guidance

· ‘self-plagiarism’, i.e. rules against duplicating your own work in separate submissions for assessment.

Student Involvement and Representation

http://www.sps.ed.ac.uk/undergrad/year_1_2/student_involvement
How are student representatives chosen, and how do they participate in the School?  NB: In cooperation with the SPS EUSA Rep we are currently improving communication on student representation structures and procedures in SPS.  Watch for these pages to be expanded and updated in the near future.

Changing Degree Programme

http://www.sps.ed.ac.uk/undergrad/year_1_2/changing_degree_programme
Guidance on applying for a change of degree programme.  This is handled in SPS by the Deputy Director of Undergraduate Teaching,  [Ross Bond (Semester 1)/Elizabeth Bomberg (Semester 2).  There are strict requirements and deadlines for applications—these pages must be consulted.

Progression To Honours

http://www.sps.ed.ac.uk/undergrad/year_1_2/progression_to_honours
· Gives the requirements for progression to honours

· How to make an appeal to Heads of Subject for honours entry if one has not qualified by the normal criteria.

Study Abroad

http://www.sps.ed.ac.uk/undergrad/year_1_2/study_abroad
Information about how to pursue study abroad, with links to the International Office (http://www.ed.ac.uk/internat/) which handles most study abroad programmes. 

Assessment and Regulations including information about re-sit procedures
http://www.sps.ed.ac.uk/undergrad/year_1_2/assessment_and_regs
These crucial pages outline the major School-wide rules and regulations in regard to coursework, examinations, and tutorials in years 1 and 2.  They also provide the School-wide marking criteria used in assessing essays, exams, and dissertations.  Please refer to them regularly!  Pages include:

· Coursework Requirements, covers:

· Submission 

· Deadlines

· Word length

· Lateness penalties (for both paper and electronic copies)

· Extensions

· Return of coursework to students

· Replacement coursework

· Missing coursework

· Duplication of coursework for separate assessments

· Examination Requirements, covers:

· Examination periods in SPS

· Registration for exams

· Language dictionaries in exams

· Requirements for passing courses

· Policies on re-sit exams

· Tutorial Requirements: policies on penalties for non-attendance at tutorials.

· Marking Descriptors: offers marking criteria for coursework, exams and dissertations, that have been established in SPS as guides to both staff and students about what is normally expected of work receiving a particular grade.  
Special Circumstances

If you have special circumstances you must contact your Student Support Officer or Director of Studies no later than 2 working days after the last assessment affected.

Formal guidance for students on the special circumstances process is available at:
http://www.docs.sasg.ed.ac.uk/AcademicServices/Guidance/Special_Circumstances_Students.pdf
Courses and Registration

http://www.sps.ed.ac.uk/undergrad/year_1_2/courses
Offers information on courses and guidance for returning students on how to register for their courses, sub-pages include:

· A list of current course offerings in SPS, with links to course descriptions on the DRPS.

· Information about the two School-wide interdisciplinary courses: Social and Political Theory 2 and Social and Political Enquiry 2.

· Pre-registration instructions for student returning to Year 2.

· Guidance on how to access your WebCT (the University’s VLE) course pages and sign up for tutorials.  This is essential information for getting started in your new courses!
Programme Specifications

http://www.sps.ed.ac.uk/undergrad/year_1_2/programme_specs 

Programme specification are summary statements about each degree programme, required by the University.  They are regularly revised and approved by the SPS Board of Studies. They provide very useful overviews of the fundamental objectives and structures of degree programmes, including:

· basic educational aims

· anticipated learning outcomes

· core skills students are expected to acquire through their studies

· the structure and progression of programmes over the four years (corresponding closely to Degree Programme Tables on the DRPS)

Subject and Centre Specific Information

http://www.sps.ed.ac.uk/undergrad/year_1_2/subjects_and_centres
Links to course information by Subject/Centre teaching the course.
Administrative oversight of the development and implementation of SPS undergraduate teaching policies is provided by:
	Neil Thin (Senior Lecturer in Social Anthropology)

Director of Undergraduate Teaching
Rm 5.27, Chrystal Macmillan Building

0131 650 3880 

n.thin@ed.ac.uk
	Margaret Brown

Administrative Assistant (Manager, Undergraduate Teaching Office)

Rm 1.03, Chrystal Macmillan Building

0131 650 3943

Margaret.Brown@ed.ac.uk

	Ross Bond (Lecturer in Sociology)

Deputy Director of Undergraduate Teaching
Rm 5.08, Chrystal Macmillan Building 

0131 650 3919

r.j.bond@ed.ac.uk


STAFF ROLES IN THE UNDERGRADUATE TEACHING OFFICE

The School's Undergraduate Teaching Office is located in the Chrystal Macmillan Building on the ground floor, room G.04/05. We deal with all enquiries from first and second year students concerning their programmes and courses in: 
	Politics and International Relations 
	Social Work

	Social Anthropology 
	Canadian Studies 

	Social Policy
	Science/Technology Studies 

	Sociology
	South Asian Studies

	Sustainable Development
	


Most of your day to day enquiries about courses will be dealt with by the administrative staff based in the Undergraduate Teaching Office -UTO (CMB G.04/05). For matters relating to Degree Programmes/Special Circumstances etc. you may be referred to the Subject based Secretaries on the first floor CMB, or to your Director of Studies.
	Name and Contact
	Courses
	Student Support

	RECEPTION DESK 

U-G TEACHING OFFICE 
	Tel:  0131 651 3060
	For general queries, or to be transferred to someone to deal with your query.

	June Connor

june.e.connor@ed.ac.uk
0131 650 4001
	Sociology 1st and 2nd year courses

Technology in Society 2

Scotland: Society and Politics
	Administrative support for Sociology students including primary responsibility* for course registrations and mark input for years 1-4.

	Natasa Honeybone
natasa.honeybone@ed.ac.uk
0131 650 9975

	Sustainable Development 1A

Science and Society 1B

Social and Political Enquiry 2
	Administrative support for Sustainable Development students including primary responsibility* for course registrations and mark input for years 1-4.

Assist with Administrative support for Sociology, including assistance with course registrations and mark input for Sociology students years 1-4.

Graduation Receptions

	Ewen Miller 

Ewen.Miller@ed.ac.uk
0131 650 3925
	Social Policy 1st and 2nd year courses

Social and Political Theory 2
	Administrative support for Social Policy students including primary responsibility* for course registrations and mark input for years 1-4.

	Andrew Kelly

andrew.kelly@ed.ac.uk
0131 650 4457
	Politics/International Relations 1st and 2nd year courses 


	Administrative support for Politics and IR students including primary responsibility* course registrations and mark input for years 1-4.

	May Rutherford

May.Rutherford@ed.ac.uk
0131 650 3932
	Social Anthropology 1st and 2nd year courses. 
	Administrative support for Social Anthropology students including primary responsibility* for course registrations and mark input for years 1-4.

	Deborah Stabile

v1dstabi@staffmail.ed.ac.uk
0131 651 1306
	1st year courses in Canadian Studies and in Science Studies

South Asian Studies 2nd year courses


	Administrative support for Science Studies, Canadian Studies and South Asian Studies courses.

Assist with Administrative support for Politics and International Relations including assistance with course registrations and mark input for PIR students years 1-4.

	Ruth Nicol

ruth.nicol@ed.ac.uk

	N/A
	Ruth is presently on secondment to another post in Politics and International Relations, alongside the Subject Secretary – Room 1.13.


*UTO staff may at times be involved in course registrations for students other than those included in their own primary responsibilities.
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