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List of Abbreviations

MANCEPT


Manchester Centre for Political Thought

IPEG



Institute for Political and Economic Governance

SoSS



School of Social Sciences

DA



Discipline Area

NWDTC


North West Doctoral Training Centre

HoDA



Head of Discipline Area

ESRC



Economic and Social Research Council

AHRC



Arts and Humanities Research Council

ORS



Overseas Research Scholarship
MPhil



Master of Philosophy (Research) 
PhD



Doctor of Philosophy
PDP



Personal Development Plan

RD



Researcher Development
PGR (students)

Postgraduate research (students)
PGTA (or GTA)

Postgraduate (or Graduate) Teaching Assistant

Welcome to the Graduate Centre in Politics

Welcome to the Graduate Centre in Politics and thank you for choosing to study with us. Politics is one of Europe's top centres for research and teaching. With over fifty research-active members of staff we are one of the largest groupings of Politics academics anywhere in the UK and cover almost all areas of the discipline. We are based in the Arthur Lewis Building where, together with Sociology, Economics, Philosophy, Social Anthropology and Social Statistics, we form one of the largest and most successful Schools of Social Sciences in the country. 
In the most recent (2014) Research Assessment Exercise over 97% of our outputs were rated "world-leading", "internationally-excellent" or "internationally-recognized," and Manchester was placed 7th among the UK’s Politics departments in terms of Research Power.  We also scored top marks of 24 in the most recent external evaluations of teaching. With such extensive and high quality teaching and training resources, we are able to offer you a cutting-edge research environment in which to conduct your research and graduate training. Our PhD and MPhil student body is among the largest in the country and we are proud to welcome students from all over the globe.  Our large graduate centre will give you opportunities to make new friends, debate aspects of your research with a substantial peer group, and begin making networks that will stand you in good stead throughout your careers.

We pride ourselves on continuously re-evaluating and improving the way in which we facilitate doctoral research.  An exciting recent development is our collaboration with Liverpool and Lancaster Universities as the ESRC’s North West Doctoral Training Partnership. This will further enhance our research training programme, particularly in the area of methods, via the Methods NorthWest unit.  Also, as a result of enhanced University investment in new academic appointments, we have expanded the number of staff across the range of sub-disciplines in which we specialise.  We welcome any feedback you have on this guide, on your experience of joining Politics, and on any other aspect of your time studying here.

We hope you enjoy your time at Manchester.  I look forward to meeting you all and wish you every success in your research.

Professor Dimitris Papadimitriou
Politics Postgraduate Education Director

How to Use this Handbook

This handbook gives information specific to Politics. 

Most of the procedures that concern you and many of the opportunities that are available to you are the same across the School of Social Sciences. These are explained in the School of Social Sciences Postgraduate Research Student Handbook and it is vital that you read that handbook, too. Information contained in it is not repeated here.

The School of Social Sciences Postgraduate Research Student Handbook is available online at http://www.socialsciences.manchester.ac.uk/pgr-handbook/ 
Crucial information to be found in the School of Social Sciences Postgraduate Research Student Handbook includes:

· details of the responsibilities of the supervisors and of your responsibilities

· advice on where to turn for pastoral care and general advice

· information on research training and the Researcher Development Programme
· further information on progress and review
· information regarding plagiarism

· information on the process relating to dealing with ethical issues in your research

· information on policies and procedures (e.g. relating to fieldwork, interruptions, changes of thesis title, changes in supervision arrangements, applications for extensions, submission and examination procedures).

· practical issues (e.g. access to buildings and computing facilities, health and safety, photocopying facilities and useful contacts)
For those of you taking a Masters course prior to your three thesis writing years, please also read our MA handbook. Again, this must be read in conjunction with the Faculty of Humanities, School of Social Sciences Student Guide for Taught Masters, Postgraduate Diploma and Postgraduate Certificate.
These documents are available on our website.

For the most up-to-date information on Politics, please go to our website:. http://www.socialsciences.manchester.ac.uk/subjects/politics/
Documents, forms and further information can also be found on the School of Social Sciences postgraduate student intranet:

http://www.socialsciences.manchester.ac.uk/student-intranet/
The Faculty of Humanities website is also an important source of information and can be located here http://www.humanities.manchester.ac.uk/postgraduate/
The Graduate Centre
Politics is one of six Discipline Areas in the School of Social Sciences. The School is itself one of five Schools which together make up the Faculty of Humanities. 
For information on all Politics staff, including contact details and research interests, see http://www.socialsciences.manchester.ac.uk/subjects/politics/our-people/ 

Within Politics, the Graduate Centre is run by the Graduate Team:
Postgraduate Education Director 

Professor Dimitris Papadimitriou (Semester 1)

Tel: 0161 275 4888

Email:  Dimitris.papadimitriou@manchester.ac.uk
Office hours: By appointment

Professor Yoram Gorlizki (Semester 2)
Tel: 0161 275 4251
Email: yoram.gorlizki@manchester.ac.uk 
Office hours: By appointment 
PhD Director 

Dr Maria Sobolewska

Tel: 0161 275 4889

Email: maria.sobolewska@manchester.ac.uk
Office hours: By appointment
PhD Recruitment and Admissions
Dr Liam Shields
Tel: 0161 275 4887
Email: liam.shields@manchester.ac.uk
Office hours: By appointment 
MA Director

Dr Laura McLeod (Semester 1)

Email: laura.mcleod@manchester.ac.uk
Office hours: By appointment
Dr Miriam Ronzoni (Semester 2)

Tel: 0161 275 4906

Email:  Miriam.ronzoni@manchester.ac.uk
Office hours:  By appointment

Administrator
Ann Cronley, SoSS Postgraduate Office, 2nd floor, Room 2.003, Arthur Lewis Building
Tel:  0161 275 4747 

Email:  ann.cronley@manchester.ac.uk
You should also know about the head of our Department:

Head of Politics

Professor Francesca Gains
Email: francesca.gains@manchester.ac.uk
Communication

The Graduate Team is responsible for the day to day running of the Graduate Centre and they are always on hand to listen, advise and help.  

Please ensure that your current address, student e-mail address and phone number are updated on your student record so that we are able to get in touch with you should the need arise. 

To visit the Postgraduate Administrative team, please report to the SoSS Postgraduate Reception, room 2.003, 2nd floor. To visit an academic member of staff, you can either report to the reception point on the 4th floor, use the internal telephone to ring their office number, or book an appointment through the SOHOL system.
It is crucial that you read your student email on a daily basis as this is the primary way we will contact you.  

Please also check the Postgraduate Research student pigeonhole (fourth floor) and the Postgraduate Research notice boards (located on the fourth floor and second floor) on a regular basis.
PhDs in Politics share an email list, to which you will be added upon registering. You can use this list to communicate with other members of the Politics PhD community. The email address is PGR-POLITICS@listserve.manchester.ac.uk

PhD Director will announce office hours at the beginning of the year, during which you can contact her directly with any issues.

The North West Doctoral Training Partnership
From October 2012 Politics at Manchester began co-ordinating aspects of its PhD provision with its counterparts at Liverpool and Lancaster Universities as the Politics in a Global World Pathway of the ESRC’s North West Doctoral Training Partnership. See http://www.nwdtc.ac.uk/about/
The NWDTP will particularly enhance the skills and training aspects of doctoral studies through the Methods NorthWest unit. For more details of the training opportunities on offer, see http://www.methodsnorthwest.ac.uk/
Our Research Environment

Politics prides itself on its vibrant research environment in which our PGR students are fully integrated. You will find a wide range of activities and events which will be of interest to you, both within Politics and outside it.  PGR students are expected to play an active part in the various research activities within the School. This will also assist your personal development as part of the PDP process.

As with many things, you are likely to get more out of your PGR training the more you put in. We therefore urge you to participate in the activities on offer.  We require you to give one paper during your second year (normally to your research cluster), but we would strongly recommend that you make use of the many other opportunities to present your work, meet people with shared research interests and discuss their and your work and experiences.  Participation in research clusters or other research groups is an invaluable means of learning about what goes into a formal presentation and of receiving additional feedback on your research.  
Your supervisors (and your Annual Review Panel) will give you detailed and constructive feedback even if you do not ask for it. There is, however, also a world of expertise out there that you can tap into.  Other PGR students and academics working in your field can comment on your work when you present it and may at times be willing to read your written work.  The sooner you start participating in seminars and workshops, the easier it will be to figure out how to engage in research activities, to learn additional skills and to obtain useful feedback on your own research.  We also believe that taking part in these research activities is a lot of fun. Writing a PhD thesis can be a lonely process.  Workshops and seminars will bring you into contact with like-minded individuals and can be stimulating even when they are not on your precise research topic.

If you are planning a career in academia, being a part of the research environment is particularly crucial.  You will need to show that you are able to present papers at conferences and that you are able to publish your work.  Contacts within academia will also be vital.  Your supervisors will be happy to give you advice on what is appropriate at different stages of your research degree programme.

Research Clusters
Within the continuum of research that stretches across this substantive and methodological range within Politics we recognize a number of clusters of distinctive research strength which bring together significant numbers of researchers. These clusters relate to:
· Political Theory,

· Comparative Public Policy and Institutions, 

· Democracy and Elections,

· Global Political Economy, 

· Critical Global Politics. 

While these clusters represent the largest concentrations of research excellence, there are other areas in which high quality research is underway including: European Politics, East Asian Politics, Political History, Historical Materialism, the Politics of Gender, and the Politics of War and Terrorism. 
As PGR students you will be associated with a research cluster, normally the cluster that your supervisors are a part of.  You may be part of more than one cluster.  If you are in any doubt as to which cluster is most appropriate for you, please discuss this with your supervisors.  You are expected to actively participate in the activities of your cluster.  There may also be other groupings and research centres that are relevant to your research and that you will be able to get involved in.

Some research clusters, and some elements of research that fall between these clusters, relate to the work of broader research groups that cross disciplinary and School boundaries at Manchester. For example, there are connections between the research cluster on Comparative Public Policy and Institutions and Policy at Manchester), and between the research cluster on Democracy and Elections and the British Election Study located in CMIST, just as there are links between researchers in Politics and the Jean Monnet Centre of Excellence in European Studies (JMCE) and the Centre for Chinese Studies (CCS), and other bodies. 

Information about the clusters and links to other research centres can be found at

http://www.socialsciences.manchester.ac.uk/research/
Brave New World
The Brave New World conference series is now established as a leading international forum dedicated exclusively to the discussion of postgraduate research in political theory. The conference offers a great opportunity for postgraduates from many countries and universities to share experiences, concerns and research interests, to exchange ideas and to make new friends - all in a financially accessible and highly informal setting. Participants have the chance to meet and talk about their work with eminent academics, including members of faculty from the University of Manchester and guest speakers, who will deliver keynote addresses at the event.

Guest speakers in previous years have included Brian Barry, Simon Caney, Ian Carter, G.A. Cohen, Cecile Fabre, Gerald Gaus, Peter Jones, Chandran Kukathas, Kasper Lippert-Rasmussen, Catriona McKinnon, Susan Mendus, David Miller, John O'Neill, Onora O'Neill, Michael Otsuka, Christopher Norris, Bhikhu Parekh, Carole Pateman, Anne Philips, Thomas Pogge, Henry Shue, Quentin Skinner, Adam Swift, Philippe Van Parijs, Andrew Williams, and Jonathan Wolff.

Jean Monnet Centre of Excellence

The Jean Monnet Centre of Excellence aims to provide a portal website for European Studies-related activities and research in Greater Manchester and the North West of England. The Centre aims to develop a platform to strengthen the intellectual community in European Studies, while also facilitating local and regional links with practitioners, researchers, students and others interested in European affairs.

For more details on our activities see:
http://www.manchesterjmce.ac.uk/
Political Perspectives

Political Perspectives is a peer-reviewed electronic journal for postgraduate research in political studies edited by postgraduate students at the University of Manchester. The journal’s primary aim is to engender intellectual conversations across politics and facilitate graduate students on their pathway to publication. The journal places strong emphasis upon providing assistance by providing constructive and detailed feedback on manuscripts to authorshttp://www.politicalperspectives.org.uk/
Other reading groups, research centres and networks

You can also find information about reading groups, research groups, projects, and the various centres and networks that run from within or associated with Politics at http://www.socialsciences.manchester.ac.uk/subjects/politics/our-research/
We would very much encourage you to explore this wider research culture. These groups organise seminars and workshops to which research students are welcome. The list of such groups is long and covers a wide range of research areas such as gender, political and economic governance, poverty, democracy, historical materialism, the environment and love, to mention just a few examples.
Looking beyond Manchester

Web Profiles

As part of your career development, you should post your own web profile on the Internet.  We will ask you to provide information for this at the beginning of the semester.

http://www.socialsciences.manchester.ac.uk/subjects/politics/postgraduate-research/
Vitae
You may also be interested in Vitae, a service supported by Research Councils UK (RCUK). The site holds a wealth of information for researchers about events, conferences, career development and many other issues, with a dedicated section for postgraduate researchers.

For more information see http://www.vitae.ac.uk/1218/Postgraduate-researchers.html or http://www.vitae.ac.uk/policy-practice/1748/North-West-Hub.html 
Learning Resources

On the upper floors in the open plan areas, there are computers for use by Postgraduate Research students. Politics is located on the 4th floor of the building.  Therefore, you must access the computers on the 4th floor. Access is 24 hours a day and 7 days per week and access to the area is by the swipe card system (student ID cards). Students are not allocated to specific desks or computers; it is a shared space (i.e. 2nd floor Social Anthropology, 3rd floor Economics and Sociology, 4th floor Politics).  There is also wireless access in these areas for you to use your laptops.

A network printer is located in the Office Service Areas on the fourth floor.  A network printer is located in the Politics Department and further information about printers and IT services can be found here   http://www.humanities.manchester.ac.uk/pgr-handbook-soss/support/it-services-and-printing/ 

Further Facilities: For information on learning resources, including Library and Computer facilities see the School of Social Sciences Postgraduate Research Student Handbook.
Room Booking in Arthur Lewis Building:  If you wish to book a room in the Arthur Lewis Building for a meeting with fellow students, reading groups etc, you can email sossresources@manchester.ac.uk 
Keeping on Track

Supervision

Your supervisory team will usually consist of two supervisors, the main supervisor and the co-supervisor.  They are responsible for agreeing a suitable programme of research work with you and overseeing your progress.  They are also available to give advice on your studies, including training needs.  You will complete an Expectations form in your eprog record at the beginning of your studies to ensure that you are aware of your supervisors’ responsibilities towards you but also your responsibilities towards them.
In addition, you also have an Advisor to provide general advice and support. The PhD Director takes this role for all PhD and MPhil students. If you are in the ‘1’ year of a ‘1+3’ scheme, your Advisor is the MA Director. In instances where either the MA or PhD Director is a student’s supervisor, the Director of Graduate Studies undertakes this role. 

Your offer letter from the School of Social Sciences will have explained who will act as your supervisors for the duration of your studies. It is important that the student and supervisors establish a positive working relationship with clear expectations of each other and a planned programme of work. The frequency with which you meet your supervisor will vary but will be on average once a fortnight.

If you wish to discuss your supervisory arrangements please contact the PhD Director or (if s/he is your supervisor) the Postgraduate Education Director.
We urge you to also read the relevant information in the School of Social Sciences Postgraduate Research Student Handbook, which gives detailed information on these arrangements.

Review of Progress

Your supervisors will, amongst other things, give you guidance on the nature and standard of work expected to make appropriate progress on your research degree programme. They will give constructive feedback on your work and advise you on how to improve. It is particularly important that you are made aware if progress should not be satisfactory and that advice and guidance is given to facilitate improvement.

The School of Social Sciences operates a system of regular monitoring of progress in order to provide students with an opportunity to receive feedback on their performance and identify and address difficulties should they arise. The following sets out the relevant procedures for Politics.

Please note that the schedule will be adjusted for part-time students, students who have started at a time other than September and those students who have taken an interruption.  
Fieldwork is not a reason to delay or not hold a review meeting, though the meeting may be held by email, conference call or some other suitable means.  If you have any questions about these arrangements, please contact the PhD Director.

Each year a student is expected to produce two chapters (or equivalent, as advised by your supervisors). Failure to produce two new pieces of work that meet this criterion per year will result in the negative recommendation at the Annual Review Meeting.

Years 1, 2 & 3
Mid Year Progress Review (normally end of January): Students and supervisors will be required to complete a Mid Year review form covering aspects such as progress to date, satisfaction with supervision, obstacles to research and objectives for the future.  This report will be signed by the student, supervisors and PGR Director. At this review, one of the two chapters (or equivalent) expected for the academic year will be reviewed in depth.
Continuation and Annual Review Meetings (normally early June): Approximately 8-9 months into their programme, each student will have a Continuation Review, conducted by an Independent Reviewer(s).  Via eProg each student and their supervisors will fill out Part I of the Annual Review form on eProg and upload:

a) a research proposal that includes a timeline for submission

b) two chapters or equivalent (e.g. in the first year ONLY this may include the Research Proposal; the chapters must be new material each year, re-edited chapters will not be eligible for review)
The Independent Reviewer(s) will evaluate the student’s work, paying particular attention to one of the chapters (or equivalent), and provide constructive written feedback on the work reviewed, and arrange an ORAL EXAMINATION to decide whether progression/upgrade is recommended. The duration of the oral examination will be approximately 30 minutes where the reviewer(s) can ask substantive questions with regard to the work submitted and for further clarification and added details. The supervisory team will be present for this component but not involved in the Q&A. The reviewer(s) and supervisory team will then confer and decide on progression and/or on any remedial action such as the resubmission of work. The oral examination is an opportunity to develop oral communication skills, viva training, and to ensure supervisors, reviewer(s), and students have a structured forum for communication.     

Following the above, supervisors and students will hold a Formal Annual Review.  For the meeting students and supervisors will consider the following:

a) the written and oral recommendation of the Continuation Panel
b) progress on the student’s research training to date

c) outcomes of any taught components of their programme

d) milestones for the next academic year, which will be agreed.

The student and supervisors will complete the final section of the Annual Review Form on eProg which will be reviewed by the PGR Director, who will make a decision on the student’s continuation on the research degree programme.
Year 3 students will upload to eprog an updated research proposal that includes a timeline for submission, and all draft chapters completed to date. Internal Reviewers will not be reading in detail all of the draft chapters, instead they will focus on the overall project and questions pertinent to students in third year – coherence, appropriate level of material submitted, clear articulation of the research question, main argument(s), contribution to knowledge, familiarity with relevant research fields, and so on. The student will indicate which chapter they would like them to review in more detail. Completion support is critical at this stage and this process will help identify any areas of concern and/or need for further refinement of the project. 
Students who fail to achieve the required standard will be offered one opportunity to revise the work and resubmit according to regulations but will not be permitted to register for the following year until the Continuation Review and Annual Review panels are satisfied that the student has made adequate progress.

eProg

Review of progress will be facilitated through eProg.  eProg is a University-wide system for postgraduate researchers to record and  monitor progression throughout their programme and manage skills training activities.  The eProg system offers an online platform for academic staff and their PGR students to record and track key milestones throughout the student’s programme, from the point of registration to thesis examination.  The system also provides access to an extensive catalogue of skills training activities across the University.

Please see the School of Social Sciences Research Student Handbook 2017-2018 for further details about eProg    http://www.humanities.manchester.ac.uk/pgr-handbook-soss/programme/progress-and-reviews/
Contacts

For queries related to specific milestones on your programme, please email ann.cronley@manchester.ac.uk 

For queries relating to eProg please contact eprog@manchester.ac.uk
Submission Pending Period

Students who are not ready to submit their thesis for examination by the end of Year 3 may register for one year of Submission Pending registration to complete the writing up of their thesis.  A Submission Pending form should be completed by the student and their supervisors, with an attached timeline to completion.  

Should there be a need for students to carry out further research during their writing up year, the student should be advised that they must apply for an extension and pay full fees pro-rata.

For further information about progression and review of PGR students please consult the School of Social Sciences Postgraduate Research Student Handbook.
Research Training

A PhD degree is awarded by the University of Manchester for ‘research and training’.  Training is, therefore, mandatory for all PGR students. This training should comprise general research methods training, specialist research training and transferable or generic skills training.  Detailed information on all these aspects can be found in the School of Social Sciences Postgraduate Research Student Handbook. The Faculty of Humanities has also designed specific training for postgraduate researchers. Please see 

http://www.humanities.manchester.ac.uk/researcherdevelopment/
Your research training requirements will be assessed in consultation with your supervisors at the start of your degree programme and regularly thereafter.  If you do not already hold a research route Masters, you are normally required to take Qualitative Research Methods (QRM), SOCS70511 Introduction to Quantitative Research Methods and POLI70771 Philosophy of Politics Research and  ALL First Year Politics PhD students must take PhD Research Design (POLI 70081) in their first year and  
PhD Seminar (POLI 70092)  in years 1, 2 and 3.  The PhD Seminar module provides training for career development skills necessary for the successful completion of the PhD and beyond.
Information on these modules and module timetables can be found on the Social Sciences intranet at http://www.socialsciences.manchester.ac.uk/student-intranet/
Foreign Language Training 

If you need to undertake Foreign Language Training to do your research, you can take relevant course units at the University.  Please see the Language Centre website for details at: http://www.langcent.manchester.ac.uk/  

English Language Training 

The Language Academic Support Programme is offered to registered international students. These classes on academic writing, grammar, academic speaking and pronunciation are available for 20 weeks and can be up to 5 hours of tuition per week.  Registration is via a diagnostic test which is compulsory for all postgraduate students registering on a programme in the School of Social Sciences for whom English is an additional language. Further details can be found on the Registration Timetable and at the website http://www.languagecentre.manchester.ac.uk/study-english/our-courses/
Health and Safety
Accidents and Emergencies
All accidents at work or study must be reported to the SoSS Resources Manager, 

Tel:  0161 275 4567.  More information about health and safety can be found here  http://www.campus.manchester.ac.uk/healthandsafety/index.htm
There are first aid boxes located at main reception points in all buildings on campus and in some discipline areas.  Contact details of first aiders for each building are listed on the First Aid notices located on each floor of the building.  
http://www.staffnet.manchester.ac.uk/services/occupational-health/first-aid/
Smoking Policy
All University of Manchester buildings are non-smoking. 
Fire Alarms and Emergency Evacuation Procedures
You will be using many of the university buildings over the duration of your course.  You must, therefore, familiarise yourself with the University of Manchester fire alarm procedures and emergency evacuation points by consulting the signs displayed in each building you use.

On NO account should you use the lifts in an emergency.
If for any reason you will need help to leave any building in the event of an emergency, you should inform your Course Administrator and the School Disability Co-ordinator (see SoSS website for contact details) of this fact. 

The fire alarms are tested weekly, check the notices in each building for specific times.  If you hear an alarm at any other time you must leave the building immediately by the nearest exit and on no account use lifts in an emergency.  Once outside you must move as far away from the building as possible so as not to obstruct the emergency services and for your own safety.

Changes to the PhD/MPhil Programme: Interruptions, Extensions

Information about interruptions and extensions can be found in the School Research Student Handbook at http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/interruptions/
Please contact the PGR Administrator, Ann Cronley, in the Soss Postgraduate Office 

(Tel:  0161 275 4747, email: ann.cronley@manchester.ac.uk) 

Other Procedural Reminders

Fieldwork – All research students going on fieldwork MUST apply directly to the School office for approval before they leave the University.  Information about applying for fieldwork can be found here http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/fieldwork/  Information about applying for a Fieldwork Bursary can be found here http://www.humanities.manchester.ac.uk/pgr-handbook-soss/funding/  Please note that there are deadlines for fieldwork bursary applications.
Upgrade from MPhil to PhD – All students who are upgrading from the MPhil to the PhD MUST be formally approved by the School. http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/interruptions/
Changes to Thesis Title – All changes to a student’s thesis title MUST be formally approved by the School. http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/interruptions/ 
Request to Submit Early – Students MUST formally apply to the School for approval to submit early. http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/interruptions/
Request to Change Programmes – Students MUST formally apply to the School for approval to change their programme. http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/interruptions/ 
All cases, relevant forms, guidance and notes can be downloaded from:

http://www.socialsciences.manchester.ac.uk/student-intranet/postgraduate/postgraduate-research/phd-mphil-proformas-and-guidance/
Postgraduate Teaching Assistants
Postgraduate Teaching Assistants (PGTAs or often GTAs) are responsible for assisting academic staff in the delivery of high quality education to undergraduate students on an hourly paid basis. If you have been selected to act as a Teaching Assistant you will have to attend the Graduate Teaching Assistants Course. The course will give an introduction to teaching, learning and assessment and concentrate on effective teaching in large and small group situations. Some of the key points to bear in mind are:  

Preparation

· Prepare sufficiently to carry out the stated aims and objectives of the tutorial/exercise class which you are leading

Teaching

· Facilitate and/or lead group discussions, either in small groups or with the whole class

· Facilitate discussion around the theme of the class/tutorial

· Ensure the smooth running of equipment necessary to achieve the aims of the class/tutorial (e.g. computers, software packages)

· Obtain from the course lecturer, or provide, suitable additional teaching materials as relevant to the stated aims of the class/tutorial

· Aim to maintain a conducive atmosphere and environment for the achievement of the aims of the class/tutorial

Administration

· Keep records of student attendance using the Campus Solutions system

· Report briefly on the attendance and work of each student at the end of each semester

· Hold an office hour once a week or once a fortnight as appropriate for each course, notifying tutees accordingly  

· Distribute, and arrange for return of, course evaluation questionnaires for each tutorial group taught

Assessment

· Mark essays or other forms of formative assessment as required by the course programme

Teaching Assistants are responsible to the course co-ordinator for the unit that they are assisting.  This includes liaising with academic staff on matters relating to preparation, teaching, administration and assessment.

Please also see the information on the SoSS Teaching Assistants’ Website http://www.humanities.manchester.ac.uk/pgr-handbook-soss/development/teaching-opportunities/
and the Politics TA Website 
http://www.socialsciences.manchester.ac.uk/politics/about/people/teaching-assistants/
Student Representatives

Student Representatives are elected each year to represent research students in their 1st, 2nd, 3rd and Submission Pending years (1 from each).  Elections will be held by electronic ballot during the opening weeks of the first semester of the new academic year.  Student Reps hold their position for one academic year, but can be re-elected in subsequent years (though, of course, they will represent different years).  Student Reps meet with the graduate team in specially convened meetings.  Details of these will be posted once the election has taken place.
The Graduate Team works closely with Student Reps to ensure that students concerns are discussed and measures are put in place to resolve any issues that may arise. The Student Reps also work with the Graduate Team to organise the PGR Welcome and Christmas and end of year parties as well as other social events.

http://www.humanities.manchester.ac.uk/pgr-handbook-soss/support/student-representatives/
Funding Support

The Norman Chester/Politics Fund 

This fund is designed to make a contribution to the cost of conducting fieldwork (or other research-related expenditure) or to the expenditure associated with presenting a paper at a scholarly conference/workshop. Applications are only eligible from Doctoral students whose fees are up to date. Each student may apply to the fund once in each year and is eligible for a grant up to three times during the period of their registration. Applications will not normally be considered for more than £250. Further details of when to apply, how and by what date will be provided in due course to all students. Our funding for this comes from an endowment from Norman Chester and a contribution from the Politics discretionary budget.

http://www.humanities.manchester.ac.uk/pgr-handbook-soss/funding/
Hardship Fund  

When any additional funds are available, the graduate team considers hardship applications to help students suffering financial distress.  This is designed to make a contribution to student finances.  Applications will only be considered from students whose fees have already been paid, who have made good progress with their research, and who will submit on time.  It should also be noted that funds cannot be used to pay for research activities (applications for this purpose should be directed to the Norman Chester/Politics fund) or to pay fees. The limited nature of our funds dictates that we will not normally make awards of over £500. Further details of when to apply, how and by what date will be provided in due course to all students via email.

SERB Fund

This fund is used to support activities that are designed to help cohort building and research environment for Politics PhD students. PhD Director together with the student Reps decide on how to spend this budget each year. Eligible applications to this fund include social, networking and research events such as student conferences, invited speakers, Christmas or end of year parties.

Submission of Thesis

Information about the presentation of thesis and submission process on eProg can be found on the Soss student intranet at 
http://www.humanities.manchester.ac.uk/pgr-handbook-soss/programme/thesis-submission/
Late Submission
If a thesis is not submitted before the end of the PhD degree or submission pending period and no extension has been approved, the student’s candidacy automatically lapses. The student cannot subsequently submit unless further approval is granted by the University.
Doctorate and MPhil degree students who have not submitted their thesis by the end of the registered period of their degree (which includes the submission pending period), but have exceptional mitigating circumstances, will be entitled to apply to extend their programme or submission pending period.  In the absence of mitigating circumstances, late submission of theses will not be permitted. For further details, please see the School of Social Sciences Postgraduate Research Student Handbook.
Submission Pending Fee
Submission pending refers to the period where a student has completed all supervised research and is preparing the thesis. Doctoral and MPhil students who have not already submitted their thesis within the prescribed period of study permissible for the degree are required to register for the submission pending period. Students are required to pay a submission pending fee of £225. The total maximum period allowable for submission pending is one year.  
Submission Pending Application forms are available at: http://www.humanities.manchester.ac.uk/pgr-handbook-soss/programme/thesis-submission/
Plagiarism
The University of Manchester is committed to combating plagiarism. In the School of Social Sciences a percentage of all work submitted for assessment will be submitted for checking electronically for plagiarism. Please see the School Research Student Handbook for further information. http://www.humanities.manchester.ac.uk/pgr-handbook-soss/policies/intellectual-property/
Tier 4 Visa Attendance Monitoring Census
For the attention of Tier 4 Visa holders
As your Tier 4 sponsor, the University of Manchester must monitor your attendance and be assured that you are fully engaged with your course of study or research. We also need to ensure that you we have up-to-date contact details for you. If you leave Manchester for any reason during your studies we also need to know this.
You must attend the census points in addition to complying with the attendance requirement of your programme of study. You will be reminded of the dates by email. Attendance at lectures and seminars is mandatory and this is recorded on campus solutions.

Your responsibilities as a Tier 4 student are outlined in the crucial guide here. If you have any concerns about the attendance monitoring census points, or your Tier 4 visa status, please contact visa@manchester.ac.uk For more information on Tier 4 visas: www.ukba.homeoffice.gov.uk/visas-immigration/studying/adult-students/
When are the census points? 
The Census Dates for 2017/18 for all active Tier 4 students are as follows.

	Census Point 
	Dates
	Where

	October 2017
	25 September – 6 October 2017
	New students - completed at International Student Check-in
Returning students - Postgraduate Office, 2nd Floor Arthur Lewis Building

	January 2018
	15 January – 26 January 2018
	Postgraduate Office, 2nd Floor Arthur Lewis Building

	May 2018
	16 May – 6 June 2018
	Postgraduate Office, 2nd Floor Arthur Lewis Building

	July 2018
	16 July – 27 July 2018
	Postgraduate Office, 2nd Floor Arthur Lewis Building


Please note: 
· Please enter these dates in your diary. You must report in person on one occasion during each census period with your student card to the PG Reception Desk on the 2nd Floor of Arthur Lewis building during the dates specified.

· You must ensure that your current term-time address, telephone number and other contact details are correct and up to date at all times. How do I do this – change of circumstance. 
· You will receive a reminder e-mail from the School about each census point.  You must check your University e-mail account regularly. Failure to check your e-mail account is not a valid reason to be absent from a census point. 
· If you are going to be away from Manchester during any period of your registration you must let your Programme Administrator know
· If you cannot attend the census in person for any reason you need to let your programme administrator know by replying to the email sent to you at the start of the census. 
· If you cannot attend due to illness you must provide a copy of a medical certificate to your Programme Administrator

· If you are unable to attend the census you should report in person to the School as soon as possible after you return to campus. 

· Students who are recorded as interrupting their studies are not expected to attend during their period of interruption

What happens if I cannot attend a census point? 
The School must be able to confirm your presence to the UKVI by the end of each census point in the academic year. If you do not attend a census point when required and you do not provide a valid explanation for your absence you will be deemed to be “not in attendance”. 

Those students identified as “not in attendance” will be reported to the UKVI and the University will cease to sponsor the student’s Tier 4 visa. The Tier 4 visa will then be curtailed and the student will be required to leave the UK within 60 days 

Further information 
For more information on Tier 4 visas: 

www.ukba.homeoffice.gov.uk/visas-immigration/studying/adult-students/  

Your responsibilities as a tier 4 student are outlined in the crucial guide.

If you have any concerns about the attendance monitoring census points, or your Tier 4 visa status, please contact visa@manchester.ac.uk
Doctorate Extension Scheme

For information/queries please contact the Student Immigration Team visa@manchester.ac.uk or via: http://www.studentsupport.manchester.ac.uk/immigration-and-visas/during-your-studies/des/
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