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1 [bookmark: _Toc177474636]About this handbook and key sources of information

This handbook provides an introduction to the School of Social and Political Science, and the administrative, regulatory and procedural information you will need while studying for a postgraduate research programme here. It also directs you to different kinds of support and advice available on other matters such as welfare and study skills. It will help you make the most of your time while studying at the University of Edinburgh.
The handbook does not supersede the University Regulations, the formal requirements for each degree as set out in the University's Degree Regulations and Programmes of Study or the Terms and Conditions of Admission set out in the Postgraduate Prospectus. Every effort has been made to ensure that the information given here was correct at the time of publishing, but this handbook does not form part of any contract between the University and student. 
The policies and procedures described here may be subject to change. You will be notified of any changes made during the year via email. 

For academic issues, your principal source of information and advice is your Programme Director. For administrative and procedural issues, please consult the Student Advice and Support team. The SPS website contains a considerable amount of information for postgraduate students.
Other useful University websites include:
· Code of Practice for Supervisors and Research Students 
· Information for Students 
Your official University record – which includes courses taken, marks, credits gained, other achievements and your contact details – is stored on EUCLID, which you can access through MyEd. If you experience difficulties logging on to MyEd, you should contact the IS.helpline@ed.ac.uk.

1.1 [bookmark: _Toc177474637]Organisation and Governance
The Director of Postgraduate Research, Professor Andrew Neal, is responsible for research degrees. The Programme Director for MSc by Research in SPS is Dr Casey High. The Programme Director of the MSc by Research in STIS is Professor James Mittra. School policy and practice is approved by its Postgraduate Committee, while changes to the content and assessment of courses and programmes must be agreed by its Board of Studies. The Director is a member of the School’s Learning and Teaching Directorate and the College Postgraduate Studies Committee, as well as a number of other committees and working groups.
1.2 [bookmark: _Toc177474638]Student Representation
We take students’ views very seriously, and have a number of formal and informal routes of consultation. We want to support open, collaborative communication among staff and students, and encourage students to raise and discuss problems, ideas and initiatives with course organisers, supervisors and Postgraduate Advisors at any time. We also invite written feedback on each course as it concludes: student comments form the basis for annual reporting according to the University’s quality assurance procedures.
Each programme has an elected research student representative, whose role is to promote communication between students and the Postgraduate Advisor and the School through the year. Student reps attend a more general Postgraduate Student Forum each semester, which provides an opportunity for the School staff and students on all programmes to discuss matters of mutual interest and concern. One of these programme research student reps is also the official EUSA rep and, as such, attends meetings of the School Postgraduate Committee and the School Postgraduate Board of Studies. 

More information regarding Student Representation can be found at: Student Representatives - SPS



1.3 [bookmark: _Toc177474639]Graduate School Digest
The Postgraduate Teaching Office issues a weekly digest to all SPS postgraduate students highlighting upcoming events and opportunities, including conferences, calls for papers and job postings. The newsletter is circulated via email on Friday afternoons. If you have an event you would like advertised in the weekly digest, email it to pgresearch.sps@ed.ac.uk 


2 [bookmark: _Toc177474640]The MSc by Research Programme


The MSc by Research in Social and Political Science (SPS), and Science Technology and Innovation Studies (STIS) are one‐year full‐time, or two years part‐time, degrees, which combine hands‐on training in social research skills with the opportunity to start work on an individual project. The programmes generally function as a training year for a subsequent PhD, but can also be taken as a free‐standing Masters degree. 

All students must complete an agreed programme of research training and submit a dissertation on an approved topic. For formal assessment, candidates must submit a number of research‐related assignments which, taken with the dissertation, will total 180 credits. For students progressing to a PhD, the dissertation will normally take the form of a research proposal. 

The MScR in SPS provides generic social science research training and can lead to a PhD in any of the School’s subject area specific PhDs. It mainly focuses on acquiring core research skills in the social sciences in combination with supervised work on an independent research dissertation (worth 120 credits) to enable a smooth transition into a subsequent PhD. 

The MScR in STIS prepares for further PhD study in this interdisciplinary subject area by combining core research skills training with subject area specific training and a supervised research dissertation (worth 60 credits). Students who have already completed some core research training and/or STIS subject specific training may, with the agreement of their supervisor and the Programme Director, take a higher credit dissertation project. This would need to be arranged at the start of the Programme. 

All MSc by Research students will be included in and expected to participate in cohort activities related to their dissertation topic. These activities are more fully described in the respective handbooks for PhD students which should be consulted in addition to this handbook for further info.
Both degrees train students in research skills to the level prescribed in the Economic and Social Research Council’s (ESRC) research training guidelines, and some students on our MSc by Research programmes are funded by ESRC 1+3 studentships. The emphasis in the MSc by Research in SPS is on the acquisition of social research skills, rather than intensive knowledge of a specific discipline or sub‐discipline. The MSc by Research in STIS complements social research training with discipline-specific courses. As such, the programmes are intended for students with either a good first degree in a relevant discipline or with a relevant taught Masters degree.
Decisions about individual course choices must be made at the start of the programme, based on assessment of the student’s training needs, in active discussion with individual supervisors and the director of the particular programme. In cases where a student can already demonstrate competence in a specific methodological area at the start of the programme, they are not required to duplicate that particular area of training.
Each student should agree a programme of training with their Programme Director. For those MSc by Research students who continue on to the PhD, a formal ‘end of first year’ progress review board may be held soon after they enrol as a PhD student. This review will be based on the MSc by Research dissertation, which for prospective PhD students should be written as a research proposal. The aim of this review is to assess whether a candidate’s work meets the required standard to justify confirmation of PhD or MPhil registration.
Thereafter research training needs should be reviewed and updated on an annual basis as part of the Annual Review of progress.


3 [bookmark: _Toc177474641]Research Training and Development


Successful completion of a research degree involves a balance between the pursuit of your own research project, and training in the skills which enable you to become a more effective scholar, both now and in the future. Our formal requirements for training in research methods include generic and discipline‐specific courses, and the School also provides regular workshops and short courses in advanced research methods. All of those are open to students at any stage of their degree.
The modes of delivery of different research training courses have been designed around four key considerations:
· Methods and methodology should be understood in their theoretical or epistemological context;
· Training should emphasise hands‐on competence;
· Wherever possible, training should focus on the area of the student’s own research;
· Training should be as flexible as possible, within the constraints of the Programme.

3.1 [bookmark: _Toc177474642]Research Training Courses
The courses students can take as part of their programme are listed in the Degree Programme Table (DPT). Please visit our website for details of our Research Training Courses. You should also explore the Research Training Centre website for additional methods training that you might access including the Micro-Methods workshops and associated Edinburgh Social Science Methods certificate.
We offer a set of ‘core skills’ courses: 
Advanced Research Design | PGSP12003
Research Skills in the Social Sciences: Data Collection | PGSP11016 
Core Quantitative Data Analysis 1 & 2 | SCIL11009 
All of our MSc by Research students normally take these three courses. Depending on prior research training or dissertation-topic specific requirements these can be replaced by courses from the following list:
Analysing Qualitative Data | PGSP11110
Qualitative Methods and Ethnographic Fieldwork | PGSP11188
Statistical modelling in the Social Sciences | PGSP11486
Comparative Analysis of Social and Public Policy | PGSP11104 
Research in Africa | PGSP11340
Principles and Practices of Higher Education | PGSP12001
Evaluation Research Methods | PGSP11373
For students on the MSc by Research in SPS the 60 credits from taught research courses are followed by a 120-credit research dissertation. 
Students on the MSc by Research in STIS are normally writing a 60-credit research dissertation in STIS. They should refer to the Science, Technology Studies degree programme table for a list of courses recommended to make up for the remaining 60 credits. Normally, MSc by Research students in STIS take 60 credits in semester 1 and 60 in semester 2. In exceptional circumstances, and with your Programme Director’s agreement, it may be possible to change this weighting (i.e. take 40 credits in one semester and 80 in another).
More information about each course is available through the clickable links in the Degree Programme Tables (DPT). Students are responsible for checking that the courses they choose are available for the current academic year and do not have clashing timetables. The easiest way to plan the semester timetable is to use the PATH tool. Please note that PATH does NOT register students for courses.
In addition to the above credit-bearing courses, the Research Training Centre and the Student Development Office within the School of Social and Political Science (SPS) are providing an exciting new series of Micro-Methods Workshops open to students from across the School. Each workshop will:
· be delivered by experts in social science methods from the Research Training Centre team and our affiliated colleagues.
· typically include two to three hours of content on a social science method (a lecture element and a practical session such as a computer lab session or a group discussion session).
· be delivered online in semester 1 and all materials will be shared via the Micro-Methods Courses Learn Page.

3.2 [bookmark: _Toc177474643]Choosing and auditing courses
MScR students will be automatically enrolled on all compulsory courses. Those students who choose optional courses as part of their programme must inform the Postgraduate Teaching Office of their choice by completing the online course choice form. The Postgraduate Teaching Office will seek to ensure students are given their first or second course choices. However, due to high demand and capacity problems students might at times not be given a place on a course of their preference.
Course choices made at this stage are by no means final for students. Should they decide to change any of their elective courses, for instance, after talking to their Programme Director, then this will be possible until the end of the Week 2 of the semester. In doing so, however, students will have to expect that some more popular course options might be unavailable by that point. 
Students can check via MyEd which courses they have been signed up for. Please email PGTaught.sps@ed.ac.uk for queries or if any errors appear.

MSc by Research students may ask to 'audit' a course, in addition to their standard requirement of 60 credits (MScR SPS) or 120 credits (MScR STIS). Auditing (listening) means that you sit in on a course, but don't do the assessment or earn any credit for it. Auditing is at the discretion of the Course Organiser – some Course Organisers may not accept auditing students, for example, if the course is already full. Some may only allow auditing students to attend lectures, while others may expect them to play a full role in seminar discussions. Please note that no more than 1/3 of the credits for the year can be audited, this translates to 60 credits for full-time students and 20 credits for part-time year 1 and 40 for part-time year 2 students.

See our website for information on course changes or auditing and Section 4 below on coursework.

3.3 [bookmark: _Toc177474644]The Edinburgh Award
The Edinburgh Award is a series of events and activities designed to strengthen your CV and help you stand out in the job market. The Award recognises and rewards your involvement in activities undertaken alongside your degree programme and aims to enhance and improve your experience as a student.
You can find detailed information on the SPS website: SPS Edinburgh Awards & Certificates 

3.4 [bookmark: _Toc177474645]Student Development
The School’s Student Development Office is designed to connect postgraduate researchers with the worlds of work beyond the academy. Our workshops bring together visiting practitioners and postgraduate students to discuss aspects of professional and organisational practice. They serve to open new areas of research and reflective enquiry, as well as to develop transferable skills. The Student Development office can be contacted at ssps.student‐development@ed.ac.uk.
Postgraduate researchers also have access to the University and College‐wide programme of training in transferable skills via the Institute for Academic Development and to courses provided by the University  Information Services. 

The University’s Doctoral College also provides opportunities for postgraduate research students for training and development both within the University and externally. Their Sharepoint site is a hub for news and information specific to PGR students and staff, and their website contains a wealth of information for all PGR staff and students.


4 [bookmark: _Toc177474646]Assessment and coursework requirements


NOTE that the following rules and procedures on assessment and coursework requirements apply to all School of Social and Political Science courses. Students taking courses provided by other Schools should check with the relevant school about the correct procedures for that School.
The different components of a course may be assessed in a variety of ways appropriate to its aims and content. All courses in the School tend to combine a number of different components of assessment, usually involving written assignments and, in some courses, a practice or participation element. Students get written feedback on each written piece of work they submit. All assessment is subject to moderation by a second member of our academic staff and then further review by an external examiner from another university. Students can therefore expect staff to be fully engaged and wholly fair when marking coursework. Marking is also carried out anonymously across the board, so that students can expect the judgement to be fair and equitable. For information on the marking scheme used for postgraduate degree assessment, please see here.
4.1 Submission of Assessments
Students are expected to submit assessed work on time. The date and time for submission for each assignment will be specified on the course Learn site.
4.2 Confirmation of marks
All marks for examinations and assessed coursework are provisional until confirmed by the Board of Examiners. Boards of Examiners typically meet in February (for Semester 1 courses), June/July (for Semester 2 courses) and October (for dissertations).  
For more information, please see here: Postgraduate marks, progression and awards 
 
Results are communicated to students via EUCLID. An automated email will be sent to your University email account when your results are available. 

4.3 Extensions, deadlines and penalties

4.3.1 Assessment Deadlines
Coursework deadlines will be published on the LEARN pages of each individual course. Please note all coursework is due by 23:59 (UK time), and submitting later than this without an extension will incur a penalty.

4.3.2 Assessment Penalties
Work submitted late for SPS courses will be subject to lateness penalties. If a submitted assignment for an SPS course exceeds the word count for the assignment, it will be subject to a word count penalty.  
For details, please check the School website: Coursework Penalties 

4.3.3 Extensions and Exceptional Circumstances 
We’re committed to supporting you during your studies.  
Where a situation beyond your control has an adverse impact on your academic performance, you can apply for a coursework extension and/or for exceptional circumstances via the Exceptional Circumstances Service.   
Full details can be accessed via: Exceptional Circumstances Service 

4.3.4 Schedule of Adjustments
Students with long‐term health problems and learning difficulties such as dyslexia or dyspraxia are strongly encouraged to contact the Disability and Learning Support Service as soon as possible after their arrival in Edinburgh. The Disability and Learning Support Service will provide a Schedule of Adjustments, which entails appropriate support and alternative assessments to be arranged. Please note that it is not possible to take learning difficulties into account when extensions are requested without a Schedule of Adjustments provided by the Disability and Learning Support Service beforehand. Moreover, the Schedule of Adjustments does not automatically entitle a student to extensions. Extensions must instead be applied for using the standard procedure. Each piece of coursework requires a separate extension request. Should a student want to make a case for learning difficulties or other long‐term circumstances to be taken into account across all their courses, they need to contact the Disability and Learning Support Service of the University in time for arrangements to be put into place. 


4.4 Marking and feedback
We take considerable care to ensure that our marking is fair and consistent for all students. Once all coursework submitted has been marked, marks are moderated by a second member of staff, and a sample is second marked to ensure consistency. Samples from every course are also sent to an External Examiner, an experienced member of staff at another University, to further ensure that our marking is fair, consistent, and equivalent to other UK institutions. The External Examiner also comments on the design and content of the course. All marking in the School follows the common marking scheme.
Feedback is part of an ongoing conversation between students and teachers/supervisors. All our MSc programmes take feedback very seriously, and have been routinely praised by External Examiners for the quality of their feedback. Feedback takes various forms: Written feedback on coursework is given on a standard form that helps students evaluate their strengths and identify areas for improvement. Students can consult with their Course Organisers and the Programme Director if they require further feedback. Verbal feedback is provided in class discussion or in conversation with your Course Organiser or Programme Director. This means that feedback may occur at times not specifically associated with an assessment event.
The expectation is that students actively engage in learning and soliciting feedback and share responsibility for shaping their own experience that way. A good opportunity for students to obtain feedback are the “guidance and feedback hours” that staff offer during general teaching times (for details, check our staff pages). These sessions may be provided online. 

4.5 Appeals
According to University regulations, students may not ask for their work to be re‐marked, but in certain circumstances can appeal their marks. However, marks cannot be appealed until they are finalised by a Board of Examiners. Details on the Student Appeals process are provided here.

4.6 Academic Misconduct
Academic misconduct is any type of cheating that occurs in relation to a formal academic exercise. Examples of academic misconduct include plagiarism, collusion, falsification, cheating, deceit and personation.

The University takes all reported incidences of academic misconduct seriously and seeks to ensure that they are dealt with efficiently and appropriately.

For more details and guidance please refer to the Academic Misconduct section of the School website.




5 [bookmark: _Toc177474647]The MSc by Research Dissertation


The dissertation for the MSc by Research takes the form of either an extended research proposal (for example when a student is planning to go on to study for a PhD) or an independent research project (see below for word limits). The dissertation should set out the project in context and establish the key objectives. You will review the relevant theoretical literature, establish the key research questions, elaborate and justify your research design and methods, as well as discuss relevant ethical issues. For the extended proposal dissertation, you will also need to set out a programme of work and timetable. Findings from any pilot research should also be discussed. If the dissertation is a standalone project, you should report findings from a discrete piece of research. 
 We have an online MSc Dissertation Library, where SPS MSc students can consult recently    completed SPS dissertations and placement reports. Please note that in using the Library, you agree to abide by its terms and conditions. 

5.1 [bookmark: _Toc177474648]Supervision
As an MSc (research) student you should have been allocated a supervisor before starting your studies. Work with supervisors is central to the postgraduate researcher’s career. The supervisor's role is to provide guidance on the structure and content of the dissertation. This will usually include:
· agreeing a suitable field of study, and appropriate training;
· reading, and offering comments and suggestions on written work, from early reviews of the background literature to the final draft of the dissertation;
· supporting the postgraduate researcher to plan and manage their research effectively.
The postgraduate researcher and supervisors are jointly responsible for staying in touch throughout the period of study. They should arrange to meet regularly, and exchange frequent correspondence if the postgraduate researcher is away on fieldwork. It is important that a supervisor knows how to reach a student at all times. It is also important that supervisors keep postgraduate students informed of any periods when they will be away from the University. It is particularly important to agree how and when feedback on draft material for the dissertation will take place, as supervisors often take annual leave or have other commitments during the summer.
Individual supervisors differ greatly in their styles of supervision. Some prefer very frequent meetings and more structured tasks for the postgraduate researcher; others prefer more informal ways of working. Some are more directive, while others see their role essentially encouraging and enabling.
Whatever the pattern of supervision that develops, it is vital that it suits the specific needs of the particular postgraduate researcher at the time, and that both parties discuss and negotiate how best to work. What works well for one postgraduate researcher may not be appropriate for another. Moreover, what students need from their supervisors may well change over time and at different stages of their work: the supervisory relationship is an evolving one. It is therefore crucial to a successful relationship that postgraduate researchers learn to say what they need from their supervisors, and that supervisors be flexible and open enough to respond constructively.
That said, postgraduate research is inevitably lonely and stressful at times and this can place an additional burden on the supervisory relationship. Occasional disagreements, stresses and strains are part of most healthy supervisions, but it is important for all parties to be able to manage any tension which might develop. In some cases, a second supervisor may provide an alternative point of view and different kinds of support. Other postgraduate students (and other members of teaching staff) can also provide a great deal of informal support and guidance. However, if you feel you are having a serious problem in relation to your supervisor, you should let your Programme Director know as quickly as possible.

During the dissertation period (end of semester 2 until August) you should expect at least 3-4 meetings with your supervisor. Your supervisor may provide feedback on your dissertation outline, general structure and organisation, and provide detailed comments on one full draft chapter, but your supervisor cannot comment on a full draft of the dissertation. 

5.2 [bookmark: _Toc177474649]Formal requirements
Length: The standard research dissertation for the MSc by Research in SPS is worth 120 credits and has a word length of 18,000 words. For the MSc by Research in STIS, the standard research dissertation of 60 credits has a length of 15,000 words, the dissertation worth 80 credits has a length of 19,000 words, and the 100 credit version – 23,000 words.

The word count includes footnotes and endnotes (if any), in-text references, tables and diagrams, but excludes acknowledgements, bibliography, appendices, cover page, abstract and the table of contents. Please note that appendices should be kept to a minimum and should not be used to substantially extend the core arguments of the dissertation. In all cases, word count penalties will be applied if a dissertation exceeds the prescribed maximum limit.
Abstract: An abstract of the contents of the dissertation, of no more than 200 words, should be inserted immediately after the title page.
Style: The dissertation should be well written and meet normal academic standards concerning the use of citations, references, presentation of data, and the marshalling of arguments and evidence.
Structure: It is normal to break the dissertation into chapters (say 3‐4,000 words on average), with short introductory and concluding chapters. The introduction should present the aims, scope, rationale and an outline of the dissertation. Where the work includes empirical research, there should be a separate methodology chapter. The conclusion should summarise the main themes of the argument, reflect on the wider implications of your work and, if relevant, suggest areas for future research.
Format: The dissertation should be typed, 1.5 or double spaced with reasonable margins. 
Deadline: The deadline for submission of the dissertation will be published on the LEARN site for the course.

The dissertation deadline is set by the University and extensions can only be given in exceptional circumstances.
Examining: The dissertation is marked in August/September by two internal examiners. A supervisor can also be one of the markers if the dissertation is worth no more than 60 credits. In cases where the dissertation component is worth more than 60 credits, two independent markers must be sought. The dissertation may be read by an external examiner. Any student who does not pass the dissertation is eligible to receive the Diploma. The degree is normally awarded in the November graduation.

For those students expecting to proceed to PhD, they must achieve an average grade of at least 65% across their courses (and especially the dissertation) unless there are extenuating circumstances. 

5.3 [bookmark: _Toc177474650]Ethical issues in relation to the Dissertation
Attention to the ethical and legal implications of research for researchers, research participants, sponsors and collaborators is an intrinsic part of good practice. The School attaches great importance to addressing the ethical implications of all research carried out by its members. We emphasise a collaborative approach to improving ethical awareness as part of professional research roles and training. Our procedures are  designed to anticipate and offset problems through proper ethical review and accountability. All research carried out by members of the School, including postgraduate researchers, is subject to the same procedures. They are offered as tools to aid the achievement of the highest standards of ethical awareness in the conduct of research.
MSc by Research students should conduct an ethics self‐assessment in conjunction with their supervisors as part of the dissertation. Self‐assessment is conducted via an online ethics form.
Once finalised, the ethics form is submitted online.
SPS has adopted a three level approach to ethical approval:
· Level 1, in which the assessment process identifies no reasonably foreseeable ethical risks.
· Level 2, in which the assessment identifies particular risks and requires further scrutiny. This higher level of scrutiny will generally be required for research on sensitive topics or illegal practices, research involving vulnerable groups or children, research that could adversely affect participants or the researcher, or in cases where there are impediments to obtaining the informed consent of participants. In most cases, these types of risks can be dealt with through standard procedures, checks, and safeguards, which need to be elaborated via the online ethics form.
· Level 3, in which a proposed project creates more serious risks, usually because of physical or psychological harm to the researcher or participants. Level 3 applications are scrutinised by an ad‐hoc Research Ethics Subcommittee.
Level 1 ethics forms can be approved by your supervisor, whereas levels 2 and 3 should be sent from your supervisor to the relevant Subject Area Research Ethics Lead (SAREL) for review, with level 3 requiring an ad‐hoc Research Ethics Subcommittee.
Further information on Ethics processes and procedures can be found at: Ethical Practice in SPS

5.4 [bookmark: _Toc177474651]Protecting Vulnerable Groups (PVG) Scheme
If, as part of your postgraduate studies (course, dissertation, thesis or placement), you are likely to have unsupervised contact with or be in sole charge of a child or protected adult, you may be required by University to join the Protecting Vulnerable Groups scheme or have an update (if already in the scheme). This scheme is managed and delivered by Disclosure Scotland, and further information is available on the Scottish Government website.
You and your supervisor should discuss whether or not you need to join the scheme; School permission to undertake the activities it covers will be dependent on the results of the check. Different procedures may apply to international students.
If PVG membership is required, it must be applied for via the College Postgraduate Office


6 [bookmark: _Toc177474652]Degree Classification


6.1 [bookmark: _Toc177474653]MSc by Research degrees: requirements for award 
Students on MSc by Research degrees must submit their research project or dissertation on or prior to the completion of the prescribed period of study.
In order to be awarded the degree of MSc by Research, students must pass at least 180 credits’ worth of courses. This may include the award of credits on aggregate for up to 40 credits. Where credit on aggregate is offered, the provisions of the Taught Assessment Regulations (under “Postgraduate assessment progression”) apply. 
Where a mark is awarded for the research project or dissertation, this must be passed at a minimum of 50%. Failure to achieve this standard will result in no award at Masters level being made.

6.2 [bookmark: _Toc177474654]MSc by Research degrees: examiner recommendation 

Since our MSc by Research degree dissertations are not exceeding 120 credits, they are not assessed by the Research Degree regulations, but by a Board of Examiners for award under the Taught  Assessment Regulations (Regulation 57).
Borderline cases:
MSc degrees have three award classes: Pass, Merit, and Distinction. For a Merit, a student usually achieves at least 60% in the Dissertation, and passes all courses with an average of at least 60%. To achieve a Distinction, a student usually achieves at least 70% in the Dissertation, and passes all courses with an average of at least 70%.  
It is possible that a student gets marks in the borderline range to a higher award class. Borderline marks are defined as marks from two percentage points below the class or grade boundary up to the boundary itself, e.g., marks of 58.00% to 59.99% are in the borderline range to merit. 
In SPS, PG Boards of Examiners apply the following three rules to decide if a borderline case should be awarded a higher class: 
 (1) both the coursework average and the dissertation mark must be at least in the borderline range to the higher award class; 
 (2) at least half of the coursework marks must be in the higher award class;
 (3) the dissertation mark must be in the higher award class. 


7 [bookmark: _Toc177474655]Absence from Edinburgh


7.1 [bookmark: _Toc177474656]Leave of Absence
It is a University requirement that if you are away from Edinburgh for a month or more you must have a 'Leave of Absence' recorded on your record. The request form must be submitted to the Student Adviser by your Supervisor prior to your departure. Please ensure that your Programme Director has completed and submitted the request form by contacting student.sps@ed.ac.uk 


8 [bookmark: _Toc177474657]Students on a Tier 4 visa


As a Tier 4 student, the University of Edinburgh is the sponsor of your UK visa. The University has a number of legal responsibilities, including monitoring your attendance on your programme and reporting to the Home Office where required. Full details and conditions of your Tier 4 visa can be found on the University webpages. 
Please note that any email relating to your Tier 4 sponsorship will be sent to your University email address – you should therefore check this regularly.
If we do not know where you are, and you do not respond to Student Administration emails, then both your student registration and your UK visa may be withdrawn.


Information or advice about your Tier 4 immigration status can be obtained by contacting the Student Immigration Service.    


9 [bookmark: _Toc177474658]Part-time working

You may choose to take on part-time working during your programme. Guidance on the recommended part-time working hours during your studies is available here and here.


10 [bookmark: _Toc177474659]Student Services and Support

We very much hope that your time as a student here will be enjoyable and rewarding, and that you will take advantage of all that the University has to offer, both academic and social. Please make use of the many social and intellectual events and projects that we have going on throughout the year. This section includes information on where to go for help and support, if you should need it; and also, on some of the many University student support services to help you get the most out of your time here.
10.1 [bookmark: _Toc177474660]Pastoral Support
Apart from their more strictly academic duties, your supervisor is available as a first line of support and advice for any academic or personal issues which may arise whilst you are studying here. Students are encouraged to inform their supervisor immediately of any problems which are interfering with their studies. The Programme Director is also available to provide support and advice. The Student Advice and Support Team can help with giving advice on interruptions of studies or other available options.
It is the responsibility of the supervisor and Programme Director to offer assistance to students in respect of a variety of choices that have to be made during their studies. In particular, this applies to the choice of elective courses and to the initial stages of the selection of a dissertation topic.
If necessary, and in discussion and agreement with you, your supervisor can arrange an Interruption of Studies for you ('time off' from your degree, during which you continue to be registered as a student at Edinburgh but are not expected to work on your degree), or an Extension of Studies (an extension to your period of study). It may also be possible for some students to change from fulltime to part‐time study. 

International students must check the impact of any interruptions or extensions on their visa; Student Immigration Service can advise on this. Please note: it is not possible for interruptions or extensions of study to be approved retrospectively, so you should ensure you report any problems or difficulties to your supervisor as soon as you can.
Please contact your Student Adviser if you require any of these changes to your programme.

10.2 [bookmark: _Toc177474661]Problems and Complaints
Where problems cannot be resolved at a lower level, you are invited to contact the School Director of Postgraduate Research, Professor Andrew Neal (sps.dpgr@ed.ac.uk). 
Information on the University’s formal Student Complaint Procedure is at: 
  https://www.ed.ac.uk/students/academic-life/complaints 

10.3 [bookmark: _Toc177474662]Student Services
The University provides a wide range of student services. Information about all of them is available at: https://www.ed.ac.uk/students/new-students 
They include:
Edinburgh University Students’ Association (EUSA) 
https://www.eusa.ed.ac.uk/
The Advice Place 
https://www.eusa.ed.ac.uk/support_and_advice/the_advice_place    
A free advice and information centre for all students, run by EUSA, which offers advice on a variety of issues including academic and financial issues, harassment and legal advice.
University Health Centre 
http://www.health-service.ed.ac.uk 
For all matters relating to physical and mental health, there is an on‐campus, health centre operated by independent General Practitioners on behalf of the National Health Service. Students should consider registering with this, or another local general practice for the duration of their studies.
Student Counselling
https://www.ed.ac.uk/student-counselling 
This free and confidential service offers counselling to help students work through any difficulties, understanding themselves better and finding ways of managing their situation.
Disability and Learning Support Service
https://www.ed.ac.uk/student-disability-service
The University offers support if you have a disability, specific need or a specific learning difficulty. Students with disabilities should contact the Disability Service as soon as possible to discuss their requirements.
Accommodation Services 
https://www.accom.ed.ac.uk  
Advice and support are available to help you find somewhere to live and assist with any housing issues.
Careers and Employment
https://www.ed.ac.uk/careers  
The University provides careers advices and resources to current students and to alumni for up to two years after graduation.
Chaplaincy Centre
https://www.ed.ac.uk/chaplaincy
Provides a meeting place for groups and individuals of any religious allegiance, or none. The Chaplain, and our team of multi‐faith honorary chaplains, offer support and guidance to all students.
Edinburgh Global
https://www.ed.ac.uk/global 
Edinburgh Global (formerly known as the International Office) offers all non‐UK applicants and students assistance, advice and support. All questions concerning visas and immigration should be directed to the Student Immigration Service, where staff are trained and up to date with the latest legislation and regulations.
Libraries
https://www.ed.ac.uk/information-services/library-museum-gallery
You will probably find a large part of the material you need is either online, through the University’s digital collections, or in the Main Library on George Square. The University has a number of other libraries that provide specialist collections (e.g. Law, Divinity) and useful study space. The National Library of Scotland is nearby on George IV Bridge ‐ http://www.nls.uk
Sport
https://www.ed.ac.uk/sport-exercise
Information on the University’s sport and exercise facilities.


11 [bookmark: _Toc177474663]Safety and Security


11.1 [bookmark: _Toc177474664]Fire, Accidents and Emergencies
[bookmark: _Toc48031870]
[bookmark: _Toc177474665]Fire Evacuation Procedure
In the event of the fire alarm sounding, please leave the building via the closest emergency exit. Make your way to the assembly point outside the building and await further instructions. 

Please make sure that you know where your nearest fire exit is located. 
[bookmark: _Toc48031871]
[bookmark: _Toc177474666]First Aid
In the event of an illness or injury – call 2222 for University Security, and if it is serious, call 
an ambulance on 999 or 112.


First aid boxes are located in all kitchens within CMB.
In case of emergency of any kind, call security on 2222 (internal) or 0131 650 2222 (external).

11.2 [bookmark: _Toc177474667]Harassment
Guidance on how to deal with harassment is contained in the University Dignity and Respect Policy, available on the University’s Respect at Edinburgh website. The Policy details the range of help available, from self‐help to informal and formal measures.
A network of Contact Officers, Advisers and Conciliators is available, and reports to the University’s Equality, Diversity and Inclusion Committee. Your Programme Director or Subject Area Postgraduate Advisors can also be consulted. Full information can be found on the University’s Equality, Diversion & Inclusion website.  

11.3 [bookmark: _Toc177474668]Security and Personal Possessions
Please note that students’ personal possessions are not covered by the University’s insurance policy. 



12 [bookmark: _Toc177474669]Facilities


The facilities described here are subject to change. You will be notified of any changes made during the year via email and the SPS Graduate School website.

All students undertaking study in the School have access to a number of dedicated facilities in the School of Social and Political Science, as well as those provided by the University.

12.1 Wireless access
There is excellent wireless coverage across most campus buildings through the eduroam network.

12.2 Computing Facilities
Main University Library in George Square
As well as the standard library facilities, the Main Library includes a café, open‐access computer labs, café PCs, and group study pods.   
University computer labs
There are a number of open‐access computer labs provided by the University, across the various campuses. Information on these can be found at:
https://www.ed.ac.uk/information-services/computing/desktop-personal/open-access/locations

SPS Microlabs
[bookmark: _David_Hume_Tower]Located in rooms B.03/B.04 (basement) these may be used by students. The microlabs are accessed using your university card and pin number. 
Logging On
Log on to the computers using your matriculation number and associated password issued during matriculation. Remember to log off when you are finished.
Computer Familiarisation
If computer clinics/courses run during the year, you will be alerted, via e‐mail, by the School. A list of further computing courses run by the University’s Information Services branch can be found on the Web at: https://www.ed.ac.uk/information-services/help-consultancy/is-skills. These courses are free to postgraduates, if deemed necessary to your research by your supervisor.

Data Storage
It is recommended that you use your network space to save files. You access this file space from any lab computer on campus. We advise you not to rely on memory sticks or hard disks as your sole medium of storage. Damage to either may lead to work being irretrievably lost, and we are not permitted by the University to make allowances for this.

E‐mail
Access to e‐mail is provided through MyEd. You will have an e‐mail address of the form: matriculation number@sms.ed.ac.uk. A ‘friendly’ alias also exists, normally: first initial.surname@sms.ed.ac.uk.
Please check your University e‐mail frequently, because this is how we contact you. Set up any other e‐mail accounts you may have so that messages are automatically directed to them from your University student address. When a message is sent to your University e‐mail address, it will be assumed that you have received and will read it. If your student email address is not working, please contact sps.support@ed.ac.uk as it is our primary method of contact with you.
Support
For IT Support, please contact IS Helpline in one of the following ways:
* Self-service form: https://www.ishelpline.ed.ac.uk/forms/enquiry/ 
* Email: is.helpline@ed.ac.uk 
* Telephone: 0131 651 5151
Support is also available via EdHelp.

Printing and Photocopying Credits
There are various printers and copiers located throughout the Chrystal Macmillan Building. All SSPS research students are given free printing in the Chrystal Macmillan Building. Please print responsibly – store important information electronically where possible and print only when absolutely necessary. As a School we are committed to reducing our burden on the environment and are increasingly moving towards a paperless environment. Users should wash their hands before and after touching the printer. Users should not use any kind of spray or wipes on the printer as this will damage them.
4

image1.jpeg
THE UNIVERSITY of EDINBURGH

School of Social and
Political Science





