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Guidance for Dissertation Students, 2008-09

Dissertations

As well as the four modules, our taught master’s courses both require a 20,000 word dissertation (please note that in this case, the 20,000 words is the upper limit, and you should not exceed this total wordcount for the main body of your work). The wordcount does not include genuine footnotes, bibliography and the additional material required which is listed below. A dissertation is an extended study of a particular issue of concern or interest to the academic discipline which should be a significant contribution to knowledge, though a master’s dissertation is neither required nor expected to be original, groundbreaking research.

There are no classes or lectures for your dissertation as such, and it is your responsibility to select your own topic of study. However, the nature of such extended writing means that you will need a supervising tutor to guide you through the process and challenge your thinking and argumentation. All our module tutors and some additional members of college faculty are available to supervise students, subject to workload and approval by the Graduate School.

The Graduate School office monitors and may limit the number of dissertations each lecturer is able to supervise to assist in the management of their workload, and does not guarantee that your preferred supervisor will be available to you. Supervision allocations will take place after the end of the lecture period and you will be informed as soon as possible if your first preference supervisor is unavailable for you. In that event, the Graduate School will discuss an alternative with you. If you do not hear from us by the end of October you can presume all is well.

You should send your supervisor a detailed proposed outline of your thesis by around January of your second year. By the time you have received your essay grades in the early Summer, you should be well under way with your research and writing, and need to be sending early drafts of your work to your supervisor for their review by the Autumn. Only your final draft needs to be submitted to the Graduate School. If you wish your supervisor to review a full first draft of the dissertation, you must submit this draft before 31 January so that they will have time to read it and suggest any changes for you before the final submission deadline. 
Dissertations are due for formal submission before 15 April in your third year of studies. We strongly recommend that you get a full first draft to your supervisor before submitting your work formally, and you will need to do that before 31 January if you are going to be able to submit on time. Please note that only the final draft of your dissertation needs to be submitted to the Graduate School – the first draft should be sent directly to your supervisor.

Your dissertation should contain the following material, which should all be included in the same electronic file and printed document, in this order:

1. A title page, which should contain: the title of the dissertation, your own full name, the degree for which the dissertation is being submitted, the institution where you have studied (i.e., Mattersey Hall in association with the University of Wales, Bangor), the name of your supervisor, and a word count. A sample title page is available for download from www.matterseyhall.com/dissertations.htm).
2. The copyright declarations (available for download from www.matterseyhall.com/dissertations.htm) indicating that the text is your own work and that you give consent for the work to be photocopied and for interlibrary loan. You may type your name into this form instead of signing it manually. This must be included in the body of the dissertation.

3. An abstract (or summary of the contents of your dissertation) of up to 300 words, which should be kept on a separate page, but must also be contained within the body of the dissertation

4. Any acknowledgements which you feel are appropriate

5. A table of contents

6. The main body of the dissertation, divided into chapters

7. A bibliography

8. Any appendices you consider necessary

Please do not submit your dissertation on the submission form you used for your essays, but just as a standard document. Remember all your pages must be numbered consecutively and, again, all the above information must be included in both the electronic and the printed copies of the dissertation that you submit to us.

You may have more than one appendix. Your word count should not include the appendices, bibliography, the table of contents, the abstract, declarations or genuine footnotes. Please remember, that 20,000 words is the maximum allowable wordcount and must not be exceeded.

To facilitate quick and cost-effective binding of all our dissertations and ultimately to save you time and money, we have adopted the following procedure for dissertation submission. Please be careful to follow these instructions to the letter. We will be unable to accept any dissertations that are not submitted in accordance with these instructions and will return them to you for revision.

Please download (from www.matterseyhall.com/dissertations.htm), complete and return the ‘UWB Dissertation Submission Form’ to us when you submit your dissertation (though not until you submit the final draft). Unfortunately, it requires a signature and must at present be submitted in hard copy. Please post it back to us at the Graduate School, therefore. The University will not accept your dissertation if they have not received your form first and you will not be able to graduate.

When formally submitting the final draft of your dissertation, you need to post a printed copy to the Graduate School, in a secure form of temporary binding (i.e., preferably spiral bound or in a plastic slide binder – but not in a folder and certainly not ‘loose leaf’), and enclose with these printed copies your dissertation submission fee of £100, and your completed ‘MHGS Dissertation Submission Form’ (also available for download at the link above).

You must also email an electronic copy of the file to us at the email address graduateschool@matterseyhall.co.uk. The electronic copy must match your hard copy precisely and must be a single Microsoft Word or Adobe Acrobat file, saved with your surname as part of the filename so we can identify the author easily. You need to embed any non-standard fonts into the document – ensuring that the file will print properly is your responsibility. Since the bound copies of your dissertation will be printed directly from this file, it is essential that you provide us with the correct and final file.

Please contact us at graduateschool@matterseyhall.co.uk if you have any questions on this, and we look forward to receiving your work.
Deadlines for 2008-09 Academic Year

Saturday 31 January 2009

Draft dissertations to be sent to tutors

Tuesday 15 April 2009

Final dissertations due for submission

May 2009



Marking and moderation


Early June 2009



Work submitted to External Examiner


Late June 2009



Examination Board

20 June 2009



Graduation at Mattersey Hall 

Please note these are final submission deadlines – if you wish to submit a draft dissertation for your tutor’s advice and guidance it should be submitted before 31 January, directly to your tutor (do not send draft dissertations to the Graduate School please). Because of university rules part time students may not submit your final dissertation before 1 April in your third year of study.
Please note we cannot allow any extension of these submission deadlines. 
If you are unable to submit a full draft for consideration before the deadline, we urge you to submit a partial draft but with a full outline which highlights clearly the work you intend to complete. Lecturers schedule times around our submission deadlines to do their marking and cannot promise that they will be able to give detailed feedback on first drafts that are submitted late. 

Also, even more importantly, your final dissertation will have to be marked, double marked and submitted to the External Examiner in less than four weeks after submission and if they are submitted late this may not be possible. Late submission is therefore likely to delay your graduation or progression on the course, which may require you to request and pay for a formal extension.

It is vitally important that you ensure your work is completed and submitted on schedule, therefore. Start your planning, research and writing as early as possible so you do not put yourself under pressure in this regard.
Stylesheet

The college has adopted an official house style. It is important that in all your footnotes and bibliographies you follow this pattern carefully and comprehensively. The stylesheet is provided on the Graduate School Information CD rom which also contains this Student Handbook.

Make sure you include a full bibliography of all the texts, websites and other sources you have referred to or quoted in your dissertation. This means you should check page by page to make sure nothing in the main text is omitted from the bibliography. Websites should be referenced with date when you consulted them (because the contents of websites change).

Plagiarism
Intellectual honesty is a prerequisite for good research, especially in a Christian setting. Therefore all acts of plagiarism (which is essentially quoting another author, book, website or class handout without citing them formally and is considered a serious academic offence) will be treated with extreme severity. This requires that you pay careful attention to how you use, quote, and cite sources in your research (see the Graduate School Stylesheet and pay attention to the Research Training sessions). When in doubt, be overly cautious in your references to other people’s work. Citing your sources is a learned skill that takes time, and your instructors are aware of this. Nevertheless, cheating and stealing will not be tolerated and may result in you failing your module or even the course. Appropriate citation and the question of plagiarism will covered in the Research Training Sessions.

Please note, if you do not have access to Microsoft Word then the free MS Office compatible programme ‘Open Office’ is available for download from www.openoffice.org for all major operating systems including Windows, Macintosh OS X and Linux. If you use Open Office please remember to export the documents in a Microsoft Word compatible format. We cannot accept files in MS Works, WordPerfect or any other such format – though many of these programs allow you to import and export MS Word .DOC files.

If you do not follow these instructions to the letter your work will be returned to you for revision. That may result in you missing deadlines if you leave things too late. Please be very careful in your checking! 

Distinction

According to University regulations, to earn a distinction for your masters’ degree, you must have earned: An overall average of at least 65% in your four modules (Part One), AND at least 70% for your dissertation (Part Two), AND n average of at least 70% across Parts One and Two.

Extending or Discontinuing your Course

It is very important that you try your best to keep to the schedule set out above and to submit your work on time. We accept that there may be some unavoidable circumstances which mean you cannot complete your work to the deadlines, however.

In such eventualities, you need to contact the Graduate School at the earliest possible stage to let us know. But the approval of an extension by the university is not automatic and you should not presume that one will be awarded. It is therefore very important that you keep up with your work as far as it is possible. A second extension is extremely unlikely to be approved. There is a fee of £650 for each one-year extension, during which time you will remain a part-time student of the college and retain access to its staff and facilities.

If for whatever reason you wish to discontinue your course, you will need to write formally to us to that effect. If you discontinue mid-way through a year, then you will still be liable for the full tuition fee for that year. In the event that the college finds it necessary to discontinue your course for whatever reason we will do so in writing to you and give you 14 days to appeal to us. This happens extremely rarely, usually in response to very poor academic performance or continued nonsubmission of assessed work. 
Keeping in Touch

It is naturally very important that you keep in close contact with the college. Our primary means of communication with you is ordinarily through email, and we strongly urge you to get an email address, if you do not already have one, and let the Graduate School know what your email address is. You should have been asked about this as part of the registration process upon your arrival.

Email is not a completely reliable form of communication, however, and so, if after about a week, you have received no reply, you should email again and indicate that this is your second attempt at communication. The Graduate School office at Mattersey is staffed during normal working hours continuously throughout the year. Although we will write to you from time to time, you must take responsibility for organising your research, your writing, the submission of your work and any other administrative matters relating to the course. This includes letting us know of any changes in your life brought about by adverse circumstances which may affect your work.
Bangor University will have allocated a bangor.ac.uk email address to you when you register with them. Please keep these details, as they sometimes send important information to you at your university email address, so you need to check it from time to time or forward your Bangor email to your regular email address (instructions for doing this are provided on the CD rom).
Bangor University Online Library

Formal registration of all our students with the University takes place in September, and at this stage you will be asked to sign a University registration form and be given a University library card. This library card will give you access to the Bangor library, and also to many other UK university libraries, but its major advantage to most of our students is perhaps that it will give you access to the University’s online library facility via the internet.

For more information on accessing the online library, please see the video tutorial podcast posted at www.researchskills.net in conjunction with the brief summary below.

1. Open your web browser to library.bangor.ac.uk. Select ‘Search University of Wales Bangor only’, then ‘e-resources’ on the next page.

2. To search the database for articles relevant to your topic of study, select ‘Databases by Subject’. (You can also access specific issues of specific journals through the ‘E-resources by subject’ link.)

3. Select ‘Databases for Arts and Humanities’ and select ‘ATLA Religion Database’ (or whatever other database you want). 

4. You will now be asked to log in. Enter the barcode number from your UWB (NOT MH) library card. Then enter your pin code. If this is your first time accessing the database, you will have to choose a pin, which can be any combination of letters and numbers up to 30 characters. Then click ‘Go to the Database’.

5. If this is the first time you’re using the database you will be asked to confirm your pin on the next page. Enter it twice and click ‘Go to the Database’.

6. This will give you access to the ATLA Religion Database. For help from here on in, use the ‘Help and Support’ link on the web page.

7. When you have found results for your search, you can click ‘View Record’ to see the publication details to help you locate the journal in hardcopy, or click the ‘WebBridge’ button to help you locate the full text of the the article, if it is available online through the website (not all of them, but many are).

8. Please address any queries or help requests to the University Library direct, through the help link on the web page. MHGS is unable to assist with detailed guidance on the service.

9. There is a short podcast available to help you access the library on Andrew Davies’s website at www.researchskills.net.
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