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Email: PGTaught.sps@ed.ac.uk
Phone: +44 (0) 131 651 3205




About this handbook
This handbook contains important information about rules and procedures for all postgraduate taught online programmes in the School of Social and Political Science. It is your responsibility to familiarise yourself with the contents of this handbook and refer to it throughout your studies.
Policies and procedures described in this handbook may be subject to change. Any changes will be communicated to students via email.
This handbook does not supersede University Regulations, the formal requirements for each degree as set out in the University's Degree Regulations and Programmes of Study and the Taught Assessment Regulations, or the Terms and Conditions of Admission set out in the Postgraduate Prospectus. 
Every effort has been made to ensure that the information given here was correct at the time of writing, but this handbook does not form part of any contract between the University and student. It should be read together with your programme handbook, which provides all academic information and specific advice on individual degree programmes.
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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 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 2024 students – the journey begins! 
Dr Andrew Bowman
Director of PGT Programmes, September 2024


[bookmark: _Toc174976874]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.
The following are your key contacts in the School of Social and Political Science:
Support and Advice 
· Student Advisers: Cath Thompson and Kasia Mazurkiewicz (student.sps@ed.ac.uk)
Your Student Adviser and the wider Student Advice and Support team can help with matters including student support, exceptional circumstances, or interrupting your studies.
· Programme Administrator: Maria Brichs (PGTaught.sps@ed.ac.uk)
The Programme Administrator will be your main point of contact for administrative matters around your programme, including enrolment.
Course-related queries
· Contact the Course Organiser or Course Administrator
Study skills and professional development
· Student Development Office (SDO): ssps.student-development@ed.ac.uk 
Directorate (for major issues and queries not resolved by contacts above)
· Dr Andrew Bowman (PGTDirector.sps@ed.ac.uk), Director of PGT Programmes
Other key learning and teaching contacts in the school can be found here: School governance
IT and Computing help 
IS Helpline
Fees 
Finance Helpline

[bookmark: _Toc174976875]Key dates
Our programmes follow the University’s academic year calendar. Please refer to the LEARN course pages for specific course schedules and coursework submission dates.
Semester 1
· Welcome week: 9-13 September 2024
· Teaching starts: 16 September 2024
· Deadline for semester 1 course changes and cancellations: 27 September 2024
· University closed: 24 December 2024 - 2 January 2025
· Final marks published by: 17 February 2025
Semester 2
· Teaching starts: 13 January 2025 (some courses in other Schools start on 6 January, please check with the Course Administrator if you are unsure)
· Deadline for semester 2 course changes and cancellations: 24 January 2025
· Flexible Learning Week (no teaching): 17-21 February 2025
· Final marks published by: 1 July 2025
Semester 3
· Teaching starts: from 7 April 2025 (please check with the Course Administrator if you are unsure)
· Deadline for semester 3 course changes and cancellations: week 2 of the course
· Dissertation submission deadline: 13 August 2025
· Final marks and degree awards published by: November 2025 (tbc)
	
	
[bookmark: _Toc174976876]Getting started
Welcome Week is the week before teaching starts. We strongly encourage you to participate in the online welcome events and work through the online activities. You should also explore the Online Learners Getting Started Guide for information on the steps you need to take before you start your studies.
[bookmark: _Toc174976877]Online Learning Hub
The SPS Online Learning Hub contains a vast array of information, including instructions on using the library and understanding the assessment regulations. It will also provide the links to the programme welcome sessions and the recordings. You will have access to the Hub when you commence your studies and will find it listed in your LEARN pages.
[bookmark: _Toc174976878]Matriculation 
During Welcome Week you need to complete matriculation, this is the process by with you are formally admitted as a student to the University of Edinburgh. There are three steps:
1. Register online
All new and continuing students must complete registration each year. This will be available in your MyEd Student Personal Details channel.
2. Pay fees
It is your responsibility to arrange payment of your fees each year. Fees are subject to an annual increase. If you have any queries about payment of fees or funding, please contact the Finance Helpline before you confirm attendance on the programme.
3. Confirm you have started your studies (Confirmation of Attendance)
You will be asked to confirm your attendance during Welcome Week. You will then be fully matriculated.
[bookmark: _Toc174976879]Your student card
[bookmark: _Choosing_courses_and][bookmark: _Toc492373204][bookmark: _Toc492381596][bookmark: _Toc492373206][bookmark: _Toc492381598][bookmark: _Toc492373207][bookmark: _Toc492381599][bookmark: _Toc492373208][bookmark: _Toc492381600][bookmark: _Toc492373209][bookmark: _Toc492381601][bookmark: _Toc492373211][bookmark: _Toc492381603][bookmark: _Changing_courses_and][bookmark: _Toc492373215][bookmark: _Toc492381607][bookmark: _Toc492373216][bookmark: _Toc492381608]You can apply for a University student card, which serves as your official student ID, your library card, as well as identification to benefit from various student discounts. If you plan to visit the University at any point, you will need your card to gain access to the library and other facilities.

[bookmark: _Toc174976880]Communications
The University’s official means of communication with students is via their University email account. It is your responsibility to check your university email account regularly and we will assume that you have received and read all emails sent to you; failure to do so will not be considered an acceptable excuse for student actions or inactions or as grounds for appeal. Please refer to the University email Policy.
[bookmark: _Toc174976881]Your degree programme
You should read this handbook alongside your Programme Handbook, which contains information specific to your degree. The Degree Programme Table (DPT) details what courses you need to complete in order to progress through your studies and be awarded a degree.
By the end of an MSc, our students will have studied 180 credits that may, depending on the programme, include a final dissertation.
[bookmark: _Toc174976882]Transferring to another degree  
Transfers to programmes outside the School are at the discretion of the Head of the receiving School/College. 
Transfers between online programmes within the School will go through a formal approval process. You will need the permission of the Programme Director of the programme you wish to join and the Postgraduate Admissions Office may need to check your eligibility. Please contact your Programme Director in the first instance if you are considering a programme transfer.
[bookmark: _Toc174976883]Authorised Interruption of Study
If you are temporarily unable to engage with your studies, you should speak to your Student Adviser as soon as possible. Options might include an Authorised Interruption of Study. An interruption of study involves taking a complete break from study for an agreed period; this can be for a few weeks, a semester or a whole academic year.
Before you apply, please ensure that you read the policy and understand how an interruption may affect your fees.
[bookmark: _Toc174976884]Withdrawing from your studies
If for any reason you would like to withdraw from your studies, please speak to your Student Adviser. You can find more information on how withdrawing will affect your fees on the website: Tuition Fee Policy.
[bookmark: _Toc174976885]Your courses
All our programmes have at least one compulsory course, and some elective courses. The courses you can take as part of your programme are listed in the Degree Programme Table (DPT). More information about each course is available through the clickable links in the DPT. 
Compulsory courses deliver the essential or foundational material of a programme, and serve as a common point of reference. Some compulsory courses serve more than one programme and may be available as electives to students on other programmes. 
Elective courses are chosen from a specified list of relevant courses. You might choose a course for the intrinsic interest of its subject matter, for its relevance to your career plans, for the way it is taught and assessed, for the skills you hope to develop, or for all these (and other) reasons.
A 10-credit course will usually be taught over five weeks while a 20-credit course will be over ten weeks.
Courses available on each programme in any given year may vary but students will always have a comprehensive range of options.
[bookmark: _Toc174976886]Course enrolment
If you have electives to choose, you will receive an email with the enrolment guidance in August and should respond as soon as possible.
Please note that places on courses are subject to availability, and some listed electives may be withdrawn in cases of insufficient student demand.
You can view your courses for each year and overall grade in the Courses page in My Student Record. For a more detailed breakdown of your marks, you can view this in the Assessment page.
Please email pgenrolment.sps@ed.ac.uk if you have any queries or there are any errors.
[bookmark: _Toc174976887]Changing or cancelling a course
During Welcome Week, and up until the end of Week 2 of each semester, you can request to change a course you have signed up to, subject to availability.
[bookmark: _Toc174976888]Auditing courses
Students can audit up to 20 credits per academic year. Auditing means that students enrol in a course without being formally assessed for their performance. Credit is not 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 access course materials, while others may expect them to play a full role in online discussions. 
[bookmark: _Toc14356679][bookmark: _Toc14356966][bookmark: _Toc14357130][bookmark: _Toc14357239][bookmark: _Toc14958158][bookmark: _Toc14356680][bookmark: _Toc14356967][bookmark: _Toc14357131][bookmark: _Toc14357240][bookmark: _Toc14958159]It is your responsibility to email the Course Organiser to obtain written permission to audit, their contact details are available on drps. If permission to audit the course is given, please forward the email confirming this to pgenrolment.sps@ed.ac.uk to be enrolled.
Please note that an auditing place may be withdrawn if the course fills up with students taking it for credit.
[bookmark: _Toc174976889]Additional credits
You may request to enrol in additional credits (up to 20). This can only be considered after you have completed at least one semester and there is evidence of good performance (an overall average of 65% or more). You 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 your degree classification. Permission must be sought from College – the PG Teaching Office (pgenrolment.sps@ed.ac.uk) can advise on this process. 
[bookmark: _Toc174976890]The dissertation
Some of our programmes culminate in a dissertation. The dissertation is a longer piece of writing, based on independent study of a topic largely of the student’s own choosing. It tests the ability to conduct research autonomously, effectively organise bigger quantities of information and to communicate research findings in a fluent and structured fashion.
You can find further details on the Dissertation, including timelines and supervision arrangements in the School’s Dissertation Handbook.

[bookmark: _Toc174976891]How will you learn?
[bookmark: _Toc174976892]Learning and information platforms
You must register with your University Login to access University services and resources. Once you log in, you will be able to access all platforms without having to re-enter your credentials.
MyEd is the University web portal and includes access to your emails, courses and personal details.
The official University record of each student including contact details, courses taken, marks, engagement, credits gained and other achievements is stored on the EUCLID system. You can view your student record through your MyEd Student Self-Service channel. 
Most courses use LEARN as a virtual learning platform. Here you will interact with staff and fellow students, and find all the course materials, resources and tools you need. Please check the Using LEARN as a Student website.
[bookmark: _Toc174976893]Time commitment
Our programmes demand a significant commitment, and you will need to give serious thought to how you will integrate your study with your working and personal life. While each 20-credit course carries a notional time commitment of 200 hours, this includes time likely to be spent in reflection and application of your ideas in your working context. As a rough guide, in a 20-credit course you are likely to need to spend 10-15 hours a week reading and participating online, possibly more around the time of coursework completion.
[bookmark: _Toc174976894]Engagement and participation
We expect you to engage with your courses weekly. Most of our students will be remote from the University and as such, we look to determine engagement via monitoring access to the courses in LEARN and participation in the discussion forums.
Discussion with tutors and fellow students will stimulate you to think critically about the issues covered, and to reflect on how they relate to your professional practice. You can contribute to the discussions at times that suit you. Online postgraduate study thrives off student interactions – the more engaged you are, the more you will gain from the experience. In some courses, participation is assessed.
Live online tutorials and seminars give you the opportunity to engage in 'face to face' debate. These sessions are recorded so you will not miss out if none of the scheduled times work for you.
[bookmark: _Toc174976895]Readings and lectures
You will read a wide range of carefully selected academic papers, policy documents, reports, etc., and watch recorded lectures by leading academics at the University and external experts. Each of your courses will identify primary reading, and provide guidance towards further literature and resources.
All readings are available online through the University Library. You are not expected to purchase any books.
Independent study involves reading, structured reflection, and coursework. You should plan to spend a significant amount of your study time not only watching the videos and lectures and doing the set readings for your courses, but reading further, too. At MSc level, it is important that you are able to undertake independent reviews of the literature, and read beyond the recommended texts. 
[bookmark: _Toc174976896]Activities and assignments
You will develop your understanding and skills through a range of assignments including online activities (e-tivities) and essays. Find out more in the next section.
[bookmark: _Toc174976897]Assessment
Each course will be assessed in ways appropriate to its content and learning outcomes. You will find the assessment criteria for each course in the Assessment section in the course LEARN page.
[bookmark: _Good_scholarship_and_1][bookmark: _Toc174976898]Submission of coursework
You are expected to submit all coursework on time. The assignment deadlines will be specified on the course LEARN page.
You will submit all coursework online. For more information on submitting coursework and accessing feedback, please refer to the School website: Submission and return of coursework. 
[bookmark: _Toc174976899]Coursework penalties
[bookmark: _Extensions]In SPS, work submitted late will be subject to lateness penalties and assignments that exceed the word count set out in LEARN will be subject to a word count penalty.  You will find more details on the School website: Coursework Penalties. 
Back up your work regularly and plan your submission well to work around potential delays due to high levels of traffic on university servers. 
[bookmark: _Late_submission_penalty][bookmark: _Toc174976900]Marking and confirmation of marks
The University operates the Extended Common Marking Scheme for the marking of assessments. 
Note that all marks are provisional until ratified by the Board of Examiners. Boards typically meet in late January (for Semester 1 courses), June (for Semester 2 courses) and October (for Semester 3 courses and dissertations). 
You will find full details about our marking processes in the School website: Assessment.
[bookmark: _Toc174976901]Feedback
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, focus on problem areas, and devise strategies to improve your performance. Feedback is not an end in itself, but a tool for advancing the more important goal of learning.
You should engage with the feedback you receive. A good opportunity to discuss your feedback and progress are the weekly “guidance and feedback hours” (check our staff pages for details).  
[bookmark: _Toc174976902]Exceptional circumstances
[bookmark: _Extensions_1]We know that sometimes things can happen in your life, which are beyond your control, but may have an adverse impact on your academic performance. Therefore, we have a dedicated Exceptional Circumstances service so that you can apply for an extension (for a maximum of four calendar days) or exceptional circumstances (when unexpected circumstances have had a significant impact on your studies, or resulted in non-submission for an assessment).
[bookmark: _Hlk174975522]Your Student Adviser is your first point of contact should you wish to discuss your circumstances, access wider support from the University, and if you need help submitting your application.
[bookmark: _Toc174976903]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 detail and guidance, please refer to the Academic Misconduct section of the School website.
[bookmark: _Toc174976904]Progression and Award
Progression and award decisions will be communicated via EUCLID. You will receive an automated email to your University email account when results are available.
Progression and award criteria are detailed in Section E of the Taught Assessment Regulations.
[bookmark: _Toc174976905]Progression within the MSc Global Challenges programme
The MSc Global Challenges is unique in that it is made up of three distinct PG Cert programmes that together comprise the final MSc qualification. Please consult the Programme Handbook for specific progression and award requirements.
[bookmark: _Toc174976906]Other programmes: progression to the MSc Dissertation
The Progression Board of Examiners meets in June to review the overall coursework profile of each student. In order to progress to the dissertation students must:
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; and
b) attain a coursework average of at least 50% for the 120 credits examined at the point of decision; and
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 Certificate or Diploma, provided 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: _Toc174976907]Award of Certificate or Diploma
In order to be awarded the certificate students must:
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 the programme handbooks. 
In order to be awarded the diploma students must: 
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; and
c) satisfy any other specific requirements for the diploma that are clearly stated in the programme handbooks.
[bookmark: _Toc174976908]Degree classification
A further Board of Examiners meets in October to ratify dissertation marks and to look at students’ overall mark profiles. At this meeting, degree classifications will be decided according to University regulations.
In order to be awarded an MSc degree students 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; and
c) satisfy any other specific requirements for the programme that are clearly 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. To achieve 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: _Toc174976909]Borderline cases
The University’s Taught Assessment Regulation (TAR) 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% to 59% 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: _Toc174976910]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: _Toc174976911]Borderlines for Award of MSc Pass
Where a student has achieved a borderline mark for their dissertation (48-49), the following rules will apply:
a) Where a student has valid Exceptional Circumstances for the dissertation, the Board of Examiners may consider awarding a pass (TAR 44.4)
b) Where a student does not have valid Exceptional Circumstances for the dissertation, a pass will not be awarded. The student will be offered one dissertation resubmission attempt (TAR 58).
[bookmark: _How_will_you][bookmark: _Toc492373224][bookmark: _Toc492381616][bookmark: _Toc492373225][bookmark: _Toc492381617][bookmark: _Toc492373226][bookmark: _Toc492381618][bookmark: _Toc492373227][bookmark: _Toc492381619][bookmark: _Toc492373228][bookmark: _Toc492381620][bookmark: _Toc492373231][bookmark: _Toc492381623][bookmark: _Toc492373233][bookmark: _Toc492381625][bookmark: _Toc492373235][bookmark: _Toc492381627][bookmark: _Toc492373236][bookmark: _Toc492381628][bookmark: _Toc174976912]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 students may submit an Academic Appeal and strict timescales apply. Please refer to the Appeals website for more information.
If you are considering an appeal, you should also contact the Edinburgh University’s Student Association Advice Place for impartial guidance.
[bookmark: _Good_Scholarship_and][bookmark: _Toc174976913]Student advice and support
While you're studying with us, specially trained staff, academics and fellow students work together to provide you with guidance and support when you need it: How we support you. Your support network will include:
[bookmark: _Toc174976914][bookmark: _Toc14170119]Student Adviser
Your Student Adviser or SA is a member of the SPS Student Advice and Support team.
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. Their email is student.sps@ed.ac.uk.
[bookmark: _Toc174976915]Programme Director
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: _Toc174976916]Programme Administrator
Your Programme Administrator can help with administrative enquiries relating to your programme and courses, and can signpost you to the appropriate staff and services.
Other sources of support will include those individuals with whom you have regular contact on your courses e.g. Tutors and Course Organisers, the full range of SPS and University support services such as the Student Development Office and new Student Wellbeing Service, and of course your peers – on programme and also via societies and other student-led initiatives and activities.
[bookmark: _Toc174976917]Disability and Learning Support Service
If you have a health condition (including temporary injury), disability or neurodiverse condition that may affect 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 that can be put in place to ensure your specific needs for learning are met.
[bookmark: _Toc174976918]Adjustments
To ensure you receive the right support, information about 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 for you (e.g. extra time for assessments, 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: _Toc174976919]Mainstreamed Adjustments
The University has mainstreamed a number of common learning adjustments. You will find the full details in the Accessible and Inclusive Learning Policy. 
[bookmark: _Toc174976920]Student wellbeing
The University provides a range of evidence-based resources, workshops and support, which are available to you and can help you look after your wellbeing. You will find them listed in the Health and Wellbeing website.
[bookmark: _Toc174976921]IT Help
If the problem is a course related one, raise it first with the Course Organiser.
If the problem relates to one of the University-supported environments or services (e-mail, LEARN, MyEd), please check the IT and Computing Help pages and contact the University’s Information Services IS helpline.
[bookmark: _Toc174976922]Edinburgh Global
Edinburgh Global offers assistance, advice and support to all non-UK applicants and students.
[bookmark: _Toc174976923]The Library
The University Library provides access to a wide range of digital collections. You can also use the Subject Guides to help you find resources relevant to you, and contact your Academic Support Librarian if you have any questions.
[bookmark: _Toc14356699][bookmark: _Toc14356986][bookmark: _Toc14357150][bookmark: _Toc14357259][bookmark: _Toc14958179][bookmark: _Toc14356700][bookmark: _Toc14356987][bookmark: _Toc14357151][bookmark: _Toc14357260][bookmark: _Toc14958180][bookmark: _Toc174976924]Fees and funding
You can find information on funding and financial support in the Scholarships and Student Funding website. If you have any queries about your fees, please contact the Finance Helpline.
[bookmark: _Toc174976925]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.
The Advice Place is a professional, impartial and inclusive service for all students at the University of Edinburgh run by EUSA. It offers free, independent and confidential advice in a variety of issues, including academic and financial issues.
[bookmark: _Toc174976926]Skills development 
[bookmark: _Toc174976927]Student Development Office
Our Student Development Office (SDO) provides support with study skills and employability 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, too. For more information please see the Masters Skills Hub. 
You can contact the SDO at ssps.student-development@ed.ac.uk.
[bookmark: _Toc174976928]Institute for Academic Development
The Institute for Academic Development offers online courses and learning resources to help you succeed in your studies. You can also find advice on study skills in the Study Hub. Topics include academic writing, time management, critical thinking and proofreading, amongst many others.
You can also arrange to receive one-to-one study advice by booking a Study Skills consultation with a Study Development Advisor.
[bookmark: _Toc174976929]Careers Service
The Careers Service provides a wide variety of opportunities, guidance and advice to current students and alumni for up to two years after graduation. You can see the full list of services they offer via MyCareerHub. 
To get advice on how you could boost your personal profile towards increased employability, contact the Student Development Office.
[bookmark: _Toc174976930]Your voice 
[bookmark: _Toc174976931]Student representation
Student 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 representatives, and work to enhance your student experience. Student representatives are trained and supported by the Edinburgh University Student Association (EUSA).
Each School elects a Postgraduate School Rep whose collective role is to represent the PG students to the School. Your School Rep, or EUSA Rep, will be elected during Semester 1. They can be contacted on pgrep.sps@ed.ac.uk. You should go to your School Rep if you identify an issue which crosses multiple courses and programmes.
Each degree programme appoints a Programme Rep whose main role is to promote and facilitate communication between students and staff at programme level. Reps gather feedback and work collaboratively at Student Staff Liaison Committees (SSLCs) to suggest improvements, raise concerns, and resolve issues.
More details about the roles and responsibilities of student reps on our website: Student representation in SPS.
It is important all students feel they are being well represented and feel comfortable approaching a Rep with any issues. You will find the contact details for your Programme Rep in your programme page in the SPS Online Learning Hub once they have been appointed.
[bookmark: _Toc174976932]Student feedback
All courses will offer students at least one opportunity to provide feedback each year. 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: _Toc174976933]Complaints
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 complaints 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 assist with potential complaints about interpersonal matters involving students or staff. 
For further information, please refer to the University's formal Student Complaint Procedure. 
[bookmark: _Toc174976934]Your responsibilities, conduct, and safety
[bookmark: _Toc174976935]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 that 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. 
[bookmark: _Toc174976936]Dignity and respect 
The University has a zero tolerance stance towards any form of bullying and harassment. The Respect at Edinburgh web hub brings together information and guidance on the Dignity & Respect policy, the processes for raising and addressing concerns, and the support and training available. The full policy is available on the website: Respect at Edinburgh.
[bookmark: _Toc174976937]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 is 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 is 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 and Citizenship.
[bookmark: _Toc174976938]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 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. You will find the guidance on the website: Data Protection.

[bookmark: _Toc174976939]Graduation
Graduation is not just a day when you receive your degree, but also a chance to look back on these years and celebrate your achievement.
University graduation ceremonies take place twice a year, usually in July and November. Most postgraduate students will graduate in the winter ceremony. Dates and details will be available closer to the time on the Graduations website.
[bookmark: _Toc174976940]Graduate in person
You are very welcome to come over to Edinburgh for the graduation ceremony. If you choose to attend the ceremony in person, you will need to register in advance. There are no graduation fees but there is a charge for the hiring of your hood and gown (the wearing of a hood and gown is mandatory).
[bookmark: _Toc174976941]Graduate virtually
There will be virtual celebrations for graduates unable to attend in person. Further information will be available on the Graduations website closer to the time.
[bookmark: _Toc174976942]Graduate in absentia
If you can neither attend the ceremony in Edinburgh, nor take part in the virtual graduation, you will be officially registered as ‘graduating in absentia’. You name will not be called during the ceremony, but your degree certificate will be posted to you shortly after the ceremony takes place.
Note that your degree certificate will be sent to your home address as held on the student record system. You must ensure that your contact details are up-to-date in MyEd. 
[bookmark: _Toc174976943]Useful Links
These links refer to information mentioned in this handbook. 
	Learning and Information Platforms

	MyEd
	https://www.myed.ed.ac.uk 

	LEARN
	https://www.learn.ed.ac.uk/ 

	SPS Online Learning Hub
	https://edin.ac/3bEnBoJ  

	Handbooks and Contacts

	Student Handbooks (SPS)
	https://edin.ac/3iCSqdJ

	Online Student Getting Started Guide 
	https://edin.ac/2OPLhdA 

	Staff directory (SPS)
	https://www.sps.ed.ac.uk/people 

	Regulations and Student Administration

	Academic Misconduct
	https://edin.ac/3ogn40f   

	Assessment and Degree Regulations
	https://edin.ac/3FcFVPM 

	Appeals
	https://edin.ac/3DiDHwF 

	Calendar
	https://edin.ac/3St4PBq

	Complaints
	https://edin.ac/2zCweMd 

	Degree Regulations and Programmes of Study
	http://www.drps.ed.ac.uk/22-23/ 

	Graduation
	https://edin.ac/2JI2GhD 

	Assessment and Marking

	Assessment and Marking (SPS)
	https://edin.ac/3uIIUuy 

	Deadlines, extensions and penalties (SPS)
	https://edin.ac/3BbavvO 

	Dissertation guidance (SPS)
	https://edin.ac/2YjENZI 

	ELMA (SPS)
	https://elma.sps.ed.ac.uk/my/ 

	Extensions and Exceptional Circumstances
	https://edin.ac/3XwNRq9 

	Services and Support

	Advice Place
	https://edin.ac/38PO9OR 

	Careers Service
	https://www.ed.ac.uk/careers

	Disability and Learning Support Service
	https://edin.ac/2FUiEUU 

	Edinburgh University Students’ Association 
	https://www.eusa.ed.ac.uk/ 

	Finance Helpline
	https://edin.ac/2RYgb0v 

	Health and Wellbeing
	https://edin.ac/30cLFnb 

	Institute for Academic Development
	https://edin.ac/2NWxmOB 

	IT and Computing Help
	https://edin.ac/2If2eWM 

	Library
	https://edin.ac/2sWVaba

	Student Development Office
	https://edin.ac/3uK27vV 
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