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One of the University's three core goals is "To provide a superb higher
education and learning experience to outstanding students, irrespective of
their backgrounds, and to produce graduates distinguished by their
intellectual capabilities, employability, leadership qualities, and their ability
and ambition to contribute to society" (from the University of Manchester
Strategic Vision 2020). Our Student Charter, developed jointly by the
University and the Students' Union, is an important part of how we establish
and maintain clear mutual expectations for the experience of all
undergraduate and taught postgraduates. It sets out what we can expect from
each other as partners in a learning community.

The Charter provides an overview of the Manchester experience and refers
to regulations, policies and procedures; it is not a detailed personal
agreement or contract.

The content and implementation of the Charter are reviewed annually. If you
would like to make any comments or suggestions on the Charter then please
e-mail studentcharter@manchester.ac.uk.
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Guide to handbook
The Handbook contains important information regarding your programme, including but not
exclusively: key staff contacts, degree regulations, important dates, teaching arrangements, an
overview of communication channels within the school and work and engagement requirements.
All information relating to the programmes in this handbook is correct at the time of publication and
we will use all reasonable endeavours to deliver the programmes accordingly. However, it may be
necessary to make changes in particular circumstances (as indicated in the Student Terms &
Conditions https://documents.manchester.ac.uk/display.aspx?DocID=11173).
Students will be notified of any material changes in a timely and effective manner and students are
also encouraged to regularly check My Manchester and their Department’s communications channels
for up to date information which may affect their studies.
It will be assumed that you have read and understood the contents of this Handbook. Please
talk to your Academic Advisor or Programme Director if anything is not clear to you.
Part 1 presents information about Getting Started and Introductions to the School and wider
University, and gives details of key contacts and sources of support which you can turn to for further
advice.
Part 2 gives more detail on the Teaching and Learning on your programme.
The online version of the Programme Handbook is to be regarded as the definitive version.
Handbook link: http://documents.manchester.ac.uk/display.aspx?DocID=14089
My Manchester
My Manchester brings all your online university services together in one place. From My Manchester
you can access the student self-service system, which allows you to view your timetable, select
course units and access your grades for assessed work. My Manchester also allows you to access
University services including Blackboard and your University library account. To access My
Manchester fully, you will firstly need to register online at my.manchester.ac.uk

SALC Essentials is a series of online courses covering Health and Safety, Academic Malpractice
Awareness and Wellbeing & Diversity, which form part of your induction. You need to ensure you
complete these courses before Friday 28 October 2022. You can find these courses via the below
links or from your Blackboard homepage. Please note that you can only access these courses once
you are fully registered. You can register online here.
•

•
•

Health and Safety
Academic Malpractice Awareness
Wellbeing & Diversity
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PART 1
1

GETTING STARTED AND INTRODUCTIONS

Introduction to the School of Arts, Languages and Cultures

The School of Arts, Languages and Cultures (SALC) brings together an exceptionally
diverse and successful concentration of teachers and researchers with the ambition of
positioning the Arts at the core of the University’s mission and at the forefront of its
international reputation.
Attracting the best teaching and research talent, the School aims to give our students
a learning and teaching experience of the highest quality where they are taught and guided
by inspiring academics, making our graduates highly sought after by employers.
We have a strong commitment to social responsibility and public engagement and seek to
create and develop knowledge that makes a difference both to those researching and
studying in the School and in the wider world. Staff are engaged in a broad field of
scholarship in arts, languages, and cultures and we are committed to inter- and multidisciplinarity at all levels of study and research. All students have the chance to take course
units from across the School and I would urge you to make the most of this exciting
opportunity during your time with us.
Our two major research institutes are the John Rylands Research Institute (JRRI) which
makes use of the rich archives of the neo-Gothic John Rylands Library on Deansgate, and
the Humanitarian and Conflict Response Institute (HCRI) which conducts rigorous research
on the impact and outcomes of contemporary and historical crises. This is in addition to
several other research centres including the Centre for Digital Humanities, the Centre for
Jewish Studies, the Centre for New Writing and the Institute for Cultural Practices (ICP).
The School is home to over 5,500 undergraduates and postgraduates, and it employs
around 350 academic staff, more than a dozen postdoctoral research fellows, and a large
cohort of teaching assistants, all supported by around 100 professional support services
staff.
Teaching and research in the School are supported by rich resources within the University,
in the collections of The University of Manchester Library (including the aforementioned
world-famous John Rylands Library), the Ahmed Iqbal Ullah Race Relations Resource
Centre, the Manchester Museum and the Whitworth Art Gallery, as well as in other
distinguished Manchester archives and museums. The Manchester Digital Collections
platform is also available to you, for exploring high-quality images of cultural collections and
research projects at The University of Manchester.
The School also has its own cultural assets such as The Martin Harris Centre for Music and
Drama. Outside the University, we have excellent links with a range of cultural partners such
as Contact theatre, HOME, The Royal Exchange, the Hallé Orchestra, the Instituto
Cervantes, the Alliance Française, and the Società Dante Alighieri. Our Creative
Manchester initiative is a platform that champions culture and creativity. It connects the
University and its cultural institutions to the creative and cultural economy, building
opportunities for students and the community.
Follow, connect, share and engage.

Creative Manchester

•

•

•
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1.1

Key contacts and responsibilities

SALC Student Intranet
The Student Intranet will be updated throughout the year with important information relating
to your programme, exams, support services and much more. We recommend you
bookmark the link for easy access: https://www.alc.manchester.ac.uk/student-intranet/
Student Support and Engagement Officers
Our team of Student Support and Engagement Officers are on hand if you need them and
they may contact you from time to time to check everything is ok so keep an eye out for any
communications from them.
salcstudents@manchester.ac.uk
Programme Director
The Programme Director's role is to ensure the smooth running of all the degree
programmes for which they are responsible, and the welfare, conduct and progress of
students on it. This involves overseeing the student course-unit evaluation process,
considering changes and improvements to the courses offered, and ensuring adherence to
the guidelines set out in the University's Academic Standards Code of Practice.
To contact your programme director, please see:
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduate-taught/contact-us/

Programme Administration Team
Your Programme Administration team can answer any of your administrative queries or refer
you to the appropriate service.
To contact your programme administration team, please see:
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduate-taught/contact-us/

Your Academic Advisor
Your Academic Advisor is an academic staff member assigned to support you through your
course. You can arrange a meeting with your Academic Advisor at any point throughout the
year, or drop in during their office hours. You should aim to meet your Academic Advisor at
least once per semester.
Your Academic Advisor will be confirmed by the end of week 2. Your Programme Administrator
will confirm the arrangements via email.
Student Support and Wellbeing team
The SSW team have extensive experience of supporting students and can advise you of
your options and which support services you should contact to obtain more specialised and
targeted help if necessary
salc-studentsupport@manchester.ac.uk
Head of School: Professor Thomas Schmidt - email: HoS_SALC@manchester.ac.uk
The Head of School has ultimate responsibility for all aspects of academic activity within the
School. Students should contact HoS_SALC@manchester.ac.uk if they wish to make an
appointment.
Director of Teaching, Learning and Students: Professor Camden Reeves
The Director of Teaching, Learning and Students is responsible to the Head of School for
maintaining the academic standards of each of the School’s degree programmes. To see
7

Dr Velkar please contact Emma Wadsworth emma.wadsworth@manchester.ac.uk to make
an appointment.
Associate Director for Academic Advising and Employability: Dr Ruth Morello mariaruth.morello@manchester.ac.uk
Associate Director for eLearning, Flexible Honours and Teaching Innovation: TBC
Associate Director for Assessment: In Semester 1, Professor Camden Reeves will cover
this role, please see details above. From Semester 2, Dr Jenny Bryan will take over this
role - email: jenny.bryan@manchester.ac.uk
Professional Services Staff:
Head of Teaching, Learning and Student Experience Emma Wilson –
emma.wilson@manchester.ac.uk
Student Service, Support and Development Manager Louise Stewart
louise.stewart@manchester.ac.uk
Teaching and Learning Manager Fiona Fraser - fiona.fraser@manchester.ac.uk
Student Information, Advice and Guidance Officer Shàdy Nowrouz –
shady.nowrouz@manchester.ac.uk
Student Support and Wellbeing Officer Kim Marklew – Kim.marklew@manchester.ac.uk
Teaching and Learning Officer (Programmes and Curriculum) Jen Haworth –
jennifer.haworth@manchester.ac.uk
Teaching and Learning Officer (Assessment and Progression) Gemma Gaffney –
gemma.gaffney@manchester.ac.uk

1.2

Welcome to the Graduate School

As a postgraduate in SALC you are a member of our diverse and exciting Graduate School.
This is the community of scholars, researchers, students, and all those involved in
postgraduate work
Most importantly, the Graduate School is your space and place – your rooms to use for
training, to run reading groups in, to write in, to attend seminars, to use in innovative ways,
and your key location for all your activities.
The Graduate School organises many activities and initiatives, so remember to keep
informed by following us at: http://www.alc.manchester.ac.uk/graduateschool/ or on twitter:

@alcgradschool
1.3

Communications within the School of Arts, Languages and Cultures

Information is communicated to students normally by email, the student intranet, social
media platforms, the SALC Students blog, Blackboard and via noticeboards. Important or
urgent messages may sometimes be sent to your mobile number as a text. Please note the
following:
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a) Email messages initiated by staff in the School (both academic and administrative) will
be sent to your University email address. All messages sent to you via email distribution
lists will include your University email address.

b) You are required to check your University email account on a regular basis. It is your
responsibility to ensure that you read with minimal delay all messages sent to your
University email address. Failure to read messages delivered to your University
email account will not be accepted as a legitimate excuse if you fail to act on
information that has been sent to you.

c) You must send all email communication to staff from your University account. All emails
to staff should be written in a polite professional tone.

d) Please include your student ID and degree programme in the subject header of your
email, this will help us to deal with your email more quickly.

e) Important Note: If you send a message from a private email address, you should be
aware that, due to the increasing problems of spam and viruses, a member of staff may
sometimes have legitimate cause for suspicion about your message, and may therefore
be obliged to delete it without opening it. This is especially likely to apply if your name
and the subject matter of your message are not clearly identified in the email address
and header. In all such cases any failures of communication are your own
responsibility.

f) Standards of communication, professionalism, and courtesy also apply to other forums
such as the Blackboard discussion spaces, Unit Surveys, and committee participation.
Where you are invited to provide feedback on peers or staff members, it should always
be respectful, constructive, and inclusive.

1.4

Changes to your personal information recorded in the Student System

It is your responsibility to ensure that the Student System is kept up to date with changes to
your recorded personal or programme details. Any change of personal details must be
completed online via My Manchester. If you are unsure of how to do this you should ask
your Programme Administrator. Incorrect information can lead to problems with your fees
and funding, at Examination times and with other official processes.
Please see section Teaching, Learning and Progression / Course and Programme
Changes for information on course unit and degree programme changes.

1.5

The Faculty of Humanities

The Faculty of Humanities encompasses academic areas as diverse as Arts, Education,
Law, Social Sciences and Business & Management and is the largest Faculty in the
University. With nearly 17,000 students and almost 2000 academic and professional service
staff, it is the largest Faculty of the Humanities in the UK and is equivalent to a mediumsized university.
The Faculty has four Schools: Arts, Languages and Cultures; Environment, Education and
Development; Social Sciences; and the Alliance Manchester Business School. The
organisational culture of these Schools provides opportunities for increased collaboration
throughout the Faculty and for regional, national and international engagement.
The Faculty is the interface between the discipline-based Schools and the University and is
headed by a Dean who is supported by a team of Vice-Deans.
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Our students are at the heart of this Faculty, and we explore every opportunity to enhance
the opportunities for you. With a focus on teaching that is innovative and high quality, we
equip our graduates with the skills to thrive in the working world, while also enabling you to
understand that world, your place in it, and to contribute in the widest possible sense to
addressing and meeting the societal challenges that you will encounter.
The work of the Faculty involves co-ordinating and developing activities to respond
effectively to Institutional or external initiatives or activities, encouraging best practice across
Schools and facilitating the seamless operation of processes across School, Faculty and
University boundaries to help make your experience at Manchester the best it can be.
The Faculty is committed to gathering student views on the provision of teaching and
learning and centrally operated areas of the University (such as Library; Estates; IT; Careers;
eLearning) and as a student you can feed into this process via managed workshops,
consultation groups etc.
The focus of your involvement as a student is likely, however, to be the disciplinary grouping,
i.e. the School within which your studies are based. Or, in the case of students on
interdisciplinary programmes: the office which is responsible for administering your
programme.
You may have contact with the Faculty if you have a problem that cannot be resolved at a
local level within the School or Programme Office. For example: appeals or disciplinary
matters. Otherwise, it is entirely possible to complete a course of study without ever
interacting directly with the Faculty.

1.6

The University of Manchester Alumni Community

The University of Manchester Alumni Community
We’re proud to have the largest global alumni community of any campus-based
University in the UK, with half a million graduates around the world.
We are here to help graduates maintain a lifelong connection with us, Manchester and each
other; to continue friendships, share experiences and inspire students.
Many of our alumni are helping the next generation of graduates by volunteering their time
and expertise. Our alumni volunteers will be here to mentor you, give you careers advice at
events, provide internships and placements, and act as hosts for our Global Graduates
programme. This will give you the high-quality experience and transferable skills that are
vital in ensuring a return on investment into a degree. Use the careers service to make the
most out of The University of Manchester’s alumni community.
Some alumni also support the University financially, enabling students and researchers to
contribute towards a more progressive, responsible world. These donations help us offer
Access Scholarships to high-achieving undergraduate students who come to us from
backgrounds that under-represented in higher education.
You can also find graduates holding senior positions in business, academia, politics,
industry and the media, including:
Professor Brian Cox OBE
Physicist and Science Communicator
Frances O’Grady
General Secretary of the TUC
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Jesse Armstrong and Sam Bain
Writers of television comedies – Peep Show and Fresh Meat. Jesse Armstrong more
recently writer of Succession
Benedict Cumberbatch CBE
Actor
Gareth Williams and Bonamy Grimes MBE
Skyscanner co-founders
Parineeti Chopra
Actor
Sophie Raworth
BBC News broadcaster
Toby Jones
Actor
Orlando von Einsiedel
Award-winning film director
Professor Danielle George MBE
Radio frequency engineer
Tom Bloxham MBE
Founder of Urban Splash and former Chancellor of the University
Vincent Kompany
Professional football manager and former player
Joe Lycett
Comedian and television presenter
Jessica Knappett
Comedian, actress, and writer

1.7

Dates of Semesters and Exams

Key university dates including welcome week, teaching weeks and examination periods can
be found here:
https://www.manchester.ac.uk/discover/key-dates/
Please note the following:
Reading week: Reading week takes place in week 6 of teaching in semester 1 – for
academic year 22/23, this falls week commencing Monday 31 October 2022. The School’s
Reading week in semester 1 will not normally have classes scheduled; however, some
departments (including those in other schools) may run teaching sessions or other
compulsory activities during this period. You are expected to remain studying in Manchester
and take full advantage of the library and other learning facilities during reading week.
Resit Examination / Submission Period: In 2022/23, the Resit Examination / Submission
Period takes place in the weeks commencing Monday 21 and Monday 28 August 2023. You
must ensure that you are available for the whole of the Re-sit Examination / Submission
11

Period should you fail any of your course units (this does not apply to final year students) or
if you have deferred assessment (first-sit) as a result of accepted mitigating circumstances
(all students). Holidays, work, residence abroad or work placements are not acceptable
reasons for you to miss a referred (re-sit) or deferred examination or other assessment.
Weekends, Bank Holidays and Christmas vacation: The majority of the School and
University offices will be closed at weekends, Bank Holidays and for a period during the
Christmas Vacation.
You can find information on the UKs Bank Holidays here:
https://www.gov.uk/bank-holidays.
In academic year 2022/23, the majority of the University’s offices will also be closed on
Friday 23 December 2022 and will reopen on Tuesday 3 January 2023.

2

Programmes of Study

2.1

Programmes within the School of Arts Languages and Cultures

Your programme structure shows you which core, compulsory and optional course units you
will take in each year of your degree programme. You can find the programme structures
here:
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduatetaught/programmestructures/
Please note: it is your responsibility to ensure that you are registered for the correct
units, that you don’t take the same unit again at a different level, and that you are
registered for the correct number of credits across each semester and level of your
degree programme.
Information on the course units, programme structures and course unit selection can be
found in section Teaching, Learning and Progression / Course Unit Selection.
Programme specific handbooks (these will be up to date by the start of teaching):
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduatetaught/handbooks/

2.2

Regulations for Postgraduate Taught Degree Awards

Degree Regulations are approved by Senate. They contain the regulations specific to your
programme of study, including details concerning assessment and progression,
reassessment and classification.
You can find all information; including supporting documents here:
http://www.regulations.manchester.ac.uk/academic/postgraduate-degree-regulations/

2.3

Fieldtrips

Fieldtrips can be an important part of your experience as a student of the School of Arts,
Languages and Cultures. This year, things may need to be altered depending on whether it
12

is safe for students to undertake fieldtrips and you will be informed accordingly by the Course
Unit Director.
Please read your course unit handbooks carefully and, if the course unit you are taking
involves a fieldtrip, note whether costs for the fieldtrip are covered by the department or
whether you are expected to cover the costs yourself.
The department covers travel and entrance fees for fieldtrips where possible. For some
fieldtrips you will need to make a contribution to the cost of travel and entrance fees. These
contributions will be kept to a minimum and will be in line with the Policy on Additional Costs
http://documents.manchester.ac.uk/display.aspx?DocID=19217. If you are taking a course
unit which involves a fieldtrip the course unit handbook will state clearly whether travel and
entrance fees are covered.

3

Support arrangements and getting advice

Your first point of call for information should be this Programme Handbook or the School’s
Student Intranet:
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduate-taught/
Both will give you details of the most appropriate source of help: for example, on the variety
of support services available to you; on the regulations regarding assessment or the
submission of assessed coursework or how to raise a concern or make a complaint. If the
answer is not provided within your handbook or on the intranet pages, please contact your
Programme Administration Team:
On email or live on our Instant Chat:
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduatetaught/contact-us/
Speak to staff member at the Samuel Alexander South Foyer Student Hub (number 67 on
the campus map, entrance opposite Devas Street), or by phone on 0161 275 8976
You can also contact your Student Representative; their details can be obtained from your
Programme Administrator.
General information regarding the range of services provided for students by the University
can be found at:
https://www.studentsupport.manchester.ac.uk/

3.1

Contacting Academic Staff

Members of academic staff operate a system of consultation hours, setting aside two hours
per week during term time when they are available to see students. Times for consultation
hours will be made available to you and if the times available are not possible for you, you
are encouraged to make an appointment directly with the member of staff.
Contact details for all academic staff across the University can be found at:
http://directory.manchester.ac.uk/
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3.2

Your Academic Advisor

A member of staff will be appointed as your Academic Advisor. Your Academic Advisor is
concerned with your general welfare, and is available to give you help and advice on all
academic matters, and can direct you on where to find support for personal matters. You
are strongly encouraged to attend all meetings and activities scheduled by your Academic
Advisor, and can request additional meetings during their weekly consultation hours.
Developing a good relationship with your Academic Advisor is crucial to success in your
chosen programme of study. If you cannot make the scheduled consultation hours then you
should contact your Advisor to arrange another suitable time.

3.3

School Student Support and Wellbeing team

The School’s Student Support and Wellbeing team is based in the South Foyer Student Hub
and W3.8 &W3.9 on the 3rd floor of the Samuel Alexander Building. The team can provide
support and general advice on the following areas:
•
•
•
•
•
•
•

General support issues or concerns (e.g. health or other issues affecting your studies)
Disability support queries
Attendance issues
Mitigating circumstances
Interrupting your programme of study
Appeals and Complaints
Withdrawing from your programme of study

The team can also help you to access help and support from the following central University
support services, full details of which are listed in the section Support Arrangements and
Getting Advice:
•
•
•
•
•
•

Counselling Service
Disability Advisory and Support Service (DASS)
International Advice Team
Occupational Health
Student Services Centre
Students’ Union Advice Centre

If you are having problems don’t keep them to yourself, contact the Student Support and
Wellbeing team for advice and support.
The South Foyer Student Hub is open from 9am to 5pm from Monday to Friday; there is no
need for an appointment. Staff may also be available at other times if you want to make an
appointment in advance or see a member of staff in private.
Full contact details are available on the student intranet:
http://www.alc.manchester.ac.uk/studentintranet/support/
Email
Telephone

3.4

salc-studentsupport@manchester.ac.uk
0161 306 1665

Dignity at Work and Study

The University of Manchester does not tolerate any form of harassment, discrimination or
bullying. If you believe that you are being bullied or harassed, you can contact a Harassment
Advisor. Harassment Advisors provide confidential support and information to students and
staff on the University’s policy and will be able to explain the options available to you. For
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further
information
on
reporting
a
complaint
https://www.reportandsupport.manchester.ac.uk/

3.5

of

this

nature

see:

Your Health and Safety

You must not interfere with or misuse anything, object, structure or system of work provided
by the University of Manchester in the interests of health and safety.
You must familiarise yourself with the procedures for dealing with an emergency, including
what to do on discovery of a fire, and fire exit-points. You are also required to familiarise
yourself with the Health and Safety at Work regulations, extracts of which are posted in all
School buildings. Anyone requiring first aid for themselves or for others should contact one
of the first aiders situated in the building. Their names and telephone numbers are posted
in commonly used areas. The Head of School is responsible for Health and Safety within
the School.
Level 1 and new students to the University will be required to complete the Health and Safety
module, part of SALC Essentials, an online suite of courses covering Health and Safety,
Wellbeing and Academic Malpractice and Plagiarism, available to you via Blackboard.
Please ensure that you have completed this before the end of October 2021.

3.6

University Support Services

If you feel that you would like to contact University Support Services directly, and not via the
School, or you want to talk to somebody outside the School, please see details below and
here:
http://www.studentsupport.manchester.ac.uk/
University Counselling and Mental Health Service
The Counselling and Mental Health Service is available to all students at the University of
Manchester. The service provides confidential counselling by a team of professional
counsellors for students who want help with personal problems affecting their studies or
well-being. It is a free service. You can contact the Counselling Service via their website to
make an appointment.
Website: http://www.studentnet.manchester.ac.uk/counselling/
University Disability Advisory and Support Service
The University has a Disability Advisory and Support Service (DASS), whose aim is to assist
students, both prospective and current, who are affected by substantial and long-term
conditions. If you register with DASS the team can assess and identify your needs whilst
studying at the University. DASS offer a wide range of support to students and they will meet
with you to discuss the support that suits you as an individual.
The Disability Advisory and Support Service will inform the academic School of your
condition (with your consent) and suggest ways in which the School and academic staff can
support you throughout your duration of your studies. When discussing your support, DASS
will ask whether you would prefer not to disclose details of your disability/support needs to
the School. Please note that if you choose to limit disclosure in this way, it will affect the
support that the School is able to provide. Further information can be found here:
http://www.dso.manchester.ac.uk/what-support-can-i-get/
In addition to this the DASS also:
a) Deal with enquiries from prospective students with regard to all aspects of their disabilityrelated support whilst at the university
b) Assist students with applications to their funding body (e.g. LEA, NHS, GSCC) for
Disabled Students' Allowance and undertake assessments of their support needs
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c) Liaise with other members of staff in the university to ensure that they can facilitate the
needs of disabled students
d) Operate an Equipment Loan scheme for students
e) Assist students to organise personal helpers and support workers, if appropriate
f) Undertake dyslexia screenings for students who think they may have dyslexia
g) Advise on external sources of financial support and assistance and help with application
to these funds
For further information visit the Disability Advisory and Support Service website at:
http://www.dass.manchester.ac.uk/
If you register with DASS, you may receive automatic extensions for written work as part of
your University Support Plan.
More information about these is available here:
http://www.dso.manchester.ac.uk/autoext/
Examinations support may be put in place, if it is identified as appropriate during your
assessment with DASS. In order to be considered for exam support you will need to be fully
registered and have your University Support Plan in place. If you are not already fully
registered with DASS and you wish to be considered for Examinations Support, or you feel
that your existing support recommendations should be reviewed, please note that there is a
deadline before each of the main examination periods in January, May and August. In order
to be considered, you will need to ensure that you meet with an adviser before the deadline.
Deadline dates for 2022-23 will be circulated by email and available on the DASS website:
http://www.dass.manchester.ac.uk/what-support-can-i-get/exams/
The School has a Disability Support Coordinator who is based within the Student Support
and Wellbeing team. The Disability Coordinator acts as a central contact point for students
within the School who have queries about their support and as a liaison between the DASS
and the School.
For further information please refer to our website:
http://www.alc.manchester.ac.uk/studentintranet/support/disability/
Students Union Advice Centre
The Students Union has advisers who can help with all kinds of matters ranging from
finances to housing and welfare issues. The Advice Centre is on the first floor in the Student
Union Building, and is open Monday to Friday, 10am to 4pm, term time and vacation.
Appointments can be made via the Student Union Reception. Further information is
available here: https://manchesterstudentsunion.com/advice
Study Skills websites
The University Library has an award winning study skills programme called My Learning
Essentials. Full details are available on the Library’s website:
http://www.library.manchester.ac.uk/academicsupport/mylearningessentials/
University support for mature students
The Burlington Society is the University society for mature students and postgraduate
students. For further information please see:
Website: https://www.facebook.com/groups/burlington.society
For further information on support for mature students, please see:
http://www.manchester.ac.uk/study/undergraduate/mature-students/
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University Support for international students
The International Society is a busy centre for international students based in the Greater
Manchester area. It is located on Oxford Road (see map of campus). Manchester has more
students from abroad than anywhere else in Britain, other than London, and International
Society members come from all over the world.
Website: http://www.internationalsociety.org.uk/

3.7

Student Services Centre

The Student Services Centre can offer help and advice about tuition fee assessments or
payments, Council Tax exemption, examinations, graduation ceremonies and official
documents such as transcripts.
The Centre is located on Burlington Street (campus map reference 57:
http://www.manchester.ac.uk/aboutus/travel/maps/az/). Tel: +44(0)161 275 5000 or email
ssc@manchester.ac.uk
http://www.studentsupport.manchester.ac.uk/finances/tuition-fees/
http://www.studentsupport.manchester.ac.uk/finances/

3.8

Careers Service

The Careers Service offers a range of activities for UG and PG students from practical help
with CVs, applications and preparing for interviews through to helping students decide what
they want to do after graduation and help with getting work experience/placements along
the way.
By visiting About CareerConnect (The University of Manchester), students can access the
full menu of events, book 1:1 appointments and find part-time jobs, placements, work
experience/internships and graduate job opportunities. Colleagues from the Careers
Service also deliver activity at Faculty and School/Programme level which includes the
opportunity to chat to the team at school drop-ins.
From September 2022 the Careers Service will be running a hybrid service to include a
mixture of in-person and online events and appointments. Students should visit the Careers
Service website to get full details of how to access our services:
https://www.careers.manchester.ac.uk/

3.9

IT Services within the Faculty of Humanities

The facilities
Students at The University of Manchester enjoy access to a wide range of high-quality IT
services provided across campus. Within The Faculty of Humanities, there are many
computers located within Faculty buildings available for student use, complementing the
computers provided by the University in public clusters including the libraries and the Alan
Gilbert Learning Commons.
These include printing, scanning and copying, and access to a wide range of general use
and course specific software on the Windows operating system.
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The clusters provide access to services offered by schools, faculties and central service
providers such as IT Services and the University Library. PC clusters in the Faculty may
also provide additional software not available in the central PC clusters.
•
•

PC clusters on campus
Student printing

Wi-Fi is installed across campus enabling students to access IT services on campus from
their laptops or mobile devices. The eduroam network is the recommended service.
•

eduroam

Software
Students can download the Microsoft Office software suite (including Word, PowerPoint,
Excel and more) for free, to use on their own computers and mobile devices.
•

Microsoft Office 365

There are also hundreds of software packages in use around the University. Find out which
ones are available to you:
•

Applications

IT help and support
Help and advice is available from our Support Centre which can be contacted by phone or
via the Support Portal.
•

IT help and support

On site student IT support is available at the Main Library and Alan Gilbert Learning
Commons.
In-person IT support

3.10

The University Language Centre

The University Language Centre provides courses and language learning resources for
students from a wide variety of disciplines wishing to include a modern languages element
within their studies.
Offered as part of the University Language Centre’s Language Experience for All
Programme (LEAP), these courses are available to students from across the University and
may be studied on a credit or on a non-credit* basis to complement your degree. The
following languages are being offered in 2022/23:
•
•
•
•
•
•

•
•
•
•
•
•

Arabic
BSL
Chinese
French
German
Hebrew
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Korean
Persian
Polish
Russian
Spanish
Turkish

•

•

Japanese

Urdu

For more information on the full range of languages and levels that are available, please
consult the University Language Centre website via the link given below.
Courses for all - School of Arts, Languages and Cultures - The University of Manchester
How to enrol
Enrolment to LEAP courses will start sometime at the end of July. There is more information
on how the courses work and how to enrol at Application information - School of Arts,
Languages and Cultures - The University of Manchester.
*Students who wish to take a non-credit course unit will be required to pay a fee, please see
the
following
web
page
for
further
information
https://www.alc.manchester.ac.uk/study/university-language-centre-leap-courses/applyfor-a-course/course-fees/

3.11

The University Centre for Academic English

The University Centre for Academic English (UCAE) (formerly part of The University
Language Centre) provides academic support workshops and resources for student across
the University from a range of disciplines.
Academic Success Programme: English Language Support
At the UCAE, we believe clear academic English is key to your success. Our Academic
Success Programme enhances your academic writing to help you to reach your study goals.
We offer a blended programme of workshops and online support, and our experienced tutors
will help you get the most out of your studies by exploring the key features of written
academic English. A particular emphasis is placed on communicating well with your
intended audience. We also aim to boost your confidence to work independently in English.
Please visit our website to find out more and to register for workshops:
www.manchester.ac.uk/academicsuccessprogramme
Open Learning Facilities
The University Language Centre’s open learning facilities, situated in the Samuel Alexander
Building, offer:
•
•
•
•
•
•
•
•

A well stocked library of materials in text, audio, DVD and CD-ROM formats
Materials in more than 80 languages
Two suites of dedicated multimedia PCs for computer aided language learning,
DVD playback and access to TVoverIP (for viewing live satellite channels via the
University network)
Booths with LCD screens for group viewing of DVDs
A conversation room for group work and voice recordings
Short-term loan of digital recorders, cameras, webcams, etc
Support and advice for learners from expert staff and through on-line resources
Access to the Face-to-Face scheme: This is a reciprocal language learning
scheme, in which students can meet with native speakers of the language they are
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learning. International students find that this is a good way to meet home students
and to become more integrated into the University. Home students can prepare
themselves for study abroad by finding out about their partners’ home universities
and cultures. Students can arrange the face-to-face meetings online.
A full guide to the University Language Centre’s courses, services and its language learning
resources is available at: www.manchester.ac.uk/languagecentre

4

Skills Training personal Development and Support

During your postgraduate studies you will acquire a great deal of knowledge specific to your
particular subject area. You will also acquire many new skills, and enhance many of your
existing ones through combined process of intellectual, personal and professional
development. The following resources are provided to help you identify, assess, develop
and record your academic and transferrable skills through the resources and mechanisms
available as a SALC postgraduate student.

4.1

Skills and Experience Questionnaire (SEQ)

One of the ways in which to promote skills awareness and focus skills training is to
encourage new postgraduate students to complete a Postgraduate Skills and Experience
Review Questionnaire (SEQ), which will form the basis of ongoing meetings with academic
advisers, course tutors and Programme Directors and guide your completion of the
Personalised Learning Plan (PLP) documents. The SEQ is designed to complement your
work and experience during your postgraduate programme. It also links to the Skills Training
(below) which offers and signposts to training and resources for a wide range of academic
and other relevant skills development.
The process is as follows: after the completion of the SEQ, you meet with your academic
adviser or Programme Director to discuss the result and agree on an action plan for the first
semester (see Personalised Learning Plan, below). This plan should be referred to
throughout the year when the time comes to review your progress. At the end of the
semester you should have carried out the action plan for semester 1. At the start of the
second semester you will hold a second meeting with your Academic Adviser or Programme
Director to review your progress and agree on an action plan for the second semester.
At the end of your programme, we would like you to think back over your time in Manchester
and consider what you have gained and how your programme might further your Career
Development. If you wish to hold a further meeting with your Academic Adviser or
Programme Director at this stage, please contact them.
The SEQ document can be accessed here:
http://www.alc.manchester.ac.uk/studentintranet/

4.2

Personalised Learning Plan (PLP)

The Personalised Learning Plan (PLP) is connected with the Postgraduate Skills and
Experience Questionnaire and incorporates an action plan as one of the questionnaire’s
outcomes. It aims to enhance your self-awareness of strengths and weaknesses, of what
you learn as a postgraduate student, and of directions for development. The PLP
encourages reflection on your learning and skills and how to relate these to a wider context
beyond the university. A second intended outcome of the PLP process is a record of your
learning experiences and achievement, your reflections on these, and your plans for future
development.
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The PLP forms the basis of portfolio of evidence of your development throughout your
programme. You choose what evidence to keep – from the printed responses to the SEQ,
to the notes you have made during research work, to bibliographies, examples of written
work, notes or handouts for presentations, certificates of training and programme
attendance, blogposts and journaling you may undertake, feedback sheets from your tutors
and supervisor, thoughts about your research, and so on. It is important to include and store
as wide a range of evidence as possible. You should keep all the evidence in one place and
make sure it is not lost. The only criteria for inclusion are that the evidence:
•
•
•

demonstrates that you have used particular skills
highlights progress made
indicates to you what further development is necessary

The PLP document can be accessed here: www.alc.manchester.ac.uk/studentintranet

4.3

Part-time Study

Many Postgraduate Taught students choose to study their programme on a part-time basis.
This gives students the flexibility to successfully balance the programme with any
employment or personal commitments.
The programme structure differs from the full-time MA, with 60 taught credits generally
completed in each of the two years, followed by the dissertation component. The structure
allows students to begin work on their dissertation in Semester 2 of the final year of the MA,
and submit in September of the same year.
Part-time students are encouraged to begin thinking about their chosen research area
towards the end of their first year and should, ideally, begin the initial dissertation research
over the summer, before starting their second year of study. The chosen dissertation topic
would then be subject to approval upon submission of the research outline.
Should any part-time student seek further support and advice on developing their academic
skills, or require advice in dealing with issues such as study-related stress, they may find a
full programme of workshops through the Graduate School (see below).
The Graduate School has established a skills training programme which provides a range
of workshop, lecture and masterclasses and supporting materials, covering academic and
transferable skills. These resources are intended to provide an ongoing induction to the
requirements of postgraduate study, in addition to research skills and subject-specific
training available through your subject area.
Training resources and further details of workshops programmes can be found on the
Blackboard page for SALC60000 Postgraduate Skills Training., which can be accessed via
My Manchester: www.alc.manchester.ac.uk/studentintranet
Postgraduate Taught students can also access specialist research training through the Arts
Methods programme (subject to availability and approval from Academic Advisers and
Programme
Directors).
Further
information
can
be
found
here:
https://www.artsmethods.manchester.ac.uk/

4.4

Skills Training in the Graduate School

The Graduate School has established a skills training programme which provides a range
of workshop, lecture and masterclasses and supporting materials, covering academic and
transferable skills. These resources are intended to provide an ongoing induction to the
requirements of postgraduate study, in addition to research skills and subject-specific
training available through your subject area. They include supporting materials and
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guidance for research planning for your Dissertation, to help you prepare your Research
Outline and to undertake the Ethics Approval process.
Training resources and further details of workshops programmes can be found on the
Blackboard pages for SALC60000 Research Skills for Graduate Education and on the
www.alc.manchester.ac.uk/studentintranet . Postgraduate Taught students can also access
specialist research training through the Artsmethods programme (subject to availability and
approval from Academic Advisers and Programme Directors).
The School also hosts a wide variety of seminars, workshops and research events
throughout the year. All postgraduate students are expected to take an active part in these
activities, and you should regard attendance at appropriate events as an integral part of your
programme. Participation will help you develop as autonomous learners, whether you intend
to progress to doctoral study or have a non-academic career in mind. These events include:
• School research seminars: research papers are given by distinguished guests and
visitors to the School.
•

Regular conferences organised within the School.

•

Seminars in other disciplines: Master’s students benefit greatly from attendance
at seminars in other, related, disciplines, in terms of broadening their intellectual
horizons and developing their confidence and creativity. The fortnightly University
magazine UniLife, carries details of lectures and seminars across the University, at
the Whitworth Art Gallery, and the John Rylands Library. CIDRAL Centre for
Interdisciplinary Research in the Arts and Languages has an annual themed
programme – details here

Further details of research workshops and events can be found on the Graduate School,
and Artsmethods webpages.

5

Student Feedback and Representation

5.1

Course/Programme Evaluation

The University runs a centrally coordinated survey (Unit Surveys) for all course units taken
by students at the University of Manchester. The results of the survey are used to feed into
the planning and resource allocation systems of the University, and to facilitate trend
analysis, and are published, at a general level, to the University. Detailed results on each
individual course will be transmitted to Schools and used to inform quality assurance.
Towards the end of every semester you will be asked to complete a Unit Survey for each
course you have taken. Overviews of the surveys will be reviewed at the Staff Student
Liaison Committees (SSLC), programme- and school- level teaching and learning
committees, and will form part of each subject area’s annual monitoring exercise which
feeds into the Student Experience Action Plan for the School. You can download an app
onto your Apple or Android device to complete your survey. A one-time download of the
survey Evaluation Kit survey app will last for the whole time you’re at University.
The data on student satisfaction with teaching are therefore important, but they are also
flawed. A significant body of research has demonstrated that student evaluations are biased
against certain groups, most prominently (but not exclusively) women and ethnic and racial
minorities. Like the feedback you receive on your work, the comments will be most effective
if they reflect on the substance of your experience of the course – what helped you to learn
and what obstacles there were – and avoid personalising or generalising. As with all
communications at the University, we expect feedback in Unit Surveys to be provided
in a respectful, professional, and constructive manner.
22

The University is also surveyed as part of the Postgraduate Taught Experience Survey
https://www.advance-he.ac.uk/reports-publications-and-resources/postgraduate-taughtexperience-survey-ptes

5.2

Committee Structure and Student Representation

The University of Manchester is committed to receiving and responding to student feedback
in order to bring about improvement in the quality of the student experience and
development of learning and teaching within the institution.
Student representation covers a diverse range of activities and structures and student
feedback can be provided by a number of different means, for example, through programme
evaluation questionnaires, the academic advisor system or through students being present
at Staff-Student Liaison Committees or Programme Committees. Representation enables
dialogue between the student body and staff in order to aid development of programmes of
study, the student experience and the quality of the institution as a whole. This dialogue can
take place in both formal and informal structures and circumstances.
In common with other schools, the School of Arts, Languages and Cultures is governed
through a combination of bodies representing schools, staff and students. There is a School
Board, which is held at least twice a year on which staff from all areas of the School,
academic and support staff are represented. The School Board is consultative and involves
a broad range of staff. The School’s Policy and Resources Committee consists of the Head
of School, Head of School Operations, Directors, and Heads of Departments and assists
the Head of School on issues of policy and resourcing. The School also has an Advisory
Group comprising the Head of School, School Directors and the Head of School Operations,
which meets regularly.

5.3

Committee Structure

The Postgraduate Taught Programmes Committee consists of the Director of Teaching,
Learning and Students, the Teaching and Learning Management Team, and Programme
Directors representing each Department in the School. Student representatives are invited
and encouraged to sit on this Committee.
The Assessment Committee meets four times each academic year to discuss School
policy and procedure relating to examinations and assessed coursework. The Committee is
chaired by the SALC Associate Director for Assessment and has representation across all
subject areas in the School.
In addition, each Department has a Teaching and Learning or Programmes committee
which discusses undergraduate and postgraduate taught matters relating to that
Department. Student representatives are invited and encouraged to sit on this Committee.
Each Department also has a Staff-Student Liaison Committee. This is a consultative body,
which deals with both academic and non-academic matters relevant to each subject area.
These usually have student representatives from each undergraduate year chosen early in
the first semester. Student members represent their year and are expected to be proactive
in bringing ideas and problems to the notice of the committee.
Student representatives in each Department will often have a noticeboard and often areas
on the Department’s Blackboard pages. If you have a problem or view you wish to air on
any aspect of subject provision, you can contact your year group’s Student Representative,
who will put your issue, if appropriate, on the agenda of the next SSLC meeting. Student
representatives are also invited to attend the School Staff-Student Consultative
Committee, which is chaired by the Head of School and meets at least three times a year.
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If you wish to become a Student Representative, please contact the Information, Advice and
Guidance team salcstudents@manchester.ac.uk
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PART 2
TEACHING, LEARNING AND PROGRAMME
INFORMATION
6

Teaching, Learning and Progression

6.1

Registration

Registering online is a crucial part of becoming a student of The University of Manchester.
You must register annually, whether you're new to the University or returning for another
year; and until you register, you are not a member of the University and cannot access any
of our services - including attending lectures and seminars and using the University Library.
If you are experiencing any issues with your registration, please contact your Programme
Administration Team.
Please note that if you do not meet Registration deadlines you will be liable for a late
registration charge of £200 and you may be withdrawn or interrupted from your degree
programme. Registration deadlines depend on the start month of your degree programme.
For further advice on Registration, see the Welcome pages:
http://www.welcome.manchester.ac.uk/

6.2

Induction

In addition to registering with the University, during the first few weeks of the academic year
all students will participate in Welcome Week and Induction activities, which will include
meetings within the Department, an opportunity to meet with your Academic Advisor, attend
academic events and meet with students from your own year and from other years on your
degree programme.
If at any stage you are feeling at all uncertain or lost, please contact the South Foyer Student
Hub in the Samuel Alexander Building, your Academic Advisor, a Peer Mentor, or
Programme Administrator.

6.3

Course Unit Selection

Course unit descriptors of current courses offered at all levels can be found on the University
Course Unit Information Portal via My Manchester. my.manchester.ac.uk
Your programme structure shows you which core, compulsory and optional course units you
will take in each year of your degree programme, it is your responsibility to ensure that you
are registered for the correct units, and the correct number of credits for your degree
programme.
You can find your programme structure documents here:
https://www.alc.manchester.ac.uk/student-intranet/postgraduate/postgraduatetaught/programmestructures/
Please note:
•
•

the selection of course units available changes from year to year – what is shown
for the current year may not necessarily be what is on offer when in a later year.
details on the course units may change from year to year, such as assessment,
teaching methods etc., but the information shown when you select the unit should
not change for that year.
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•
•

popular courses fill up quickly and it is recommended that you make your selections
as early as possible once course unit selection opens up – you will receive
information from your programme administration team about when this is.
the School reserves the right to cancel course units if the required number of
students is not reached. Students will be informed in good time about how to make
alternative selections.

Understanding a Course Code
Courses within the School of Arts, Languages and Cultures include:
Each code is broken into four letters identifying the subject area and 5 numbers which
identify both the Level (year of study) and the Semester the course unit is offered in.
The first numerical digit in the code shows the Level it is taught at – 6 / 7 will indicate a
postgraduate unit:
The semester a course is taught in is identified by the last digit in the course code:
•
•
•

0 = Year Long course
1 = First semester
2 = Second semester

EXAMPLE – RELT60221
RELT

6 or 7

0

2

Subject Area Level – 6 or 7 Unique
Unique
(Religions & (A course unit numerical numerical
Theology)
for
identifier
identifier
postgraduate
students)

6.4

2

Unique
numerical
identifier

1

Semester 1 –
A
course
running
in
semester 1

Understanding your Timetable

Once you have completed the online enrolment process your personalised timetable will be
available through the timetabling portal in My Manchester. Getting to grips with how to
understand your timetable is a key part of your induction to University and you must check
it weekly for the most up to date room information. Please see our guide on how to use your
timetable: http://documents.manchester.ac.uk/display.aspx?DocID=50832

6.5

Course or Programme Changes

6.5.1 Changing course units
You must follow your degree programme structure when choosing your course units and
therefore you are only able to change optional course units.
Please note that a change of course unit will not be approved later than the end of
the second teaching week of the semester in which the unit is taught. This includes
changing from a semester 1 to a semester 2 course.
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Please note that a change to a year-long unit (those with a code ending in 0) will not be
approved later than the end of the second teaching week in Semester 1.
If you are experiencing problems with an optional course you should discuss the situation
with your Academic Advisor, Programme Director or Programme Administrator as soon as
possible. Under no circumstances should you stop attending a course unit on the
assumption that you will be able to take another one in the following semester.
If you do wish to change a course unit you are enrolled for, you should follow the procedure
below.
a) Consult with your Programme Administrator check that you can take the course you wish
to substitute. (Does your programme structure allow it? Is the course full? Can you meet
any pre-requisites? Is there a timetable clash?).
b) Complete the change of course via Self-Service, or request the change by your
Programme Administrator.

6.5.2 Changing to another degree programme
If you are considering changing to another degree programme within the University of
Manchester, you must first consult your Academic Advisor, Programme Director or
Administrator. Please tell us which degree you wish to change to via the form here; Request
a Programme Change
The formal procedure for changing your degree programme (to a programme within the
University of Manchester) is as follows:
a) Check with your funding provider that the proposed change is acceptable.
b) International Students should contact the International Advice Team in the Student
Services Centre to clarify how a course change will affect your immigration status
and entitlements (please note any changes to the number of years of the
programme).
c) Consult the Admissions Officer or Programme Director for the programme you wish
to join; you will need confirmation of your previous qualifications and a transcript of
grades to date of your current degree programme. If the admissions officer confirms
that you are able to move onto the degree programme, you should contact your
current Programme Administrator to discuss the formal process for that department.
Please note that a change of degree programme will only be approved within the first two
weeks of a semester or at the end of a semester, unless you are able to transfer units
already taken. Where relevant, you may be charged for any units you have already taken
in previous semesters.
Under no circumstances should you stop attending a course unit on the assumption that you
will be able to take another one in the following semester.
Please note that at the end of Semester 1 it will not be possible to leave a year long course
unit (those with a code ending in 0) without being charged the full amount for that unit.
If you are changing programme between two schools at the university an internal transfer
can be arranged as described above. However, you will not be able to receive an early exit
award for any credits achieved.
If you have achieved enough credits to meet the award criteria and would like it to be
awarded, you will need to withdraw from the University and apply for a new programme.
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Both options can affect funding and should be discussed with the student services centre
and
appropriate
funding
body
before
deciding:
https://www.manchester.ac.uk/study/international/why-manchester/studentsupport/student-services-centre/

6.5.3 Changes to Programme Handbooks
While every effort is made to ensure that course and programme details are correct at the
time of publication, changes are sometimes unavoidable (as a result, for instance, of
changes in staffing arrangements or in Faculty/University regulations). If a change needs to
be made to information published in this Handbook, you will be notified by email.

6.6

Teaching Contact Time in SALC

6.6.1 Contact Time
Postgraduate students will have the opportunity to spend approximately 25% of their time in
activities which involve contact with a member or members of staff, and which may be
provided at unit or programme level. Within that, there must be a minimum of 40 hours
scheduled teaching and learning activities per 30 credit unit (and 20 hour, per 15 credit unit).
The following exceptions apply:

a) Dissertations, and some other units involving one-to-one supervision and centring on
guided independent learning, may offer fewer contact hours than a standard unit

b) Directed Reading
c) Course units may also be supported through a range of other kinds of formal or informal
contact. Examples include:
• visits to local art galleries
• visits to local museums
• workshops with outside speakers
• one-off sessions to tie in with news events
• film screenings
• rehearsals
• field work
• master classes
NB: These will sometimes be offered at programme, discipline, or School level,
rather than be attached to a particular course unit

6.6.2 Credit Rating and Work Time
Course units are normally credit-rated at 30 or 15 credits per course unit. One credit stands
for 10 hours of work time. So in a 30 credit course you should expect to complete 300 hours
of work time. As an example, this work time can be broken down as time spent in class,
completing background reading and research, independent preparation for classes
(including studying seminar texts, preparing formative assignments, reviewing lecture notes,
and reflecting on learning) and assessment time plus preparation.
It should be emphasised that independent study time is an extremely important aspect of
student learning in the Arts and Humanities disciplines, and contributes greatly to the
educational experience. It involves directed reading and other exercises, working on essays,
projects and presentations and revising for exams. Students may be working independently
or in groups (building team-working skills), making use of a variety of resources including
libraries, archives, practice rooms, galleries, or historic sites.
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In one semester a student normally takes 60 credits, which means that 600 hours of work
time are expected per semester including teaching weeks, examination time, and presemester reading.

6.7

Engagement

The University records and monitors the engagement of all students to support their
academic attainment and progression and to ensure student wellbeing. All students at the
University of Manchester are expected to be independent learners and as such are active
participants in their own learning experiences and must take responsibility for achieving their
learning outcomes. Regular engagement will help to improve academic achievement and
can facilitate the development of core skills such as teamwork and professional
communication. The School has put in place procedures, with identified trigger points, that
indicate when a student’s engagement has become a concern or where a pattern of lack of
engagement begins to raise concerns with regards to a student’s wellbeing.
Please note: you should be spending about 200 hours on each 20 credit course unit.
This means that you should be spending:
SEVEN HOURS PER WEEK ON EACH YEAR-LONG 20-CREDIT COURSE UNIT
FOURTEEN HOURS PER WEEK ON EACH SEMESTER-LONG 20-CREDIT COURSE
UNIT
Students are required to be in attendance throughout the academic year, including Reading
Week in Semester 1 and both periods of revision and assessment. For this reason the
School would not expect any student to take a holiday or period of unauthorised absence
during term-time. If you are prevented by illness, accident or other circumstance beyond
your control from attending any tutorial class, you should notify your Programme
Administrator by email on the first day of your absence.
For an absence of less than 7 days, you should submit a self-certification of ill health
form (signed by your GP or Medical Practice) to your Programme Administrator
immediately after your return. As soon as you are able to, you should contact your
tutor regarding the work that you have missed.
For an absence of more than 7 days, a letter from your GP or other medical
professional or a ‘fit note’ must be obtained and submitted as soon as possible.

6.8

Certification of illness and absence from the University

It is a requirement of your registration with the University of Manchester that you register
with a local General Practitioner. A list of GP practices can be obtained from the
Occupational
Health
Centre
(campus
map
no
38:
http://www.manchester.ac.uk/aboutus/travel/maps/az/), any University hall of residence or
a local pharmacy. You can also find information on the NHS website
(http://www.nhs.uk/Service-Search). According to guidance issued by the General Medical
Council, it would not be regarded as good practice for a family member to be the registered
GP or to offer treatment except in the case of an emergency.
You should always consult your GP (or for emergencies the Accident and Emergency
Department of a hospital) if your illness is severe, if it persists or if you are in any doubt
about your health. You should also consult your GP if your illness means that you are absent
from the University for more than 7 days, including a weekend. Please see details above for
how to inform the University about your illness.
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Please also see the section on Mitigating Circumstances if your work has been affected by
illness.

6.9

Important Attendance Information for International Students - UKVI
academic engagement requirements

Monitoring academic engagement - 2022/23 academic year
Students with a visa in the UK are no longer permitted to study remotely and must attend
in-person unless quarantining or self-isolating
A student is considered to be academically engaging if they are actively and consistently
following their course of study;
Where the student is not actively and consistently engaged, the School or department must
annotate the student's record with the reason for the lack of academic engagement and the
steps taken to ensure that the student re-engages with their study.
Where the student fails to re-engage with their studies within 60 days of the first escalation
by the School or department, the University is obligated to withdraw the student unless the
absence has been supported by the University and the student is still able to complete their
course within their existing visa when they resume their studies. The UKVI notes that these
situations should be rare and the evidence and reasoning fully documented as its
compliance officers will monitor these exceptions.
Additional notes:
•

Requirements apply to study abroad and other visiting students.

There is no requirement to monitor students during vacation periods for their course.
Further information
If you have any concerns about the UK Visas and Immigration (UKVI) academic
engagement requirements, or your Tier 4 visa status, please contact
visa@manchester.ac.uk

6.10

Consequences of Unsatisfactory Engagement or Attendance

Repeated unexplained (or unsatisfactorily explained) engagement or attendance will result
in you being contacted by your Academic Advisor or Programme Director. This may result
in a referral to the Student Support and Wellbeing team or Central University Support
Services for ongoing support, as required.

6.11

Interruptions to Study/Repeating Year

It is the expectation of the University that you will complete your programme in one
continuous period of uninterrupted study. It is understood, however, that you may encounter
personal difficulties or situations which may seriously disrupt your studies. In such instances,
you may be granted a temporary interruption to your studies.
It is important to realise that we may not be able to provide an identical teaching, supervision
and assessment experience on your return as would otherwise have been available.
Programmes of study and regulations change to reflect developments in the subject,
requirements of external bodies and the resources available to the University. While we will
try to make reasonable provision for you following your interruption you need to realise that
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permission for an interruption is a privilege and not a right. Requests must meet the
appropriate grounds and be approved by the School (please see details below).
During your period of interruption you will not be a registered student of the University and
your right to be on University premises will be that of a member of the public. You may not
undertake work on University premises as you are not covered by our insurance
agreements. You should also note that you will lose onsite IT and student library access;
however, you can retain remote email access to your student email account. You do need
to ensure, however, that, if necessary, you save work and provide alternative forwarding
contact email details to us.
If you fail to return and re-register at the expected date of return following an interruption,
we will attempt to contact you but if we receive no response after 30 days following your
expected date of return, we can deregister you from the student system.
The School expects all students to complete and submit an application to request an
interruption in advance. If this is not possible (e.g. due to ill health) a request and
appropriate evidence should be submitted before the end of teaching for the semester in
which you are affected. Interruptions will not normally be granted retrospectively and you
will be liable to pay the full tuition fee if you do not apply for an interruption within the
appropriate semester or academic session. Please note that the interruptions mechanism
is not intended to be used to enable students to repeat a year to improve their marks.
Before considering an interruption, you should bear in mind that we will not be able to
guarantee that certain course units will be available when you return to study, following a
period of interruption, as provision may change from year to year.
A period of interruption will be for no more than one year in the first instance. The School
will consider requests for a further period of interruption only in exceptional
circumstances.
In some circumstances, the School may recommend that a student consider taking a period
of interruption from their studies. This is usually when a student has experienced significant
health/personal problems and is struggling to complete assessments (with support already
in place via mitigating circumstances and University Support Services, e.g. DASS if
appropriate). The School cannot enforce an interruption of study, but students should bear
in mind that if they choose not to interrupt their studies, after it has been recommended by
the School, they continue at their own risk. As noted above, a retrospective request to
interrupt is unlikely to be approved if the School has previously made a recommendation to
interrupt and a student has chosen to continue with their studies.
Where the School has significant concerns about a student’s ability to continue studying
(e.g. due to ill health) the School may refer a student’s case to its Fitness to Study Panel.
The School may also ask the student’s permission to make a referral to the Student
Occupational Health Service for further advice on their fitness to study.
For further information, please refer to:
http://www.regulations.manchester.ac.uk/guidance-on-interruptions/
http://www.studentsupport.manchester.ac.uk/study-support/interruption-or-withdrawal/
Acceptable grounds for an interruption:
The following circumstances are typical of what may be considered grounds for applying for
an interruption to a programme:
• Serious physical or mental illness of the student;
• Death / serious illness of a partner; close family member or close friend;
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• Unforeseeable or unpreventable events such as distress or injury caused by a
serious accident; the effects of being the victim of a criminal act or the distress or
serious disruption caused by fire, flood or other natural catastrophe;
• Extreme family or financial circumstances leading to stress;
• Breakdown of essential equipment where a student is unable to continue a project
and the use of alternative equipment is not possible;
• Delays in obtaining ethical approval;
• Jury Service;
• Maternity or Adoption Leave (see below)
• Delays in progress due to unforeseen problems (e.g. moving of offices/buildings,
supervisor changes) which are outside of the student’s control
Maternity leave
Students may interrupt their studies for the purpose of maternity leave at any time from 28
weeks of the pregnancy for a maximum period of 12 months during their degree. The period
of leave must be taken in one consecutive block.
Paternity leave
A total of two weeks paternity leave may be taken at any time during a partner’s pregnancy
or within three months following birth. The student must inform their Programme Director of
this absence.
Adoption leave
Students who are adopting a child may interrupt their studies for a maximum 12 month
period during their degree. The period of leave must be taken in one consecutive block.
Grounds that will not normally be accepted:
The following circumstances will not be regarded as grounds for applying for an interruption
or an extension:
• The student or Programme Director was unaware of policy and application
procedures for interruptions and/or extensions for courses. It is ultimately the
student’s responsibility to ensure that they are aware of all policies and procedures
relevant to their degree;
• Work commitments;
• Further primary research and/or laboratory work;
• Temporary lectureships;
• Exchange visits;
• Voluntary service overseas;
• Expeditions/sport;
• Long-term holidays/vacations;
• Inadequate planning and time management;
• Normal pregnancy (excluding standard maternity leave entitlement);
• Difficulties with English language (including delays as a result of proofreading);
• Computer or other equipment failure where use of an alternative is possible or any
loss of work was avoidable;
In exceptional circumstances, the School may grant interruptions where they would lead to
clear benefits for the student’s future career or further study. Such cases will be referred to
the School’s Director of Teaching and Learning for consideration.
How to apply for an interruption
Students must complete an Interruption request form, available from the Student Support
and Wellbeing team (contact details above). Relevant supporting evidence should be
provided when the form is submitted. Please note you must continue to attend classes and
submit/attend assessments including examinations while you await the outcome of your
application, as it may not be successful.
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The request will then be considered by the School’s Director of Teaching and Learning.
Students will be informed of the outcome of their application, in writing, by the Student
Support and Wellbeing team.
Student status during the interruption period
During a period of interruption you will not be a registered student of the University and your
right to be on University premises will be that of a member of the public. During the period
of interruption, a student’s registration status is ‘leave of absence’ (LOA) and no tuition fees
are payable. Where tuition fees have already been paid they will be refunded or held over
by the University. For further information about tuition fees, please contact the University’s
Student Services Centre.
During the leave of absence period, students will not be entitled to supervision and will have
limited access to University facilities: they will not be able to use swipe cards or the library
but will have access to their student IT account, My Manchester, email and the Student
System (Campus Solutions).
Returning from a period of interruption
In line with University guidance, students who have interrupted their programme on medical
grounds will be required to provide medical evidence that they are fit to return and resume
their studies. This must be provided in advance, at least one month prior to a student’s
intended date of return. Please note that it is the student’s responsibility to ensure that this
evidence is provided to the School. If evidence is not received in advance of the student’s
return, it may not be possible for the student to continue with their studies. All students must
ensure that they complete academic and financial registration (including payment of tuition
fees) when they return to study following a period of interruption.
Failure to return from a period of interruption
If a student fails to return and re-register after 30 days of their expected date of return
following an interruption, and there has been no response to the School’s efforts to contact
the student, their student record will normally be withdrawn.
Requests to repeat a year of study
Please note that requests to repeat a year of study (or part year of study) will only be
approved in exceptional circumstances. Students will not be permitted to repeat a year of
study (or part year) in order to improve their marks. When considering a request the School
may check a student’s engagement with their programme of study, their attendance record
and any other relevant information including current marks. If the request involves a change
of programme which would make it necessary for the student to restart Year 1, the School
will also refer to A-Level results to check that the student meets the current entry
requirements for the programme. The School will not be able to consider any request to
repeat a year of study following the conclusion of teaching in semester 2. Students must
continue to attend classes and submit/attend assessments, including examinations, while
they await the outcome of an application as it may not be successful.
When considering requests, the School may decide that it can only offer a student the
opportunity to repeat semester 2, rather than a whole year of study; this will normally be
when a student has already successfully completed semester 1. Please note that it is not
possible, within the University degree regulations, to carry marks over to any repeated year.
We recommend that you speak to your Academic Adviser and the Student Support and
Wellbeing team before you make a formal request. Please note all students are required to
pay tuition fees for any repeated year of study. If you are funded by Student Finance
England, we recommend that you contact them to discuss the financial implications.
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6.12

Withdrawing from your programme

If you are considering withdrawing from your programme of study, please ensure that you
speak to your Academic Advisor, Programme Director and/or the Student Support and
Wellbeing team immediately. They will be able to offer you advice and support and may be
able to present alternative options that you may wish to consider. You are also strongly
advised to read the information available on My Manchester to help you in your decisionmaking:
http://www.studentsupport.manchester.ac.uk/finances/funding-opportunities/all/changesor-interruption-of-course/
http://www.studentsupport.manchester.ac.uk/study-support/interruption-or-withdrawal/
If, for whatever reason, you firmly decide to withdraw from your programme of study, please
ensure that you inform the Student Support and Wellbeing team as soon as possible. We
will ask you to complete a short form to confirm the reasons for your withdrawal. The School
expects all students to complete and submit an application to request to withdraw from their
studies at the point at which the decision is made. As a withdrawal from study may result in
the refund of tuition fees, the School will not normally be able to record a retrospective
withdrawal. The School is required to notify the University’s Student Services Centre of your
withdrawal and of your last date of attendance. If appropriate, this information will also be
communicated to Student Finance England if you are in receipt of funding for your studies.

7

Learning resources

7.1

The University of Manchester Library and other Libraries

http://www.library.manchester.ac.uk/
The University of Manchester Library is one of only five National Research Libraries. With
more than 4 million printed books and manuscripts, over 41,000 electronic journals and
500,000 electronic books, as well as several hundred databases, the library is one of the
best-resourced academic libraries in the country.
The Main Library holds the principal collections that support teaching and research in the
humanities, and the social sciences. A number of specialist site libraries also support the
humanities and these are located across campus. The Library’s Special Collections, one of
the finest collections of manuscripts and early printed books in the UK, are housed in The
John Rylands Library, Deansgate in the city centre.
The Alan Gilbert Learning Commons is open every day apart from Christmas Day and
Boxing Day and a number of library sites extend their opening times in the run up to exams.
The Art History and Archaeology Library is located on Floor 4 of the Mansfield Cooper
Building. It is open from 9.30am to 5.00pm during term time.
On the Library website there is a wealth of resources on a range of topics from using the
printers and borrowing books to booking a PC or accessing resources off campus or making
a Group Study Room booking.
The My Learning Essentials skills programme offers online resources, workshops and dropins designed to help to develop your academic, wellbeing and employability skills.
Make sure you never miss news on the Library’s latest news and developments:
www.twitter.com/@UoMLibrary
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John Rylands Library Deansgate
The John Rylands Library was founded by Enriqueta Augustina Rylands (d. 1908) in
memory of her husband, John Rylands. The special collections include medieval illuminated
manuscripts and examples of early European printing. The library collections are regularly
used in teaching by lecturers in the department.
http://www.library.manchester.ac.uk/rylands/

7.2

The Manchester Museum and Whitworth Art Gallery

The School of Arts, Languages and Cultures benefits from two of the University’s key
cultural assets: the Manchester Museum and the Whitworth Art Gallery. We encourage all
of our students to consult their collections.
For details of both of these institutions, including access to their on-line catalogues and
blogs, please make use of their websites:
http://www.museum.manchester.ac.uk/
http://www.whitworth.manchester.ac.uk/
7.3

Blackboard: courses and enrolments

Blackboard (Bb) is the web-based platform that we use across the institution to deliver our
teaching, learning and assessment online. All of your course units and programme-wide
spaces (where relevant) are delivered via Bb.
Access Bb via My Manchester http://my.manchester.ac.uk/. In Blackboard you will find:
•

a list of all the course units you are registered to take, under the ‘Course List’,

•

a list for Programme spaces or other ‘Organisations’, in the ‘My Communities’ list.

Your Bb course units will contain different elements, depending on how your tutor(s) have
set them up. They may be used for hosting teaching materials, lecture handouts; for
assessment including coursework submission, quizzes; for communication such as class
announcements; for collaboration with your fellow students e.g. discussion boards or blogs;
or other. If you have any queries about the content in your Bb spaces, please check with
your tutor first.
You can find guidance on the various Bb tools as well as other eLearning tools we use at
Manchester e.g. Turnitin, accessing the Manchester video portal or other in this page:
https://sites.manchester.ac.uk/humteachlearn/student-support
If you like you can access Bb on your smartphone using the Bb Mobile Learn app. For guidance,
see: https://help.blackboard.com/Mobile_Learn
7.3.1 When can I access the Blackboard sites for the units I am studying?
Courses become available to students one week before the start of teaching. For most courses in
2022/23 this is:
•

Semester 1 and all-year courses: Monday, 19 September 2022

•

Semester 2 courses: Monday, 30 January 2023

To ensure that you have access to all of your courses within Blackboard, you must be
enrolled on them through the Student Records system. Once enrolled, your courses should
appear on Blackboard from the dates above mentioned.
7.3.2 What can I do if I cannot find in Bb a course(s) unit I am enrolled on?
If you cannot see a course you expect to see, it may be because your tutor has not ‘activated’
the Blackboard site for that course unit, or it may be that your enrolment is not completed:
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•

contact your School Administrator to check that you are fully enrolled;

•

check with your tutor that the Bb site has been activated (made available to
students);

Note: If you decide to change your course enrolments (from one unit to another) there will
also be a delay of up to 24 hours in acquiring your new courses and removing those you are
no longer taking. If after enrolment or changing your enrolments your courses are not
correctly listed in Bb after 24 hours, please contact the eLearning Team via the Support
Portal ttps://www.itservices.manchester.ac.uk/help/elearning/
7.3.3 What if at some point during the year I cannot access Blackboard or Turnitin?
If during the duration of your studies you experience interruptions in
IT or eLearning services such as Blackboard, Turnitin, or other,
1. Check the Service Availability information on IT services
homepage: http://www.itservices.manchester.ac.uk/ The
Service Availability portlet will display whether there is any
known disruptions and flag issues with a red or an orange
circle (see image).
If you experience an issue that is not notified in the Service Availability portal contact your
eLearning
team
via
the
Support
Portal
https://www.itservices.manchester.ac.uk/help/elearning/

7.4

Study Skills

Unlike other forms of education, studying at university requires you to take responsibility for
your own learning. This means that there is an expectation that you will undertake
independent study in the time when you are not in lectures or seminars e.g. following up
lecture and seminar discussions with further reading, organising your notes, preparing
assessments. If you are to benefit from the unique experience of university study, acquiring
not only specialist knowledge but also the capacities for critical, analytical thought and clear
self-expression, then you personally, and your peers collectively, must contribute to the
creation of an active learning environment. Several key points to remember:
1)

As a postgraduate at the University of Manchester, you are expected to act in a
mature manner and to be respectful to lecturers, tutors, administrators and your
fellow students.

2)

You are expected to prepare adequately for lectures and seminars, whether by
reading alone or by organising ideas for group discussion.

3)

You are expected to actively participate in seminars, either in discussion, asking
questions, or giving oral presentations.

4)

Plan for assessment deadlines and do not leave assessments to the last minute.

5)

The responsibility for managing your time falls to you, and you need to find the right
balance between your workload and extra-curricular activities.

6)

A degree is about skills acquisition and your intellectual development, not about
amassing and regurgitating information and assessment outcomes.

Remember – success is not measured simply by the class of degree that you obtain, but by
the effort you put in, and the personal improvement in understanding, skills and attitudes
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you achieve as an undergraduate. It is these qualities that will be commented on in
references written by your tutors when you apply for work.

8

Academic Feedback

8.1

What is feedback?

Feedback is information which enables you to improve your skills. As such, it is a crucial
part of the learning process, and is central to the academic relationship between tutor and
student. As general principles, the School requires that written feedback should be typed,
that it should give students the chance to improve their work, and that it should be provided
in a timely manner.
For all formative assessments and assessed coursework, feedback will normally be
provided within 15 working days after the final submission deadline (for a 20 credit unit).
Please note that working days at the University do not include weekends, public holidays,
exam periods or University holidays. Course unit directors will advise students if there will
be a delay in the return of feedback.

8.1.1 Seven principles of good feedback practice have been identified:
•
•
•
•
•
•
•

Facilitates the development of self-assessment (reflection) in learning
Encourages teacher and peer dialogue around learning
Helps clarify what good performance is (goals, criteria, expected standards)
Provides opportunities to close the gap between current and desired performances
Delivers high-quality information to students about their learning
Encourages positive motivational beliefs and self-esteem
Provides information to teachers that can be used to help shape teaching

Charles Juwah, Debra Macfarlane-Dick, Bob Matthew, David Nichol, David Ross and Brenda Smith, Enhancing
Student Learning through Effective Formative Feedback (Higher Education Academy, 2004)

8.1.2 Academic staff in SALC aim to provide feedback which is:
•
•
•
•

8.2

Prompt (where there is further assessment to be completed for a course unit,
feedback will be provided to students no later than 15 working days (for a 20 credit
unit) after the submission date and before the completion of the next assessment)
Related to the learning outcomes of the assignment
Individualised to the assignment and the student
Oriented towards improving future performance

What means do subject areas in SALC use to provide feedback?

Feedback can be provided in a number of different ways. In SALC these may include:
•
•
•
•

Written comments on coursework assessments, including essays, and on SALC
feedback sheets – this may be in electronic format via Turnitin or by email.
Advice given during and following discussion in seminars; this advice can be spoken
or via email or other electronic means
Advice given on a one-to-one basis during your course unit director’s or Academic
Advisor’s office hours
Written and face to face (virtual) feedback on examinations

The School’s feedback forms are designed to enable tutors to give students feedback
on both assessed and non-assessed coursework and examinations. Please see
section Assessment / Submission of Assessed Work for further advice on how to
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submit your assessments and receive feedback. Marking of assessed coursework is
carried out under conditions of anonymity, and your identity is not known until after
the provisional mark has been recorded.
For online examinations, feedback can be viewed via Turnitin (submission portal) once
marking is complete.
Your feedback will include an indicative mark. You should be aware that any mark given to
you at this stage is provisional: it may go up or down during the moderation process.
Feedback on dissertations and other 40 credit submissions is provided following the
Examination Boards in June/July.

8.3

When is feedback given?

Feedback can be given at several points during your course unit, or degree programme, for
example:
•
•
•

8.4

As general advice given in class when discussing essay or presentation strategies.
As part of an on-going discussion about research and writing (for example, during
supervision meetings in preparation for a dissertation).
As oral or written comments after you have submitted a coursework essay/given a
class presentation.

What is the difference between formative and summative feedback?

Formative feedback is feedback which you can use in order to help improve your
performance in future assignments. Work that is purely formative does not carry a mark that
counts towards your final course unit mark.
Summative feedback is feedback given on a piece of work where the mark counts towards
your final course unit mark.
During your degree you will find that feedback can be both formative and summative. This
means that the mark you are given for the piece of work submitted counts towards your final
course unit mark and that the comments you are given can help you to improve your
performance in future assignments across a number of course units.

8.5

What happens if I want more feedback?

If, after you have received feedback on your work, you would like more information then you
should contact your Course Unit Director or Academic Advisor. Course Unit Directors will:
•

be available for up to two consultation hours per week during semester time (these
hours will be communicated to you following the start of each course)

•

make alternative arrangements to see students who are unable to make use of these
consultation hours

•

Aim to respond to student email queries within 3 working days

The University policy on Feedback can be found at:
http://www.staffnet.manchester.ac.uk/tlso/policy-guidance/assessment/practice-ofassessment/feedback-to-students/
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9

Mitigating circumstances

9.1

What are mitigating circumstances?

Mitigating circumstances are personal or medical circumstances which are unforeseeable
and unpreventable that could have a significant adverse effect on your academic
performance. You should only submit a mitigating circumstances application if you consider
it serious enough, and the timing critical, to have affected your performance in your
assessed work and examinations.
For complete guidance on the acceptable grounds for mitigating circumstances and the
application process in the School, please refer to the student intranet
http://www.alc.manchester.ac.uk/studentintranet/support/mitigatingcircumstances/.
IT failure may be accepted as grounds for mitigating circumstances. However students are
advised to back up all work regularly using their University P drive and not leave the
completion of work so late that they are unable to use an alternative computer or printer.
Further
information
on
your
P
drive
is
available
here:
http://www.itservices.manchester.ac.uk/ourservices/catalogue/email-calendarcollaboration/its-ourservices-catalogue-email-calendar-collaboration-collaborativepersonal-storage/. We strongly encourage you to save work to your P drive, instead of a
removable storage device which could be corrupted/lost/stolen. In most cases, the P drive
should provide sufficient storage, but in the case of large files, please seek advice from IT
Services or your Course Unit Director.
Pregnancy
Events may arise during pregnancy that may constitute mitigating circumstances, and these
need to be judged on a case by case basis. It is recommended by the Equality
Challenge Unit (ECU), that, at a minimum, students are required to take two weeks’
compulsory maternity-related absence, or four weeks if they are on placement in a factory.
This is in line with employment law, and is to ensure the health and safety of the mother
following birth.
You can find the full University Policy on Mitigating Circumstances here:
http://documents.manchester.ac.uk/display.aspx?DocID=4271

9.2

How do I submit a mitigating circumstances application?

You will need to submit a mitigating circumstances application using the online form
available on the student intranet here:
http://www.alc.manchester.ac.uk/studentintranet/support/mitigatingcircumstances/
Relevant supporting evidence can be submitted in hardcopy to the Student Support and
Wellbeing team. It is normally acceptable for electronic copies to be submitted via email to:
salc-studentsupport@manchester.ac.uk.
Please ensure that you use the School’s online form. Other Schools in the University use
different (hardcopy) application forms and it is important that you submit your application
online in order for it to be considered.
If you have any problems completing the online application (e.g. due to a hand injury), we
recommend that you seek assistance from the Students’ Union Advice Service:
https://manchesterstudentsunion.com/wellbeing-advice who may be able to assist you in
completing the online form.
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9.3

Do I need to submit supporting evidence?

Yes. All mitigating circumstances applications must be supported by independent third party
evidence. The type of evidence will vary according to the nature of the circumstances, but it
must be sufficiently independent to confirm the case you are making. Examples of evidence
include a doctor or other health professional’s letter, counsellor’s letter, self-certification form
signed by your GP or GP’s Medical Practice (for illnesses of 7 days and under only). Please
note that it is a University policy that the self-certification form must be signed by a GP; we
cannot accept forms which have not been signed by a GP. Please note that your application
cannot be considered until your evidence has been received.
The Student Support and Wellbeing team will issue one reminder (by email to your student
email address) for evidence to support your application. If evidence has not been received
within 2 weeks of the submission of your form, and you have not contacted the Student
Support and Wellbeing team to inform them of any delay, your application will be refused
and no further action will be taken.
If you are registered with the University Disability Advisory and Support Service (DASS),
please refer to the information contained below.
Please note that if your GP, or other medical professional, indicates that you are not fit to
study (due to illness or injury), it will not be possible for the School to consider providing
deadline extensions during the period that you have been ‘signed off’. In addition, all
students must meet attendance requirements. For these reasons, it may be necessary
therefore for the School to recommend that you interrupt your studies.

9.4

When should I submit an application?

You should submit your mitigating circumstances application before your assessment
deadline has passed. Unless your circumstances prevent you from doing so, you should
continue working on your assessment, and if possible submit it, whilst you wait for the
decision of the Committee.
If the circumstances have arisen during the course of an examination period, your
application should be submitted in advance or on the day of the examination that is affected.
If your application is delayed, it may not be accepted.
The final dates for submitting mitigating circumstances applications and evidence relating
to the examination periods are as follows:
•
•

•

Wednesday 1 February 2023
Monday 12 June 2023
Wednesday 6 September 2023

The School will be unable to accept applications and evidence after these deadlines.

9.5

What happens next?

When appropriate supporting evidence has been submitted, your case will be considered
by the Mitigating Circumstances Committee. You can normally expect to receive
confirmation of the Committee’s recommendation within 7-10 working days which will be
sent to your student email address. The recommendation of the Committee is provisional
until it has been reviewed and confirmed by the Board of Examiners during their meeting in
June.

9.6

How will my application be considered?

The Mitigating Circumstances Committee will assess whether to accept or reject your
application based on the information and supporting evidence you have provided. Please
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note, the Committee may decide that they do not have enough information from you and so
the decision will be held as pending and we will contact you by email to ask for further
information, and give a deadline for this to be provided by.

9.7

I am registered with the Disability Advisory and Support Service, how
will this affect my application?

If you need to apply for mitigating circumstances due to issues directly related to your
disability, normally you will not need to provide any additional supporting evidence, but you
must provide a detailed explanation on the application form of how your disability is currently
affecting your studies. It is not sufficient to indicate only that you are registered with the
Disability Advisory and Support Service (DASS). A Disability Advisor from DASS may be
consulted by the Mitigating Circumstances Committee that will consider your application. If
you need to apply for mitigating circumstances for an issue that is not directly related to your
disability, you must provide supporting evidence (see above for details).

9.7.1 If my application is accepted how will mitigation be applied?
For detailed guidance please refer to the student intranet:
http://www.alc.manchester.ac.uk/studentintranet/support/mitigatingcircumstances/.

9.8

How will I find out the result of my application?

Following the meeting of the Mitigating Circumstances Committee, you will be notified of the
outcome of your application by email to your student email address, normally within 7-10
working days. The Committee will recommend to the Board of Examiners whether or not
mitigation should be applied. All recommendations are provisional until the Final
Examinations Board has met. If the Committee have recommended to the Board of
Examiners that mitigation should be considered then you will be notified of the outcome of
the Board of Examiner decision by email in July.

9.9

What support might I be offered after submitting a mitigating
circumstances application?

It is important that you contact the support services noted below for advice and to discuss
how the University can support you during your studies, as it is not the role of the Mitigating
Circumstances Committee to assess your support needs. However, when you make an
application for mitigating circumstances, the Student Support & Guidance Office may
recommend that you access particular University Support Services (e.g. DASS or
Counselling).
Student Support & Guidance Office:
The School’s Student Support & Guidance Office can help you access all types of support.
Tel: 0161 306 1665, email: salc-studentsupport@manchester.ac.uk
Your Academic Advisor: you can find the email address of your Academic Advisor here:
http://directory.manchester.ac.uk/
Students’ Union Advice Centre: Tel: 0161 275 2947
University Counselling and Mental Health Service: Tel: 0161 275 2864
Disability Advisory and Support Service: Tel: 0161 275 7512, email:
dass@manchester.ac.uk
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10

Assessment

10.1

Methods of Assessment

By the end of the degree programme, each student will have experienced a variety of
formative and summative assessment methods, which will have developed and tested
different skills in written or oral communication. Formative assessment (which may award
the student a notional mark and/or offer detailed feedback on the student’s progress) is used
throughout your degree; however, only the marks awarded in summative assessment count
towards the student’s final mark. Formative assessment (whether informally or formally
assessed) may, in some course-units, be written up into a final version that is then
summatively assessed.
The following are some examples of summative assessment that are used in the School of
Arts, Languages and Cultures:
a)
b)
c)
d)
e)
f)
g)
h)

written examination
assessed essay
dissertation
oral/group presentations
oral/aural examination (Language units only)
web CT
portfolio
class tests

On certain course-units, students’ performance may be assessed solely by means of a
formal examination. There may be both on campus and online exams in the 22-23
academic year during the the Semester 1 (January 2023) and Semester 2 (May/June 2023)
examination periods. You will receive more detailed guidance on how these exams will be
delivered prior to each exam period.
For the majority of course units, marks for assessed essays (or other assessed work)
submitted in the course of the year (and not done under examination conditions) are added
to the examination result and contribute a certain percentage to the overall mark for the
course-unit. These essays or other pieces of work should be completed as directed by the
Course Unit Director or tutor concerned. You should check carefully the instructions and
deadlines issued in each course unit you are taking, especially as the requirements will vary
from unit to unit.
A number of course units also use oral presentation as a method of assessment. Students
are required to give one or more short talks to tutors and students on a selected topic
relevant to the course. The marks awarded for the presentation contribute a certain
percentage to the overall mark and may be combined with one or more other methods of
assessment.
The method(s) of assessment used in each course can be found in the Course Unit
Publishing section within the Student Portal.

10.2

Assessment Criteria

All assessed work within the School of Arts, Languages and Cultures, whether by written
examination, essay or project, is overseen by the Board of Examiners. Candidates’
examination scripts and assessed coursework are marked according to the appropriate
Grade Descriptors and a selection of these are given below. All examination papers, scripts,
coursework and marks are scrutinised and approved by External Examiners, who are senior
members of relevant Subject Areas in other universities.
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Assessed Coursework
Marks below 30%
The work fails to provide a competent description of the topic, and falls far short of a
competent discussion. It is poorly structured and has no coherent argument. The style and
presentation are so poor as to seriously impair communication and there is no evidence that
the principles applicable to academic writing in the Humanities have been understood. The
candidate may be permitted to resubmit (once only) and attempt to rectify faults identified if
they wish to achieve a pass at Diploma or Master’s level.
Marks 30 - 39%
The work is almost wholly descriptive. It displays no awareness at all of theoretical or critical
ideas such as those learned on the core course units. It displays some potential to move
from description to discussion of the topic and to structure a basic argument derived from
this descriptive approach but it fails to achieve this in clearly identifiable respects. The style
and presentation are poor. There is little evidence that the principles applicable to academic
writing in Humanities have been understood, but communication is maintained. The
candidate may be permitted to resubmit (once only) and attempt to rectify faults identified if
they wish to achieve a pass at Diploma or Master’s level.
Marks 40 - 49%
The work provides a superficial discussion of the topic but remains predominantly
descriptive. It demonstrates a basic grasp of the topic but is lacking in critical or analytical
insight in general. It reveals a very limited awareness of theoretical or critical ideas such as
those learned on the core course units, and no attempt is made to use such ideas in practice.
An identifiable argument is discernible but this is poorly and inconsistently sustained. The
style and presentation exhibit a large number of errors but there is some evidence that the
principles applicable to academic writing in the Humanities have been understood. In some
cases it may be possible to compensate marks of 40-49%. For further details on
compensation, please see item 15.2 below.
Marks 50 - 59%
The work demonstrates a reasonable understanding of the topic and can discuss it
competently even if it is not able to develop complex ideas in relation to this topic. There is
an awareness of critical or theoretical ideas such as those learned on the core course units
accompanied by limited attempts to use them in practice. The approach is generally
unambitious, but a coherently structured argument is in place and there is an awareness of
relevant secondary literature. The work exhibits a certain number of errors of style and
presentation but an adherence to the principles applicable to academic writing in Humanities
is predominant.
Marks 60 - 69%
The work demonstrates thorough understanding of the topic, and provides a good
discussion of it with appropriate examples. The work shows an awareness of critical or
theoretical ideas such as those learned on the core course units, supported by a sustained
ability to use these ideas relevantly in critical practice. The argument will be clearly
structured and the student has begun to develop new ideas on the texts or objects of study,
revealing an ability to critically evaluate existing research in the area. There are few errors
in style and presentation and the work demonstrates that the principles applicable to
academic writing in the Humanities have been fully understood.
Marks 70 - 79%
The work demonstrates a sophisticated grasp of the topic supporting critical analysis with
pertinent examples. An in depth awareness of critical or theoretical ideas such as those
learned on the core course units is relevantly applied in critical practice. The work is based
on wide reading in a range of source materials and shows clear originality. The work goes
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well beyond the mere exposition of ideas, providing a consistently sustained and lucid
argument. It demonstrates the ability to critically evaluate existing research on the object of
study in a confident, directed manner giving evidence of very strong potential to complete a
research degree successfully. There are no substantial or recurrent errors in style and
presentation and the work demonstrates that the principles applicable to academic writing
in the Humanities have been fully understood and internalised as good practice.
Marks above 80%
The work shows extensive knowledge of both the topic and the academic context(s) in which
it is applied, such that it begins to make a significant contribution at the forefront of
scholarship in the given field. A complex, original and relevant application of critical or
theoretical ideas such as those learned on the core course unit is demonstrated in critical
practice. There is clear evidence of an ability to critically evaluate existing research on the
object of study as the basis for identifying and defining new fields of research. The work
demonstrates considerable originality and is of publishable or near-publishable quality. The
style and presentation are virtually faultless.

Master's Dissertation
Marks Below 30%
The work fails to provide a competent description of the topic, and falls far short of a
competent discussion. It is poorly structured and has no coherent argument. It displays no
awareness at all of theoretical or critical ideas such as those learned on the core course
units. The style and presentation are so poor as to seriously impair communication and there
is no evidence that the principles applicable to academic writing in the Humanities have
been understood. The candidate will not be allowed to resubmit, and will be awarded and
exit award of Postgraduate Diploma/Postgraduate Certificate, as appropriate.
Marks 30 - 39%
The work is almost wholly descriptive. It reveals little awareness of theoretical or critical
ideas such as those learned on the core course units and makes no sustained or developed
attempt to apply them in practice. The work displays some potential to move from description
to discussion of the topic and to structure a basic argument derived from this descriptive
approach but it fails to achieve this in clearly identifiable respects. The style and presentation
are poor. There is little evidence that the principles applicable to academic writing in the
Humanities have been understood, but communication is maintained. The candidate may
be permitted to resubmit (once only) and attempt to rectify faults identified if they wish to
achieve a pass at Master’s level.
Marks 40 - 49%
The work provides a superficial discussion of the topic but remains predominantly
descriptive. It demonstrates a basic grasp of the topic but is lacking in critical or analytical
insight in general. It reveals some awareness of theoretical or critical ideas such as those
learned on the core course units, but attempts to apply them in practice are inappropriate or
confused. An identifiable argument is discernible but this is poorly and inconsistently
sustained. The style and presentation exhibit a large number of errors but there is some
evidence that the principles applicable to academic writing in the Humanities have been
understood. The candidate may be permitted to resubmit (once only) and attempt to rectify
faults identified if they wish to achieve a pass at Master’s level.
Marks 50 - 59%
The work demonstrates a reasonable understanding of the topic and the discussion provides
some evidence of analytical thought. The work also shows comprehension of critical or
theoretical ideas such as those learned on the core course units, but attempts to use these
ideas relevantly in practice are limited in scope. The approach is generally unambitious, but
a coherent argument is in place. There is an awareness of relevant secondary literature and
an ability to evidence assertions by reference to relevant literature/research. The work
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exhibits a certain number of errors of style and presentation but an adherence to the
principles applicable to academic writing in the Humanities is predominant.
Marks 60 - 69%
The work demonstrates a thorough understanding of the topic, and provides a good
discussion of it with appropriate examples. The work shows an awareness of critical or
theoretical ideas such as those learned on the core course units, supported by an ability to
use these ideas relevantly in critical practice. The argument is clearly structured and the
students have begun to develop new ideas on the texts or objects of study, revealing an
ability to critically evaluate existing research in the area. There is some evidence of potential
for conducting research at a higher level, but this may not be wholly consistent. There are
few errors in style and presentation and the work demonstrates that the principles applicable
to academic writing in the Humanities have been fully understood.
Marks 70 - 79%
The work is focused and comprehensive, demonstrating a through and sophisticated grasp
of the topic. The work is based on wide reading in a range of source materials and shows
clear originality. The work goes well beyond the mere exposition of ideas, providing a
sustained and lucid argument. An in depth awareness of critical or theoretical ideas, such
as those learned on the core course units, is demonstrated through relevant and consistent
application in critical practice. The work demonstrates the ability to critically evaluate existing
research on the object of study in a confident, directed manner, giving clear evidence of the
candidate’s ability to complete a research degree successfully. There are no substantial or
recurrent errors in style and presentation and the work demonstrates that the principles
applicable to academic writing in the Humanities have been fully understood and
internalised as good practice.
Marks above 80%
The work is excellent in every respect. It shows extensive knowledge of both the topic and
the academic context(s) in which it is applied. A complex, original and relevant application
of critical or theoretical ideas such as those learned on the core course units is demonstrated
in critical practice. There is clear evidence of an ability to critically evaluate existing research
on the object of study as the basis for identifying and defining new fields of research. The
work demonstrates considerable originality and is of publishable or near-publishable quality
making a significant contribution at the forefront of the discipline. The style and presentation
are virtually faultless.

Other Assessment
•

Other forms of assessment (such as presentations) will have their own specific grading
criteria. This will be detailed in the relevant course unit outline or programme specific
handbook.

10.3

Plagiarism and other forms of Academic Malpractice

Academic malpractice is any activity – intentional or otherwise - that is likely to undermine
the integrity essential to scholarship and research. It includes plagiarism, collusion,
fabrication, contract cheating or falsification of results, and anything else that could result in
unearned or undeserved credit for those committing it. Academic malpractice can result
from a deliberate act of cheating or may be committed unintentionally. Whether intended or
not, all cases of academic malpractice will be treated seriously by the University and
scrutinised under Regulation XVII (Conduct & Discipline of Students).
Types of Academic Malpractice
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Plagiarism: the presentation, intentionally or unwittingly, of the ideas, work or words of other
people without proper, clear and unambiguous acknowledgement. It includes the copying of
the work of any other person, including another student. Plagiarism may include the close
paraphrasing, or minimal adaption of another person’s words, illustrations, computer code,
graph, diagrams etc. Sources can be any available material, such as websites, articles,
books and lecture slides. The following are considered plagiarism:
a) turning in someone else's work as your own;
b) copying words or ideas from someone else without giving credit;
c) failing to put a quotation in quotation marks;
d) giving incorrect information about the source of a quotation;
e) changing words but copying the sentence structure of a source without giving
credit;
f) changing words but using the structure of an argument from a source without
giving credit;
g) Paraphrasing or summarising part of a source without giving credit.
Self-Plagiarism: the submission, in whole or in part, of a student’s own work, where that
work has been submitted for a different assessment, either at the University or at a different
institution. Students who use a previous piece of work or publication in a future piece of work
should ensure that they properly reference themselves and the extent of such use should
not be excessive.
Collusion: when a student or students permit or condone another student or students, to
share a piece of work subject to assessment in order to gain a mark or grade to which they
are not entitled. Students who allow another student to copy their work are also committing
collusion and both the copier and the provider of the work are liable to be penalised.
The University does however allow collaboration where students work in groups as part of
their programme of research or in the preparation of projects and similar assessments. The
expectations and marking of the work should be made clear by the person setting the work
and students should ensure that they are able to identify their contribution to the piece of
work in group submissions. If malpractice appears in a group piece of work, then the group
will normally be expected to take collective responsibility for the work and be seen as part
of the same disciplinary hearing, unless individual members are able to (i) identify who
contributed the element containing malpractice and/or (ii) distinguish their contribution to
that of the other members of the group.
Fabrication or falsification of results, figures or data: the presentation or inclusion in a
piece of work, by individual students or groups of students, of figures or any data
(quantitative or qualitative) which have been made up or altered and which have no basis
in verifiable sources; this may or may not involve other instances of academic malpractice.
Possession of unauthorised material in an examination: when a student intentionally
or unwittingly possesses unauthorised material in an examination. The material need not
be used during the examination or pertinent to an examination for this definition to be met.
Contract cheating: the commissioning of a piece of work by a third party, beyond basic
proofreading (See University Proofreading Statement). This may be where a student
engages an essay mill to request that the essay mill produces a piece of assessed work
for the student. This may also include the use of crowdsourcing, where a student obtains
content from, or allows editing by, others and fails to acknowledge the contribution.
The academic staff in your discipline area will inform you about these offences and educate
you about how to avoid them. Regardless of level, all students will be provided with guidance
and advice about the use of academic and referencing conventions, so that you can
understand what is expected of you when researching and writing assignments, whether
individually or in groups.
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If, having been informed about how to avoid malpractice, you are still unsure; you must
contact your Academic Advisor or your Course Unit Director who will be able to give you
specific advice about research skills and avoiding academic malpractice.
We would strongly advise all students to view the tutorial offered online by the UoM library
at their My Learning Essentials website. The website also has online and in person tutorials
on researching, note taking and referencing and constitutes a very useful tool for you to
learn skills required at university:
Avoiding Plagiarism tutorial:
https://www.escholar.manchester.ac.uk/learning-objects/mle/avoiding-plagiarism/
SALC Essentials:
All new students are required to complete and pass the Academic Malpractice Awareness
Course found on the SALC61240 Academic Malpractice Awareness Blackboard Page by
28th October 2022.
Returning students looking to take a refresher course may do so at any point by taking the
Malpractice Awareness Course on the SALC Assessment Blackboard page.
My Learning Essentials:
http://www.library.manchester.ac.uk/using-the-library/students/training-and-skillssupport/my-learning-essentials/
An Academic Malpractice Awareness: General Writing course has been added to all the
course unit Blackboard sites so that you can access it easily. This course includes the
following:
•
•
•

Understand and demonstrate what constitutes as plagiarism, collusion, copying,
falsification and fabrication of results.
Be aware of best practice in order to avoid committing academic malpractice.
Be aware of how we as a University detect academic malpractice and the
consequences.

We strongly recommend that you go through this course and, if you are still uncertain, speak
to your Academic Advisor who will be happy to discuss the specific aspects of academic
malpractice that you are unsure of.

Use of translation Software in assessments
Please note that specific rules apply to the use of translation software in assessments. You
should consult your Programme-level handbook for further details.

University Proofreading Statement.

If a student chooses to approach another person to proofread their written work or
seeks to use the services of a proofreading service or agency, they must take
account of the following principles:
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•

•

•

it is the responsibility of students to ensure that all work submitted is their
own, and that it represents their own abilities and understanding. Any
proofreading of work that is undertaken by a third party must not
compromise the student’s own authorship of the work;
proofreading undertaken by a third party must not take the form of editing of
text, such as the adding or rewriting of phrases or passages within a piece
of student’s work;
proofreading undertaken by a third party must not change the content or
meaning of the work in any way.

•
The University uses electronic systems such as Turnitin for the purposes of detecting
plagiarism and other forms of academic malpractice during marking. As part of the formative
and/or summative assessment process, you are required to submit your work to Turnitin
and/or other systems used by the University.
Please note that work submitted to the relevant electronic systems will be permanently
stored in a database.
During online examinations, you are expected to work under examination conditions. This
means that although you may be permitted access to readings or notes (dependent on the
course):
•
•
•
•

you must complete the assessment task on your own and without help or assistance
from third parties, academic staff, family members, friends or other students
you must not impersonate another candidate or allow yourself to be impersonated
you must not pass off the work of someone else as your own; ensure you fully
reference your sources
For Language courses, you must not use translation software or dictionaries, unless
explicitly permitted to do so

Markers may apply academic judgement in cases where there is suspicion of prohibited use
of translation software, prohibited use of dictionaries, collusion or contract cheating (the
practice of students engaging a third-party to complete assignments such as an essay mill).
In such cases, students may be invited to a viva voce (an oral assessment) in order to
validate the authenticity of responses. If the viva panel are not satisfied, you may be referred
to a formal disciplinary for further investigation and potential disciplinary action.
If in doubt, you should always refer to the course-specific examination instructions that will
be provided to you ahead of each exam. You can also ask the Course Unit Director for each
exam if you are unsure.

10.4

Submission of assessed work

Submission deadlines are set over several weeks in each semester and measures are taken
to try to avoid students having multiple simultaneous deadlines. However, it is not always
possible to avoid simultaneous deadlines. It is your responsibility to ensure that you
manage your time effectively and spread the workload evenly over the semester
rather than leaving work to the last few days before a deadline. Multiple deadlines
close together do not constitute grounds for mitigation.
Your Course Unit Director will inform you of the deadline for submission of a piece of
assessed work. When submitting the piece of assessed work, a number of rules apply as
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outlined below. If you fail to follow them properly, your work may have to be resubmitted,
and be subject to the University’s late submission policy.
Unless otherwise stated by your Course Unit Director, all course units expect assessed
coursework, and some formative coursework to be submitted electronically via a Turnitin
submission link, which is accessed via Blackboard for each course unit.
For online submission to Turnitin:
a) To enable anonymous marking, your coursework must not have your name anywhere
on it.
b) To avoid the risk of material being lost, your coursework must carry a header on each
page, which will include your student registration number (found on your library card)
and the course code and name of the course.
c) The word count for each piece of written work must be displayed clearly on the top righthand side of the first page.
d) Upload your coursework through the Turnitin/Grademark link in the course unit
Blackboard site. This link is usually found in the ‘Assessment’ folder on the left-hand
side of the module’s Blackboard landing page.
e) Ensure you carefully read the special instructions attached to the submission link as
these may vary from course to course.
f)

You must upload your work using your student registration number and the
question number/title (e.g. 1234567_Q3) in the title field.

g) You are responsible for ensuring you upload the correct document successfully;
accidental non-submission is not considered mitigation. Turnitin offers a preview feature
to allow you to check and confirm your work before final submission and you can resubmit as many times as needed up until the deadline. You can revisit the submission
inbox at any point to confirm submission and you will receive a digital Turnitin receipt in
your University email inbox to confirm submission.
h) You are responsible for successfully uploading your submission before the stated
deadline (usually 12 noon). All deadlines are in UK time (either GMT or BST depending
on time of year) so please take this into account if you are submitting from abroad.
i)

You are responsible for confirming successful submission and keeping a copy of your
coursework and digital email receipt containing your unique submission ID number.

j)

The failure of individual computing equipment does not provide mitigating circumstances
for late submission. Only a system failure confirmed by the University of Manchester IT
Team or an internet outage confirmed by your internet provider provides mitigating
circumstances for late submission.

For hardcopy submissions:
Should you have an assessment that requires handwritten responses or submission of a
large file (traditionally submitted via USB), your Course Unit Director will provide specific
instruction on how to submit well in advance of the deadline.

10.5

Word limit

All subject areas have agreed assessment lengths for written assessments (such as essays,
reports etc.) within their degree programmes. At each level the target word count or range
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for a written piece is indicative of the optimum length required to compose a successful
essay at that level, and is designed to correspond as closely as possible to the weighting
that the assessment has within the course unit.
The purpose of enforcing word limits is (a) to ensure parity and fairness by creating a level
playing field; (b) to help students produce well-focused and cogent written work; (c) to instil
the discipline essential for real-life writing tasks, where word limits are often rigid; and (d) to
ensure that students acquire the ability to edit their writing effectively and cut away
inessential material, skills invaluable both for academic work and the workplace.
•

students must observe the word limit specified for each assessment.
THE UPPER LIMIT IS AN ABSOLUTE MAXIMUM AND MUST NOT BE
EXCEEDED (THERE IS NO ‘10% RULE’)

•

the word count for each piece of written work must be displayed clearly on the top
right-hand side of the first page

•

word count is here defined as including quotations and the footnotes or endnotes in
the essay itself. It does not include the bibliography or any appendices. Appendices
are for supporting, illustrative material only; they may not be used to elaborate or
extend the argument

•

material that exceeds the upper limit will not be read or considered in the marking

•

work that is significantly under-length will be unlikely to meet the learning outcomes
of the particular assignment, and so may have this reflected in the mark awarded.

It is not expected that staff will check individual submissions unless they are concerned that
the stipulated length has been exceeded.

10.6

Penalties for Late Submission

In line with the University’s policy on late submission, SALC operates a system of penalties
for coursework submitted late (Including long essays and dissertations/theses). Any
assessed material submitted after the deadline will incur a penalty determined by the
lateness of its submission to the Turnitin inbox (Unless you have approved Mitigating
Circumstances or are DASS registered with an automatic one-week extension):
•

•

Any coursework submitted at any time within the first 24 hours following the
published submission deadline will receive a penalty of 10% of the maximum
amount of marks available. Any work submitted at any time between 24 hours
and up to 48 hours late will receive a deduction of 20% of the marks available,
and so on, at the rate of an additional 10% of available marks deducted per 24
hours, until the assignment is submitted or no marks remain.
The Policy relates to 24 hours/calendar days, so includes weekends and
weekdays. If an assessment deadline is at noon on a Friday and you submit
just before noon on the following Monday, your penalty would be a 30% mark
deduction, based on being late by three days/72 hours.

Any work that has been submitted after a deadline has passed is considered late except in
cases where an extension has already been formally agreed with the School (Mitigating
Circumstances/DASS registered students). There are no discretionary periods or periods
of grace. Any work submitted 1 minute past a deadline or later will therefore be subject to
a penalty for late submission. Should you experience any technical issues whilst uploading
your submission, contact salc-pgt@manchester.ac.uk as soon as possible, attaching your
work. Students are also advised to review the Submitting Successfully section of the
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Student Intranet in advance of deadlines for guidance:
https://www.alc.manchester.ac.uk/student-intranet/support/assessment/
Work submitted within 10 calendar days of the deadline will be marked and feedback
provided; the feedback will reflect the mark achieved before the penalty was imposed. If
you submit work more than 10 calendar days late, you are deemed to have failed the
assignment and it is at the School’s discretion whether the work to be marked and
feedback provided.
The Turnitin/Blackboard submission inbox will act as the single point of submission; SALC
also does not accept ‘last modified’ dates on files as a valid submission date. Therefore,
please ensure you are careful in fully submitting the correct file to Turnitin to avoid
accidental non-submission.
Please note that the late submission penalty does not apply to coursework resubmitted in
the August resit period. If resit coursework is submitted at any point after the deadline, a
mark of zero will be awarded. Students who have been offered a first sit during the August
exam period will be subject to the late submission policy’s sliding scale of penalties (10%
mark deduction for every 24 hours late).

10.6.1 Mitigation
Please see the section on Mitigating Circumstances for information on how to make an
application if circumstances have affected the timely submission of coursework.

10.7

Examinations

The University has a policy on examinations designed to ensure ‘that students do not obtain
unfair advantage for themselves or cause unfair advantage to other students’.
The Policy can be found in Section D of the Assessment Framework at:
http://documents.manchester.ac.uk/display.aspx?DocID=7333

10.7.1 Timing of examinations
The examination schedule has been produced using dedicated software for which the
overarching factor is the production of a timetable with no, or as few as possible student
clashes. Whilst attempts are made to ensure that you have a spread of examination dates
throughout the examination period, in many cases this is not possible for every examination
given the constraints on the number of examinations, the number of students taking them
and the options available to students on any particular programme of study. You should
expect therefore to have examinations on two or more consecutive days and, potentially,
have more than one examination to be submitted within a single day.
You will be entered for examinations based on courses you enrolled on at Registration, or
which you subsequently have changed on the Self Service function of Campus Solutions. It
is essential that you are registered for the correct course units; otherwise you will not be
entered for the correct exams. Please contact your programme administrator if you have
any concerns with your enrolment: https://www.alc.manchester.ac.uk/studentintranet/postgraduate/postgraduate-taught/contact-us/

10.7.2 Missing examinations
It is entirely your responsibility to check that your examination entry details (i.e. the course
title(s) and code(s) are correct. It is also your responsibility to ensure that you check the
timetable and submit your exam prior to the stated deadline. Absence/Non-submission,
except under mitigating circumstances, is counted as a failure in that examination
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and a mark of 0 will be awarded. Misreading of your timetable is not accepted as a
satisfactory explanation for absence from an examination.

10.7.3 Examination papers
Examination paper rubrics give you information about the structure of your exam paper (how
many questions you must answer, whether the paper is divided into sections, etc.) and you
should pay particular attention to this. Course Unit Directors will normally discuss the nature
and the structure of the exam paper with you in class.
Copies of previous years’ examination papers are held in the Short Loan Collection of the
JRULM) or published on the web:
http://documents.manchester.ac.uk/pastexams.aspx

10.7.4 Moderation, anonymity and external examiners
Examination scripts remain anonymous to markers. Anonymous marking also applies to all
written work which contributes to your end of year results or your degree result. In addition,
candidates’ identities remain concealed during meetings of the Examination Boards that
decide the award of qualifications. It should however be noted that the marking of oral
presentations, group work and performances (where applicable) is, by definition, not
anonymous.
All examination scripts, pieces of assessed work and theses are also made available to the
External Examiners, who review a sample of the work and feedback to ensure that
standards are maintained, and that marking is consistent. Where double marking takes
place, discrepancies between markers are also referred to the External Examiners.

10.8

External Examiners

External Examiners are individuals from another institution or organisation who monitor the
assessment processes of the University to ensure fairness and academic standards. They
ensure that assessment and examination procedures have been fairly and properly
implemented and that decisions have been made after appropriate deliberation. They also
ensure that standards of awards and levels of student performance are at least comparable
with those in equivalent higher education institutions.
10.9

External Examiners in SALC

You can find a list of our External Examiners across all subject areas here:
http://documents.manchester.ac.uk/display.aspx?DocID=50666
Please note that it is inappropriate for students to make direct contact with External
Examiners under any circumstances, in particular with regards to a student’s individual
performance in assessments. Other appropriate mechanisms are available for students,
including the University’s appeals or complaints procedures and the Students’ Union Advice
Centre. In cases where a student does contact an External Examiner directly, External
Examiners have been requested not to respond to direct queries. Instead, External
Examiners should report the matter to their School contact who will then contact the student
to remind them of the other methods available for students. If students have any queries
concerning this, they should contact the Teaching and Learning Officer for Assessment and
Progression: Gemma McCabe (gemma.mccabe@manchester.ac.uk)
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11 Marks and Results
Provisional marks for assessed coursework will usually be given to students once the work
has been marked by the first internal marker. Confirmed marks will not be made available
to students until after the relevant meeting of the Examination Board.
Confirmed marks and results will be published as soon as possible (usually within one week)
after meetings of the Examination Board. Marks and results will be released via Campus
Solutions for students to view via My Manchester.
Students are advised that:
• provisional marks may be raised or lowered
• the University does not allow student appeals against the academic judgement of
Examiners

11.1

Pass marks

The pass mark for all Master’s programmes is 50%. The pass mark for the Postgraduate
Diploma is 40%.
The maximum mark to be awarded for resubmitted coursework or retaken examinations will
normally be 40% for the Master’s degree and 30% for the Postgraduate Diploma.

11.2

Compensation

Postgraduate students can be compensated up to 40 credits for PG Diploma/Masters or 20
credits for PG certificate.
Compensation for postgraduates applies to marks between 40 and 49 for Masters
programmes and between 30 and 39 for PGDip/ PGCert programmes.
Note that postgraduate dissertations are not compensatable because of their high credit
weighting, but a failed dissertation can be resubmitted as long as the dissertation has failed
at 30% or above (see paragraph H23 and H24 of the PGT Degree Regulations:
http://documents.manchester.ac.uk/display.aspx?DocID=29208
Some compulsory course units may not be compensatable, these units will be listed in your
programme handbook. If a student fails a non-compensatable course unit within the
compensation zone, a resubmission/resit would be required. If a Master’s student fails to
obtain a minimum pass mark of 50 upon resubmission/resit they would be unable to proceed
for the award of Master’s (or submit their dissertation) and would instead be judged against
the requirements for a Postgraduate Diploma/Certificate.
Decisions regarding compensation will normally be made at the semester two Examination
Board (June), once the full profile of marks for the taught element of the programme is known.

11.3

Referrals (Resits / Resubmissions)

Where the overall unit mark is below the compensation zone or the number of
compensatable fails has been exceeded, reassessment may be taken, in up to half of the
taught credits; this includes credits on a PG Certificate or PG Diploma award. Students may
also resubmit the dissertation (or equivalent) on one occasion, provided a minimum mark of
30 is obtained. Reassessment as a result of a fail is known as a ‘Referral’.
If an Examination Board has documented evidence that, (a) a student's work, attendance or
engagement has been unsatisfactory, and (b) the student has been formally warned of the
unsatisfactory work, attendance or engagement but has not shown significant improvement
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acceptable to the Board, then the Board has the right to refuse the student
assessment/referred assessment. See Regulation XX - Monitoring Attendance and
Wellbeing of Students and the Policy on Recording and Monitoring Attendance
(http://www.staffnet.manchester.ac.uk/tlso/policy-guidance/student-supportdevelopment/recording-attendance/)
An Examination Board may allow a student one attempt, per unit, at reassessment (two
attempts in total). This principle does not apply to attempts with approved and verified
mitigating circumstances.
If a Master’s student fails to obtain a minimum pass mark of 50 upon resubmission/resit they
would be unable to proceed for the award of Master’s (or submit their dissertation) and would
instead be judged against the requirements for a Postgraduate Diploma/Certificate.
Any student (full-time or part-time year two) who is required to resubmit for failed course
units will have the option of submitting the Master’s dissertation by a later deadline in
December. This is to minimise the impact upon the dissertation whilst work on the
resubmissions are taking place.
For the purpose of transcripts issued by the University for external use, any compensated
marks will be recorded with a C suffix. Resit examinations will be recorded with an R suffix,
provided that the course has been passed on resit and regardless of the actual marks
achieved. Resit marks may be compensated but this is not noted on the transcript.

11.4

Master's with Distinction

A Distinction will normally be awarded if the following criteria are met:
An average mark, at first assessment, of at least 70%, based on the weighted programme
as a whole.
In order to achieve the distinction, a student must have passed the requisite minimum credits
listed in Table 1 of the degree regulations in accordance with the unit marking scheme and
mark descriptors.
Students with credit awarded as a result of a referral or compensated mark will not be eligible
for the award of distinction, only a merit or a pass.

11.5

Master's with Merit

A Merit will normally be awarded if the following criteria are met:
An average mark of at between 60 and 69.9%, based on the weighted programme as a
whole.
In order to achieve the merit, a student must have passed the requisite minimum credits
listed in Table 1 of the degree regulations in accordance with the unit marking scheme and
mark descriptors.

11.6

Progression from Postgraduate Diploma to Master's

Eligible students registered on Diploma programmes which offer the possibility of
progressing to the Master's degree programme (often referred to as “upgrading to Masters”),
must normally attain the Master's pass mark of 50% to progress. Where Diploma students
have failed to attain the 50% mark, they can benefit from compensation as explained
previously.
Please note, students progressing from the Diploma to the Master's must pay the difference
between the Diploma and Master's programme fees at the Student Services Centre in
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advance of submitting their dissertation. Eligible Diploma students who decide not to
upgrade to the Master's programme should notify the Postgraduate Office, so that the
Postgraduate Diploma can be awarded.

11.7

Postgraduate Diploma and Certificate as Exit Awards

The Postgraduate Diploma will normally be awarded where a student has successfully
passed at Diploma level, (i.e. achieving 40% or above) 120 credits of postgraduate course
units and does not wish, or is not eligible, to continue with the Master's
programme/dissertation.
The Postgraduate Certificate will normally be awarded where a student has successfully
passed 60 credits of postgraduate course units and does not wish, or is not eligible, to
continue with either the Postgraduate Diploma or Master's programme.
Please refer to the Postgraduate Degree Regulations for full details of classification,
compensation, referrals and exit awards.

12 Dissertation
12.1

Deciding on your Dissertation Title

Postgraduate taught programmes prepare Masters students for the dissertation research
process through specific course units and training sessions. Details of the research outline
development process will be outlined in your Programme Handbook. Every student will be
allocated a dissertation Supervisor.

12.2

Regulations on the Presentation of Dissertations

Please note that there are very strict regulations on how a Master’s dissertation must be
presented; the regulations can be found in the link below. Please note, failure to follow the
regulations may result in the dissertation being rejected for examination. Please do not copy
any other dissertations; always follow the current regulations at:
http://documents.manchester.ac.uk/display.aspx?DocID=2863

12.3

Guidelines on the Supervision of Dissertations

This can be found on the University’s Policy website:
http://hummedia.manchester.ac.uk/faculty/staffnet/tandl/diss_sup.pdf
In the School of Arts, Languages and Cultures, students on taught Master's programmes
may normally expect a minimum of two formal supervisions in addition to an initial planning
meeting. Further interaction between student and supervisor may take place via
correspondence. Students may normally expect to receive feedback on a draft of up to 3,000
words during the dissertation period. To ensure that this can happen in a timely manner,
students and supervisors should agree any submission deadlines and feedback
mechanisms well in advance, taking account of planned periods of absence, annual leave,
research activities etc.
Any issues relating to supervision should in the first instance be directed to the student’s
Programme Director/Academic Advisor.
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12.4

Ethical Approval for Dissertation Research

All research proposals involving data collection involving human participants normally
require prior ethical approval to ensure the safety, rights, dignity and well-being of the
participant and those of the researcher.
Full guidance on how to complete and submit your application or ethical approval can be
found here: http://www.alc.manchester.ac.uk/studentintranet/research/researchethics/

12.5

Dissertation Restriction Form

The guidance notes for the 'Presentation of Taught Masters' Dissertations' state that
students can restrict access to their dissertation by completing and submitting a 'Dissertation
Restriction Form' when the dissertation is submitted. You can request a 'Dissertation
Restriction Form' from the Postgraduate Office.

12.6

Word Limits

The word limit for standard Master's dissertations in the School is 12,000 -15,000 words.
Please note that this word limit includes footnotes and citations but does not include
bibliographies, appendices and addenda, or other required pages. Prior permission must be
sought, in writing, from the School Postgraduate Taught Director for dissertations which
exceed the standard word limit. See also ‘School policy on word limits for PGT coursework
and dissertations’. Practice-based dissertations are permissible in some subject areas:
please see individual programme handbooks for further details and word limits.
For Translation and Interpreting Studies students only:
The upper word limit for translation dissertations is 7,500 words for the translation and 7,500
words for the accompanying critical analysis. The length of the translation may be calculated
on the basis either of the source text or of the target text. A translation or critical analysis in
excess of 7,500 words is acceptable provided that a) the translation (or source text) and
critical analysis together fall between overall upper and lower word limits of 15,000 and
12,000 words, b) each component falls between upper and lower word limits of 6,000 and
8,000 words.
For some translation dissertations, e.g. subtitling of films or interpretation of speeches, a
word count can be supplied only for the critical analysis. In such cases, the critical analysis
should be between 6,000 and 8,000 words.

12.7

Submitting your Dissertation

Dissertations should be submitted via Blackboard to Turnitin, using the same instructions
you would follow for any other piece of coursework. Physical copies of the dissertation are
no longer required. Please note that dissertation submissions are also subject to the
University’s late submission policy so it is important that you submit the correct file, on time.
If you experience any technical issues with your upload, contact
salcpgt@manchester,ac,ukas soon as possible, attaching your work.
Please
see
guidance
on
Submitting
Successfully
https://www.alc.manchester.ac.uk/student-intranet/support/assessment/

12.8

to

Turnitin:

Final Deadline

Full-time students who first register for the degree of Master’s in September 2021 must
submit their dissertation by Monday 5th September 2022.
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Part-time students who first registered for the degree of Master’s in September 2021 must
submit their dissertation by Monday 4th September 2023.
For part-time students who commended in September 2020 the PGT office will be in touch
about your dissertation deadline.

12.9

Applications to Extend the Deadline for Submission of the Dissertation

Extensions to the submission date for dissertations may be sought where circumstances,
outside of students’ control, will delay the completion and submission by the published date.
Please see the section on Mitigating Circumstances for information on how to make an
application if circumstances have affected the timely submission of coursework.

12.9.1 Minor Corrections
Very exceptionally, examiners may decide that a dissertation should be awarded a pass,
subject to minor corrections being made. Usually these minor corrections relate to the format
and presentation of the dissertation, and must be completed within 4 weeks. Failure to
complete the changes to the satisfaction of the examiners within this time can result in the
dissertation being failed and the Postgraduate Diploma being awarded.

12.9.2 Failed Dissertations
Fail, With Permission to Resubmit
Dissertations that do not achieve the 50% pass mark will be failed. Examiners may
recommend that the student be given permission to resubmit the dissertation (provided the
minimum mark of 30 is obtained). In this case, feedback will be provided by the dissertation
Supervisor, and a new deadline for the resubmission set. Please note, a fee is charged for
resubmission, for the 2021-22 academic session this is £150.
Payment of the resubmission fee should be made via the University’s Online Store:
http://estore.manchester.ac.uk/product-catalogue/faculty-of-humanities/school-of-artslanguages-and-culture/salc-pgt-dissertation-resubmission-fee/salc-pgt-dissertationresubmission-fee
Failure to submit a revised dissertation that satisfies the examiners within the required
period will result in the Postgraduate Diploma being awarded.
Fail, Without Permission to Resubmit
Exceptionally, the examiners may recommend that the dissertation be failed, without
permission to resubmit. In this case, students will be awarded the Postgraduate Diploma.
This is always the case for students who fail the dissertation at first attempt with a mark of
below 30.

13 Final Results and Graduation
Final results for full-time Master’s students who start their programme in September 2021
and submit their dissertation in September 2022 will be announced towards the end of
November 2022. Successful students will be able to graduate at the ceremonies held in
December 2022.
Final results for part-time Master’s students who start the programme in September 2021
and submit their dissertation in September 2023 will be announced towards the end of
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November 2023. Successful students will be able to graduate at the ceremonies held in
December 2023.
For part-time students who commended in September 2020, the PGT office will be in touch
about the date for your publication of results.
The Student Services Centre deals with all matters relating to graduation, degree certificates
and official transcripts of marks. They will provide graduation information to students in
advance of the ceremonies.
Once you have received notification of a successful result, you will be informed how to
confirm your place at the Graduation Ceremony. If you are unable to attend graduation then
you are still required to let the Student Services Centre know in order that your certificate
can be posted directly to you.
Further information can be found at:
http://www.studentnet.manchester.ac.uk/crucial-guide/academic-life/graduation/

14

Academic Appeals

Academic Appeals are a way of asking the University to review a recent decision taken by
an Examination Board or equivalent body, which affects a student’s progress or status (e.g.
where a student is expelled or excluded from the University, or transferred to a programme
for a lower qualification). However, appeals cannot be made simply on the basis of
disagreeing with a mark, or as a challenge to academic judgement. They must instead be
based on one of the grounds for appeal detailed in Regulation XIX Academic Appeals.
Full details are available here:
http://www.studentsupport.manchester.ac.uk/study-support/appeals/
The purpose of this regulation is to safeguard the interests of students and may only be
used when there are adequate grounds for doing so which are outlined in the regulation. It
may not be used simply because you are dissatisfied with the outcome of your assessment
or other decision concerning your academic progress.
An appeal which questions the academic or professional judgement of those charged
with the responsibility for assessing a student’s academic performance of
professional competence shall not be permitted. This means that you may not
challenge marks or grades awarded unless you believe that they may have been
affected by factors under i-iv below.
The accepted grounds for appeal are as follows:
(i)

Circumstances affecting your performance of which, for good reason, the board of
examiners or committee may not have been aware when the decision was taken,
and which may have had a material effect on the decision.

ii)

An administrative error or procedural irregularity in the assessment process or in
putting into effect the regulations for the programme of study such as to cause
significant doubt as to whether the decision might have been different if the error or
irregularity had not occurred.

(iii)

Evidence of prejudice or bias or lack of proper assessment on the part of one or
more of the examiners.
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(iv)

The supervision or training in respect of research for a dissertation or thesis or
equivalent work was unsatisfactory to the point that your performance was seriously
affected.

Appeals based upon provisional decisions of the School cannot be considered. This means
that you will not be able to submit an appeal until after your marks have been ratified by the
Board of Examiners and the results have been released. All recommendations for mitigating
circumstances must be approved by the Board of Examiners, and any appeal cannot be
considered until after the Board of Examiners has met in June/July/September.
The University encourages students to try to resolve the issue with their School in the first
instance within the School (informal) appeals process and only when this process has been
concluded to proceed to the Faculty of Humanities (formal) appeal, if necessary.
Please note you can only appeal on your own behalf. If you want a representative (e.g. a
parent) to appeal for you, you must send a letter (or email) with your appeal explaining that
you have given them permission to act on your behalf. Students can contact the Students’
Union for assistance in drafting an appeal.
For further information on submitting an appeal, please contact the Student Support and
Wellbeing team email: salc-studentsupport@manchester.ac.uk).

15

Complaints

As part of its commitment to ensuring the standard and quality of its programmes of study,
services, and facilities, the University has an established Procedure to deal with complaints
from students. Complaints provide useful feedback information and, where appropriate, will
be used to improve services and facilities. If you have a complaint to make, you should raise
it directly with the staff concerned at the earliest opportunity, as matters that are dealt with
informally at an early stage have the best chance of being resolved effectively. Formal
complaints should be made as soon as possible and, in any case, within 40 days of the
events or actions (or lack of actions) which have prompted the complaint. The University will
not normally consider complaints made after this period, unless there is good reason for the
delay.
Full details of which can be found on My Manchester:
http://www.studentsupport.manchester.ac.uk/study-support/complaints/
Most complaints can be resolved informally. Minor problems concerning your degree
programme should be brought to the attention of your Academic Advisor, Programme
Director or Programme Administrator at the earliest opportunity. Complaints should be made,
in writing, to the Student Support and Wellbeing team who will investigate the complaint on
behalf of the School. You should normally expect to receive a written acknowledgement
within 5 working days and a full response within 20 working days of receipt of the complaint.
If we are unable to provide a response within 20 working days, we will contact you to advise
you of the reasons for the delay.
If you feel that the School’s response has not fully resolved the concerns raised in your
School (informal) complaint, you may submit a complaint to the Faculty of Humanities
(formal). The Student Support and Wellbeing team can advise you of the procedure. email:
salc-studentsupport@manchester.ac.uk).
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16

Conduct and Discipline

The University defines misconduct as: 'the improper interference, in the broadest sense,
with the proper functioning or activities of the University or of those who work or study in the
University or action which otherwise damages the University or its reputation'.
The University’s Regulation XVII: Conduct and Discipline of Students covers behaviour,
actions and academic malpractice/ plagiarism.
If you find yourself the subject of a disciplinary procedure you are strongly advised to take
advice from either the Students Union or The Atrium (see above).
More information regarding the Conduct and Discipline of Students is provided in Regulation
XVII.
The Students’ Union Advice Service also provides the following information:
https://manchesterstudentsunion.com/academic-advice
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