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Introduction

This booklet contains information designed to support you as you undertake your Masters dissertation within the Postgraduate Education Programme. 
You should use this booklet in conjunction with other literature associated with the subject of your research including MEDD 4001, the research methods module, you have undertaken in preparation for this Dissertation module.  

From the outset you should take time to familiarize yourself with the range of texts available in the Peirson Library at University of Worcester that relate to your specific focus (and, where practical, you might also consult other libraries). Don’t forget to also familiarize yourself with the wide range of journals and E-journals available in the Peirson Library, as well as breadth of internet and other E-resources available – though do use the former prudently. 
As well as the contribution made by you to reflecting upon the topic of your research, in making judgments about the quality of a dissertation, tutors look for evidence that the student has engaged in discourse about the nature of research and are able to offer a justification for their chosen research method(s), both from a theoretical and a practical point of view. This rationale should also provide a rationale for discarding other approaches as less appropriate to your purposes.

Though your dissertation is essentially an independent piece of work – one from which you can gain a great deal of satisfaction and justifiable pride in completing – do make proper use of the support on offer to you from your Dissertation Supervisor, who can be an invaluable to you in being a sounding board for  your ideas. 

Above all, do enjoy the opportunity of exploring the questions which have motivated your research – and good luck with your explorations!!
Timetable for your Masters Dissertation

The 80 credit Dissertation will normally be completed within an eighteen month period; the 60 credit over a 12 month period by part-time students.   Full-time students will have nine and six months respectively.  This period will start from the term you register for your Dissertation and is conditional on you still having the time within your six registration years remaining. If you do not have the appropriate length of time remaining please contact your Dissertation Supervisor so that an appropriate work plan can be negotiated, otherwise you will need to write to Kevin Pickess (Head of Registry Services) to request and extension to your registration period.  There are several submission dates within the academic year depending on the year and term in which you begin your Dissertation and whether it is a 60 credit or an 80 credit module.  If you are unsure of your submission date, please confirm this with your supervisor or Registry.
Purposes of the Study
The Dissertation is the culmination of your work on the MA/MSc Programme (as well as being preparation for further work at this level and beyond) and it is one of the most important means by which Masters' quality is identified and assessed. It is an individual undertaking, and the final responsibility for its successful planning and completion rests with you, the student, – though tutorial guidance will be given. The Dissertation, therefore, requires you to display evidence of your ability to work independently and ethically in both researching and presenting a topic of your own choice, and to present your findings in the form of a sustained argument. Dissertations will normally involve either an element of original research and/or the re-working of secondary materials from an original viewpoint, and the results presented in a manner appropriate to the conventions of the discipline(s) involved. Your dissertation, thereby, indicates an independent attainment of the intellectual and methodological skills appropriate to a Masters degree. Among the skills to be found is the ability to plan and complete a substantial piece of work within the set deadlines. The Dissertation must be passed for the award of a Masters degree.

Choosing a Topic

It is normally expected that Dissertation topics will arise from material or issues you have studied during your other modules, and/or your wider professional work, but this need not always be the case. You may wish to relate it to a planned career or a past experience. You do not have to write a conventional dissertation: if it is appropriate to the subject matter or approach of the topic or area you have chosen, you can undertake a practical project, or a performance based project. Work may be submitted in a variety of appropriate media, e.g. video tapes, CD-ROM, the production of a website or resources with a critical commentary, but you should always discuss alternative formats with your supervising tutor and/or the Head of Postgraduate Studies. Once your supervisory tutor has been allocated, you must negotiate with your supervisor to ensure you adopt a suitable approach to the research and one which will enable your work to fulfill the purposes of the Dissertation. You should pay particular regard to avoiding academic dishonesty and plagiarism in completing your Dissertation by acknowledging all your sources. 
Please remember that all topics require approval. The Head of Postgraduate Studies and your Dissertation Supervisor will give final approval when he/she is satisfied that the proposed work is:
· appropriate to the Course;

· logistically feasible;

· adequately resourced;

· addresses issues of ethics, safety, and any required permissions. 
Part of that approval will relate to our ability to supervise and assess your study fairly - if you are proposing to study an area where supervising staff are not necessarily expert, you may be required to review your proposed area of study. 
It is particularly important that your Research Design and Ethics Permission Form contains:
· the title of your dissertation is concise and an accurate and reflects the questions you want to ask and resolve;
· cites at least 5 relevant sources.

· provides an explicit rationale provided for the proposed area of work;

· has clear aims and objectives for the study,
· a consideration of the ethical and other methodological issues involved
· and that the text is without errors of spelling, grammar or punctuation;

The Form the Dissertation should take and Word Count

The Dissertation is a single coherent piece of work addressing a particular topic and developing an account of it in sufficient depth and sophistication as required at Masters level. 
The word limit for your dissertation is 20,000 words for an 80 credit dissertation and 15,000 words for a 60 credit dissertation. The permissible upper word limit should be no more than 22,000 words and 16,500 (10% above the actual word limit); beyond this the markers may apply a penalty.  The word count should be declared at the end of the main body of the work before any Appendices.  The dissertation will be marked in accordance with the Assessment Criteria for the Postgraduate Education Programme. Students may be awarded a Pass, Pass with merit, Pass with distinction or Fail.
References for the dissertation should follow the Harvard Referencing Style. Please see the following for more details:

http://www.worc.ac.uk/studyskills/
Timing of the Dissertation in your Degree

The Dissertation is normally the final piece of work for the award of Masters.  You may only take one Dissertation module.
The dissertation module codes are:

*
MEDD4000 
4 module (80 credits) Dissertation

*
MEDD4000A
3 module (60 credits) Dissertation   

Identifying and Agreeing a Topic 

Although the exercise of researching and writing is an independent one, you will have access to tutorial advice in identifying a topic and during the preparation of the study. Supervisors will be drawn from the subject area(s) in which the Study is placed where possible, and will assist you in selecting topics appropriate to the discipline and realistic for the length of the exercise. Topics for Dissertations will be registered with the Programme Leader and Registry using the initial Dissertation Proposal Form to be found in the Appendix of this document.  
You will be sent the initial Dissertation Proposal Form once you have registered for the module. This form must be sent to Jean Croft in Registry services. Once received, the Head of Postgraduate Studies will allocate a supervisor to you who will supply you with appropriate support and work with you on completing the Research Design and Ethics proforma. Careful consideration and completion of this proforma is critical to the success of your project, ensuring a rigorous approach to the methodological issues Involved.

It is recognized that some revision to the registered topic may occur during the preparation for the Study and its writing up, but such amendments should be approved by your Dissertation Supervisor and/or the Head of Postgraduate Studies. Once approval has been given, you should discuss any such changes with your supervisor in the first instance.  
The Dissertation Process and Supervision

It is important to work steadily at your Dissertation during the terms in which you are taking it. You will not have the stimulus of regular class-contact in the same way as in other modules and therefore it is your responsibility to manage your time and to work regularly and consistently. 
You should be in contact with your supervisor as soon as you hear of their allocation. You are strongly advised to remain in contact with them throughout your dissertation period – whether by ‘phone, E-mail or face-to-face – taking the initiative in negotiating with them mutually convenient times for your supervision. You should seek regular tutorial guidance to discuss your work as it develops. You will be allocated a total of six hours tutorial support throughout your study if you are taking the 80 credit dissertation so you will need to plan this time carefully.  If you are taking the 60 credit dissertation, you will be entitled to four hours support.  Additionally, you are then encouraged to keep a careful record of the things discussed during your supervisory session, in particular making a note of any actions resulting from it and recommendations received so that these can really impact upon the your research and the formation of your ideas. A form to enable you keep such a record is provided in the Appendix.

Your supervisor will help you refine the scope of your topic, locate or handle sources of information and assist you in developing the appropriate scholarly apparatus (references, bibliography etc.) which you will need. Your supervisor will also be able to discuss your ideas with you and help you in your approach to difficult points. You should be prepared to submit outlines of your work, or portions of your dissertation, for comment upon by your supervisor by negotiation with them. 
The relationship between you and your supervisor is an important one, and it is also important that both sides understand its limits. You should discuss these limits during an early tutorial. Your supervisor is a source of advice and assistance, but the Dissertation is your own independent project, and must reflect your own work. Some general notes on the proper role of the supervisor are provided below (The Dissertation: A code of practice for supervision).

N.B. you should never expect your tutor to read lengthy drafts of your dissertation. Remember, this is meant to be an independently produced study. Tutors may, at their discretion, read and feedback upon short excerpts or chapters of your work, or outline plans, so long as sufficient notice is given to them. 
If you feel you are not receiving the guidance to which you are entitled, please discuss the matter with your supervisor and, if necessary ask for the matter to be referred to the Head of Postgraduate Studies. 
Assessment of the Dissertation

The assessment of the Dissertation will reflect its significance in your overall profile. The PEP Assessment Criteria are provided in the Appendix of this document. You should also refer to the Learning Outcomes for the dissertation module as these are the intended goals for the Dissertation module. 

Regulation of Assessment 
Requirements to pass modules

· Modules are assessed using a variety of assessment activities which are detailed in the module specifications. 

· The minimum pass mark is 50% for each module.  

· Students are required to submit all items of assessment in order to pass a module, and in some modules, a pass mark in each item of assessment may be required.  

· Full details of the assessment requirements for a module, including the assessment criteria, are published in the module outline.  

Submission of assessment items

· 
Students who submit course work late but within 5 days of the due date will have work marked, but the grade will be capped at 50% unless an application for mitigating circumstances is accepted.

· 
Students who submit work later than 5 days but within 14 days of the due date will not have work marked unless they have submitted a valid claim of mitigating circumstances. 

· 
Students who fail to submit an item of assessment lose their right to reassessment in that module, and will be required to retake the module, which will incur payment of the module fee.

· 
For full details of submission regulations see PRF.  

Retrieval of failure

· Students are entitled to re-sit failed assessment items for any module that is awarded a fail grade, unless the failure was due to non-attendance or non-submission.

· Reassessment takes place during the following semester or during the summer reassessment period at the end of the academic year.

· If following reassessment the module has been passed, the module grade will be capped at 50%.

· If a student is unsuccessful in the reassessment, they will have one further and final reassessment opportunity.

· A student who fails 40 credits or more after exhausting all reassessment opportunities may be required to withdraw from the University.

Requirements for Awards

	Award
	Requirement 

	Masters (MA/MSc/MBA/MTL) 
	Passed a minimum of 180 credits at level 7 including a minimum of 40 credits from the Dissertation


The award of Masters may be made with Merit or Distinction.
Insurance

If your Study requires you to work off-site (perhaps in a work placement or conducting research in another organization) you will require insurance cover while you are not on the University of Worcester campus. Insurance cover may be provided by the school/college or company you are working with and you should discuss this with them when arranging your work. If insurance is not provided by the company/organization, you will need to make specific arrangements on an individual basis: in these circumstances, you will need to contact the Finance Office at University of Worcester, (tel: 01905 855115). Research in your own work place is covered by the insurance arrangements of your own employment.
Ethical and Health and Safety Issues; Protection of Children Legislation 
Invariably a dissertation in Education involves working with people and therefore you must consider carefully the ethical issues raised by your work and ensure that you take appropriate steps to address them in your study.
You need to refer to the BERA guidelines to be found here:

http://www.bera.ac.uk/files/2008/09/ethica1.pdf
In rare cases, research needs to refer to the Institute of Education’s Ethics Sub-committee for consideration and even more rarely the University’s Ethics Committee for advice and permission to proceed.  Your supervisor will advise you of this when completing the Research Design and Ethics Proforma.
Should you need to appeal against a decision made by the Ethics Committee regarding a research proposal, you should submit an appeal in writing (within 10 days of hearing from Ethics Committee) and forward it, together with any new supporting material, to the Secretary of the Ethics Committee (via Registry Services). This will be examined by the Registrar and the Chair of the Ethics Committee, and a final and binding decision will then be made. 

Where such considerations are involved, the Study must conform to any recommendations which emerge. Therefore, you must discuss any such issues with your supervisor at the initial meeting and follow through any recommendations made. 

For studies coming within the regulations regarding Criminal Record Check (for example if you need to visit a crèche, nursery, school or work with any agency involving children or vulnerable adults), it is a requirement that you apply for a Check through the Criminal Records Bureau. Guidance notes on how to obtain a Disclosure package are available from the Student Records Office, Registry Services. 

Submitting the Dissertation

For details about the submission dates for the Dissertation, please see the timetable at the beginning of this document.   Please see the sections below, Guidance on the Presentation of your Dissertation and Format for Submission of Dissertation for format information.

It is your responsibility alone to ensure that your Study is completed and presented in good time. Dissertations submitted after the due date will be treated as indicated below: 

· Dissertations submitted within 5 days of the published deadline will be marked but the mark will be capped at the minimum pass mark, unless a claim of mitigating circumstances is made and upheld. 
· Dissertations submitted later than five days will not be marked and will be awarded a mark of zero. Students may, however, submit a claim of exceptional mitigating circumstances and ask for the work to be marked. If the claim is upheld the original work will be marked.  Claims must be submitted within 7 days following the assessment's deadline date.  Please be aware that if you are claiming for late submission of work you must submit the work within 14 days of the deadline date. The Mitigating Circumstances Form and guidance can be accessed from your student SOLE page under ‘Assessments’
Avoiding Last Minute Problems
· Keep proper back-ups of your work in an appropriate format as well as on your hard disk.

· Do not save your entire Dissertation to a single file - split up the chapters/sections into different files.
· Print it in sections rather than in one go.
· Keep manuscript drafts or draft print outs at each stage of your work. In 
case of difficulties these can be submitted as evidence of the work you have done. 

Copyright

Copyright of your Dissertation remains yours as author, but the University of Worcester reserves the right to retain the second copy of any Dissertation submitted as required work for internal use, including use in the Library.
Academic Dishonesty

Plagiarism or cheating in the Dissertation is regarded with severity. You are referred to the sections on Plagiarism here:

http://www.worc.ac.uk/studyskills/
You will note that this Guide indicated that your Dissertation may arise from material or issues you have studied in your other modules. This does NOT mean you may use material you have presented for assessment in other modules in your Dissertation without substantial re-working of it. In particular, verbatim use in a Dissertation of work submitted for another assessment is Academic Dishonesty and will be treated as such.

If you are in any doubt about what Academic Dishonesty is, or how to avoid it, ensure you contact your supervisor to receive guidance.
NB. From September 2011 students will be required to submit a Turnitin referencing report with their dissertation. Please provide a paper copy of this report, clearly indicating that it refers to this work, with your dissertation paperwork, and electronically with the CD or USB Memory stick submitted. It is sound academic practice to use such software (and other resources to ensure accuracy of referencing, such as Refworks), so this should be used as a matter of course during your work at Masters level.
Extensions to the Deadlines of Submission of the Dissertation
Please note that your supervisor cannot approve an extension. The Dissertation is a major piece of work which you will have been planning for a long time. The planning and successful completion to deadline of the Dissertation is a fundamental part of the exercise.
Extensions to Dissertation deadlines must be made using the ‘Dissertation: Request for Extension’ form and needs approval from your Dissertation Supervisor. You are then required to submit the form to the Appeals and Complaints Officer who will consider your request. Requests for extensions must be made a minimum of 2 weeks before the submission deadline.  The form is in the Appendices or can be requested from Registry.  
The deadline for the Dissertation will only be extended under the most extreme circumstances. No extension will be given without independent corroborative evidence to support the request. 
Procedure in the event of failure of the Dissertation

Following the meeting of the Board of Examiners at which your dissertation grade has been presented your agreed mark and award information will be viewable on your student SOLE page 

Should your Dissertation be awarded a mark lower than the pass mark for your course (50%), you will normally be offered the chance to resubmit your study at a date decided by the Board of Examiners (normally 5/6 months). You will receive guidance from your Course Leader regarding the advice of the Board of Examiners.  In addition, you will receive a letter from Registry confirming your new submission date.  Your reassessment letter will also be on your SOLE page. There will be a Dissertation reassessment fee of 20% of the initial dissertation fee. Registry will send you a Confirmation of Intention Form which you will be required to complete to confirm your intention to resubmit and enclose payment by a prescribed date. 

In the unlikely situation of your failing the dissertation your tutor will be able to provide some support toward this resubmission (no more than 1 hour).

Should the resubmitted Study be awarded a pass grade, this will be restricted to 50% unless you have mitigating circumstances.

With effect from 1 September 2010, students who fail to submit the Dissertation will be required to RETAKE the module and will not be given a reassessment opportunity.  The retaken work if awarded a pass grade will be capped at 50%.
N.B. Work may be submitted prior to your official completion date.  Please carefully plan and discuss the timescale of your study with your Dissertation Supervisor and include your proposed hand in date on your Research Design and Ethical Permissions Proforma (to be found in the Appendix). 

Guidance on the Presentation of your Dissertation

Format and Layout 

This sets out some features which should be followed in the presentation of the Study. It is not intended as an exhaustive specification. 
· The Dissertation should be word processed and presented in typescript in the form of a Word document. You are responsible for correcting your typing errors. Where copies are produced by other means, they must be of a permanent nature, for example by xerographic processes. 
· Dissertations may be submitted in an alternative format, where appropriate, for example, DVDs, or computer disks. If you wish to submit work in an alternative format, you must discuss this with your supervisor and/or the Head of Postgraduate Studies. 
· A4 paper of good quality and sufficient opacity should be used. (The paper purchasable from the Students Union or Information and Learning Services with density of 70g/M is suitable.) Only one side of the paper should be used; margins should be as follows: 
· Left (binding edge) and top margin 40mm 
· Other margins 20mm 
· Double (or one-and-a-half) spacing should be used in typescript except for indented quotations or footnotes where single spacing may be used. 
· Pages should be numbered consecutively through the main text including photographs and/or diagrams which are not embodied in the text.  Such photographs and/or diagrams should be firmly fixed in place. Ensure that all photographs, diagrams, figures, graphs, maps, tables, etc. are numbered and where appropriate, indexed separately. The pagination of appendices should be continuous within each appendix, but distinct from the main text. 
· The Dissertation should be soft bound with a plastic back and a clear plastic cover. Information and Learning Services and the Students Union will undertake binding given good notice. All their formats can be assumed to be acceptable. Students wishing to bind their Dissertation in a more permanent form should obtain the permission of the Head of Postgraduate Studies. 
· The Dissertation should have a title page giving the following information: 

1. The full title of the thesis; 

2. The full name of the author, followed, if desired, by any qualifications or distinctions; 

3. The qualification for which the Dissertation is submitted; 

4. The name of the University; 

5. The month and year of submission. 

N.B. By putting your name to the study you are indicating that it is essentially your own work and that you are not presenting it dishonestly. e.g.

Tudor Worcester

A. N. Other

Dissertation submitted as part requirement for the

Master of Arts in............................

at University of Worcester

June 2008

When submitting a Dissertation, you should indicate in a suitable declaration any material contained in the thesis which may have been used before. 

There should be an abstract of approximately 300 words; this should provide a synopsis of the thesis, stating the nature and scope of the work undertaken. 

Any abbreviations should be those in normal use. Where necessary a key to abbreviations should be provided. A dictionary should be consulted for standard abbreviations. 

Any material which cannot conveniently be included in the text should be packaged in such a way that it can be bound with your dissertation. Should this rubric create particular difficulties, your Supervisor should discuss the matter with the Head of Postgraduate Studies.  

The order of presentation should be: 

Title page, Abstract, Table of contents, Tables of illustrations or diagrams where appropriate, Preface and acknowledgements, 
List of abbreviations where appropriate, Text, Notes, Appendices, Bibliography. 

Footnotes should be avoided, but if used they should be collected at the end of the Dissertation. 

The length of the Dissertation should be within the limits specified in your Course Handbook. A three module dissertation would be in the range of 15,000 words and a four module dissertation 20,000 words. Where a significant amount of information is communicated in tables, diagrams, maps and so on, or where practical work contributes to the study, the Dissertation may well be significantly shorter than this. Your supervisor and/or Head of Postgraduate Studies will advise you on what is preferred or acceptable.
Format for Submission of Dissertation
To facilitate double marking, two copies of the Dissertation are required. Where a Dissertation contains illustrations such as photographs, a good photocopy of the illustrations will suffice in the second copy of the Study. 
Two soft bound copies of the completed Dissertation and one electronic copy on electronic media (CD, USB Drive, floppy disk etc.) should be handed in to Registry Services.  Please do not submit your dissertation to your supervisor, academic department or Reception.   
Please attach an ‘Assessment Receipt’ to your work.  Students can access this tracking sheet through their student SOLE page.  Please select ‘Assessments’ and then ‘Assessment Receipts’ and select ‘Print Coversheet’ next to the appropriate module code.  
From September 2011, a Turnitin report on your dissertation also needs to be submitted in paper and electronic form. For further advice on this in the lead up to submission please ask your supervisor/course leader. 
What you can expect from your Supervisor:  

Your supervisor will: 

· give advice on the suitability or feasibility of the topic, or of the subsequent lines of enquiry, to help you determine the Dissertation’s direction and scope; 

· providing some advice on what you ought to read (but the bulk of this should be down to your own investigative skill); 

· provide advice on techniques of investigation and study; 

· provide an environment which encourages the exchange of ideas between you and staff; 

· monitor your progress, including reading draft outline and plans (or portions of work where this has been agreed)  and commenting upon it; 

· giving advice on presentational matters
· be contactable (the best means of this should be discussed when establishing first contact). 
Arrangements for supervisory contact

The responsibility for seeking tutorial guidance is yours alone. You are allocated a total of 4 or 6 hours ‘contact time’ with your supervisor throughout your study depending on whether you are taking the 60 or 80 credit option.   This time should be planned well. You should arrange individual tutorials in order to seek advice from the supervisor, to review work in progress and discuss the development of the study. Normally, tutorials should be held at regularly spaced intervals throughout your study and you will be required to submit work in progress. Responsibility for the academic standard of the Dissertation is yours alone. If you encounter difficulties in arranging tutorials, you should contact the Head of Postgraduate Studies

The limits of supervision 

In supervising the Dissertation, tutors will not compromise the independence of the project by modifying its principle organising ideas or otherwise adjusting its conceptual structure, beyond the kind of advice suggested in the above paragraphs. Your tutor might indicate inadequacies of presentation when reviewing work in progress, but should not be involved in correction of errors. If any doubt arises, tutors should refer the problem in the first place to the Head of Postgraduate Studies. 
The Dissertation Support Group

A Dissertation Support Group offers a forum to meet other students working on their research towards a Masters dissertation. For details about the termly meetings of this group, please contact the PEP administrator Sharon Jeynes at: s.jeynes@worc.ac.uk
Marking 

It is standard practice for all Dissertations to be double-marked internally (and where necessary third marked). The marking is moderated by the External Examiner, whose decision is final. 
Assignment Results
Tutors aim to mark assignments within four weeks of receipt. Provisional marks are uploaded and can be viewed via your SOLE page when you enter the ‘Assessments’ area. Marks are then confirmed by the exam board and in the week following the board, ‘provisional’ marks are changed to ‘confirmed’ marks. In the case of a failed assignment, a letter will be posted in the Assessments area of your SOLE page explaining how and when you may resubmit your assignment. 
Students are expected to check their SOLE page regularly for updates (such as results). Students should note that the University’s Registry Services department is phasing out the practice of sending reassessment letters by post to individuals. 

Return of the Dissertation

The dissertation will be returned to Registry (Student Records) by the supervisor following the Board of Examiners to which it is presented.  It may be collected from Registry Services after this date but please call or email first to ensure that it has been returned to Registry before coming in to collect it.

A Brief Outline of the Dissertation Process for Students and their Supervisors

· Students will complete the Dissertation Proposal Form to be sent by Registry once you have registered for the module (this form can also be obtained from the PEP administrator, Sharon Jeynes, at s.jeynes@worc.ac.uk , and can be found on your SOLE page. The Head of Postgraduate Studies will allocate a supervisor and advise Registry Services of this in due course. 
· When you meet with your supervisor you must work on the completion of the Research Design and Ethics Proforma and begin to properly shape the course of your research. You are cautioned not to begin your research until you have taken the opportunity of gaining your supervisor’s advice. 

· At your first tutorial you should establish the ‘ground rules’ with your supervisor about how you and they best work and how to be in best contact with them.

· The Research Design and Ethics Proforma may need to be scrutinised for underlying ethical issues and to gain the necessary permissions, but you will be advised of this by your supervisor. 

· Supervision of the Dissertation begins when the student has registered for the module and providing the Research Design and Ethics Proforma has been completed to the mutual satisfaction of the supervisor and student and where appropriate Ethical permissions have been gained.

· The spacing of tutorials should be even and will depend on the length of time and length of chosen dissertation to study (between 1 year to 18 months). 
· Dissertation (two copies) will be handed in to Registry Services staff, and a receipt will be issued.  All Dissertations must be submitted in person to Registry Services who will issue you with a receipt.  

· The supervisor and allocated second marker will be notified by Registry Services when studies to be marked are received. Supervisors and second markers will collect their Dissertations within 3 working days of the submission date and will sign for all Studies taken. They will then mark the piece and liaise with colleagues over the final mark in good time for the pieces (as necessary) to be sent to the external examiner. 

· Final Agreed Grade reports must be completed for each Dissertation. A copy of this report is required by Registry Services for their records at least two weeks before the Board of Examiners Meeting. 
· Tutors will pass marks and dissertations on to the Head of Postgraduate Studies for recording on ETM. 
· The Final Agreed Grade report forms are available from Registry Services and on the website here: 

http://www2.worc.ac.uk/registry/index.php?option=displaypage&Itemid=106&op=page&SubMenu
· Dissertations must be returned to Registry Services as soon as possible following the Board of Examiners Meeting in which they have been presented.  They will be signed back in by a member of Registry staff.

· N.B. Dissertations will not be accepted without the completed Final Agreed Grade form. 

APPENDICES
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DISSERTATION PROPOSAL FORM

For consideration of proposals for the Masters Dissertation MEDD4000 or MEDD4000A within the Postgraduate Education Programme

This form should be submitted to Student Records, Registry before you begin your dissertation.  Please type, or write clearly on this form.
Student

Name:
Student

Number:
University e-mail address:

Number of modules completed to date including APL/APEL:
Work Tel:

Mobile Tel:

Work e-mail:
Correspondence

Address:
Home Tel:
Home e-mail:

Proposed start of Dissertation (please tick)
  Year: 
   2008/9 

2009/10
Term dates (please tick):  Term 1, September 

Term 2, January 
Term 3, April
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Dissertation Supervision Record and Action Plan

Date:

Summary of Conversation:

Actions:

●

●

●

Date:

Summary of Conversation:

Actions:

●

●

●

POSTGRADUATE EDUCATION PROGRAMME

ASSESSMENT CRITERIA

	
	70% + Distinction
	60% + Merit
	50% + Pass
	Below 50% Fail

	1. Literature Review and Theory
Understanding of the theoretical models from which issues and key concepts in the students' professional work are derived.

Application of knowledge and conceptual understanding.
	An excellent understanding with skilful synthesis and an intelligent critical review of the theoretical underpinning of professionality, including values and beliefs. Evidence of extensive reading which has been thoroughly critically evaluated and explicitly related to the research question, theme or topic.

Originality in the application of knowledge with a conceptual understanding that enables critical evaluation and a high degree of autonomy.


	Very good understanding, demonstrating relevance of the models and including good synthesis and critical review of the theoretical underpinning of professionality, including values and beliefs. Evidence of wide reading with some critical evaluation and a clear relationship to the research question, theme

or topic. Some originality in the application of knowledge with a conceptual understanding that enables critical evaluation and a degree of autonomy.

 
	Clear identification of the models, issues and concepts, integrated into the argument with understanding. Appropriate reading with some limited evaluation. Not consistently clearly related to the research question, theme or topic. Limited originality in the application of knowledge with some conceptual understanding that enables occasional critical evaluation and autonomy.
	Poor, inadequate or incomplete identification and understanding. Over reliance on a restricted range of sources. Not related directly to the research question, theme or topic. An extremely limited originality in the application of knowledge with poor conceptual understanding that enables rare critical evaluation and autonomy.

	2. The Argument in Terms of its Structure
Structural development from objectives to analysis and synthesis, conclusions and recommendations.


	Explicit, convincing demonstration of structured development. Extremely strong internal consistency, making the project convincingly holistic. Evidence of a creative and original approach with a critical awareness of its strengths and limitations.


	Highly cogent structure and development of the argument. Evidence of internal consistency with very good use of information gathered to support the argument. Awareness of strengths and limitations.
	An explicit structure and development, critically defended but with some weaknesses in the integration of the various themes or sections. Some awareness of strengths and weaknesses.
	Poor, inadequate or incomplete structure and with a lack of internal consistency. Very limited use of information gathered to sustain the argument and with serious weaknesses in the integration of evidence. No awareness of the limitations of the dissertation.

	3. Reflection and Evaluation
Evidence of personal and professional self-evaluation.

Evidence of the voice of the writer and participants in the research. 
	A sophisticated reflection and evaluation of personal and professional practice, grounded in evidence and advancing the argument. A clear integration of the value and belief system of the writer is integral to the argument. A creative and highly original approach to a range of reflective writing styles is adopted
	Very good reflection and evaluation of personal and professional practice grounded in evidence and advancing the argument. Some evidence of the integration of the value and belief system of the writer into the argument. Appropriate styles and registers are evident in the writing.
	Evidence of clear reflection and evaluation, grounded in evidence and contributing positively to the argument. Little evidence of the integration of the value and belief system of the writer into the argument. A limited amount of evidence of a reflective style or register. 
	Little or poorly focused reflection. No evidence of the integration of the value and belief system of the writer into the argument. The writing is one dimensional, and lacking in any reflective style or register.

	4. Research Activities

Understanding of techniques, methods and approaches applicable to research.
	A comprehensive understanding of techniques applicable to research. A high sensitivity to qualitatively different kinds of evidence and arguments in research activities, together with a challenging approach as to what might constitute data. Very clear appreciation of relevant methodological issues and an excellent rationale for the approach adopted and the data collection methods utilised. Permeation of ethical issues is evident throughout.


	A good understanding of techniques applicable to research. Sensitive and systematic collection, analysis and presentation of data. Very good appreciation of relevant methodological issues and a clearly presented rationale for the research approach adopted and the data collection methods utilised. Good integration of ethical issues into the argument.
	A limited understanding of techniques applicable to research. An appropriate collection, interpretation and presentation of data, well articulated and evaluated. Some familiarity with key methodological issues and a competent rationale for the research approach adopted and the data collection methods utilised. Ethical issues tend to be ‘bolted on’.
	A poor understanding of techniques applicable to research. Poor, inadequate or incomplete information collection and interpretation. Little awareness of methodological issues and inappropriate or non-existent rationale presented for the research approach adopted and the data collection methods utilised. No evidence of ethical issues in discussion.

	5. Critical Reflection in Relation to:

i. literature review and theory

ii. research design and methodology

iii. political, social and educational context

iv. personal and professional development.


	Substantial and sustained evidence of critical reflection which is of a strikingly innovative kind. Includes the exploration of different perspectives on the area under investigation. Employs implicit as well as explicit reflection in the narrative and consistently adopts an interrogative approach.


	Substantial and convincing evidence of critical reflection. Adopts an interpretive and analytical approach which supports a range of perspectives on the area under investigation. Provides evidence of implicit and explicit reflection in the narrative and is inclined to adopt an interrogative approach.


	Evidence of critical reflection which makes a positive contribution to the argument. There is some evidence of differing perspectives on the area under investigation. The reflection tends to be explicit and is only occasionally interrogative.
	Little evidence of critical reflection. The writing is simplistic and one-dimensional, tending to be assertive rather than interrogative.

	6. Referencing – Normally Harvard System    (author/date)

i. to facilitate easy access of reader

ii. to avoid plagiarism.


	Sources of ideas and information are acknowledged with meticulous accuracy using an appropriate system of referencing.
	Sources of ideas and information are invariably acknowledged with accuracy using an appropriate system of referencing.
	Competently referenced, though with some errors and/or inconsistencies. Uses an appropriate system of referencing.
	Poorly referenced and with some clear gaps. Does not use an appropriate referencing system.
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PEP RESEARCH DESIGN AND ETHICS PERMISSION FORM

This form must be completed for all assignments or dissertations which involve primary data generation

(e.g. via questionnaires or interviews). You must not begin data generation or approach potential research

participants until your tutor or supervisor has approved of your plans and signed this form.
Name
 of student:
_______________________________________________

Module Number: ____________

Name of tutor/supervisor (for this dissertation): ___________________________________________

Title of assignment /dissertation:
Sections 1-4 are to be completed by the student; Section 5 is to be completed by the tutor / supervisor.

Section 1

Briefly outline your research questions or aims and 3-5 relevant literature sources you have identified (continue on a separate sheet where necessary)
Section 2

Briefly outline your proposed methods, sites of data generation and your proposed methods of sampling

Section 3

Briefly explain how you plan to gain access to prospective research participants. 

Section 4 (a)

	
	Tick where appropriate

	1. I have read and discussed with my supervisor(s) the British Educational Research Association’s Revised Ethical Guidelines for Educational Research (BERA, 2004).
	

	2. I am aware of and have discussed with my supervisor(s) the relevant sections of the Data Protection Act (1998): http://www.hmso.gov.uk/acts/acts1998/19980029.htm.
	

	3. Data gathering activities involving schools and other organizations will be carried out only with the agreement of the head of school/organization, or an authorised representative, and after adequate notice has been given.
	

	4. The purpose and procedures of the research, and the potential benefits and costs of participating (e.g. the amount of their time involved), will be fully explained to prospective research participants at the outset (see BERA, 2004, paras 10, 11, 12, 21).
	

	5. My full identity will be revealed to potential participants.
	

	6. Prospective participants will be informed that data collected will be treated in the strictest confidence and will only be reported in anonymised form, but that I will be forced to consider disclosure of certain information where there are strong grounds for believing that not doing so will result in harm to research participants or others, or (the continuation of) illegal activity (see BERA, 2004, paras 27-28).
	

	7. All potential participants will be asked to give their explicit, written consent to participating in the research, and, where consent is given, separate copies of this will be retained by both researcher and participant.
	

	8. In addition to the consent of the individuals concerned, the signed consent of a parent, guardian or ‘responsible other’ will be required to sanction the participation of minors (i.e. persons under 16 years of age) or those whose ‘intellectual capability or other vulnerable circumstance may limit the extent to which they can be expected to understand or agree voluntarily to undertake their role’ (BERA, 2004, para 14-16).


	

	9. Undue pressure will not be placed on individuals or institutions to participate in research activities.


	

	10. The treatment of potential research participants will in no way be prejudiced if they choose not to participate in the project.


	

	11. I will provide participants with my contact details (and those of my supervisor), in order that they are able to make contact in relation to any aspect of the research, should they wish to do so.


	

	12. Participants will be made aware that they may freely withdraw from the project at any time without risk or prejudice (see BERA, 2004, para 13).
	

	13. Research will be carried out with regard for mutually convenient times and negotiated in a way that seeks to minimise disruption to schedules and burdens on participants (see BERA, 2004, para 19).
	

	14. At all times during the conduct of the research I will behave in an appropriate, professional manner and take steps to ensure that neither myself nor research participants are placed at risk.
	

	15. The dignity and interests of research participants will be respected at all times, and steps will be taken to ensure that no harm will result from participating in the research (see BERA, 2004, para 18).
	

	17. The views of all participants in the research will be respected.
	

	18. Special efforts will be made to be sensitive to differences relating to age, culture, disability, race, sex, religion and sexual orientation, amongst research participants, when planning, conducting and reporting on the research.
	

	19. Data generated by the research (e.g. transcripts of research interviews) will be kept in a safe and secure location and will be used purely for the purposes of the research project (including dissemination of findings).  No-one other than research colleagues, supervisors or examiners will have access to any of the data collected without seeking further permission from participants where possible.
	

	20. Research participants will have the right of access to any data kept on them (see BERA, 2004, para 24).
	

	21. All necessary steps will be taken to protect the privacy and ensure the anonymity and non-traceability of participants – e.g. by the use of pseudonyms, for both individual and institutional participants, in any written reports of the research and other forms of dissemination.
	

	22. Where possible, research participants will be provided with a summary of research findings and an opportunity for debriefing after taking part in the research (BERA, 2004, para 29).
	


Section 4 (b)

Please provide further information below in relation to any of the above statements which you have not been able to tick, explaining in each case why the suggested course of action is not appropriate (continue on a separate sheet if necessary):

	


When you have completed Sections 1-4 you should sign below and pass the form to your supervisor, together with:

(1) a draft information sheet to be provided to prospective participants; 

(2) a draft consent form to be used with prospective participants.  

Signed (student) ______________________________
Print Name ________________________________
Date ______________
Section 5: 

I have discussed the proposed research outlined on this form with the student and I am satisfied that the work will be carried out with due regard to ethical protocol and participants’ interests

Signed (supervisor) _____________________________
Print Name __________________________________
Date ______________

Note to supervisor: Please now keep a copy of the completed form and provide a copy for safekeeping the student. Where problematic issues have arisen please send to the Institutes Ethics Representative and the HoPs. 
 PROPOSED RESEARCH QUESTION: Please indicate the proposed title of your study (max. 30 words)
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