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DISCLAIMER  

This handbook contains important information about rules and procedures for all taught 

MSc programmes in the School. It is the students’ own responsibility to familiarise 

themselves with the contents of this handbook and refer to it throughout the course of 

their studies. 

Policies and procedures described in this handbook may be subject to change. Any 

changes will be communicated to students via email. 

This handbook does not supersede University Regulations, the formal requirements for 

each degree as set out in the University's Degree Regulations and Programmes of Study 

and the Taught Assessment Regulations, 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 writing, but this handbook does not form part of any contract between the 

University and student. It should be read together with the relevant Programme 

handbook, which provides all academic information and specific advice on individual 

degree programmes. 

Management of Coronavirus (COVID-19) in the University   

 

 Covid19 Updates – Student and Staff advice   

 Good Citizen Guide – student conduct guide   

 Covid-19 support service - support for students who need to self-isolate in private 
accommodation in Edinburgh.   

 

http://www.ed.ac.uk/about/mission-governance/regulations
http://www.drps.ed.ac.uk/
https://www.ed.ac.uk/academic-services/policies-regulations/regulations/assessment-regulations/taught
http://www.ed.ac.uk/studying/postgraduate/prospectus
https://www.sps.ed.ac.uk/students/postgraduate/current/taught-msc/student-handbooks
https://www.sps.ed.ac.uk/students/postgraduate/current/taught-msc/student-handbooks
https://www.ed.ac.uk/news/covid-19
https://www.ed.ac.uk/students/academic-life/conduct/good-citizen-guide
https://www.ed.ac.uk/students/living-in-edinburgh/covid-support-service
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1. Welcome to the School of Social and Political Science 

Hello, and a warm welcome to the University of Edinburgh and our community within 

Postgraduate teaching at the School of Social and Political Science! We are very much looking 

forward to meeting you, and want you to feel ‘at home’ as soon as possible. This Handbook 

aims to help you to do just that. It is the main point of reference for the most important rules 

and procedures, and contains information about available support and key contacts to guide 

your year ahead. 

Our Postgraduate School is a truly global community with students and staff coming from all 

parts of the world. Our different interests, skills, life histories and experiences come together in 

one community, which we think makes for a rich and uniquely rewarding experience.  

Over the next year, we will challenge you with new ideas, approaches and knowledge; equip 

you with new intellectual and personal skills and tools; and support you to make new 

connections and friendships. As professional social scientists, we are committed to teaching, to 

research and many other kinds of practical engagement with the world. We do each according 

to international standards of excellence, and want our students to do the same. We encourage 

you to join and contribute to the intellectual and social life of the School and the wider 

university by attending research seminars and other events advertised in the course of the 

year. We want your time here to be academically fulfilling in every way. 

New study in a new place can be both exhilarating and overwhelming (often simultaneously)! 

This handbook will provide you with some essential academic and support information to help 

you throughout the year and make that experience much more manageable and clear. It should 

be read in conjunction with the relevant Programme Handbook, which will be available on the 

Postgraduate Student website 

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 taught 

postgraduate 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 at the University 

of Edinburgh. It will obviously be difficult to digest all this information in 

one go, so please keep it handy for whenever you need it.  

Welcome to our 2021 students – the journey begins! 

Dr. Kate Wright 

Director of PGT Programmes, August 2021 

  

https://www.sps.ed.ac.uk/students/postgraduate/current/taught-msc/student-handbooks
https://www.sps.ed.ac.uk/students/postgraduate
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2. Introduction 

This is a general programme handbook for postgraduate degrees taught in the School of  

Social and Political Science as listed in the degree programme tables (link below): 

http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm  

2.1 Key Contacts 

Course-related queries 

Course Administrators: Email: pgtaught.sps@ed.ac.uk 

Programme-related queries and academic issues 

Programme Director (contact details can be found in the relevant programme handbook) 

Support and advice 

Personal Tutor (contact details can be found on MyEd) 
Student Support Officers: sso.sps@ed.ac.uk 

Computing/IT Support: sps.support@ed.ac.uk 

Security  

Emergency +44 (0)131 650 2222 

General +44 (0)131 650 2257 
Email: security@ed.ac.uk   

Directorate (for major issues and queries not resolved by contacts above) 

Dr Kate Wright (pgtdirector.sps@ed.ac.uk), Director of PGT Programmes  

Ms Karen Marriott (karen.marriott@ed.ac.uk), Teaching Services Manager 

 

Other key learning and teaching contacts in the school can be found on the webpage below: 

https://www.sps.ed.ac.uk/our-school/structure/school-governance  

 

In case of an emergency of any kind, call security on 2222 (internal phone) or 0131 650 

2222 (external). This number is also found on the reverse of your student card. 

 

2.2 Location 

The Chrystal Macmillan Building on George Square is home to all our student services in the 

school which can be accessed online via the emails above or via our reception desk (Monday- 

Friday 09:00-17:00) 

http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm
mailto:pgtaught.sps@ed.ac.uk
http://www.sps.ed.ac.uk/gradschool/on_course/taught_masters_students/programme_handbooks
http://www.myed.ed.ac.uk/
mailto:sso.sps@ed.ac.uk
mailto:sps.support@ed.ac.uk
mailto:security@ed.ac.uk
mailto:pgtdirector.sps@ed.ac.uk
mailto:karen.marriott@ed.ac.uk
https://www.sps.ed.ac.uk/our-school/structure/school-governance
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3. Keeping in touch  

The University’s official means of communication with students is via their University email 

account. Information about specific degree programmes, relevant activities, workshops and 

other postgraduate matters is sent to students’ University email accounts. Course Organisers 

and tutors, Programme Directors, the Postgraduate Teaching Office and Student Administration 

will all use it to get in touch about important and sometimes urgent matters. It is every 

student’s responsibility to check their university email account regularly (if not daily then at 

least 3-4 times per week during the semester), or arrange an auto-forward to another account. 

It will be assumed that students have received and read email sent to their University email 

account.  

 

University email Policy: 
http://www.ed.ac.uk/files/atoms/files/contacting_students_by_email.pdf  
  
Accessing your email:  
https://www.ed.ac.uk/information-services/computing/comms-and-collab/office365/email-
calendar   
  

http://www.ed.ac.uk/files/atoms/files/contacting_students_by_email.pdf
https://www.ed.ac.uk/information-services/computing/comms-and-collab/office365/email-calendar
https://www.ed.ac.uk/information-services/computing/comms-and-collab/office365/email-calendar
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4. About the Graduate School 

The Postgraduate School in Social and Political Science is an interdisciplinary hub providing 

advanced postgraduate education and training in the social sciences.  It forms the 

postgraduate division of the School of Social and Political Science (SSPS), which in turn is part of 

the College of Arts, Humanities and Social Sciences (CAHSS). The Postgraduate Teaching Office 

hosts students from each of the School’s subject areas and centres (African Studies, 

International Development, Global Health Policy, Politics and International Relations, Science, 

Technology and Innovation Studies, Social Anthropology, Social Policy, Social Work, Sociology 

and South Asian Studies), as well as visitors from universities in other countries. 

Each year, we teach around 600 students on more than 25 Masters programmes, and supervise 

around 300 postgraduate research students. Our Student Development Office brings together 

visiting practitioners and postgraduate students to discuss aspects of professional and 

organisational activity.  It is open to students on all programmes. 

The Postgraduate School is led by two academic Directors: Dr Kate Wright for taught 

programmes, and Dr Steve Kirkwood for research degrees. They are supported by the Teaching 

Services Manager, Ms Karen Marriott, who oversees the operation of the Postgraduate 

Teaching Office. The office includes PGT Course Administrators and the PGR Support Team.  

In addition, there are two Postgraduate Student Support Officers based in the student support 

team who provide support for our Masters programme. 

Postgraduate Teaching Office policy and practice is subject to discussion and approval by its 

Postgraduate Education Committee, while changes to the content and assessment of courses 

and programmes must be approved by its Board of Studies. Individual teaching staff cannot 

change rules and regulations without consulting these various bodies, and procedures to do so 

can be lengthy and complex. 
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5. Your Studies: Programme structure 

This handbook should be read alongside your programme specific handbook which will contain 

information specific to your degree programme and which you will find here:  

https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/student-handbooks  

You should also consult the degree programme table for your degree: 

http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm 

The School approach 

Below is general information relevant to all postgraduate programmes offered by the School of 

Social and Political Science.  

We have designed all our taught Masters (MSc) programmes to deliver leading ideas from 

research through what we believe are the very best methods of teaching and learning. The 

course contents are immediately relevant to contemporary concerns, both local and global, and 

each course works to promote our students’ transferable skills and overall employability. 

Masters programmes usually last 12 months full-time, or 24 – 36 months part-time, and 

comprise 120 credits of coursework and a dissertation worth 60 credits.  

Students usually take three 20-credit courses in semester one (September-December) and 

three 20-credit courses in semester two (January-April). Some programmes have courses worth 

a different number of credits, in which case the number of courses students take can be 

different. However, the overall number of course credits, 120, remains the same for most 

Masters students. All students are required to write a dissertation or equivalent piece of work 

between April and August. 

Programmes have some compulsory courses, and some elective courses. Compulsory courses 

deliver the essential or foundational material of a programme, and serve as a common point of 

reference for all students taking it. In closely related fields, some compulsory courses serve 

more than one programme and some may be available as electives to students on other 

programmes. Elective courses are chosen from a specified list of relevant courses (see 

‘Choosing Courses’, below). This arrangement of compulsory and electives courses combines a 

basic structure with individual flexibility. Students might choose a course for the intrinsic 

interest of its subject matter, for its relevance to their career plans, for the way it is taught and 

assessed, for the skills they hope to develop, or for all these (and other) reasons. What matters 

is what works for each student. 

Standard 20-credit courses are usually taught over ten weeks, with two hours of formal 

teaching each week. Some courses hold an additional teaching session in week 11 of the 

semester. This direct 'contact' time may be organised in different ways. Some courses and 

programmes offer elements of blended and distance learning, while some others are fully 

based on-campus. Both on-campus and on-line, we are committed to the ideal of the 

collaborative classroom: that is, of learning with as well as from others. 

https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/student-handbooks
http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm
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5.1 Programme Transfers 

Occasionally students might want to transfer to another programme after they arrived. 

Transfers to programmes outside the School are at the discretion of the Head of the receiving 

School/College. Transfers between programmes within the School are more straightforward but 

still require students to go through a formal approval process. They need the permission of the 

Programme Director of the programme they wish to join and of the Admissions Support Office 

for SPS (to check for visa/entry eligibility). Programme transfer requests should be made by 

Friday 24 September in order that they can be processed before programme enrolments are 

locked in by Student Systems.  

5.2 The Dissertation 

Each Masters programme culminates in a dissertation or in an equivalent extended, self-

directed piece of work. The dissertation is a longer piece of writing, based on independent 

study of a topic largely of the student’s own choosing. It tests the ability to conduct research 

autonomously, effectively organise bigger quantities of information and to communicate 

research findings in a fluent and structured fashion. The dissertation deadline for 2021-22 is 

Thursday 11 August 2022. 

 

Further details on the Dissertation, including timelines and supervision 

arrangements can be found in the school’s separate Dissertation Handbook: 

https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/msc-taught-

dissertations  

 

5.3 Progression and degree classification 

5.3.1 Communication of decisions 

Progression and award decisions will be communicated to students via the EUCLID student 

view. An automated email will be sent to your University email account when your course 

result is available.  

NOTE Courses available on each programme in any given year may vary as new teaching staff 

arrive and others leave. While we cannot always promise that any given course will run in 

any given year, we can guarantee that students will always have a comprehensive range of 

options to choose from. 

https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/msc-taught-dissertations
https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/msc-taught-dissertations
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5.3.2 University regulations related to Progression and Awards 

Assessment decisions related to Progression and Awards are covered by Section E: Awards 

Section E Regulations 56 - 60 of the Taught Assessment Regulations: 

https://www.ed.ac.uk/academic-services/policies-regulations/regulations/assessment-

regulations  

   

5.3.3 Progression to the Dissertation 

The Progression Board of Examiners meets in June to look at the overall coursework profile of 

each student. In order to proceed to the dissertation stage, students must satisfy all of the 

following requirements:  

a) pass at least 80 credits of MSc-level (Scottish Credit and Qualifications Framework, SCQF – 
level 11) coursework with a mark of at least 50% in each of the courses which make up 
these credits; 

b) attain a coursework average of at least 50% for the 120 credits examined at the point of 
decision;  

c) satisfy any other specific requirements of their programme as stated in the programme 
handbook; 

If you do not meet these requirements, the Board of Examiners may recommend the award of 

the Certificate or Diploma, providing the necessary criteria have been met. University 

Regulations do not allow for the resubmission of coursework to increase individual marks or 

enhance the overall average. 

 

5.3.4 Award of Certificate or Diploma 

In order to be awarded the Certificate, students must satisfy all of the following requirements: 

(a) pass at least 40 credits; and 

(b) attain an average of at least 40% for the 60 credits of study examined for the certificate;  

(c) and satisfy any other specific requirements for the named certificate that are clearly 

stated in respective programme handbooks. 

In order to be awarded the Diploma, students must satisfy all of the following requirements: 

(a) pass at least 80 credits with a mark of at least 40%; and 

(b) attain an average of at least 40% for the 120 credits of study examined for the diploma;  

(c) and satisfy any other specific requirements for the named diploma. 

https://www.ed.ac.uk/academic-services/policies-regulations/regulations/assessment-regulations
https://www.ed.ac.uk/academic-services/policies-regulations/regulations/assessment-regulations
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5.3.5 Degree classification 

A further Board of Examiners meets in October to confirm Dissertation marks and to look at 

students' overall mark profiles. At this meeting, degree classifications will be decided according 

to University regulations. 

To be awarded an MSc degree, a student must:  

(a) have satisfied requirements for progression, as detailed above; and 

(b) attain an additional 60 credits, by achieving a mark of at least 50% for the dissertation or 

placement component, 

(c) and satisfy any other specific requirements for the programme as stated in the 

programme handbooks. 

Students who fail to achieve a mark of 50% or more for the Dissertation will be awarded the 

Diploma, provided coursework requirements for the Diploma are met. 

The MSc does not receive a numerical mark or grade. However, there are 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%.   

5.4 Borderline Cases 

It is possible that a student gets marks in the borderline range to a higher award class. The 

University’s Taught Assessment Regulation 44 on borderlines states that Boards of Examiners 

must consider students whose marks are borderline for progression, award or classification 

purposes. 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 rules to decide if 

a borderline case should be awarded a higher class: 

5.4.1 Borderlines for Award of Merit or Distinction 

a) Both the coursework average and the dissertation mark must be at least in the 
borderline range to the higher award class (58.00-59.99, 68.00 – 69.99) 

b) 50% or more of the coursework marks fall in a class above that indicated by the mean 
coursework mark (e.g., marks for courses totalling 60 credits or more out of a maximum 
of 120 credits) 

c) Either the coursework average or the dissertation mark must be in the higher award 
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class. 

Example A: a student with a coursework average of 70%, of which 60 credits have marks of 

70% or higher (e.g., 85, 85, 85, 51, 51, 51), and a dissertation mark of 68%, would be 

awarded a distinction. 

Example B: a student with a coursework average of 68.3%, of which less than 60 credits have 

marks of 70% or higher (e.g., 85, 85, 60, 60, 60, 60), and a dissertation mark of 70%, would 

be awarded a merit 

5.4.2 Borderlines for Award of MSc Pass* 

Where a student has achieved a borderline mark for their dissertation (48.00 -49.99), the 

following rules will apply: 

a) Where the student has valid Special Circumstances for the dissertation, the Board of 
Examiners may consider awarding a pass (TAR 44.4). 

b) Where the student does not have valid Special Circumstances for the dissertation, an 
award of pass will not be made. The student will be offered one dissertation 
resubmission attempt (TAR 58). 

 

5.5 Graduation 

University graduation ceremonies are held twice a year, in June/July and November/December. 

Most Masters students graduate in the November/December ceremony. The School often 

arranges a drinks reception to take place after the formal ceremony. For more information, 

please see our Graduations website.  

  

https://www.sps.ed.ac.uk/students/your-studies/graduations
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6. Welcome Week, registration, confirmation of attendance and 
certificate of matriculation 

6.1 Welcome Week 

Welcome Week is the week before teaching starts. Students are strongly encouraged to 

participate in the online events that are organised by the University and the School during this 

time. All new Postgraduate Taught students will be enrolled onto to the "SPS Postgraduate 

Taught Welcome Hub" (a Learn site which is accessed via MyEd). The Welcome Hub provides 

links to the programme welcome meetings, where students will meet with their Programme 

Director and find out more about the programme. It also contains student support guidance, 

pre-recorded information sessions and study skills videos to help students transition into the 

new academic environment and familiarise themselves with the School. Students should also 

explore the New Students section of the University website for information on student services 

and support available for international students as well as social events and other opportunities 

to meet with other students. 

6.2 Registration (Matriculation) 

During Welcome Week, students need to register for their programme. This is done in a 2-part 

process: 

1. Completion of an online registration form, payment of fees, application for and collection 

of student card: more information here. 

2. Students will also need to have their attendance confirmed. Students will not be able to 

access any of the School’s facilities without completing these two steps.  

During Welcome Week students are also advised to: 

 Read the relevant Programme Handbook 

https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/student-

handbooks 

 Meet their Programme Director (see 

https://www.sps.ed.ac.uk/students/postgraduate/new-students/welcome-week) for more 

information 

6.3 Confirmation of Attendance 

All new students need to have their attendance confirmed at the start of the academic year. It 

is an essential part of the matriculation process. Students can confirm their attendance by 

completing a short survey which is available on the Home section of the SPS Postgraduate 

Taught Welcome Hub. The Welcome Hub can be accessed directly from the Learn channel in 

MyEd, or login at www.learn.ed.ac.uk.  

https://www.ed.ac.uk/students/new-students/ready-university/top-6-tasks/matriculation
https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/student-handbooks
https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/student-handbooks
https://www.sps.ed.ac.uk/students/postgraduate/new-students/welcome-week
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6.4 Certification of Matriculation (proof of student status)  

A Certificate of Matriculation provides proof that a student is fully matriculated for a particular 

academic session. These letters can be ordered from the University Student Administration 

website:  http://www.ed.ac.uk/student-administration/order-documents/matric-certificate 

A student must have fully completed the registration and matriculation process as detailed 

above in order to apply for a certificate.  

  

http://www.ed.ac.uk/student-administration/order-documents/matric-certificate
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7. Your Studies: Courses 

7.1 Choosing courses and enrolment 

All programmes have at least one compulsory course, and most have some elective courses. 

The courses students can take as part of their programme are listed in the Degree Programme 

Table (DPT). More information about each course is available through the clickable links in the 

DPT. Students are responsible for checking that the courses they choose 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. 

7.2 Completing Course Enrolment (Registering for Courses) 

The Postgraduate Teaching Office operates a pre-enrolment system to manage the allocation 

of students’ places to courses across the School. Students should expect to receive a link to the 

pre-enrolment form via email in our summer communications during August. This provides 

students with an opportunity to see what courses are available, and, working in conjunction 

with PATH, form a provisional timetable. Forms should be completed as soon as possible and by 

Friday 10 September 2021 at the latest.  

Based on the pre-enrolment information gathered in this process, 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 

during Welcome Week, then this will be possible until the end of the second week of the 

semester. In doing so, however, students will have to expect that some more popular course 

options might be unavailable by that point. [See below for information on course changes.] 

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. 

7.3 Your timetable  

Timetables for all classes can be found by following the links below:  
  

 My Timetable  
 Course Timetable Browser  
 

http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm
http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm
http://www.drps.ed.ac.uk/21-22/dpt/drps_sps.htm
https://path.is.ed.ac.uk/
http://www.myed.ed.ac.uk/
mailto:pgtaught.sps@ed.ac.uk
https://www.ed.ac.uk/timetabling-examinations/timetabling/personalised-timetables/student-timetables
https://browser.ted.is.ed.ac.uk/
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7.4 Changing courses and withdrawing from courses 

7.4.1 Changing Courses 

Students can change courses once per semester up until the end of week 2, if the course has 

places available. To do so, students should receive approval from the Course Organiser and 

Course Administrator of the course they wish to change into, as well as approval from their 

Programme Director.  Students should complete the Course Change form and upload the 

three approvals to the form. 

7.4.2 Withdrawing from courses 

It may be possible for students to withdraw from an elective course, provided there is a valid 

reason for the withdrawal. To do so, students must email their Programme Director to obtain 

permission. Please note, any withdrawals made after week 6 each semester remain visible as a 

withdrawal on your record. 

7.5 Auditing Courses 

Masters students may be able to 'audit' the equivalent of one 20 credit courses per semester, 

in addition to their standard requirement of 120 credits. Auditing means that students sit in on 

a course they are interested in without being formally assessed for their performance.  

Audited courses appear on the final transcript but do not incur any course credits. Auditing is at 

the discretion of the Course Organiser – some courses might 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. It is each student’s own 

responsibility to contact course organisers before being signed up for their course to clarify 

whether auditing it is possible and under what circumstances. Once the Course Organiser has 

confirmed by email that they are willing to take auditing students, students must email the 

confirmation of approval to pgtaught.sps@ed.ac.uk (and ask to be signed up for the course as 

an ‘auditing’ student. It is students’ own responsibility to check the course record on MyEd to 

ensure they are signed up in the correct study mode for a course. Please note, a request to 

audit a course may be accepted provisionally, but may be withdrawn if that place is needed by 

a student taking the course for credit and may not be processed until after credit bearing 

courses have been registered. 

7.6 Additional Credits 

Students may request to enrol in additional credits (up to 20). This can only be considered for 

Semester 2 and where the student has evidence of good performance in Semester 1 (an overall 

average of 65% or more). The student must provide a rationale for undertaking the additional 

https://www.sps.ed.ac.uk/students/postgraduate/new-students/course-selection/postgraduate-taught-courses
mailto:pgtaught.sps@ed.ac.uk
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credit (as opposed to simply auditing) and must be clear on which credits will be used for their 

degree classification. Permission must be sought from College – the PG Teaching Office 

(pgtaught.sps@ed.ac.uk) can advise on this process. 

7.7 Learning and information platforms 

7.7.1 MyEd (Student Portal) 

Students at the University of Edinburgh have access to MyEd, the web portal for applicants, 

students, staff, visitors and alumni. Users can log in to MyEd using EASE, the University's secure 

login system. Anyone experiencing difficulties logging on to MyEd should contact 

IS.helpline@ed.ac.uk.  

7.7.2 LEARN 

All courses in the School use LEARN to support teaching and learning. LEARN is a ‘virtual 

learning environment’, a platform where Course Organisers can share information about course 

readings, updates and announcements. Please regularly check LEARN to keep up to date with 

your courses (we would expect you to check regularly throughout each week. LEARN can be 

accessed via MyEd or directly at www.learn.ed.ac.uk.  

7.7.3 EUCLID 

The official University record of each student including contact details, courses taken, marks, 

attendance, credits gained and other achievements is stored on the EUCLID (Edinburgh 

University Complete Lifecycle Integrated Development) system, which can be accessed through 

MyEd. 

  

mailto:pgtaught.sps@ed.ac.uk
http://www.myed.ed.ac.uk/
https://www.myed.ed.ac.uk/
https://www.myed.ed.ac.uk/
mailto:IS.helpline@ed.ac.uk
http://www.learn.ed.ac.uk/
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8. Your Studies: Assessment  

8.1 Assessment and coursework requirements 

 

The different components of a course may be assessed in a variety of ways appropriate to its 

aims and content. All courses in the Postgraduate Teaching Office 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 course 

work. Marking is also carried out anonymously across the board, so that students can expect 

the judgement to be fair and equitable. 

8.2 Submission and return of coursework 

Coursework for courses taught in the School is submitted online using our electronic 

submission system, ELMA. Students are not required to submit a paper copy. Marked course 

work, grades and feedback are also returned via ELMA. We undertake to return all coursework 

within 15 working days of submission (with the exception of dissertations, which take longer to 

mark). This time is needed for marking, moderation by a second marker and the input of results 

by the office. If there are any unanticipated delays the Course Organiser will inform students of 

the reasons.  

 

For information, help and advice on submitting coursework and accessing feedback, please see 

the ELMA SharePoint page. https://uoe.sharepoint.com/sites/hss/sps/ELMA/. The SharePoint 

page is the primary source of information on how to submit work correctly and provides advice 

on approved file formats, uploading feedback sheets and how to name files correctly. Any 

items submitted electronically through ELMA require students to state their exam number 

NOTE that the following rules and procedures on assessment and coursework requirements 

apply to all Postgraduate Teaching Office 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. 

NOTE that weekends and days on which the University is closed (e.g. during the Christmas 

Break) do not count as ‘working days’ and the return of coursework can therefore take 

longer. LEARN will normally specify the dates when marks are due to be returned. 

https://uoe.sharepoint.com/sites/hss/sps/ELMA
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(printed on the student ID card) and NOT their matriculation number. This is to ensure that all 

marking is anonymous.  

Further detailed guidance on each component of assessment deadline and a link to the ELMA 

SharePoint page and submission guidance will be sent as an email and is available on the LEARN 

page prior to submission deadlines for each individual component of assessment of each 

course. When submitting work electronically, students are asked to tick a box confirming that 

the work is their own except where they have acknowledged the use of the works of other 

people (please read guidance below on ‘Guidance on how to avoid academic misconduct 

(including plagiarism)). 

8.3 Confirmation of marks 

All coursework assessment is reviewed at a formal Board of Examiners held at the end of each 

semester. All marks returned to students are provisional until ratified by the Board. Provisional 

component of assessment marks are posted on ELMA and MyEd; once ratified, final overall 

course marks are recorded as ratified within MyEd, after each semester Board of Examiners.  

8.4 Extensions, deadlines and penalties 

8.4.1 Assessment Deadlines 

Coursework deadlines are 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 

may incur a penalty. 

 

8.4.2 Extensions 

If students cannot meet a given deadline, they should seek an extension in advance following 

the appropriate procedure. Supporting evidence such as a medical certificate might be required 

for extensions of more than 5 calendar days. 

Computer or printer failures are never regarded as adequate justification for an extension. 

Students are expected to back up their work regularly so that they have two independent up-

to-date copies at all times. Students should also plan their submission well to work around 

potential delays due to high levels of traffic on University servers or busy periods in university 

computer labs, which might affect their access to internet and/or IT facilities. Poor time 

management is also not normally a valid reason for an extension. Follow the link above on the 

appropriate procedure for a list of circumstances that do or do not qualify for an extension. 

 

http://www.sps.ed.ac.uk/gradschool/current_students/msc_by_research_students/extensions
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8.4.3 Late Submission Penalty 

Coursework submitted late, including the dissertation, without an approved extension in place 

incurs a lateness penalty of 5 marks for each calendar day of lateness up to a maximum of 7 

calendar days, after which a mark of ‘0’ will be given.  

 

Any submission errors that prevent the work being marked (i.e wrong essay uploaded, corrupt 

file) will be handled as late, and reviewed on a case by case basis. 

 

8.4.4 Word Count Penalty 

Every written assignment has a maximum word count stated in the Course Handbook/Course 

Learn site. The word count includes footnotes and endnotes (if any), in-text references, 

appendices, tables and diagrams, but not the bibliography, the cover page, the abstract and the 

table of contents. If you go over the word count, you will receive a 5 mark penalty. These 5 

marks will be deducted, regardless of how much you have exceeded the word count (whether it 

is by 5 words or by 500). 

  

In exceptional circumstances, a Course Organiser may decide that, instead of a 5 mark penalty, 

any text beyond the word limit will be excluded from the assignment and be marked only on 

the text up to the word limit. Given that footnotes and endnotes are included, you may wish to 

use a concise referencing style such as the Harvard System. Note that the above applies to 

coursework. The dissertation word length – and what is included in it – is specified in the 

dissertation handbook. 

8.5 Special Circumstances 

We are 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 special circumstances via the Extensions 

and Special Circumstances Service.   

Full details can be accessed via: Extensions and Special Circumstances Service 

8.6 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 

https://www.edweb.ed.ac.uk/student-administration/extensions-special-circumstances
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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 weekly “guidance and feedback hours” that every member of staff 

holds during general teaching times (for details, check our staff pages). These are drop-in 

sessions and they are open to all students. 

  

https://www.sps.ed.ac.uk/students/postgraduate/taught-msc/your-studies/assessment/marking
https://www.sps.ed.ac.uk/people
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9. Guidance on how to avoid academic misconduct (including 
plagiarism)  

9.1.1 Academic misconduct 

Academic misconduct is not just deliberate cheating. It can be unintentional and, whether 

intended or not, significant grade penalties can be applied to affected assignments. It is the 

responsibility of every student to understand what is and is not permitted; lack of awareness 

will not prevent grade penalties being applied.  

The university takes a zero-tolerance approach to collusion (doing assessed work together 

when not allowed), falsification (knowingly providing false information, data etc. in 

assignments), and the use of any kind of essay-writing services or essay mills. Students found 

guilty of these practices may be subject to formal disciplinary procedures as well as very heavy 

grade penalties.  

The most common form of misconduct we encounter in the School of Social and Political 

Science is plagiarism, including self-plagiarism (copying your own work from one assignment to 

another). 

 

9.1.2 How to avoid penalties for plagiarism and self-plagiarism 

Academic misconduct is not just deliberate cheating. It can be unintentional and, whether 

intended or not, significant grade penalties can be applied to affected assignments. It is the 

responsibility of every student to understand what is and is not permitted; lack of awareness 

will not prevent grade penalties being applied.  

The university takes a zero-tolerance approach to collusion (doing assessed work together 

when not allowed), falsification (knowingly providing false information, data etc. in 

assignments), and the use of any kind of essay-writing services or essay mills. Students found 

guilty of these practices may be subject to formal disciplinary procedures as well as very heavy 

grade penalties.  

The most common form of misconduct we encounter in the School of Social and Political 

Science is plagiarism, including self-plagiarism (copying your own work from one assignment to 

another).  

 

How to avoid penalties for plagiarism and self-plagiarism  

Plagiarism is giving the impression that information you have included in an assignment is your 

own idea or your own words, when actually it is not. Every year, students receive penalties for 
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plagiarism despite having no intention of doing anything wrong, so it is really important that 

you understand how to reference ideas and indicate quotes from others’ work correctly.   

To avoid plagiarism, write in your own words (your own ‘voice’) as much as possible, including 

in your notes so to avoid accidental plagiarism, providing a citation (see below) to show whose 

ideas you are using. Close paraphrasing, i.e. using a chunk of someone else’s text and just 

rearranging or changing some words, is plagiarism.  

Use a recognised referencing system such as the Harvard system. Every time you include 

information such as facts or ideas from others’ work, add an in-text citation, giving the 

author(s) and published date of the source (paper, book, website etc), like this:  

Pro-environmental values do not necessarily lead to action (Barr, 2006).  

Then list all the sources you have cited in a reference list at the end of the assignment.  

Do not use other students’ work as sources for your own unless this is advised by the course 

organiser.  

  

How to cite sources you haven’t read yourself, ONLY if it’s impossible to read them:  

If you read an article/book by Smith that refers to work by Zhang, and you want to discuss 

Zhang’s work in your assignment, read Zhang’s work yourself and give your own summary of it. 

If that is not possible, do not simply copy the citation of Zhang from the paper by Smith – this is 

called ‘secondary citation’ and is not allowed. Instead, you should cite what you have read 

about Zhang’s work in Smith’s article/book like this:  

 Zhang, 2015, as cited by Smith, 2019  OR  Zhang, 2015, in Smith, 2019  

Using someone else’s words (direct quoting): Use quotation marks (“ ”) to indicate where you 

have quoted (copied the exact words of) someone else, AND provide the reference, including 

page number(s) where the quote is to be found in the original source, like this:  

Values are “guiding principles in the life of a person or other social entity” (Schwartz, 1994, 

p.21). Avoid using a lot of quotes; more than 2 or 3 in an essay normally means you are not 

expressing ideas in your own words enough.  

If you copy statistics, tables, diagrams etc directly from others’ work you should clearly state 

the source, including a page number if possible.  

You must not copy from an assignment you previously submitted for credit at any institution 

(including your school(s) or any other university). This is self-plagiarism. If you retake a course, 

an assignment (or any part of it) submitted one year cannot be resubmitted in a different year. 

Similarly, you must not copy from a previously submitted assignment into a resit assignment for 
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the same course, or from an assignment for one course into an assignment for a different 

course, either in the same year or a different year.  

To detect plagiarism we use Turnitin, which compares students’ assignments against a 

constantly-updated global database of existing work. Students who have included plagiarised or 

self-plagiarised material in their work will be reported to an Academic Misconduct Officer for 

investigation. Penalties range from 10 marks deducted to the assignment grade being reduced 

to zero.  

Do not put your work through Turnitin yourself before submission. This can lead to you being 

investigated for academic misconduct by making it seem that an identical assignment already 

exists.  

Use of translation software/services and proof-reading services  

You must not use translation software or services (including unpaid services of friends or 

relatives) to translate your assignments from another language into English, as this means the 

work is not yours alone. It is best to write as well as submit your work in English. You are 

allowed to write in another language and then translate the work yourself but this is not very 

efficient.  

A proof-reader is a person who may make suggestions for minor changes to spelling, 

punctuation, grammar, and syntax in order to improve the readability of written assignments. 

You are allowed to use a proof-reader e.g. a friend, family member, or paid professional, but 

there are strict guidelines about what proof-readers are allowed to do. You must read these 

guidelines and share them with anyone you ask to proof-read your work who is not part of the 

University proof-reading service. If you do not follow the guidance, you may be reported for 

academic misconduct if the proof-reader has altered the work too much for it to be considered 

solely yours. The guidelines are available here.  

For further details on plagiarism and other forms of academic misconduct, and how to avoid 

them, visit the university’s Institute for Academic Development webpage on good academic 

practice: https://www.ed.ac.uk/institute-academic-development/undergraduate/good-practice 

and the info here:  

https://www.ed.ac.uk/academic-services/students/conduct/academic-misconduct/what-is- 

academic-misconduct  

And see also our College’s guidance on expectations for Student Assessments: 

https://www.ed.ac.uk/files/atoms/files/cahss_academic_expectations_2021-22_ver_5_0.pdf 

 

If you have any questions or would like to discuss anything related to matters of academic 

https://www.ed.ac.uk/institute-academic-development/undergraduate/good-practice
https://www.ed.ac.uk/academic-services/students/conduct/academic-misconduct/what-is-%20academic-misconduct
https://www.ed.ac.uk/academic-services/students/conduct/academic-misconduct/what-is-%20academic-misconduct
https://www.ed.ac.uk/files/atoms/files/cahss_academic_expectations_2021-22_ver_5_0.pdf
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misconduct, contact your personal tutor or the School Deputy Academic Misconduct Officer, Dr 

Rachel Howell (rachel.howell@ed.ac.uk).  

 

 

10. Appeals 

According to University regulations, students may not ask for their work to be re-marked, but 

can ask for a decision to be reviewed.  For more information please see the University’s 

Appeals webpage. Decisions can be appealed only after they are finalised by a Board of 

Examiners.  

 

11. Your Voice 

11.1 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, tutors, administrative staff and Programme Directors at any time, including 

through our extensive system of student representation. 

Student representatives – both Programme and Elected Representatives – work closely with 

staff to ensure your voice is heard on the issues that matter to you, from teaching and learning, 

to student support, key services, and your sense of belonging to the University community. 

Throughout the year, representatives will gather feedback from you, share that feedback with 

relevant staff and other student representatives including the five full-time Sabbatical Officers, 

and work to enhance your student experience. Your School will facilitate communication 

between you and your representatives, in-line with this guidance. Student representatives are 

trained and supported by staff within the Students’ Association. 

Each School elects a EUSA Postgraduate School Rep whose collective role is to represent the PG 

students, both postgraduate taught and research students, to the School, the wider University 

and the Students’ Association. The election takes place in October. The PG School rep will be 

invited to attend Students’ Association’s Student Council and sit on relevant School-level 

committee meetings (PG Education Committee and PG Board of Studies). They will also be 

NOTE that all work submitted for assessment is electronically submitted by the Course 

Administrator and scanned for plagiarism using software called ‘Turnitin’ which also holds 

records of papers submitted to other universities. 

mailto:rachel.howell@ed.ac.uk
https://www.ed.ac.uk/academic-services/students/appeals
https://www.sps.ed.ac.uk/students/postgraduate/your-voice/student-representation
https://www.eusa.ed.ac.uk/yourvoice/yourrepresentatives
https://www.ed.ac.uk/files/atoms/files/guidanceschoolcommsrep.pdf
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expected to host/convene an annual school level meeting for all PG reps. Students should go to 

their School Rep if they identify an issue which crosses multiple courses and programmes. 

Each degree programme appoints a programme representative (usually during the programme 

welcome meeting), whose main role it is to promote and facilitate communication between 

students on their programme and their Programme Director throughout the year. They are also 

be expected to liaise with the EUSA PG School Rep.  

The School Rep and Programme reps will receive special training by the Edinburgh University 

Student Association (EUSA), which has a vibrant postgraduate community. They will be 

expected to attend Staff/Student Committee meetings each semester where they can discuss 

matters of mutual interest and concern. More details about the roles and responsibilities of our 

student reps can be found on our student representation pages.  

11.2 Student Voice Policy 

In addition to the student representation structure described above, the school welcomes and 

encourages feedback from students in other ways as outlined in the Student Voice Policy  

11.3 Quality assurance: course and programme feedback 

We invite written feedback on each course during and towards the end of teaching.  The mid-

course feedback normally happens within week 5.  Course organisers will let students know 

how they can offer feedback.  Student can expect a response to their feedback during the 

following week or by week 7 of teaching at the latest.   

Student views and suggestions collected at the end of each semester form the basis for annual 

reporting according to the University’s quality assurance procedures. Every year we also invite 

students to express their views on their programme overall and the dissertation process (in the 

national Postgraduate Taught Experience Survey). We are keen to encourage students to 

participate in these assessments, so results are representative and comprehensive. Any points 

raised by students are considered by our annual reflective programme reviews and inform 

changes we make for the following academic years. 

11.4 Problems and complaints 

Where problems cannot be resolved by the Student Support Officer or Programme Director, 

students are invited to contact the Director of Postgraduate Taught Programmes, Kate Wright 

(PGTdirector.SPS@ed.ac.uk)  

For further information about the University's formal Student Complaint Procedure see here. 

Before escalating a problem to the University level, students are encouraged to first approach 

that school for a solution. 

https://www.eusa.ed.ac.uk/activities/eusapostgraduate/
https://www.eusa.ed.ac.uk/activities/eusapostgraduate/
http://www.sps.ed.ac.uk/gradschool/community_and_representation/student_representation/student_representatives
https://www.ed.ac.uk/files/atoms/files/studentvoicepolicy.pdf
https://www.heacademy.ac.uk/institutions/surveys/postgraduate-taught-experience-survey
mailto:PGTdirector.SPS@ed.ac.uk
http://www.ed.ac.uk/university-secretary-group/complaint-handling-procedure
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12. Your Responsibilities, Conduct, and Safety 

12.1 The Student Contract 

Successful study at University stems from a partnership between students and staff, and 

the University is committed to providing you with a learning environment and student services 

which enable you to fulfil your potential.   

 Underpinning this partnership, the University has a supportive set of regulations, policies and 

procedures. These, along with the Terms and Conditions, form the contract between you and 

the University in relation to your studies at the University.  

Full details: https://www.ed.ac.uk/students/academic-life/contract    

12.2  Learning as responsibility: attendance and participation 

The University expects all students to attend all their University classes, lectures and 

seminars. This includes participating fully in the requirements of all courses, including 

submitting assignments, contributing to tutorials and workshops or laboratories, attending 

meetings with Personal Tutors, group meetings and sitting examinations.  

Staff take attendance records at in-person and online live small group teaching activities 

where the size is 50 students or fewer. . The main purpose of attendance monitoring is to help 

students manage their progress throughout the year and to provide additional pastoral or 

academic support where needed.  

If students have to miss a class due to unforeseeable circumstances (for example, illness on 

the day), it is their responsibility to contact the Course Organiser well in advance. Students are 

then expected to take steps to catch up with what they might have missed. 

All students are expected to take an active part in lectures, seminars and tutorials, as this is a 

central part of the learning process. In some courses, participation forms part of formal 

assessment. Postgraduate study thrives off student interactions – the more engaged and 

prepared students are, the more they will gain from the experience and each other. 

Much of students’ study time is spent working independently, reading and preparing for 

classes, and writing papers and other assignments. This component increases over the course 

of the year, as students begin their dissertation or placement. The school provides maximum 

support throughout the academic year to help students navigate their independent learning. 

Students should remember to refer to Programme Handbooks and course information 

contained on LEARN, our ‘virtual learning environment’, and to ask any questions to the 

Programme Director and Course Organisers first. Students also have access to a range of 

support services throughout the university that can help them make the most of their 

https://www.ed.ac.uk/students/academic-life/contract
https://www.ed.ac.uk/edhelp
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postgraduate programme. 

12.3 Fire, accidents & emergencies – Chrystal Macmillan Building 

Fire alarms are located throughout the building. If the alarm rings, leave the building by the 

nearest exit and assemble at the side of the building on Middle Meadow Walk. The fire alarm is 

generally tested on a Tuesday at 11.00 and will sound briefly. 

Any accident should be reported to the main reception in the Chrystal Macmillan Building.   

First Aid boxes are located in all kitchen pointsand the main Chrystal Macmillan Building 

Reception. 

In case of an emergency of any kind, call security on 2222 (internal) or 0131 650 2222 

(external). 

12.4 Harassment 

Guidance on how to deal with harassment is contained in the University Code of Student 

Conduct. The Code covers definitions of harassment, and details the range of help available, 

from self-help to informal and formal measures. Contact details for student advice services, 

such as The Advice Place and Students’ Association, together with external bodies such as the 

police, are also included. 

A network of Contact Officers, Advisers and Conciliators is available, and reports to the 

University's Equity, Diversity and Inclusion Committee. Full information can be found at: 

https://www.ed.ac.uk/equality-diversity 

12.5 Security and personal possessions 

Students’ personal possessions are not covered by the University’s insurance policy. Lost 

property may be handed into the main Reception on the ground floor. If items go missing 

please inform Security (0131 650 2257) and the School Reception Email: 

sps.reception@ed.ac.uk  

12.6 Dignity and respect 

As part of the University’s efforts to offer as supportive learning environment as possible, it 

is developing a framework on Dignity and Respect which will underline the 

University’s commitment  to create a culture where all staff and students are treated with 

respect and feel safe and fulfilled within the university community. To view the full policy, go 

to: https://www.ed.ac.uk/equality- diversity/respect  

https://www.ed.ac.uk/students/academic-life/conduct
https://www.ed.ac.uk/students/academic-life/conduct
https://www.ed.ac.uk/equality-diversity
mailto:sps.reception@ed.ac.uk
https://www.ed.ac.uk/equality-diversity/respect
https://www.ed.ac.uk/equality-diversity/respect


31 

12.7 Data protection and Student Responsibilities 

Under Data Protection Law, personal data includes all recorded information about a living, 

identifiable individual. Students using personal data as part of their studies must comply with 

the University's data protection policy and the related responsibilities as outlined in the linked 

guidance. Before using personal data as part of their studies students must become familiar 

with the linked guidance, discuss implications with their supervisor and seek appropriate ethics 

approval. They must also obtain consent from the data subjects to take part in the studies. 

Failure to comply with the responsibilities under the policy is an offence against University 

discipline. A breach of the University policy can cause distress to the people the information is 

about, and can harm relationships with research partners, stakeholders, and funding 

organisations. In severe circumstances the University could be sued, fined up to £20,000,000, 

and experience reputational damage. 

For student responsibilities when using personal data please see: 

https://www.ed.ac.uk/data-protection/data-protection-guidance/personal-data-processed-

students   

12.8 Health and Safety 

The University has a duty, so far as reasonably practicable, to ensure the health, safety and 

welfare of all employees and students while at work, and the safety of all authorised visitors 

and members of the public entering the precincts of the University. The University Health and 

Safety Policy is issued upon the authority of the University Court and contains the Health and 

Safety Policy statement and summary of the organisation and arrangements of health and 

safety within the University. The successful implementation of the University Policy requires the 

support and co-operation of all employees and students - no person shall intentionally interfere 

with, or misuse anything provided by the University in the interest of health, safety or welfare.  

The University Health and Safety Policy 

The University Health and Safety Policy is supported by a Framework document published in 

two parts on the Organisation and Arrangements of health and safety within the University. 

Individuals are required to comply with any procedures or arrangements formulated under the 

authority of this Policy. Any questions or problems about matters of health and safety can be 

taken up initially with the School Safety Adviser. Further guidance on health and safety matters 

can be found on the Health and Safety Department website at  

http://www.ed.ac.uk/health-safety  

including contact details for all professional staff within the corporate Health and Safety 

Department. 

https://www.ed.ac.uk/data-protection/data-protection-guidance/personal-data-processed-students
https://www.ed.ac.uk/data-protection/data-protection-guidance/personal-data-processed-students
http://www.ed.ac.uk/health-safety
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13. Support and Advice 

13.1 Student services and support 

We very much hope that students will find their time with the School enjoyable and rewarding, 

and that they will take advantage of all that the University has to offer, both academic and 

social.  

13.2 Pastoral support through the Programme Director 

Apart from their more strictly academic duties, Programme Directors may also act as Personal 

Tutors for students on their programme. Students should check MyEd for who their Personal 

Tutor is.  They are the first line of support for academic issues. Students are encouraged to 

inform their Programme Director/Personal Tutor immediately if any problems arise that are 

interfering with their studies, including any personal, religious or health requirements that 

might affect their participation in any aspects of their studies. Some larger programmes might 

have an additional Personal Tutor to assist the Programme Director in providing support to 

students. 

Each Masters student will have at least two individual meetings with their Personal Tutor, and 

additional meetings can be requested throughout the academic year. Personal Tutors normally 

also run two group meetings, one in Welcome Week and another one in semester 2. 

The Programme Director can also offer assistance to students in respect of their selection of 

elective courses, changing courses and auditing as well as support in the early stages of finding 

a dissertation topic or work-based project.  

If necessary, and in discussion and agreement with the student, the Programme Director with 

support from the Student Support Officer sso.sps@ed.ac.uk can help arrange a formal 

Authorised Interruption of Studies ('time off' from the degree), or an Extension of Studies (an 

extension to your period of study). It may also be possible for Home students to change from 

full-time to part-time study. Note that student visa holders must check the impact of any 

interruptions or extensions on their visa: Edinburgh Global can advise on this.  If a student has 

a scholarship or funding, they should contact the funding body with reference to the impact an 

Authorised Interruption of Studies may have. 

13.3 Student Support Officers 

Your Student Support Officer is your first point of contact for administrative and pastoral issues. 

These include: 

https://www.sps.ed.ac.uk/students/postgraduate/current/taught-msc/personal-tutors
https://www.sps.ed.ac.uk/students/postgraduate/current/taught-msc/personal-tutors
mailto:sso.sps@ed.ac.uk
https://www.ed.ac.uk/global
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 Special Circumstances and Extensions 

 Leaves of absence and authorised interruptions of study 

 Ideas for community activities on your programme 

 

There are two taught Masters Student Support Officers, each responsible for supporting 

students on a cluster named programmes. They can be contacted via sso.sps@ed.ac.uk. Please 

see check your Programme Handbook for your Student Support Officer. 

13.4 Student Disability and Schedule of Adjustments 

Students with long‐term health problems and specific learning differences such as dyslexia or 

dyspraxia must contact the Student Disability Service as soon as possible after their arrival in 

Edinburgh. The Disability 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 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 specific 

learning differences or other long-term circumstances to be taken into account across all their 

courses, they need to contact the Student Disability Service in time for arrangements to be put 

into place. Either way, the Adjustment Schedule cannot provide extensions for all coursework.  

13.5  Absence from the University 

If students need to be away from Edinburgh for more than a month, they must ask their 

Student Support Officer/Programme Director to fill in a Leave of Absence form, and submit this 

to the Student Support Team or email it to sso.sps@ed.ac.uk. This includes the summer period 

when students are working on their dissertation or undertake a work placement outside 

Edinburgh. It is every student’s own responsibility to check that being away from Edinburgh 

does not violate the conditions either of their visa or their loan/funding body (if appropriate). 

13.6 Tier 4 and Student Visa requirements 

As a student visa holder, the University of Edinburgh is the sponsor of your UK visa.  

Information or advice about your immigration status can be obtained by contacting the Student 

Immigration Service.    

 

mailto:sso.sps@ed.ac.uk
https://www.sps.ed.ac.uk/students/postgraduate/current/taught-msc/student-handbooks
https://www.ed.ac.uk/student-disability-service
https://www.ed.ac.uk/student-disability-service/students/support-we-provide
mailto:sso.sps@ed.ac.uk?subject=pgtaught.sps@ed.ac.uk
https://www.ed.ac.uk/student-administration/immigration
https://www.ed.ac.uk/student-administration/immigration
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13.7 Student Wellbeing 

As with all transitions in life, applying to and studying at university can be both exciting and 

challenging – whether it is your first time at university or you are returning to higher education, 

and whether you have a pre-existing mental health condition or not, it is important to look after 

yourself. University can be busy and stressful at times, this can in turn cause our state of 

wellbeing to fluctuate. We all have strategies for coping with ups and downs in life and it is 

important to continue using and revising these skills, to help support and maintain your 

wellbeing which is crucial to allow you to experience a positive and happy university journey. 

We provide a range of evidence-based resources, workshops and support which are available to 

you and can enable you to cope with the ups and downs of university life. These are provided 

by a number of different services, including the Centre for Sport and Exercise, Chaplaincy, 

Student Counselling & Disability Services and the Edinburgh University Students' Association. 

https://www.ed.ac.uk/students/health-wellbeing 

 

Other student Services: 

The University provides a wide range of Student Services. They include: 

 Edinburgh University Students’ Association (EUSA): www.eusa.ed.ac.uk/ 

 The Advice Place: https://www.eusa.ed.ac.uk/adviceplace . 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, housing, harassment and legal services. 

 Health and Wellbeing Centre: https://www.ed.ac.uk/students/health-wellbeing/health-
and-wellbeing-centre  The University of Edinburgh has a dedicated health and wellbeing 
hub for students based at 7 Bristo Square.  It houses a Pharmacy, the Student Counselling 
Serivce, Student Disability Services, the University Medical Centre and a Wellbeing Lounge.   
The Reception area is open from from 9am to 5pm, Monday to Thursday.  Twitter: 
@UoEDWellbeing 

 University Health Centre: 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 must register with a doctor 
at this or another local medical practice as soon as possible on their arrival in Edinburgh and 
for the duration of their studies. 

 Student Counselling: www.ed.ac.uk/schools-departments/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. 

 Student Disability Service: www.ed.ac.uk/schools-departments/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 

https://www.ed.ac.uk/students/health-wellbeing
http://www.ed.ac.uk/staff-students/students/student-services
https://www.eusa.ed.ac.uk/
https://www.eusa.ed.ac.uk/adviceplace
https://www.ed.ac.uk/students/health-wellbeing/health-and-wellbeing-centre
https://www.ed.ac.uk/students/health-wellbeing/health-and-wellbeing-centre
http://www.health-service.ed.ac.uk/
http://www.ed.ac.uk/schools-departments/student-counselling
http://www.ed.ac.uk/schools-departments/student-disability-service


35 

to discuss their requirements. Please note that learning difficulties and disabilities cannot 
be used as a reason to change course deadlines and regulations without a Learning Profile 
provided by the Disability Service. 

 Accommodation Services: www.accom.ed.ac.uk. Advice and support is available to help you 
find somewhere to live and assist with any housing issues. 

 Careers and employment: www.careers.ed.ac.uk. The University provides careers advice 
and resources to current students and to alumni for up to two years after graduation. 

 Chaplaincy Centre: www.ed.ac.uk/chaplaincy. Provides a meeting place for groups and 
individuals of any religious allegiance. The Chaplain, and our team of multi-faith honorary 
chaplains, offer support and guidance to all students. 

 Edinburgh Global: https://global.ed.ac.uk/.. Edinburgh Global offers all non-UK applicants 
and students’ assistance, advice and support.  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: Large parts of the material students will 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. 

 Sport: Information on the University’s sport and exercise facilities can be found here. 
  

http://www.accom.ed.ac.uk/
http://www.careers.ed.ac.uk/
http://www.ed.ac.uk/chaplaincy/
https://global.ed.ac.uk/
https://www.ed.ac.uk/student-administration/immigration
http://www.ed.ac.uk/information-services/library-museum-gallery
http://www.ed.ac.uk/schools-departments/information-services/services/library-museum-gallery/using-library/lib-locate
http://www.nls.uk/
http://www.ed.ac.uk/schools-departments/sport-exercise/home
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14. Student Development Office 

The School has an extensive support system in place to help students develop transferable skills 

and build their professional profile Students are encouraged to make the most of the 

opportunities provided to boost employability and develop key skills that they can utilised 

beyond the classroom. 

The Student Development Office connects PG students with the world of academia and beyond. 

With a focus on putting learning into practice, it is the framework through which the School 

delivers and facilitates skills training, career development and knowledge exchange for students 

on both taught and research programmes.  

The Student Development Office delivers a range of skills training workshops and development 

opportunities open to all PG students. In 2021-22 there will be a range of workshops and events 

to support our students’ journey through their studies: for example, focussing on successful 

study skills, academic writing workshops, presenting your work, using social media to showcase 

your research and careers advice incorporating CVs, job applications and the interview process.  

The SDO also offer 1-1 career and skills coaching, as well as opportunities to earn Professional 

Development Awards, evidencing commitment to personal and professional development. 

 

Of particular use to incoming students will be the support available for academic skills, 

learning and writing, even before they arrive. The Student Development Office hosts a variety 

of online resources, including the Learning and Academic Skills Handbook for MSc students, 

which we encourage students to start engaging with even before they arrive. Students are 

encouraged to check the SDO website regularly for new events and opportunities. 

The Student Development Office also provides financial and logistical support and advice to a 

range of student-led initiatives.   

The Student Development Office can be contacted at ssps.student.development@ed.ac.uk.  

14.1 The Study and Work Away service (SWAY)  

The Study and Work Away service (SWAY) works closely with the Student Development 

Office and manages the work-based dissertation scheme for any programmes that specifically 

offer this option (see above). Placements focus on connecting researchers with external 

organisations, providing real-life research questions in your particular area of interest. As well 

as offering a range of pre-negotiated placements, the team can help students set up their own 

project with an organisation of their choosing.  Students should be aware that the guidance 

for placement-related travel will be updated throughout the year in-line with the UK 

Government’s travel advice. 

https://www.sps.ed.ac.uk/students/development-hub/masters
http://www.sps.ed.ac.uk/gradschool/student_development/learning_and_academic_skills
http://www.sps.ed.ac.uk/gradschool/student_development/learning_and_academic_skills/learning_and_academic_skills_handbook_for_msc_students
mailto:ssps.practice@ed.ac.uk


37 

14.2 Higher Education Achievement Record 

Students graduating from the University will receive a Higher Education Achievement Report 

(HEAR). This provides detailed information about achievements that will be of use to future 

employers, for example:  

 Academic prizes and awards 

 Student Union or Sports Union representative or office bearer (min. duration: one 

semester) 

 Class, programme, subject area or School representative (min. duration: one semester; 

attending training is required)  

 Student membership of internal University review teams (for example, teaching 

programme reviews) 

 Sports Prizes awarded by the Sports Union 

 Student Union Societies – Official positions  

Students can view their HEAR record on MyEd. If any achievements have not been recorded, 

please notify your Programme Secretary, who will request your record be updated accordingly. 

To get advice on how students could boost their personal profile towards increased 

employability, contact the Student Development Office. 

  

http://www.ed.ac.uk/student-administration/order-documents/transcripts/hear
http://www.sps.ed.ac.uk/gradschool/student_development/masters_skills_hub
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15. Other academic support 

15.1 Programme-level support 

Different programmes do this in different ways, for example by developing written and 

presentation skills, the ability to work to deadlines, to work in a team and/or to carry out 

independent projects to a high standard. Several Programmes have specific skills and training 

provision aimed at the students on that Programme. For instance, some run writing workshops 

and weekend study retreats or Away Days, others give students the choice to submit mock 

essays and other formative assignments. The ideal point of contact for support within each 

individual programme is the Programme Director. 

15.2 SPS Academic Writing Resource 

All postgraduate students have access to academic writing resources and support. Academic 

Writing Online Resource is run by English Language Education (ELE) in collaboration with SPS. All 

PGT students in SPS are automatically enrolled for this resource, which will appear alongside their 

other courses on LEARN.  

SPS Academic Writing has several ways of helping you becoming a better writer: 

1.  Year-round, self-directed access to online resources, which teach you how to structure 

your writing, how to use academic sources (including referencing and citing), how to build 

a critical argument, and how to edit your writing for effective presentation. 

2. In Semester 1 and 2, ELE also offers students the opportunity to submit an extract of 

writing to ELE writing tutors for feedback. This resource is open to all PG students.. 

Students do self-directed learning in academic writing through three modules in the 

resource. Then, they have the opportunity to submit an extract from their SPS course 

assessment writing for feedback. The extract will be up to 500 words long and is chosen 

from any assessment they are preparing. Students will receive feedback from ELE tutors 

on (a) content and argument, (b) coherence and cohesion, (c) grammar, (d) vocabulary, 

(e) referencing, citing and presentation. Students can specify which areas they want 

focussed feedback on from tutors.  Students can choose to submit midway, as well as at 

the end of the semester. Full details of these submission dates will be automatically sent 

to you.    

There is a limit of 60 submissions in each time window, so it works on a first come, first serve 

basis. Double submissions are not permitted. The submission works via online drop boxes in 

LEARN. After receiving the ELE feedback, students can then revise their assessment and submit 

for marking by their SPS course organiser. More details on the process will be provided during 

Welcome Week. 
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16. Facilities 

Please note that smoking and the use of vaping devices is not permitted in any University 

buildings; smoking is illegal in enclosed public places in Scotland. 

16.1 Study Space 

The University has a number of spaces available for socially-distanced individual study and 

group study. They are located throughout the Universities different campuses and facilities. 

Dedicated accessible and postgraduate spaces are also bookable.  More details here: Student 

Study Space 

16.2 Computing, printing and IT facilities 

16.2.1 Wireless Internet Access 

Free wireless internet via the eduroam network is available in all public areas of the University 

central area (around George Square). 

16.2.2 Main computing locations 

 Main University Library in George Square. As well as the standard library facilities, the 

Main Library includes a café, open-access computer labs, and café PCs, and group study 

pods. Please note that not all normal facilities will be available due to social distancing 

measures put in place. 

 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 here.  

 SSPS Microlabs. Due to the restrictions and safety concerns around ventilation, the 

College and Estates team have agreed that it is currently not possible to reopen areas 

such as the Computer Lab in the basement of the Chrystal Macmillan building.  

 Logging on. Students can log on with their matriculation number and associated 
password issued during matriculation. Remember to log off when you are finished. 

It is recommended that students use their network space to save files. They can access this 

file space from any lab computer on campus. We advise not to rely on memory sticks or hard 

disks as a sole medium of storage, particularly for coursework that is due to be submitted to 

a specific deadline. Damage to either may lead to work being irretrievably lost, and the 

Postgraduate Teaching Office is not permitted by the University to make allowances for this 

by giving extensions or other concessions to students. 

  

https://www.ed.ac.uk/timetabling-examinations/timetabling/room-bookings/how-to-book-a-room/student-study-space
https://www.ed.ac.uk/timetabling-examinations/timetabling/room-bookings/how-to-book-a-room/student-study-space
http://www.ed.ac.uk/schools-departments/information-services/services/computing/desktop-personal/open-access/locations
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16.2.3 Email 

Access to e-mail is provided through MyEd. Students will have an e-mail address of the form: 

matriculation number@sms.ed.ac.uk.  

Students are urged to check their University e-mail frequently (at least 4-5 times weekly during 

Semester time), especially around and after coursework submission deadlines. When a message 

is sent to students’ University e-mail address, it is assumed that they have received and read it.  

16.2.4 Software 

The School provides remote access to all the software applications that students might need 

for their studies. This works from any internet connected computer – more information is 

available here.  

16.2.5 Printing 

Printing is free for taught PG students. However, we would expect a reasonable print limit to be 

the equivalent of 500 black & white A4 pages per year, and reserve the right to remove printing 

allowance from anyone who abuses their printing allowance. To set up the printing system, 

follow instructions provided by the University IT services. 

As a School we are committed to reducing our burden on the environment and are increasingly 

moving towards a paperless environment. Coursework is submitted electronically and increasing 

numbers of library sources are available electronically (via e-journals and e-books). Therefore, 

students will find that although there are various printers and copiers located throughout 

University buildings, they should rarely need to use them. Please print responsibly – store 

important information electronically where possible and print only when absolutely necessary. 

 

http://www.sps.ed.ac.uk/gradschool/current_students/msc_by_research_students/facilities_and_resources
https://www.ed.ac.uk/information-services/computing/desktop-personal/edprint/printing-copying-scanning

