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DEPARTMENT OF EUROPEAN LANGUAGES 
DEPARTMENTAL REQUIREMENTS AND INFORMATION 
Please read this booklet carefully and keep it somewhere accessible for future reference. Your working relationship with departmental staff both academic and administrative is governed by the frameworks outlined here. 

1 INTRODUCTION 
We offer teaching and training for two higher University of Wales degrees: MPhil and PhD. 
The MPhil  is a research degree. The normal registration period (the period for which fees are payable) is one year. The maximum time limit for submission of theses is 3 years. It is possible to do the MPhil part-time over 2 years (5 years’ time limit for submission of theses). The MPhil is a good basis for further research, e.g. doctoral work. You will be supervised by an appropriate member of staff (main supervisor); a second supervisor will also be appointed. 
The PhD is a research degree. The usual period of registration is 3 years (during which fees are payable). Submission of theses must be by the end of the fourth year. You will be assigned a specialist supervisor and a second supervisor. Normally the PhD thesis should not exceed 100,000 words.

2 SUPERVISION

Research students (MPhil, PhD)

Each research student is assigned to a main supervisor and a second supervisor. The main supervisor works in close co-operation with you to direct the planning and execution of your research, identifying special training needs and ensuring the most effective use of time and resources. The supervisor will provide initial guidance to the primary and secondary sources and will comment in detail on your written work. This may be in the form of written comments and/or face to face discussion. You will be expected to meet your supervisor regularly. Meetings will usually be more frequent at the beginning of your research candidature. The respective responsibilities of the supervisor and the research student are laid down in the AU Code of Practice for Research Postgraduates.
3 MONITORING PROGRESS
1. Research students (M Phil and PhD)

It is a departmental and faculty requirement that we monitor closely the progress of every full-time and part-time research student, and that training needs are identified and met (see Section 10 below on training). This is how the system operates:

Annual report by your supervisor:  Towards the end of each academic teaching year (May, usually) your main Supervisor is asked for a report outlining your progress, noting any problems, and any factors likely to impede progress towards a timely submission. The Supervisor will also comment on the standard of your work in general, and will be asked whether or not you should be permitted to continue study in the subsequent academic session. You will see this report and you will be given an opportunity to add any comments, and to agree or disagree with your Supervisor’s assessment. This report is then discussed with the Head of Department before being reported to the next Departmental Board and then sent on to the Faculty of Arts Research Monitoring Committee.

Research students in their first year of a PhD: In addition to the procedure outlined above for the annual report, the Faculty of Arts AU require that a departmental monitoring committee be convened to assess the work of a student in the first year of a PhD candidature. In late spring you will be asked to submit a reasonably substantial piece of work (a draft chapter, for example) and an outline of your research plans. The piece of work will normally not be less than 5,000 words in length. You will then be called to a short meeting with the monitoring committee to discuss your work and your plans. The monitoring committee usually consists of the Head of Department (or nominee), the Supervisor, and a further specialist advisor. It will be noted on the monitoring form sent to the Faculty of Arts whether the research plan and the draft work meet the standard of the departmental monitoring board.

Research students in the first year of a PhD or an MPhil

An additional progress report is required in January of the first year (Supervisor’s report and your own comments).

Towards the end of your candidature
Your Supervisor will be asked to report on your progress twice a year to the Faculty of Arts (in January as well as May) if you are within a year of completing your candidature, or if you have completed your candidature and are ‘in abeyance’ (the term used for candidates who are no longer serving a candidature period) and the final submission deadline is approaching.

Reports to outside agencies
The Department of European Languages and the Faculty of Arts’ Panels (under the aegis of the AU Research Board) monitor Research students who are funded by external bodies such as the Arts and Humanities Research Council (AHRC) as outlined above. But students are also monitored directly by the funding body. The student is asked for a report (May/June), as is the Supervisor. If the progress is not satisfactory, the grant may not be renewed.

Unsatisfactory progress: If your progress is not satisfactory, the Faculty of Arts will take further steps (through the Supervisor in the first instance) to ensure that the thesis is submitted on time, and that it is of the required standard. In some cases where progress is judged to be unsatisfactory it may be recommended that the candidature be changed from a PhD to an MPhil. If you have any academic or personal problems, it is imperative that you discuss them without delay with your Supervisor (or with the Postgraduate Director or your personal tutor or another member of staff if you prefer). 

4 DEPARTMENTAL COMMUNICATIONS 
4.1 The General Office - Room D7 
Rhiannon Evans and Joanne Maltman are our Departmental Secretaries. As well as being involved in all aspects of departmental business, they are our main link with the central university administration. If you have any queries that cannot be answered in student literature, please call in to D7. The office is open from 9.00 am to 10.45 am, and from 2.00 pm to 4.00 pm, Monday to Friday. 

If staff need to contact you, we will either email, put a note in the student pigeonhole or put your name on the whiteboard in the Department foyer, so please check these places frequently. In some circumstances, you may receive correspondence at your term-time address. 

All course tutors have available times, telephone extensions and the majority use email regularly. Staff letterboxes in the Foyer are mainly for the handing in of coursework. Messages may be left with the General Office but email is better. 

4.2 Student Pigeonholes 
These are on D floor, opposite room D9. Please check them frequently for communications both from this and other departments. The pigeonholes are checked periodically and all correspondence stamped with the date. If after three months, an item still remains, it will be opened and may be disposed of. Once you have dealt with any correspondence, please take it with you or dispose of it - do not leave it to cause clutter in pigeonholes. 

4.3 Personal Tutors 
In accordance with University policy, we operate a system of personal tutors within the Department. The point of the scheme is that you have access to a member of staff who will lend an ear, provide guidance where possible, and inform other staff or specialist agencies if there is anything which may be adversely affecting your performance. The essential point is that if we do not know there is a problem, there is nothing we can do to help. If we do know, there is often quite a lot we can do. You will receive information specifically about the scheme together with notification of who your tutor is and what his/her available times are. A full list of personal tutors and tutees will also be on the notice board in the Department foyer. Please make contact with your tutor at your earliest opportunity. 

5 ATTENDANCE AT CLASSES 
5.1 Attendance 
Students are expected to attend all seminars and lectures regularly. 

Full details of courses/modules and the hours involved will be provided by the course/module tutor at the beginning of the session, term or semester, as appropriate. This information is also available on the module database – http://www.aber.ac.uk/modules 

5.2 Absence and Failure to Submit Work 
Students who fail to attend any class or lecture will be recorded as absent. 

A student who misses a class either through illness or unavoidable absence should inform the course tutor concerned as soon as possible. We regard such notification as an essential courtesy. Students who are absent for seven days or more through illness must submit a medical certificate to the Departmental Secretaries. It is in your interests to notify the Department, usually through your personal tutor, of any medical or personal circumstances which may be adversely affecting your academic work. Please note that Examining Boards, if they are to give medical reasons any special consideration, must receive a certificate or statement from a qualified medical practitioner. 

All students in European Languages should be aware of the steps that will be taken by the Department in the event of absence from classes or failure to submit work. 

A report is made if: 

• absence from two consecutive classes is noted (with explanation or not) 

• absence is frequent, even though not consecutive 

• assessed work is not submitted 

Reports will be monitored. If repeated reports are received and no explanation to your tutors has been received, an appointment will be made for you to see the Head of Department. If there is still no improvement you will be referred, without further consultation, to the Dean of Faculty. The Dean has the right, under the terms of the Regulation on Academic Progress, to exclude you from the university. 

NB Failure to attend classes or to submit work usually results in students falling behind which can add considerably to what may (already) be existing stress. There is also a demonstrable effect on end of year marks. IF WE DO NOT KNOW WHAT THE PROBLEM IS, WE ARE NOT IN A POSITION TO HELP. 

6 SUBMISSION OF WORK 
6.1 Handing work in 
All work must be handed in on or before the date specified by the tutor taking the course. Assessed essays must be deposited in the locked staff letter-boxes outside the Office. 

Penalties for late submission of coursework 
1. There are three grades of penalty for late submission of coursework: 

• minimum: a deduction of 5 marks per 100 available 

• standard: a deduction of 10 marks per 100 available 

• maximum: a deduction of 20 marks per 100 available 

The deduction is made from the mark awarded for the piece of work concerned, not from the overall module mark. 

2. The penalties are applied as follows 

• minimum: up to 1 working day* after the submission date 

• standard: 2-5 working days* after the submission date 

• maximum: 6-15 working days* after the submission date 

*understood as days on which the Departmental office is accessible to students 

3. There is a cut-off date 15 working days after the submission date, after which coursework will only be accepted if there are extenuating circumstances of a sufficiently serious kind. Otherwise a mark of zero will be awarded for the assessment element concerned. 

4. There is a final deadline (applying to all modules in the Department), beyond which no coursework will be accepted, even if there are extenuating circumstances. In all cases this final deadline is the first day of the relevant examination period, i.e. the date of the first examination in semester one or semester two, as applicable. Students who have valid reasons for failure to submit coursework by the final deadline will be eligible to resit for more than the pass mark if they fail the module in consequence. It is also open to examining boards to waive assessment elements in particular cases if this is necessary to maintain equitability in the judgement of a student’s performance. 

All requests for extension of a deadline should be made in writing to the member of staff concerned, who will consult the Director of Postgraduate Studies before granting an extension. Only in exceptional circumstances, or on production of a medical certificate or similar documentation relating to personal circumstances, will deadlines be extended. Any appeals against the decision reached will be dealt with by the Head of Department.  

Assessed essays must be deposited in the locked staff letter-boxes outside the Office by the deadline set. They should not be given to members of staff, nor should delivery (save in exceptional circumstances) be entrusted to third parties. It is your personal responsibility to ensure that your work is submitted in accordance with instructions given by your tutor. 

6.2 Retention of work. Assessed essays are usually returned via office hours. You must keep all assessed work once it has been returned to you. In most cases, External Examiners will need to see assessed work. 

7 ASSESSMENT OF WORK 
Assessment throughout the Department is by a combination of examinations and continuous 

assessment. The assessment methods for each module are described on the module database. The Department fully supports the University's policy on the use of Welsh for assessed work. In addition, we accept that students may wish to submit assessed work (for continuous assessment or examination papers) in the target language (e.g., essays on French literature, in French). Such work will be neither penalized nor rewarded on the basis of the language in which it is written, except insofar as all written work is assessed not only for content, but also for the quality and clarity of the argument, and to some extent for its grammatical accuracy, fluency, and style. 

8 RESEARCH TRAINING
The Institution has a Research Training (RT) and Development Programme available to students from all Faculties, according to the specific training requirements laid down by Faculties, Departments or funding bodies. 

You will meet many of the people responsible for the RT programme at the postgraduate induction event at the beginning of the academic year. Most of them are based in room G9 of the Cledwyn building on the Penglais Campus.

You will find full details of the Research Training Programme by clicking on this link:

http://www.aber.ac.uk/postgrads/research-training.shtml
In addition, there is a separate programme called the AU Postgraduate Skills Training Programme, offering seminars and workshops not only to improve your research skills, but also to make you more employable. See http://www.aber.ac.uk/postgrads/skills.shtml
9.1 AHRC Research Training Network in Modern Foreign Languages

Our research students are encouraged to make full use of the AHRC-Funded Research Training Network in Modern Languages: http://igrs.sas.ac.uk/postgraduate/ 

This network aims to develop and provide subject-specific research training for UK registered MPhil/PhD students in Modern Foreign Languages, including non-European languages. Activities are coordinated by different regional hubs across the country. The Institute for Germanic and Romance Studies in London administers the scheme and is the hub for London, the South, and Northern Ireland. The University of Birmingham is the hub for the Midlands and Wales, Leeds University for the North of England, and Glasgow University for Scotland. 

Amongst the facilities offered by the Network are an email discussion list: http://igrs.sas.ac.uk/postgraduate/email.html and online research training: http://port.igrs.sas.ac.uk/. Another very useful resource is the database of research training events at http://igrs.sas.ac.uk/postgraduate/regionalrte.html

10 CONTINUING PROFESSIONAL DEVELOPMENT

All research postgraduates take part in this programme. The CPD process will help you to identify your training needs, formulate an appropriate training programme for yourself and keep track of training undertaken.  Recent studies suggest that the CPD process improves academic performance and helps students to complete their degrees more rapidly. For more information and to download the form you will need to fill in, go to this webpage: http://www.aber.ac.uk/postgrads/cpd.shtml 

11 PLAGIARISM 
11.1 Departmental Guidance 
Plagiarism (the attempt to pass off others’ work as one’s own) will always be treated with severity, and the normal penalty will be a mark of zero. Should there be ‘unfair practice’ as defined by the University of Wales regulations, more stringent penalties may be applied. Plagiarism is not (as is often thought) simply the use of unattributed quotations, and the concomitant omission of the quotation marks which should be there: it also extends to the misappropriation of others’ data, information, argument, ideas, theories or conclusions, without providing an acknowledgement of the source of the material. Inevitably, you will assimilate others’ ideas during the course of your work, and inevitably, you will not be the first person to have thought of every last detail of your argument. If in doubt, ask your tutor. In general, the simplest and certainly the safest rule is that if you think there is any danger that you might be accused of plagiarism, you should always acknowledge your sources. Too much acknowledgement is better than too little. It is vastly preferable to be thought to have leant too heavily on others than to be accused of stealing their work and claiming it for your own. This is an offence in intellectual property law, and it cannot be tolerated in academic work at any level. 

These regulations apply with the same force to Year Abroad dissertations as to work done during your residence in Aberystwyth. Departmental policy is to conduct viva voce examinations if there are suspicions of plagiarism in work submitted in respect of Year Abroad dissertations. 

11.2 University Statement 
Plagiarism is the act of using someone else's work with an intent to deceive. In academic contexts, the point of the deception is normally to obtain higher marks than you think you would get for your own unaided efforts. There are several ways of going about this. You might decorate your essay with some choice expressions from some other source(s), 

without making it clear that you have done this. You might take substantial chunks. You might copy from notes or essays written by fellow students or even taken from the Internet. In more extreme cases, students might actually submit work to which they have contributed nothing at all, something that is entirely the work of another mind. 

People who do this do it for various motives. A good and ambitious student might do it because s/he desperately wants a very good degree result, and is doubtful if s/he can achieve that on his/her own; or because there is a course in which s/he is relatively weak. A poor student might do it because s/he has been in the pub when s/he ought to have been working and has no work to submit. Sometimes the motives can be very complex. Whatever they are, plagiarism is intellectual dishonesty. 

There is of course a very real risk of plagiarism being detected. A student may feel that s/he will get away with downloading material from the Internet and presenting as his/her own work. But it is probably worth noting that if you find it there then the lecturer setting the topic in the first place is also aware of it. 

Similarly if you copy a fellow student's work, the chances of it being spotted are very high indeed. 

No intellectual endeavour is ever absolutely original. Even the most original minds depend on the thoughts and discoveries of their predecessors. And in most intellectual disciplines, students are expected to demonstrate familiarity with the established literature in their field: indeed, this is one of the key competences that you need to demonstrate in most academic fields. Most of the time, you will be citing articles and books that are especially relevant to your enquiry, and making your own contribution to it. That contribution might not be a great one, especially in the early years of a degree programme; but it will, or should, be your own. 

Sometimes students can be so weak or under-confident in a subject, again especially early on in their studies, that they really find it difficult to tell what is acceptable borrowing from other sources and what is not. Sometimes, unacceptable degrees of borrowing can occur when a student has not actually intended to engage in unfair practice. For this reason, when a member of the academic staff reads work that s/he suspects is not the unaided work of its supposed author, s/he may not at once notify this to the Chairman of the relevant Examining Board but may discuss it first with the student. University staff will exercise proper academic judgement. 

If and when s/he decides to do so, the Chairman will normally interview the student in the presence of the staff member making the enquiry, to establish whether there was an intention to benefit unfairly. The panel may decide that there was not. This, they may then think, is not unfair, but bad practice. They will probably assign an appropriately low mark to the examined element. If, however, the panel is convinced that there is on the face of it a case of unfair practice, and if the course element constitutes more than 20 credits' worth of the overall assessment weighting for the year of study, the Chairman will notify the University authorities and what happens next will be governed by the University's Academic Regulation on Unfair Practice. The most significant part of this is reproduced in the Students' Examination Handbook, which you should possess. If a case of plagiarism is established, the penalties can be very severe indeed and can result in your permanent exclusion from the University. 

Where the assessed element is worth 20 credits or less, departments are authorised to handle the case wholly internally. In most such cases, the mark for the assessed element will be 0 with possibly no opportunity to resit. More severe punishments may also be imposed (e.g. 0 for the module as a whole). 

Clearly, however, the most sensible course for a student to pursue, and the course that most students do pursue, is to develop enough academic judgement and self-confidence for them not to be in any danger of such an accusation being made against them. Most students have no wish to gain credit for what they have not themselves contributed, or to gain a qualification that is, even in part, a bogus achievement. 

12 STAFF-STUDENT CONSULTATIVE COMMITTEE 
The Department’s Staff-Student Consultative Committee meets on average once per semester or when business is brought before it by either staff or student representatives. The Committee, which exists as a two-way channel for communication and constructive comment and discussion of (e.g.) course changes or Departmental procedures more generally, reports to Departmental Meetings; urgent matters can be attended to directly by the Head of Department. Student representation attempts to cover all ‘categories’ (MPhil plus PhD students). Minutes of the Committee are posted on the main notice-board adjacent to the Departmental Office and on the Departmental web pages. You are encouraged to make your views known to your representatives, whose names will also be posted on the main notice-board. 

13 WORKING IN THE DEPARTMENT

We are sometimes able to offer some teaching (usually but not only language teaching) to research postgraduates. Postgraduates are also recruited for University Open Days in October and July. 
14 OTHER SOURCES OF INFORMATION 
This handbook provides much of the basic information you need. Further information is provided by central AU administration. You will have already received some of the following during your registration and many of these publications are also available on the Web:  http://www.aber.ac.uk/postgrads/
· AU General Information and Sources of Advice for Postgraduates

· AU Code of Practice for Research Postgraduates

· AU Code of Practice for Taught Postgraduates

· AU Research Training and Development Handbook
The AU Academic Office is responsible for the registration of postgraduate students and deals with other matters such as candidature: http://www.aber.ac.uk~acdwww/
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APPENDIX 1
Protocol of research ethics

	Department of European Languages 
The following document summarizes accepted good practice in respect of student project work and you should use it as a guide to how you should carry out work for your dissertation.  You should ensure that your project conforms to the following guidelines in its design, execution, and in the recording and reporting of results (whatever the medium chosen).  When you submit your project, you will be required to confirm that it has been carried out according to the following principles (not all of which will necessarily be applicable to your project).   You should make sure that any informants have a copy of this document in the relevant language.  Translations into French, German, Italian, Spanish, and Welsh are available on, and may be downloaded from, the Departmental website.

	1. General responsibility to informants. You should respect the rights, interests, sensitivities, and privacy of people who provide you with information ("informants"). You should think about and respect all aspects of identity including their culture, gender, and age.  On the basis of this, try to anticipate any harmful effects or disruptions to informants' lives and environment, and to avoid any stress, intrusion, and real or perceived exploitation.   Bear in mind that different cultures have different perceptions of what is and is not acceptable: different attitudes towards religion or sexual morality (for example) may mean that some questions will be more likely to give offence in some countries (and indeed in some parts of some countries) than in others. 

	2. Obtaining informed consent. You must get permission from anyone who provides you with data, whether spoken or written. To do this, you should let informants know anything about your project that might affect their willingness to participate: what your objectives are, what you will need from them, how much time it will take, and how you will keep their identities confidential, if that is necessary, or if they request it. When informants are under 16, you also need their parents' permission too. 

	3. Respecting a person's decision not to participate. Informants have a right to refuse to participate in research, even if they said at the outset that they would.  It is best to plan your project so that it does not depend entirely on the consent of one or two people. 

	4. Confidentiality and anonymity. If you have not been given the right to identify participants, they must not be identifiable in any way (confidentiality) and in particular you must not use real names (anonymity).  You should try to anticipate ways identities might accidentally be revealed: by including identifying details, pictures, or moving images, playing voices, or allowing unauthorized access to data on your computer or in your files.  Remember that data stored on networked computers is inherently insecure. 

	5. Deception and covert research. Any form of deception is unacceptable because it violates the principles of informed consent and the right to privacy. 

	6. Sponsors and users. If your academic project is done in co-operation with an agency, group, or company, you must usually provide an account of your work for that user. This might, for example, apply to a report you wrote on work experience.  This may raise additional confidentiality problems.  In turn, these users must understand that you have to be evaluated on your work as an academic product, and must meet academic deadlines and standards.  If in doubt, consult the Department. 

  

This document has been adapted from Recommendations for good practice in Applied Linguistics student projects © BRITISH ASSOCIATION FOR APPLIED LINGUISTICS, available at http://www.baal.org.uk. 
 

 


APPENDIX 2

Useful web links to fuller information

Arts and Humanities Research Council
www.ahrc.ac.uk
AU Application and selection procedures MPhil, PhD)

www.aber.ac.uk/pga/web/documents.htm
AU Research and training programme
www.aber.ac.uk/postgrads/researchtraining.html

AU criteria and procedures for extensions to time limit for higher degrees
www.aber.ac.uk/academicoffice/postgraduate/hdextension.rtf

AU documents for submission of theses

www.aber.ac.uk/academicoffice/postgraduate/submit.rtf
AU research ethics and good conduct

www.aber.ac.uk/staff/ethics/safeguard.shtml
AU welfare and advisory services

www.aber.ac.uk/en/welfare
