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[bookmark: _Toc144980220]1. Welcome & Introduction

[bookmark: _Toc144980221]Welcome to the School of Social and Political Science 
Hello, and a warm welcome to the University of Edinburgh and our postgraduate community at the School of Social and Political Science! We are very much looking forward to meeting you.

This handbook aims to help you to find your feet as easily as possible. It provides an introduction to the School and is your main point of reference for most important administrative, regulatory and procedural information that you will need while studying for a taught postgraduate programme here in SPS.

It also directs you to different kinds of support and advice available on other matters such as welfare and study skills. It will help you make the most of your time while at the University of Edinburgh.

Our School community is truly global, with students and staff coming from all parts of the world. Our different interests, skills, life histories and experiences come together in one community, which we think makes for a rich and uniquely rewarding experience. 

Over the next year, we will challenge you with new ideas, approaches and knowledge; equip you with new intellectual and personal skills and tools; and support you to make new connections and friendships. As professional social scientists, we are committed to teaching, to research and many other kinds of practical engagement with the world. We do each according to international standards of excellence and want our students to do the same. We encourage you to join and contribute to the intellectual and social life of the School and the wider university by attending research seminars and other events advertised in the course of the year. We want your time here to be academically fulfilling in every way. 

This handbook should be read alongside your programme handbook which will contain information specific to your degree programme and which you can find here: Student Handbooks
  
Welcome to our 2023 students – the journey begins! 


Dr Andrew Bowman
Director of PGT Programmes, September 2023





[bookmark: _Toc144980222]2. General Information

[bookmark: _Toc144980223]2.1 Key contacts
Your first point of contact will usually be your Student Adviser. 

Key contacts for your specific degree programme will be found in your programme handbook.

Additionally in SPS the following are your key contacts for postgraduate students in the School:

· SPS Director of Postgraduate Programmes: Dr Andrew Bowman	
pgtdirector.sps@ed.ac.uk

· Student Advice & Support 
student.sps@ed.ac.uk
Your Student Adviser and the wider Student Advice and Support team can help with matters including student support, special circumstances, interrupting your studies, progression and degree awards and any other programme-related queries.

· Postgraduate Teaching Office (PGTO)
The PGTO can help with matters including course enrolment and changes, assessment (including dissertations), timetabling, marks and grades, academic misconduct and any other course-related queries.
pgtaught.sps@ed.ac.uk

· Student Development Office (SDO)
ssps.student-development@ed.ac.uk
The SDO can help with matters including study skills, professional development, employability and community activities.


Other key learning and teaching contacts in the school can be found here: 
School governance


[bookmark: _Toc144980224]2.2 Location
The Chrystal Macmillan Building in George Square is home to all our student services in the School which can be accessed online via the emails above or via our reception desk (Monday – Friday, 09.00-17.00)






[bookmark: _Toc144980225]3. Your Studies: Courses

Masters programmes usually last 12 months full-time, or 24 – 36 months part-time, and comprise 120 credits of courses and a dissertation worth 60 credits. Students usually take three 20-credit courses in Semester 1 (September-December) and three 20-credit courses in Semester 2 (January-April). Some courses are compulsory and some are optional. Highlighted below is some key information on courses you will need as a student.
[bookmark: _bookmark38]
[bookmark: _Toc144980226]3.1 Course Enrolment
All programmes have at least one compulsory course, and most have some elective courses. The courses students can take as part of their programme are listed in the Degree Programme Table (DPT). More information about each course is available through the clickable links in the DPT. 

Students are responsible for checking that the courses they choose do not have clashing timetables. The easiest way to plan the semester timetable is to use the PATH tool. Please note that PATH does NOT register students for courses. 

The Postgraduate Teaching Office operates a pre-enrolment system to manage the allocation of students’ places to courses across the School. Students receive a link to the pre-enrolment form via email in our summer communications during August. This provides students with an opportunity to see what courses are available, and, working in conjunction with PATH, form a provisional timetable. 

Choosing courses

Students can check via MyEd which courses they have been signed up for. Please email pgenrolment.sps@ed.ac.uk for queries or if any errors appear.

3.2 Course Changes
During Welcome Week, and up until the end of teaching in Week 2 of each semester, you can request to change one of the courses you have signed up to. Students are advised to submit their requests as soon as possible to allow the PGTO staff to consider and action the request.

Course changes 

[bookmark: _Toc144980227]3.3 Auditing Courses 
Masters students may be able to 'audit' the equivalent of one 20 credit course per semester, in addition to their standard requirement of 120 credits. Auditing means that students sit in on a course they are interested in without being formally assessed for their performance. Credit is now awarded for audited courses and they do not appear on the academic transcript. Auditing is at the discretion of the Course Organiser – some courses might not accept auditing students, for example, if the course is already full. Some may only allow auditing students to attend lectures, while others may expect them to play a full role in seminar discussions. 

It is each student’s own responsibility to contact course organisers before being signed up for their course to clarify whether auditing it is possible and under what circumstances. Once the Course Organiser has confirmed by email that they are willing to take auditing students, students must email the confirmation of approval to pgtaught.sps@ed.ac.uk, asking to be signed up for the course as an ‘auditing’ student. It is students’ own responsibility to check the course record on MyEd to ensure they are signed up in the correct study mode for a course. Please note, a request to audit a course may be accepted provisionally but subsequently withdrawn if that place is needed by a student taking the course for credit and may not be processed until after credit bearing courses have been registered. 

[bookmark: _Toc144980228]3.4 Additional Credits 
Students may request to enrol in additional credits (up to 20). This can only be considered for Semester 2 and where the student has evidence of good performance in Semester 1 (an overall average of 65% or more). The student must provide a rationale for undertaking the additional credit (as opposed to simply auditing) and must be clear on which credits will be used for their degree classification. Permission must be sought from College – Student Advisers (student.sps@ed.ac.uk) can advise on this process.

[bookmark: _bookmark39][bookmark: _Toc144980229]3.5 Withdrawing from courses 
It may be possible for students to withdraw from an elective course, provided there is a valid reason for the withdrawal. To do so, students must email their Programme Director to obtain permission. Please note, any withdrawals made after week 6 each semester remain visible as a withdrawal on your record.

[bookmark: _Toc144980230]3.6 Your timetable
Timetables for all classes can be found by following the links below:

My Timetable
Course Timetable Browser




[bookmark: _Toc144980231]4. Your Studies: Assessment and Feedback 

[bookmark: _Toc144980232]4.1 Assessments
All courses are assessed. This assessment can take many forms, including coursework, oral presentations, groupwork and examinations. The forms of assessment for each course will be published on DRPS and detailed in the LEARN site for each course.

All assessments in the University are covered by the University’s Taught Assessment Regulations.

[bookmark: _Toc144980233]4.2 Marking Scheme
The university operates the Extended Common Marking Scheme for the marking of assessments which consists of four distinct schemes. 

For undergraduate courses in SPS, the CMS1 scheme is followed.
For postgraduate courses in SPS, the CMS4 scheme is followed.

[bookmark: _Toc144980234]4.3 Examinations: Dates and Timetables
Whether or not your course has a formal examination and whether they are to be held online or on-campus will be detailed on LEARN for each course you take. You must make yourself available during the examination diet dates if your course is assessed by formal examination.

Examinations 

[bookmark: _Toc144980235]4.4 Submission of Assessments
Students are expected to submit assessed work on time. The date and time for submission for each assignment will be specified on the course Learn site

[bookmark: _Toc144980236]4.5 Assessment Penalties
Work submitted late for SPS courses will be subject to lateness penalties. If a submitted assignment for an SPS course exceeds the word count for the assignment, it will be subject to a word count penalty. 

Details on the School website: Coursework Penalties

[bookmark: _Toc144980237]4.6 Feedback on Assessment
Learning is a process of communication between students and teachers, and feedback is essential to that process. It helps you identify your strengths and weaknesses, zero in on problem areas, and devise strategies to improve your performance. It helps you recognise variability and trends in your own performance, and where you stand in regard to your peers. Feedback is not an end in itself, but a tool for advancing the more important goal of learning.

Submission and return of coursework

[bookmark: _Toc144980238]4.7 Confirmation of Marks/Grades
All marks for examinations and assessed coursework are provisional until confirmed by the Board of Examiners. Boards of Examiners typically meet in late January (for Semester 1 courses), June/July (for Semester 2 courses) and October (for dissertations). 
Release of marks. 

Results are communicated to students via EUCLID. An automated email will be sent to your University email account when your results are available.

[bookmark: _Toc144980239]4.8 Extensions and Special Circumstances
We’re committed to supporting you during your studies. 

Where a situation beyond your control has an adverse impact on your academic performance, you can apply for a coursework extension and/or for special circumstances via the Extensions and Special Circumstances Service.  

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

[bookmark: _Toc144980240]4.9 Academic Misconduct
Academic misconduct is any type of cheating that occurs in relation to a formal academic exercise. Examples of academic misconduct include plagiarism, collusion, falsification, cheating, deceit and personation.

The University takes all reported incidences of academic misconduct seriously and seeks to ensure that they are dealt with efficiently and appropriately.

For more details and guidance please refer to the Academic Misconduct section of the School website.


[bookmark: _Toc144980241]4.10 Academic Appeals
An academic appeal is a request for a decision made by a Board of Examiners relating to marks, progression, degree classification and/or degree award to be reviewed.

It is important to note that the Appeal process cannot be used to challenge academic judgment which means that you cannot submit an appeal simply because you believe that you deserve a better mark.

There are specific grounds under which an Academic Appeal may be submitted and the webpage below will give you more information on what can, and what cannot be considered under the Student Appeal Regulations.

If you are considering an appeal, please contact also the Edinburgh University’s Student Association Advice Place for impartial advice and guidance.
Edinburgh University Students' Association

Strict timescales apply with appeals so it is important that you act promptly.

	Time Scales for Appeals against Academic Decisions for Undergraduate Students

	Year of study
	Appeal timescale

	Final Year
	within 30 working days of the result being issued

	All others
	within 10 working days of the result being issued




[bookmark: _Toc144980242]5. Your Studies: Degree Programme
[bookmark: _Toc144980243]5.1 Your Degree Programme
The degree programmes covered by this handbook are listed in the Degree Regulations and Programmes of Study (DRPS).

This handbook should be read in conjunction with your programme handbook.

[bookmark: _Toc144980244]5.2 Degree Programme Tables
The Degree Programme Tables (DPT) and Degree Programme Specifications (DPS) details what courses you need to successfully complete in order to progress through your studies and be awarded a degree. Specific progression and award requirements for each programme are also published here.

You can view the DPT and DPS for each postgraduate programme run by the School here: SPS on the DRPS

[bookmark: _Toc144980245]5.3 Dissertation 
Each Masters programme culminates in a dissertation or in an equivalent extended, self-directed piece of work. The dissertation tests the ability to conduct research autonomously, effectively organise bigger quantities of information and to communicate research findings in a fluent and structured fashion. The dissertation deadline for 2023-24 is Thursday 8 August 2024. 


Further details on the Dissertation, including timelines and supervision arrangements can be found in the Dissertation Handbook: 

Dissertations 


[bookmark: _Toc144980246]5.4 Progression and Award
Progression and award decisions will be communicated to students via EUCLID. An automated email will be sent to your University email account when your results are available.

[bookmark: _Toc144980247]5.4.1 Progression to dissertation
The Progression Board of Examiners meets in June to look at the overall coursework profile of each student. In order to progress to the dissertation stage, students must satisfy all of the following requirements: 

a) pass at least 80 credits of MSc-level (Scottish Credit and Qualifications Framework, SCQF – level 11) coursework with a mark of at least 50% in each of the courses which make up these credits; 
b) attain a coursework average of at least 50% for the 120 credits examined at the point of decision; 
c) satisfy any other specific requirements of their programme as stated in the programme handbook; 

If you do not meet these requirements, the Board of Examiners may recommend the award of the Postgraduate Certificate or Diploma, providing the necessary criteria have been met. University Regulations do not allow for the resubmission of coursework to increase individual marks or enhance the overall average.

[bookmark: _Toc144980248]5.4.2 Award of Postgraduate Certificate or Postgraduate Diploma 
In order to be awarded the Certificate, students must satisfy all of the following requirements:
a) pass at least 40 credits; and 
b) attain an average of at least 40% for the 60 credits of study examined for the certificate; 
c) and satisfy any other specific requirements for the named certificate that are clearly stated in respective programme handbooks. 

In order to be awarded the Diploma, students must satisfy all of the following requirements: 
a) pass at least 80 credits with a mark of at least 40%; and 
b) attain an average of at least 40% for the 120 credits of study examined for the diploma; 
c) and satisfy any other specific requirements for the named diploma. 

[bookmark: _Toc144980249]5.4.3 Degree classification 
A further Board of Examiners meets in October to confirm Dissertation marks and to look at students' overall mark profiles. At this meeting, degree classifications will be decided according to University regulations. 

To be awarded an MSc degree, a student must: 
a) have satisfied requirements for progression, as detailed above; and 
b) attain an additional 60 credits, by achieving a mark of at least 50% for the dissertation or placement component, 
c) and satisfy any other specific requirements for the programme as stated in the programme handbooks. 

Students who fail to achieve a mark of 50% or more for the Dissertation will be awarded the Diploma, provided coursework requirements for the Diploma are met. 

The MSc does not receive a numerical mark or grade. However, there are three award classes: pass, merit, and distinction. For a merit, a student usually achieves at least 60% in the Dissertation, and passes all courses with an average of at least 60%. To achieve a distinction, a student usually achieves at least 70% in the Dissertation, and passes all courses with an average of at least 70%. 

[bookmark: _Toc144980250]5.5 Borderline Cases 
It is possible that a student gets marks in the borderline range to a higher award class. The University’s Taught Assessment Regulation 44 on borderlines states that Boards of Examiners must consider students whose marks are borderline for progression, award or classification purposes. Borderline marks are defined as marks from two percentage points below the class or grade boundary up to the boundary itself, e.g. marks of 58.00% to 59.99% are in the borderline range to merit. In SPS, PG Boards of Examiners apply the following rules to decide if a borderline case should be awarded a higher class. 

[bookmark: _Toc144980251]5.5.1 Borderlines for Award of Merit or Distinction 
a) Both the coursework average and the dissertation mark must be at least in the borderline range to the higher award class (58.00-59.99, 68.00 – 69.99) 
b) 50% or more of the coursework marks fall in a class above that indicated by the mean coursework mark (e.g., marks for courses totalling 60 credits or more out of a maximum of 120 credits) 
c) Either the coursework average or the dissertation mark must be in the higher award class. 

Example A: a student with a coursework average of 70%, of which 60 credits have marks of 70% or higher (e.g., 85, 85, 85, 51, 51, 51), and a dissertation mark of 68%, would be awarded a distinction. 

Example B: a student with a coursework average of 68.3%, of which less than 60 credits have marks of 70% or higher (e.g., 85, 85, 60, 60, 60, 60), and a dissertation mark of 70%, would be awarded a merit 

[bookmark: _Toc144980252]5.5.2 Borderlines for Award of MSc Pass
Where a student has achieved a borderline mark for their dissertation (48.00 -49.99), the following rules will apply: 
a) Where the student has valid Special Circumstances for the dissertation, the Board of Examiners may consider awarding a pass (TAR 44.4). 
b) Where the student does not have valid Special Circumstances for the dissertation, an award of pass will not be made. The student will be offered one dissertation resubmission attempt (TAR 58).

[bookmark: _Toc144980253]5.6 Further information on progression and award
Progression and award criteria including classification are detailed in the Taught Assessment Regulations (TAR).

More information can also be found in your programme handbook and DRPS as well as the SPS website:
Course marks, progression and awards

[bookmark: _Toc144980254]5.7 Transferring or Changing Degree Programme
[bookmark: _bookmark41]Transfers to programmes outside the School are at the discretion of the Head of the receiving School/College. 

Transfers between programmes within SPS must be requested before the end of Week 1 and require approval from both the Programme Director of the new programme and the College Postgraduate Admissions Office. To request a transfer, contact your Student Adviser.

[bookmark: _bookmark42][bookmark: _Toc144980255]5.8 Authorised Interruption of Studies
If you are temporarily unable to engage with your studies, you can apply for an authorised interruption of study. An interruption of study involves taking a complete break from study for an agreed period of time. This can be for a few weeks, a single semester or a whole academic year.

[bookmark: _bookmark19][bookmark: _Toc144980256]5.9 Withdrawing from your studies
If for any reason you would like to withdraw from your studies, please speak to your Student Adviser. Any students looking to withdraw must complete a Withdrawal from Studies form and submit this to their Student Adviser. Please note that until you have officially withdrawn from your programme of study, you will still be liable for fees.

[bookmark: _Toc144980257]5.10 Student Disabilities and Learning Adjustments
SPS welcomes a diverse student body and aims to create an accessible and inclusive learning environment for all.

[bookmark: _Toc144980258]5.10.1 Disability and Learning Support Service
If you have a health condition (including temporary injury), disability or neurodiverse condition which affects your studies, please make an appointment with the Disability and Learning Support Service as soon as possible. A Disability Adviser will discuss with you potential adjustments which can be put in place to ensure your specific needs for their teaching and learning are met. For more information, contact the Disability and Learning Support Service or speak to your Student Adviser.

Disability and Learning Support Service

[bookmark: _Toc144980259]5.10.2 Adjustments
To ensure you receive the support you require, information regarding your requirements is communicated to staff across the University via a Schedule of Adjustments (SoA). A SoA is an electronic document that lists the adjustments that the Disability and Learning Support Service recommend should be made for you by the University e.g. extra time in exams, copies of lecture slides etc.

For more information, see the Disability and Learning Support Service Schedule of Adjustments factsheet.

If you have questions relating to how your adjustments are implemented in SPS, you can contact the SPS Coordinator of Adjustments, Catriona Elder: catriona.elder@ed.ac.uk

[bookmark: _Toc144980260]5.10.3 Mainstreamed Adjustments
The University has mainstreamed a number of common learning adjustments.
Mainstreamed learning adjustments
Accessible and inclusive learning policy


[bookmark: _bookmark27][bookmark: _bookmark29][bookmark: _bookmark30][bookmark: _Toc144980261]5.11 Graduation
Graduation Ceremonies take place in winter and in summer. Dates will be updated closer to the time along with guidance on what you need to do to register. 

Graduation

[bookmark: _bookmark31]




[bookmark: _bookmark9][bookmark: _Toc111382564][bookmark: _Toc144980262]6. Advice and support
[bookmark: _bookmark10]
[bookmark: _Toc111382565][bookmark: _Toc144980263][bookmark: _Toc111382566]6.1 Student Advice and Support in SPS
Support at University comes in many forms and from many different people and places. In SPS, the ecosystem which underpins your support comes primarily from staff (both professional services and academic) and students including: 
· Student Adviser
· Wellbeing Adviser
· Programme Director/Co-Programme Director (also known as Academic Cohort Lead)
· Student Development Office
· Student Societies

How we support you

[bookmark: _Toc111382567][bookmark: _Toc144980264]6.1.1 Student Adviser
Your Student Adviser or SA is a member of the SPS Student Advice and Support team based on the ground floor of the Chrystal Macmillan Building.

Your SA can advise you on a wide variety of matters throughout your studies. SAs offer guidance on rules and processes and can help you to access other services in the School and University, including referral to a Wellbeing Adviser. It is important that you keep us informed of any issues you feel may impact your studies, so please do not hesitate to get in touch.

You can find out who your Student Adviser is via MyEd. 

You can contact your Student Adviser via email on student.sps@ed.ac.uk or enquire at reception in CMB.

[bookmark: _Toc111382568][bookmark: _Toc144980265]6.1.2 Wellbeing Adviser
You can be referred to a Wellbeing Adviser via your Student Adviser. You may also self-refer.

Student Wellbeing Service 

[bookmark: _Toc111382569][bookmark: _Toc144980266]6.1.3 Programme Director/Co-Programme Director 
Your Programme Director is likely one of the first academic members of staff you met in Welcome Week! Your Programme Director works with other colleagues to support your academic development and help you feel a sense of belonging to your programme and subject area as well as the School and wider University. Your Programme Director is also your Academic Cohort Lead. 

[bookmark: _Toc144980267]6.1.4 SPS Student Development Office
Our Student Development Office (SDO) provides support with study skills as well as professional development and employability support to all students within the School of Social and Political Science. The SDO runs a series of excellent workshops throughout the year and can offer individual support to students too. 

Masters Skills Hub

[bookmark: _Toc144980268]6.1.5 Student Societies in SPS
Most subject areas in SPS have associated student societies. Societies are a brilliant way to develop your interests and meet other students.

Societies

[bookmark: _Toc144980269]6.2 Student Wellbeing
As with all transitions in life studying at university can be both exciting and challenging – whether it is your first time at university or you are returning to higher education, and whether you have a pre-existing mental health condition or not, it is important to look after yourself. 

University can be busy and stressful at times, this can in turn cause our state of wellbeing to fluctuate. We all have strategies for coping with life and it is important to continue using and revising these skills, to help support and maintain your wellbeing which is crucial to allow you to experience a positive and happy university journey. 

The University provides a range of evidence-based resources, workshops and support which are available to you. These are provided by a number of different services, including the Centre for Sport and Exercise, Chaplaincy, Student Counselling & Disability Services, the Institute for Academic Development and the Edinburgh University Students' Association.

We also have the Student Wellbeing Service which will provide wellbeing support, the Equally Safe team to provide support for survivors of gender-based violence, and our online reporting platform Report + Support.

Health and wellbeing 
[bookmark: _bookmark11][bookmark: _bookmark12][bookmark: _bookmark18]
[bookmark: _bookmark20][bookmark: _Toc144980270]6.3 University Student Services A-Z
Student services

[bookmark: _Toc144980271]6.4 University Student Support Policies
Student support 

[bookmark: _Toc144980272]6.5 Students’ Association (EUSA) and Advice Place
Edinburgh University Students’ Association exists to represent and support a community of over 42,000 students at the University of Edinburgh: EUSA

The Advice Place is a team of professionally trained advisors ready to support you during your time at Edinburgh: The Advice Place

[bookmark: _Toc144980273]6.6 Institute for Academic Development (IAD)
The University’s Institute for Academic Development can help you to develop effective learning techniques.

You can access resources and guidance on, for example, how to study effectively, write assignments and revise for your exams.

These resources are available at any time by using ‘Study Hub’, a self-enrol course on Learn. Learn is the University's main virtual learning environment (VLE).

The IAD also runs a series of workshops throughout the year on study skills topics. You can sign up via MyEd, the University's web portal and the IAD website.

You can also arrange to receive one-to-one study advice by making an appointment.

Institute for Academic Development 

[bookmark: _Toc144980274]6.7 Careers
The Careers Service provides a rich variety of opportunities, guidance and advice.

Maybe you are already considering moving into employment, undertaking further study, finding an internship, travelling, volunteering, starting your own business or something else entirely. You might have some firm ideas at this point or no ideas whatsoever.

Making informed decisions about your future takes time and effort but your Careers Service can support you through the process. To see the full list of services they provide, go to My Career Hub or visit their website at Careers service



[bookmark: _Toc144980275]7. Your Voice 
[bookmark: _Toc144980276]7.1 Student Representation
Student representatives – both Programme and Elected Representatives – work closely with staff to ensure your voice is heard on the issues that matter to you, from teaching and learning, to student support, key services, and your sense of belonging to the University community. Throughout the year, representatives will gather feedback from you, share that feedback with relevant staff and other student representatives including the five full-time Sabbatical Officers, and work to enhance your student experience. Your School will facilitate communication between you and your representatives, in-line with this guidance. Student representatives are trained and supported by staff within the Students’ Association.

EUSA: Your voice 
[bookmark: _bookmark36]
[bookmark: _Toc144980277]7.1.1 SPS School Representative
Your School Rep, sometimes referred to as Elected or EUSA Rep, will be elected during Semester 1. They can be contacted on pgrep.sps@ed.ac.uk.

[bookmark: _Toc144980278]7.1.2 Programme Representatives 
Each academic year the School recruits Programme Representatives. These reps are the link between students and staff at programme level, ensuring that the University is continuously listening and engaging with students to improve teaching, learning, assessment, and academic services.

	Schools share students’ university email addresses with their programme representatives as a matter of course; any student wishing to opt out from this should email student.sps@ed.ac.uk 



Please see our webpages for more information on how to become a Programme Representative and what is involved:

Student representation in SPS

[bookmark: _Toc144980279]7.1.3 Student-Staff Liaison Committees
Student-Staff Liaison Committee (SSLC) meetings are held between relevant members of staff and Programme Reps each semester, usually around Week 7.

Reps gather feedback to share with staff and work collaboratively at SSLCs to suggest and implement positive improvements. Their discussions are an important opportunity to raise students’ concerns, resolve issues and share ideas for enhancement of teaching and learning.

Once a Rep has attended the SSLC, they report back to the students they represent. It is important all students feel they are being well represented and feel comfortable approaching a Rep with any issues.

Student representation 

[bookmark: _Toc144980280]7.2 Student feedback
All courses will offer students at least one opportunity to provide feedback each year. This may be in the middle of the course, towards the end, or both. In addition to feedback at course level and via the student representation structure, the School welcomes and encourages feedback from students in other ways as outlined in the Student Voice Policy.

[bookmark: _Toc144980281]7.3 Complaints
The University of Edinburgh is committed to enhancing the experience of our students.
We aim to ensure that our teaching, support services and student union activities provide positive experiences and opportunities for our students.

If we are to achieve that aim, it is important that we know what is and is not working. We endeavour to listen to concerns and to ensure they are dealt with appropriately.

If you are considering making a complaint to the University, you should first:
· Try to sort out the problem with those who are directly involved if you feel able to do so. Generally complaints are resolved more easily and effectively at an early stage and by those who have a direct influence on the situation. We call this "Frontline Resolution".
· Have a look at the information and guidance accessible via the link below which explain the complaint procedure.
· Speak to an Adviser at the Students' Association Advice Place. Students' Association Advisers have a great deal of relevant experience and knowledge of the University procedures, and can also assist with potential complaints about interpersonal matters involving students or staff.

Complaint handling procedure
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[bookmark: _bookmark5][bookmark: _Toc144980283]8.1 The Student Contract
Successful study at University stems from a partnership between students and staff, and the University is committed to providing you with a learning environment and student services which enable you to fulfil your potential. 

Underpinning this partnership, the University has a supportive set of regulations, policies and procedures. These, along with the Terms and Conditions, form the contract between you and the University in relation to your studies at the University.

Student contract 

[bookmark: _Toc144980284]8.2 Communications
Email is the official method of communication for all students at the university. When you join the University you are given a University of Edinburgh email account, this is our main method of communication with you and you must access this account regularly.

University use of email as a method of contacting students
Accessing your email 

[bookmark: _Toc144980285]8.3 Dignity and respect
The University has a zero tolerance stance towards any form of bullying and harassment. The Respect at Edinburgh web hub has been created to bring together information and guidance on the Dignity & Respect policy, the processes for raising and addressing concerns, and the support and training available.

Respect at Edinburgh 

[bookmark: _Toc144980286]8.4 Digital safety and citizenship 
Digital safety is everyone’s business here at the University. You may have come across this term under other names, such as internet safety, e-safety or cyber safety, all of which refer to staying safe online. University students engage with multiple digital technologies on a day-to-day basis, but with increased connectivity comes increased risk and it’s important to recognise the myriad threats that you might encounter while engaging online

Digital citizenship refers to the responsible use of technology to learn, create and participate online. As a member of the University of Edinburgh community it’s your social responsibility to be a good digital citizen, which means treating others with dignity and respect.

Information Services have curated a helpful set of resources on digital safety and citizenship, including the University’s expectations for students when engaging online: 

Digital safety, wellbeing and citizenship

[bookmark: _Toc144980287]8.5 Attendance
In accordance with the University general degree regulations you are expected to attend all teaching and assessment events associated with all courses that you are enrolled on.

If you cannot attend a class – including where you have an adjustment to state that you should not be penalised for absence due to illness or disability – you must ensure you contact the relevant member of teaching staff to alert them to your absence.  

If you are experiencing difficulties which are having an impact on your ability to engage with your studies, contact your Student Adviser on student.sps@ed.ac.uk.

Attendance and engagement

[bookmark: _bookmark4][bookmark: _Toc144980288]8.5 Data Protection
Under Data Protection Law, personal data includes all information about a living, identifiable individual. Students using personal data as part of their studies must comply with the University's data protection policy and the related responsibilities as outlined in the linked guidance. Before using personal data as part of their studies students must become familiar with the linked guidance, discuss implications with their supervisor and seek appropriate ethics approval. They must also obtain consent from the data subjects to take part in the studies. 

Failure to comply with the responsibilities under the policy is an offence against University discipline. A breach of the University policy can cause distress to the people the information is about, and can harm relationships with research partners, stakeholders, and funding organisations. In severe circumstances the University could be sued, fined up to £20,000,000, and experience reputational damage.

Personal data processed by students

[bookmark: _bookmark6][bookmark: _Toc144980289]8.6 Health and safety
The University has a duty, so far as reasonably practicable, to ensure the health, safety and welfare of all employees and students while at work, and the safety of all authorised visitors and members of the public entering the precincts of the University. The University Health and Safety Policy is issued upon the authority of the University Court and contains the Health and Safety Policy statement and summary of the organisation and arrangements of health and safety within the University. The successful implementation of the University Policy requires the support and co-operation of all employees and students - no person shall intentionally interfere with, or misuse anything provided by the University in the interest of health, safety or welfare. 

[bookmark: _Toc144980290]8.6.1 The University Health and Safety Policy 
The University Health and Safety Policy is supported by a Framework document published in two parts on the Organisation and Arrangements of health and safety within the University. Individuals are required to comply with any procedures or arrangements formulated under the authority of this Policy. Any questions or problems about matters of health and safety can be taken up initially with the School Safety Adviser. Further guidance on health and safety matters can be found on the Health and Safety Department website: Health and Safety including contact details for all professional staff within the corporate Health and Safety Department.

[bookmark: _bookmark7][bookmark: _Toc144980291]8.6.2 Fire, accidents & emergencies
Fire alarms are located throughout the Chrystal Macmillan Building. If the alarm rings, leave the building by the nearest exit and assemble at the side of the building on Middle Meadow Walk. The fire alarm is generally tested on a Tuesday at 10.55am and will sound briefly.

Any accident should be reported to the main SPS reception located on the ground floor of the Chrystal Macmillan Building. First Aid boxes are located in all kitchen points, and at the main Chrystal Macmillan Building Reception.

	In case of an emergency of any kind, call security on 2222 (internal) or 0131 650 2222 (external).  This number is also on the reverse of your student card.



[bookmark: _bookmark8][bookmark: _Toc144980292]8.7 Security and personal possessions
Students’ personal possessions are not covered by the University’s insurance policy. Lost property may be handed into the main Reception on the ground floor. If items go missing please inform Security at (0131 650 2257)
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