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University Regulations and Disclaimer

U n iv e r s i ty  R e g u la t io n s

All students are required, as a condition of enrolment, to abide by University Regulations and Degree Programme Regulations. 
Full Degree Programme Regulations are contained in this handbook and University Regulations are published separately on the 
University’s website:

http://www.cf.ac.uk/regis/sfs/regs/mdex.html

Disclaimer

Every effort has been made to ensure the accuracy o f  the information contained within this handbook and the University w ill use all 

reasonable endeavours to deliver Programmes o f  Study in accordance with the descriptions set out herein. However, from time to 

time changes in human and/or physical resources or timetable constraints (for example) mean that changes have to be made*. The 

University therefore:

a) reserves the right to make variations to the contents or methods o f  delivery o f  degree programmes, to discontinue 

programmes, and to merge or combine programmes, i f  such action is reasonably considered to be necessary by the 

University. If the University discontinues any programme, it w ill use its reasonable endeavours to provide a suitable 

alternative programme.

b) gives notice that there may be occasions when certain combinations o f  option courses/modules cannot be timetabled and 

such combinations w ill not therefore be available.

(*This list is not exhaustive)

PLEASE M AKE SURE YOU KEEP TH IS H A N D BO O K  FOR C O N STA N T  
..................................... R E FER EN C E D U R IN G  TH E Y E A R ...........................................
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F orew ord  from  the H ead of School, P rofessor Ju s tin  Lew is

W elcom e to  th e  C a rd iff S ch oo l o f  J o u r n a lism , M ed ia  a n d  C u ltu ra l S tu d ie s  a t C a rd iff U n iv e r s ity .

C roeso I’r Y sg o l N e w d d ia d u ra e th , C y fryn gau  ac A s tu d ia e th a u  D iw y llia n n o l y m  M h rify sg o l C aerdydd.

T he C ard iff S ch oo l o f  J o u r n a lism , M ed ia  a n d  C u ltu ra l S tu d ie s  (JO M E C ) is  on e  o f  th e  U K ’s 
p r e m ie r  c e n tr e s  for te a c h in g  a n d  r e sea r ch  in  jo u r n a lism , p u b lic  r e la tio n s , m e d ia  and  
c u ltu r a l s tu d ie s . T he C en tre  for J o u r n a lism  S tu d ie s  w ith in  th e  School, fo u n d ed  in  19 7 0  by  
S ir  T om  H o p k in so n  a s a  cen tre  for th e  te a c h in g  o f  jo u r n a lism , o ffered  th e  f ir s t  
p o stg ra d u a te  tr a in in g  in  jo u r n a lism  in  th e  U K . In th e  p a s t  th r e e  y e a r s  th e  S ch oo l h a s  
gro w n  co n sid era b ly , n ow  h o u s in g  60  te a ch in g , r e sea r ch  a n d  su p p o rt sta ff, a n d  m ore th a n  
8 0 0  s tu d e n ts .

O ur te a c h in g  p ro g ra m m es, w h ic h  w e are c o n s ta n t ly  d ev e lo p in g  a n d  a d a p tin g  to  e n su re  
th a t  th e y  are r e le v a n t to  b o th  ra p id ly  c h a n g in g  in d u s tr ie s  a n d  th e  m o st r ec en t a ca d em ic  

th in k in g , a lso  a im  to  b r in g  to g e th e r  th e  b e s t  o f  r esea r ch  a n d  p ra ctice . T h is  is  o n ly  p o ss ib le  b e c a u se  o f  our u n iq u e  
b le n d  o f  s t a f f  T h is  ta le n te d  group in c lu d e s  so m e o f  th e  w orld ’s le a d in g  r e se a r c h e r s  a n d  th in k e r s  on  m e d ia  and  
c u ltu r a l to p ics . T h ey  w ork  a lo n g s id e  o th er  te a c h e r s  a n d  r e sea r ch er s  w h o  h a v e  h a d  o u ts ta n d in g  ca re er s  in  
jo u r n a lism , th e  m e d ia  in d u s tr ie s  a n d  p u b lic  r e la tio n s . A ll o f  our s ta f f  h a v e  in te r n a t io n a l e x p e r ien ce  a n d  g lo b a l 
n etw o rk s .

T he S ch oo l n o w  o ffers a  B A  in  J o u r n a lism , M ed ia  a n d  C u ltu ra l S tu d ie s , a  D ip lo m a  in  J o u r n a lism  (print, m a g a z in e  
or b roa d ca st), a n d  fiv e  ta u g h t  M a ster s  p ro g ra m m es (in J o u r n a lism , J o u r n a lism , M ed ia  a n d  C o m m u n ica tio n s , 
In te r n a tio n a l J o u r n a lism , In te r n a tio n a l P u b lic  R e la t io n s  a n d  G lob al C o m m u n ica tio n s  M a n a g e m e n t a n d  P o lit ica l  
C o m m u n ica tio n ). W e h a v e  a  l iv e ly  P h D  p ro g ra m m e w ith  over  50  s tu d e n ts  c u r re n tly  e n r o lle d  to  co m p lete  
d o cto ra tes. O ur e x ce lle n c e  in  te a c h in g  is  re in forced  b y  th e  m o st m od ern  te ch n o lo g y  a n d  e q u ip m e n t a n d  fir s t  c la ss  
te c h n ic a l a n d  a d m in is tr a tiv e  su pp ort.

T he S ch oo l h a s  b e e n  c la s se d  a s a  W o r ld  L ead ing ' r esea r ch  cen tre  b y  th e  2 0 0 9  R e se a rc h  A s s e s s m e n t  E x e rc ise . In  
to ta l 75% o f  th e  re sea r ch  su b m itte d  b y  th e  S ch oo l w a s  c la s s if ie d  a s e ith e r  'W orld L ead in g ' or 'In te r n a tio n a lly  
E x ce llen t'. T he r e s u lt s  p la ce  th e  S ch oo l in  th e  top  th r e e  o f  47  U K  in s t itu t io n s  in  th e  f ie ld s  o f  c o m m u n ica tio n , 
c u ltu r a l a n d  m e d ia  s tu d ie s , b a se d  on  th e  v o lu m e  o f  s ta f f  w o rk in g  a t a  w o r ld J e a d in g  lev e l.

T he S ch oo l h a s  a lso  b e e n  su c c e ss fu l in  a ttr a c tin g  r esea r ch  g r a n ts  from  b o d ie s  su ch  a s th e  B r it ish  A cad em y, th e  
L e v er h u lm e  T ru st, th e  E SR C , th e  A H R C , th e  B B C  a n d  th e  B ro a d c a stin g  S ta n d a r d s  C o m m iss io n  a s w e ll as  
co lla b o r a tin g  w ith  b o d ie s  su ch  a s O xfam  a n d  A rtic le  19. T he S ch o o l’s re sea r ch  is  b a se d  a ro u n d  four m a in  r esea rch  
groups: J o u r n a lism  S tu d ie s , R ace, R e p r e se n ta tio n  a n d  C u ltu ra l Id en tity , R isk , S c ien ce  a n d  H e a lth  R ep o r tin g  and  
M ed ia tize d  C onflict. S ta f f  a t  JO M E C  h a v e  w r itte n  w id e ly -u se d  te x tb o o k s  a n d  r e sea r ch  m eth o d  g u id es  a s w e ll as  
p ro d u cin g  in f lu e n t ia l  ca se  s tu d ie s  a n d  th e o r e tic a l a cco u n ts  a b o u t jo u r n a lism , m e d ia  a n d  c u ltu r a l s tu d ie s . JO M E C  
h a s  p u b lish e d  a  se r ie s  o f  re sea r ch  rep o rts  c o m m iss io n e d  b y  b o d ies  su ch  a s th e  B r o a d c a stin g  S ta n d a r d s  
C o m m issio n , B B C , In d e p e n d en t T e le v is io n  C o m m issio n , E lec to ra l C o m m iss io n  a n d  th e  E co n o m ic  a n d  S oc ia l 
R e se a rc h  C ou ncil. F iv e  in te r n a t io n a l jo u r n a ls  are e d ite d  or c o -ed ited  from  th e  School. T h e se  are: J o u r n a l i s m  
S tu d ie s ;  F e m i n i s t  M e d i a  S tu d ie s ;  S o c ia l  S e m io t ic s ;  In te n s i t ie s :  the  J o u r n a l  o f  C u l t  M e d i a  a n d  J o u r n a l  fo r  C rim e,  
C o n flic t  a n d  M e d i a  C u l tu re  [ jc2m ].

W e a im  to  a ttra c t th e  b e s t  s ta f f  a n d  s tu d e n ts  from  a ll over  th e  w orld  a s w e ll a s  from  th e  U K  a n d  to  u se  th e  rich  
d iv ers ity , w h ic h  r e s u lt s  a s  a  c o n te x t for our te a c h in g  a n d  resea rch . T he S ch oo l s tr iv e s  to  be a  p la ce  w h ere  both  
s tu d e n ts  a n d  s ta f f  w ill a d v a n ce  in te lle c tu a lly  a n d  in  ca reer  a n d  p r o fe ss io n a l te rm s. O ur s tu d e n ts  f in d  n u m er o u s  
a n d  v a r ie d  ca reer  o p p o r tu n itie s  th r o u g h o u t th e  U K  a n d  w or ld -w id e  in  jo u r n a lism , p u b lic  r e la t io n s  a n d  th e  m ed ia  
in d u s tr ie s  a s  w e ll a s  w ith in  th e  a cad em y, in  a d m in is tr a tio n  a n d  in  resea rch .

T he S ch oo l is  lo ca te d  in  th e  B u te  B u ild in g , a  l is te d  b u ild in g  in  th e  h e a r t  o f  C a rd iff s n e o -c la s s ic a l E d w a rd ia n  civ ic  
cen tre , w h ic h  h o u se s  a ll th e  S ch o o l’s r eso u r ce s  a n d  fa c ilit ie s  a s  w e ll a s  th e  B u te  L ibrary, c re a tin g  a  com pact, 
s t im u la t in g  a n d  d y n a m ic  e n v ir o n m e n t for a ll o f  th e  S ch o o l’s m a n y  a c t iv it ie s .

1 h op e th a t  y o u  w ill fin d  yo u r  t im e  w ith  u s  h ere  a t C a rd iff U n iv e r s ity  s t im u la tin g , en jo y a b le  a n d  rew a rd in g . Y ou  
w ill f in d  th a t  th e  s ta f f  y o u  m e e t  h a v e  b o th  in te r n a t io n a l r e p u ta tio n s  a n d  are a p p ro a ch a b le  a n d  g e n e ro u s  w ith  th e ir  
t im e . M ak e th e  m o st o f  th e m , th e  S ch oo l a n d  C a r d if f !

J u s t i n  L e w i s
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SECTION ONE : ESSEN TIAL INFORMATION  

C ardiff U niversity

Cardiff University is located in and around Cardiffs magnificent civic centre. The academic buildings, Students' 
Union, student residences and the city centre are within a short walk of each other, saving you time and money on 
travel. You will have the advantages of living in an accessible and compact location within a thriving local 
community.

Teaching at Cardiff is research-led, ensuring that you experience leading-edge innovation and thinking. Cardiff is 
ranked seventh of more than 100 universities and colleges in the most recent independent assessment of research 
work in British universities, the School itself being ranked in the top three. We are also a member of the Russell 
Group of UK research-led Universities.

Students at Cardiff are more likely to succeed in their studies than students at most other UK universities, 
according to Government performance indicators. You will be taught in a stimulating and supportive environment 
and assigned a personal tutor who is a member of academic staff and able to advise on a wide range of issues.

Cardiff. The C apital City of W ales

Cardiff is well established as ‘Europe’s Youngest Capital but its history dates back more than 2000 years to the 
Romans. It was once one of the busiest ports in the world, exporting the coal which fuelled the industrial 
revolution.

The city of Cardiff offers an excellent location in which to study. Students at Cardiff benefit from the combination 
of a small, friendly, inexpensive city with the cultural and recreational amenities of an ambitious and progressive 
capital city.

With a population of 327,500, Cardiff does not suffer from overcrowding. Students in Cardiff lead a busy life, both 
with their academic studies and the social and cultural activities that take place.

Cardiff is an extremely accessible city, benefiting from excellent road, rail and air communications. Using the 
hourly high-speed train service, London is reached within two hours. Cardiff has convenient connections to 
Heathrow and Gatwick airports and the city also benefits from its own international airport. The city is served 
directly by the M4 motorway providing fast links to the rest of the UK.
We believe that the cosmopolitan and multi-ethnic environment of Cardiff affords the fullest opportunity to expand 
your horizons in preparation for the world of journalism, media and cultural studies.

G eneral S choolinform ation

L ocatio n

The Cardiff School of Journalism, Media and Cultural Studies is situated in the Bute Building. Your tutors. 
Library, pigeonholes and notice boards are located here, as well as the Birt Acres Cinema/Lecture Theatre. The 
School’s Administrative and Technical Staff are also located in the Bute Building.

You may need to attend some events in other buildings in the university. The learning resources of the whole 
university, including libraries and computing services, are open to you.

B ute L ib rary  and R esou rce Centre

The Bute Library houses most of the books and academic journals needed for courses in the School. It also houses a 
good selection of newspapers and magazines. The Library is not just a book repository, however. It is home to study 
areas, computing and internet facilities accessible to students throughout its long opening hours. It boasts a 
friendly and helpful staff under the specialist direction of Bute Librarian Andrew Blackmore. An exhibition of 
South African photojournalism, originally created to celebrate 25 years of journalism studies at Cardiff, is on 
permanent display along the Library corridors. Further library resources, including a large Humanities and Social 
Sciences collection, are available in other nearby buildings.

The School has also embarked on a positive policy of specialist research acquisitions, centred on the Osman 
Collection. The Osman Collection is named after Colin Osman, long-time Editor of Creative Camera. His collection 
of historic magazines, books, sound-recordings and photojournalism was acquired by the Tom Hopkinson Centre 
for Media Research to form the basis of its research archive. The collection includes complete runs of Picture Post, 
Lilliput, Weekly Illustrated, Cavalcade, and The Sunday Times Colour Magazine from its launch to the present 
day. It also houses documents from Mass Observation and early women’s magazines to rare books and documents 
on the history of British photojournalism. The archive is an important component of JOMEC's research focus on 
popular visual journalism and democracy, and supports a variety of projects by both staff and PhD students.

2 MA in International Journalism Student Handbook 2011-2012
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s ta ff

At the Cardiff School of Journalism, Media and Cultural Studies you will benefit from contact with a wide range of 
staff: researchers with international reputations for their published work, professionals of the highest calibre from 
print and electronic media, and internationally respected academics. Each programme also makes regular use of 
experts working in all branches of the media, and visiting scholars from all over the world, to come and share their 
specialist skills.

We have over fifty academic, research and professional staff, backed by a friendly and efficient team of 
administrators and technical staff Staff routinely teach across a number of programmes; you will encounter 
professional, academic and research staff no matter what scheme of study you pursue.

JO M EC  P rofessors

P ro fessor Ju s tin  Lew is 
Po.sitioH; Head of School 
Location.; Roofii O.60B Bute Buiidiri j:

P ro fessor Ju s tin  Lew is is Head of School. He has written widely about media and culture in both scholarly and 
popular outlets. His particular interests are media, news and democracy, cultural policy and the commercialisation 
of culture. Recent research includes projects commissioned by the BBC (on the Iraq War and 24 Hour News), the 
BBC Trust (on the coverage of politics post-devolution), Channel 4 (on the representation of Muslims in the UK 
media), the Economic and Social Research Council and the Office of Science and Technology (on the media coverage 
of science). He is on the editorial board of a number of academic journals and a series editor for Peter Lang, and his 
most recent book is Climate Change and the Media (published by Peter Lang). He was a member of the 
Government’s most recent Research Assessment Exercise (RAE) Panel on Communication, Media and Cultural 
Studies, and has advised a range of bodies on media and cultural issues, including OfCom, the Department of 
Trade and Industry and BBC Wales.

P ro fessor Simon_______
Position:
Professor of .Media and (.'omminrication 
Deputy Head of School
Director, Mediatized Conflict Research Group 
ijocation: Room 1.28 Bute Building

P ro fessor Sim on Cottle is Deputy Head of School and Director of the Mediatized Conflict Research Group in the 
Cardiff School of Journalism, Media and Cultural Studies (JOMEC). He also holds Honorary Professorships at the 
University of Melbourne, Australia, where he was Inaugural Chair and Director of the Media and Communications 
Program (2002-2006), and at the University of Tasmania, Australia, and he is a Faculty Fellow of the Centre for 
Cultural Sociology at Yale University, USA. He joined JOMEC in 2006. Before completing his PhD in Mass 
Communications at the Centre for Mass Communication Research at Leicester University, Simon taught in Sudan 
and Italy and worked as an Education Advisor for the Probation Service. Simon has researched and written widely 
about the sociology of journalism, news production, research methodology and different mediated conflicts 
including: inner city riots and demonstrations; ‘race’ and minority ethnicity; ‘risk society’ and climate change; 
terrorism and war; and the Arab uprisings. His recent books are M e d ia t iz e d  C o n f lic t :  D e ve lo p m e n ts  in  M e d ia  a n d  
C o n f lic t  S tu d ie s  (Open University Press, 2006), G lo b a l C r is is  R e p o r tin g : J o u rn a lis m  in  the  G lo b a l A ge  (Open 
University Press, 2009) and, with co-editor Libby Lester, T ra n s n a t io n a l P ro te s ts  a n d  the  M e d ia  (Peter Lang 2011). 
He is currently writing, with colleagues. D is a s te rs  a n d  the  M e d ia  to be published later in 2011. He is the series 
editor of Global Crises and Media, a major new series of 16 books commissioned by Peter Lang Publisher, New 
York.
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P ro fessor Jen n y  K itzinger
Position; Director of Research
Director, Sisk, Science, Healtli and Medea Research
Qroirp

P ro fessor Jen n y  K itzinger is Professor of Media Studies at the Cardiff School of Journalism, Media and 
Cultural Studies, Cardiff University, Professor Kitzinger’s research examines power struggles in media production 
processes and is particularly concerned with questions of media influence and audience reception. She has also 
written extensively about focus group research methods. She is particularly interested in risk, health and science 
reporting. Her substantive research has explored issues such as the role of the media in relation to AIDS, child 
abuse, human genetics and coma/brain injury.

P ro fessor Bob F ran klin
Position;
Professor of Jovirnalism Studies 
Director, tiournalisjTi Studies Group

P ro fessor Bob Fran k lin  is Director of the Journalism Studies Research Group, He is founding editor of two 
leading journals within the field J o u rn a lis m  S tud ies_ an A  J o u rn a lis m  P ra c tic e  and also co-edits a series of books 
published by Sage, titled J o u rn a lis m  S tu d ie s : K ey  Texts. Bob researches and writes about journalism studies, 
political communications and the “packaging of politics”, the sociology of news media, local and regional news 
media, “Newszak” and recent developments in tabloid journalism, television policy and the role of media in the 
(social) policy process. Recent book length studies include T he  F u tu re  o f  J o u rn a lis m  (2011), J o u rn a lis m  E d u c a t io n ,  
T r a in in g  a n d  E m p lo y m e n t  (2011), J o u rn a lis m , S ources a n d  C re d ib i l i t y ;  N e w  pe rspe c tives  (2011) T he  F u tu re  o f  
N e w sp a p e rs  (2009) K ey  C oncepts in  P u b lic  R e la t io n s  (2009), P u l l in g  N e w sp a p e rs  A p a r t  (2008) L o c a l J o u rn a lis m  
a n d  L o c a l M e d ia  (2006) and P a c k a g in g  P o lit ic s :  P o l i t ic a l c o m m u n ic a t io n  in  B r i t a i n ’s m e d ia  d e m o cra cy  (2004), Bob 
is a Trustee of the George Viner Trust (for Journalism trainees from ethnic minorities) and was Visiting Professor 
at the School of Journalism and Mass Communications, Louisiana State University, in spring 2008, For further 
information about Bob Franklin, his teaching and publications, why not visit his homepage at 
http :.//www, car diffac.uk/jomec/contactsandpeople/profiles/franklin-bob,html

P ro fessor R ich ard  T ait
Position; Director, Centre for Jouraalisu'!

P ro fessor R ich ard  T ait joined as Director of the Centre for Journalism Studies in 2003, He retired as Editor-in
Chief of ITN in 2002, having pursued a career in broadcasting which saw him become Editor of Channel 4 
Programmes, Editor of Channel 4 news. Editor of BBC Newsnight as well as Editor of General Election and Budget 
programmes. He was a successful academic at Oxford University (New College and St Edmund Hall) before 
pursuing his media career. He is Vice Chairman of the International Press Institute, a Fellow of the Royal 
Television Society, Board Member of the International News Safety Institute and has been a BBC Governor since 
2004,
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P ro fessor Ian  H argreaves  
Fositsort: Professor of Digital PJeoncni:

Ian Hargreaves, Professor of Digital Economy, has connections with JOMEC which go back to 1999, when he 
became Director of the Centre for Journalism Studies, Prior to that he was Editor of the New Statesman; Editor of 
the Independent; Deputy Editor of the Financial Times and Director of BBC News and Current Affairs, He spent 
15 years with the FT as a reporter and editor. More recently, he has worked in business (as Director of Corporate 
Affairs for BAA pic) and in Government, as Director of Strategic Communications in the Foreign and 
Commonwealth Office, Ian took up his current chair, based partly in JOMEC and partly in the Business School, in 
October 2010, In May 2011, the Government published his D ig i t a l  O p p o r tu n ity  - a  re v ie w  o f  in te l le c tu a l p ro p e r ty  
a n d  g ro w th .  In March 2010, the Welsh Assembly Government published his review of creative industries in Wales: 
T he  H e a r t  o f  D ig i t a l  W ales. He is also the author of J o u rn a lis m :  a  V ery  S h o r t  I n t r o d u c t io n  (Oxford University 
Press,)

P ro fessor D uncan Blov  
P ositions;
Director of International 
(Teaching and Scholarship

Development/Lecturer

P ro fessor D uncan Bloy joined JOMEC in 2003 and has responsibility for all the media law teaching within the 
School, He is a former Head of the University of Glamorgan Law School and during that period was an expert legal 
commentator for BBC radio in Wales, He is now a regular contributor to media law matters on BBC and ITV 
programmes in Wales, He has authored or co-authored 14 books the latest of which is the second edition of Law 
and the Media (2011) (With Sara Hadwin) (Sweet & Maxwell,) He has been member of the CNAA Legal Studies 
Board, HEFCE's Quality Assurance Panel for Law and is currently an assessor for the British Accreditation 
Council, In addition to his media law work he has responsibility for overseeing the School's international work and 
will be co-Director of the MBA in Media Management commencing in September 2013,

P ro fessor T erry  Threadgold  
P ositions;
Professor of Communication and Cultural Studies 
Pro Vice-Chancellor for Staff

P ro fessor T erry  Threadgold, is Pro Vice Chancellor (PVC) staff, Terry works as Link PVC to the six Humanities 
Schools at Cardiff University (HISAR, ENCAP, WELSH, RELIG, MUSIC, and EUROS), acting as a link between 
their heads and the University Board and Vice Chancellor, and supporting them to maintain their strategic 
directions. She was formerly Head of School at JOMEC and former Head of the Department of English, Director of 
the Arts Graduate School and Acting Dean at Monash University, Victoria, Australia, Her research and teaching 
have covered a range of areas: poststructuralist feminist discourse analysis, performance studies, feminist legal 
studies and on race, identity and nation in contexts of globalisation. She has also worked and published in the 
areas of postgraduate pedagogy and literacy and has a continuing interest in her current position in the training of 
journalists, journalism studies and media studies. Her current research interests include: media, representation 
and asylum; asylum, gender and citizenship and journalism and conflict.
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Staff Availability
All teaching staff set aside ‘office hours’ for meeting students. A timetable should be posted on each staff 
member’s door each week and students may book an appointment by filling in an available slot on the 
timetable. Staff may be contacted by email and their email addresses can be found below and also on the 
School website

JOMEC Staff Contact Details
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School B oard s and Com m ittees 
B o ard  of Studies

The Cardiff School of Journalism, Media and Cultural Studies Masters Board of Studies usually meets twice per 
semester and reports to the School Board either directly or via one or more of its appropriate sub committees.

Its core function shall include the following:

1. to consider and advise the School Board and other School committees on policies and regulations relative 
to each scheme of study under their aegis on matters such as:

entry requirements;

methods of assessment;

academic progress of students (reserved business); 

content and curriculum; 

scheme development;

agreed schedules of assessment for the schemes of study under their aegis.

2. take steps to monitor and implement School and University policy and directives on Teaching and Learning 
and to ensure quality of Teaching and Learning practice within the School.

3. take steps to monitor and implement School and University policy and directives on all matters concerning 
equal opportunities, diversity and dignity at work.

The composition of the Boards of Studies shall not be prescribed save that they shall include:

■ at least one representative of each core and optional module under the aegis of the Masters Board 
of Studies;

■ at least one student representative from each of the Masters programmes, usually a member of 
the Student/Staff Panel, elected by and from the student members of the four Masters 
programmes.

Student Staff Panel

Each degree scheme has representation at a Student-Staff panel. The panel provides a forum for discussion of all 
matters of concern to students within that scheme, including the scheme content and structure, teaching, library 
and computing facilities.

Soon after the start of the academic year you will be asked to elect representatives from your particular scheme, 
who will sit on the Student-Staff Panel. Elected student representatives sit on a number of important School and 
University Committees, including Board of Studies, Equal Opportunity and Diversity, and Teaching and Learning. 
It is vital that students offer themselves to serve on these committees, and attend regularly, if the interests of all 
students are to be adequately represented. It also provides valuable experience of committee work.

You should ensure that you know who your representatives are (their contact details will be displayed on the MA 
Notice boards) and that you make known to them any issues of general concern relating to your scheme.

The panel normally meets once per semester and provides a two-way channel for passing feedback, both positive 
and negative, from students to staff and from staff to students. Matters arising from the Panel are, as necessary, 
raised by the Chair of the Panel at the relevant Board of Studies meeting (of which s/he is a member ex officio), 
and are thereby fed into the formal decision-making processes of the School.

Equ al O pportunity and D iversity

The Equal Opportunity and Diversity committee usually meets twice per session and reports to the School Board 
and the Management Team.

The School is committed to the University’s policy on Equal Opportunities and conducts its student recruitment, 
selection and assessment procedures on an equal opportunities basis. It is committed to ensuring that all 
applicants, students and employees are treated equally, regardless of their age, colour, race, ethnic or national 
origins, sex, sexual orientation, marital status, family responsibilities, physical or sensory disabilities, or their 
political or religious beliefs.

T each in g  and L earn in g

The Teaching and Learning Committee normally meets twice per session and reports to the School Board and the 
Management Team. The Committee shall, inter alia, develop and review policies for, and promote improvement, 
innovation and good practice in learning, teaching and assessment.
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S em este r da tes  2011/2012

Autumn Semester 

Christmas Recess 

Spring Semester 

Easter Recess

Monday 26 September 2011 to Sunday 29 January 2012 

Saturday 17 December 2011 to Sunday 8 January 2012 

Monday 30 January 2012 to Uiday 15 June 2012 

Sat urday 31 M’arch 2012 to Sunday 22 A.p'rii 2012

AUTUMN SEMESTER

Week 1 3 Oct, 2011

Week 2 10 Oct, 2011

Week 3 17 Oct, 2011

Week 4 24 Oct, 2011

Week 5 31 Oct, 2011

Week 6 7 Nov, 2011

Week 7 14 Nov, 2011

Week 8 21 Nov, 2011

Week 9 28Nov, 2011

Week 10 5 Dec, 2011

Week 11 12 Dec, 2011

( ‘lirislmas Recess r  Dec. 2011 to 8 Jan. 2012

Reading weeks 9 Jan. 2012 to 29 Jan. 2012

SPRING SEMESTER

Week 1 30 Jan, 2012

Week 2 6 Feb, 2012

Week 3 13 Feb, 2012

Week 4 20 Feb, 2012

Week 5 27 Feb, 2012

Week 6 5 Mar, 2012

Week 7 12 Mar, 2012

Week 8 19 Mar, 2012

Week 9 26 Mar, 2012

tiasier Recess 3 1 Mar. 2012 to 22 April. 2 0 )2

Week 10 23 Apr, 2012

Week 11 30“’Apr, 2012

Week 12 7 May, 2012
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Knrolment Week Schedule

School Roll Call and queries 

Introductory Lecture: 

Library Introduction: 

English Language Testingt:

Tuesday 27 September, 1.00 pm — Birt Acres 

Tuesday 27 September, 2.00 pm - Birt Acres 

Wednesday 28 September, 2.00 pm - Birt Acres 

Thursday 29 September, 9:00 am - Room 0.35

Overview of PDP/ECDL/BLACKBOARD : Thursday 29 September, 3.00 pm - Birt Acres

Programme Specific Welcome Talk: 

IT Testing (Family Name A -J*)

IT Testing (Family Name K-T*)

IT Testing (Family Name U-Z*)

Friday 30 September 10:00 am - Room 1.40 

Friday OÔ** September, 1:00 pm - Room 0.35 

Friday dÔ** September, 2:00 pm - Room 0.35 

Friday, SO*** September , 3:00 pm - Room 0.35

J O M E C  W elcom e Party: 

Friday, 3(f^ Septem ber 2011  

5pm  to 7pm

A berdare  H a ll, Corbett R oad , C a rd iff

^ All International and EU students, whose first language is not English, are required to be assessed.
* Changes to these groups will be advised to you during the session on Thursday afternoon at 3.00 pm
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other K e y  D ates

C oursew ork Schedules

Submission deadlines for all assessed coursework will be recorded in the module outline, circulated by the 
Module Tutor at the beginning of the semester. A table recording all submission dates will also be 
displayed on the MA student noticeboard.

Program m e/M odule Changes

Senate Regulations prescribe time limits in which students may be permitted to change their academic 
record. Students may change (with School approval) their programme/modules:

during the first three teaching weeks of the Autumn semester;

during the first two teaching weeks of the Spring Semester.

S tudent Staff Panel

The panel normally meets once per semester. The MA Administrative Assistant will confirm the dates of 
both meetings at the start of the Autumn semester.

G regynog

Gregynog is the University of Wales study centre near Newtown in Powys. Every year all the MA in 
International Journalism students and several of the teaching staff go there for a series of lectures 
designed to help students choose the research area for their dissertation. The 2011/2012 trip is planned for 
Tuesday, 1st November to Thursday, 3 November 2011.

In trod u ction  to O ptional M odules Session

During the Autumn Semester an Introduction to Optional Modules session will be scheduled for each 
Module Tutor to give a short talk about their optional module(s) for the Spring semester. Students are 
required to select two ten-credit optional modules.

O ptional Module D eadline

Students will have until Wednesday 30th November 2011 to return their Optional Module Choices Pro
forma to the JOMEC Admin Office.

Module Evalu ation

Towards the end of each semester we ask students to evaluate the teaching they have received. The 
evaluation will take the form of a confidential questionnaire. This exercise is usually carried out during 
week 10 of the autumn and spring semesters.

D issertation  Subm ission Deadline

Students are required to submit a dissertation by noon on Friday, 31st August, 2012.

G raduation

The graduation ceremony for 2011-2012 students will be held in July 2013. Further information can be 
found at the following link: http://www.cardiff.ac.uk/graduation/
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SECTION TWO -M A STERS IN INTERNATIONAL JOURNALISM  PROGRAMME

MA International Journalism  Staff

Sara Hadwin MA (Oxon)
Course Director, MA International Journalism

Sara Hadwin is Course Director of the MA International Journalism and has taught at JOMEC since 
2003. Her journalism career spanned roles from reporter to publisher. She launched a newspaper and 
edited an evening newspaper, weekly newspapers, websites and lifestyle and arts magazines.

She teaches print journalism across the school, including the newspaper pathway of the MAIJ core 
module International News Production. Of the optional modules, she leads In the Editor’s Chair, on 
editorial management, and co-ordinates International Relations for Journalists.

Her research interests include media law and freedom of information. She is co-author, with JOMEC’s 
Prof Duncan Bloy of The Law and the Media, Sweet and Maxwell.

Carol Davies 

MA E xecu tiv e  Officer

Huw Thom as

MA A dm inistrative A ssistant 
L ocatio n  : Room 0.03, Bute Building 
Em ail: thomasH6@cardiff.ac.uk 
Telephone: -H44 (0)29 20874786
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M A  I n t e r n a t i o n a l  J o u r n a l i s m  -  P r o g r a m m e  S p e c i f i c a t i o n

Course Director: Sara Hadwin,
Course D escription

Journalists today confront rapid change as technologies make the media more accessible across frontiers and new 
concentrations of global media power shape them to commercial or political ends. The scale, scope and speed of 
today’s media capabilities set them apart from those of any previous period. This course aims to enable students to 
understand these changes and their consequences for international journalism.

The course is designed for aspiring journalists and for mid-career practitioners. It offers a mix of practice and 
advanced academic study. Students come from all over the world for this one-year course, which offers an 
exceptional opportunity to gain a perspective on the evolution of journalism.

Principal aims of the course

• Deepen student understanding of issues in international journalism

• Raise students’ professional skills and knowledge

• Equip students with media-orientated research and study skills

• Assist students to master rigorous analytical work, so they are able to produce well-researched essays, 
journalistic assignments and dissertations to deadline

• Enhance understanding of the effect of interactive technologies on the practice of journalism

• Explore the role and function of the journalist in different cultures 

Course S tru ctu re
The MA International Journalism is taught across two semesters (Autumn and Spring) from the end of September 
to the middle of May. You will study taught modules to a total of 120 credits during Stage 1 [Coursework element] 
of the programme. Some modules are single modules and some are double modules, worth 10 or 20 credits, 
respectively. Stage 11 [Dissertation element] of the programme will be an individual dissertation (worth 60 
credits).

Full-time students (Stage 1) study core modules worth a total of 60 credits during the Autumn semester and a 
further 40 credits of core modules and 20 credits of optional modules during the Spring semester. Stage 11 of the 
programme begins immediately after the end of the spring semester and dissertations must be submitted by 31 
August 2012.

Core Modules

Information Gathering and Analysis 1 and 11: These modules introduce students to the basic tools of academic 
research and to journalistic techniques of information gathering, retrieval and analysis. The modules examine 
basic business and economic concepts; effective use of figures; how to read and understand public documents (e.g. 
government papers, company reports); techniques of interviewing for writing and research; the techniques 
employed by investigative journalists and the ethical and legal issues they sometimes raise; and dealing with press 
conferences. IGA is designed both to be of professional and practical help to working journalists and to provide an 
understanding of the academic research methods required for the dissertation.

International News Production 1 and 11: These modules, taken over the full academic programme, develop 
understanding and application of best principles and practices in news production and documentary making. 
During the second week of the Autumn semester students choose to follow a broadcast news, newspaper, magazine 
or documentary pathway. Through a mix of workshops, discussion and real world reporting, the pathways analyse 
news values and audience focus and develop newsgathering and production skills.

Foreign News Reporting: This Autumn semester module aims to equip students to report well on, or for, societies 
other than their own and to report confidently on major international institutions and issues. The module will 
examine the cultural and professional challenges involved in effectively communicating news between societies; 
how recent technological advances have affected foreign correspondence and categorisations such as ‘local’ and 
‘foreign’ news; who predominates in setting the international news agenda and how; the major national, 
multilateral and regional actors in world affairs; significant contemporary international issues; and incipient 
trends for the future in international affairs.
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O ptional M odules -  Spring Sem ester

The choice of optional 10 cred it m odules includes:

❖  Media Law

❖  New Media and Politics

❖  Reporting Business, Finance and Economics

❖  Insurgency into the 21®*' Century

❖  Citizen Media

❖  Global Crisis Reporting

❖  Reporting South Asia

❖  In the Editor’s Chair

❖  Reporting Health and Science

❖  Development Communication

❖  International Relations for Journalists

❖  Great Journalists

The above modules are followed by the Dissertation.

A ssessm ent

Students are required to produce written work, journalistic assignments and a dissertation throughout the 
academic year.

Staff

Those teaching this course bring to bear a wide range of practical and scholarly knowledge. This course is taught 
by people with experience in journalistic investigative work, as well as by scholars familiar with contemporary 
methodological approaches.
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Module Timetable
Tide of Sftene of Study; M.-3 ((uemationaf Jotiniulism

o f Study: ITifl Time

In the Autumn Semester, candidates shall In the Spring Semester, candidates shall Post spring Semester, candidates shall be
be required to pursue: be required to pursue: required to pursue:

All Modules in Group 1, Marked Autumn All Modules in Group 1, Marked Spring The Module in Group 3

Plus 20 Credits from Group 2

Group 1: Core Modules -  Please see Appendix One for Core modules
Mmliilf

( iiilr:

fitlf: 1 i-M-l: C m lil: Sfiiii-slrr: Mmliik- 1 iitm-:

MCT414 Information Gathering and Analysis I M 20 Autumn Howard Barrell, Stephen 
Cushion, Inaki Garcia- 
Bianco Verica Rupar

MCT415 Information Gathering and Analysis II M 20 Spring Howard Barrell, Stephen 
Cushion, Inaki Garcia- 
Bianco Verica Rupar

MCT458 International News Production I M 20 Autumn Ros Bew, Sara Hadwin, 
Tim Holmes, Colin 

Larcombe

MCT453 International News Production II M 20 Spring Ros Bew, Sara Hadwin, 
Tim Holmes, Colin 

Larcombe

MCT483 Foreign News Reporting M 20 Autumn Howard Barrell

Group 2: Optional Modules -  Please see Appendix Two for Optional modules
Mmliilr 

( (idr:

1illr: 1 n r l : ( m ill: Sniirsli-r: Miidiilr 1 Him':

MCT467 Media Law M 10 Spring Duncan Bloy

MCT472 New Media and Politics M 10 Spring To be confirmed

MCT481 Reporting Business, Finance & Economics M 10 Spring Ros Bew

MCT488 Insurgency into the 2L ' Century M 10 Spring Howard Barrell

MCT490 Citizen Media M 10 Spring Daniel Meadows

MCT494 Global Crisis Reporting M 10 Spring Simon Cottle

MCT496 Reporting South Asia M 10 Spring Loveena Tandon

MCT497 In the Editor’s Chair M 10 Spring Sara Hadwin

MCT498 Reporting Health and Science M 10 Spring Andy Williams

MCT500 Development Communication M 10 Spring Loveena Tandon

MCT502 International Relations for Journalists M 10 Spring Sara Hadwin

MCT517 Great Journalists M 10 Spring Verica Rupar

Group 3: Dissertation Module
Miidiili- 

( mil-:

lilli-: 1 CM'I: ( m ill: Seiiieslci: 1 iitiii':

MCT444 Dissertation M 60 Post Spring Supervisors

Procedure for option choices:

During the Autumn semester an Introduction to Optional Modules session will be scheduled. This is where each 
Module Tutor will give a short talk about their module(s) and you will also have the opportunity to ask questions.

The Optional Module Choices Pro-forma will be handed out at the session and will also be available from the 
Admin Office. Students will have until Wednesday 30 November 2011 to return the completed form to the JOMEC 
Admin Office.
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SECTION TH R EE -  ASSESSM ENT AND SUBMISSION OF WORK  

A cadem ic p rogress

The way in which we determine your programme results and your progression from one stage of the programme to 
the next is governed by:

Senate Academic Regulations 
Senate Assessment Regulations 
Programme Scheme Regulations — Page 19 
Examining Board conventions — Page 22 
Marking Guidelines — Page 24

Extracts from the Senate Academic Regulations and Senate Assessment Regulations can be found in the Academic 
Regulations Handbook on the University’s website at
http ://w w w .cardiff.ac.uk/regis/sfs/regs/1011acadregs/acad em ic-regulation s-h and b ook -201011.html

Programme Scheme Regulations, Examining Board Conventions and Marking Guidelines can be found in this 
handbook.

Students normally complete their academic programme without any problems. However, the University has an 
Academic Progress Procedure (see the Academic Regulations handbook) for dealing with students whose academic 
progress may be regarded as unsatisfactory. If you’re having difficulties with your academic studies, do seek 
support from either your Personal Tutor or Course Director before things get too serious.

P ro g ress. P assin g  and F ailin g

There are seven modules during Part 1 of the programme (Coursework element). You must pass every 
module to progress to Part 11 of the programme (Dissertation element)

Modules are assessed through assessed coursework (see Module descriptions for details). You need to 
pass the module overall (pass mark is 50%), not necessarily every item of assessment.

Coursework for failed modules can be resubmitted during Resit period and the mark will be reported 
to the MA (Resit) Exam Board at the end of August. The overall m ark  for the whole m odule will 
be capped  a t 50%. If successful, you will progress to Part 11 of the programme.

C oursew ork P ro ced u res and A ssessm ent

The module description sets out what coursework needs to be done for each module.

For each element of assessment, there should also be a ‘coursework brief which is issued by the 
Module Tutor. This specifies word length, the intended style (essay, report etc) and extra material 
such as hints and references.

Every item of assessment has a submission date.

Coursework is usually marked by the person who taught the material. Your work should be returned, 
with comments and a mark, within 6 weeks of submission.

Marking range is (in theory) 0% 
Guidelines to decide marks.

100%, but more realistically, about 40% - 80%. We use Marking

If you are dissatisfied with your mark, you should arrange to see the marker (but note, you cannot 
formally appeal against a mark).

Academic progress is monitored in accordance with the following rules. A student must attend lectures, seminars, 
tutorials and produce such written work as is required. It is the student’s responsibility, if he or she expects to be 
absent from a lecture or late in submitting work, to secure permission of the relevant member of staff beforehand. 
If circumstances do not permit this, a student must explain the absence or late submission as soon as possible to 
the member of staff concerned.

A student who regularly absents themselves from lectures without explanation will receive a letter from the School 
requesting explanation. If no satisfactory response is received, the Tutor may report the fact to the Chair of the 
Board of Studies. Following this action, a series of disciplinary procedures come into play, full details of which are 
provided in the University’s Student Handbook.

C oursew ork schedules

Submission deadlines for all assessed coursework are recorded in the module outline, circulated by the Module 
Tutor at the beginning of the semester. A table recording all submission dates will also be displayed on the MA 
notice-board.
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Subm ission of coursew ork

Module Tutors will confirm the submission deadlines for coursework early in the semester. A student failing to 
submit coursework on the deadline date without having an authorised extension will receive a zero mark, and risk 
failing the module.

Students are required to submit one hard copy of each assessed assignment to the MA Assignment box, in the 
lower corridor, along with an electronic copy submitted via email to: jomecpds@cardiff.ac.uk. It is imperative that 
for all electronic submissions you record the module code in the email 'Subject' field, along with your full-name i.e. 
MCT455 - Joe Bloggs. The MA Assignment box is emptied by the School administrator and the essays are stamped 
with the day’s date, prior to distribution to relevant staff

For all assignments a coursework submission cover-sheet must be completed and handed in, stapled to the 
assignment. Please note that Internal Examiners are entitled to reject any coursework that does not have a copy 
of the cover-sheet attached to the assignment.

Any coursework submitted informally, either to module tutors or left in pigeonholes, will not be recorded as 
received by the School and may get lost resulting in a mark of zero. With the exception of dissertations, students 
should not expect staff to read drafts of coursework assignments before submission.

Subm ission of d issertatio n

Students are required to submit the following:

1/ a typed and bound copy of the Dissertation, either hard or soft-bound is acceptable.

2 / an electronic version submitted via email to jomecmadis8@cardiff.ac.uk - this is for online archiving purposes.

3/ a completed 'Notice of Submission' form - this form along with guidance notes can be found on the University 
website at: http://www.cf.ac.uk/regis/sfs/postgrad/taught/dis/index.html

The deadline for the submission of your dissertation is Friday, 31 August 2012.

A programme specific dissertation handbook will be circulated to all students following the residential research 
trip during the Autumn semester.

E x ten u atin g  circu m stan ces -  please see Appendix Six 

E xten sio n  to subm ission deadlines - C oursew ork

Students may request an extension to an assignment by completing a Extenuating Circumstances/Extension 
Request Pro-forma, before the deadline date. A copy of this form can be obtained from the Admin Office.

Such requests should be supported, where necessary, by the provision of medical evidence. Only in very special 
circumstances (e.g. sudden illness or other compassionate grounds) will students be granted an extension to their 
deadline if it is requested by telephone or after the deadline date. On these rare occasions such information must 
be provided within two weeks of the expired deadline.

E xten sio n  to subm ission deadline - D issertation

Students who require extra time to complete their dissertation are not automatically entitled to an extension. 
They must write to the Chair of the Board of Studies prior to the date of submission explaining why the extension 
is required.

Extensions are only g ran ted  on the following grounds:

ILL HEALTH 

PARENTAL LEAVE 

COMPASSIONATE GROUNDS

UNAVOIDABLE PRACTICAL/LOGISTICAL DIFFICULTIES 

EXCEPTIONAL PROFESSIONAL COMMITMENTS

A pproval is not alw ays given so you should ensure th a t you allow sufficient tim e for your req u est to be 
considered

You will also require the support of your Dissertation supervisor and Course Director and you should discuss your 
request with them prior to making your application.

Further information can be found at the following link : http://www.cardiff.ac.uk/regis/sfs/postgrad/

F eed b ack  on assessed  w ork

The School’s target is to return assessed coursework within a period of six weeks (excluding recess periods) from 
the submission date. If, for some reason, this is not possible, your tutor will give you an explanation of why this is 
the case and will then give you a revised return date.
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In addition to receiving the marked coursework, each submission will be accompanied by a coursework assessment 
form containing detailed comments relating to the work in addition to the mark. Work will either by returned in 
class or via your student folder.

All coursework and dissertation marks released to students are PROVISIONAL until confirmed or changed by the 
external examination boards held in July/December. It is very important that students realise that their marks 
may be INCREASED OR D ECREASED  at the external examination boards. In particular, please note that it is 
possible for a pass mark to be reduced to a fail mark and for a fail mark to be raised to a pass mark. Similarly, 
marks may be reduced or raised across class boundaries or the pass/distinction boundary.

*****F in al R esults are  confirm ed form ally by R egistry  in w riting  to all students.*****

Anonym ous m arking

To ensure that assessment procedures do not (unintentionally) disadvantage certain groups, all coursework 
assignments (where possible) in the School are marked by a unique candidate number, which is recorded on your 
student wallet. You should therefore not record your name on the coursework assignment or assignment cover- 
sheet unless advised by the Tutor to do so.

Second m arking

Each piece of assessed coursework will be marked in the first instance by the relevant Module Tutor. A sample of 
work will then be second-marked by a designated member of academic staff and an External Examiner, who will 
then moderate all marks across the module.

C o u rs e w o r k  a n d  D is s e r ta t io n  w o r k

IMPORTANT NOTE RELATING TO PRESENTATION OF WORK

Students are reminded that the standard of presentation of their work is very important, and that poorly presented 
work may be failed. In particular, all written work must, as a minimum, be legible, checked for spelling and 
grammatical errors and appropriately referenced. Poor syntax, spelling, grammar and referencing, and the use of 
racist or sexist language or slang, will be penalised by loss of marks. However, appropriate consideration will be 
given to the work of students who suffer from dyslexia or similar disabilities.

Study Skills -  P lease see Appendix Five

U nfair p ra ctice  and the avoidance of p lagiarism

Plagiarism is one of the most serious of all academic and professional offences and it frequently involves a failure 
to reference, or to quote, accurately and fully.

When Copyright Law was developed in the nineteenth century it recognised that people’s written or spoken words 
constituted a form of property. To use those words, without attribution or acknowledgement, is in legal terms a 
crime similar to stealing. The university calls this crime ‘unfair practice’ and requires that departments report 
instances of it for disciplinary action.

Candidates found guilty of plagiarism, that is, submitting another person’s words or work as their own, will be 
severely penalised. Plagiarism can take the form of un-attributed quotations, either direct or indirect, or the 
copying of another student’s work. Plagiarised work may receive no marks at all and in some cases students may 
be asked to leave the university. Learning how to use quotation properly in academic writing is therefore very 
important.

The JIS C  T urnitin  P lag iarism  D etection  Service

The Cardiff School of Journalism, Media and Cultural Studies utilise the JISC Turnitin Plagiarism Detection 
Service.

This service provides an online plagiarism detection service that can help identify cases of unfair practice in 
written work. Submitted assignments are checked against its database of previously submitted papers and 
millions of web pages, highlighting found matches and returning a colour-coded 'originality report'.

P le a s e  a ls o  see th e  S tu d e n t  G u id e  to  U n f a i r  P r a c t ic e  a n d  A c a d e m ic  I n t e g r i t y  
w h ic h  c a n  be  fo u n d  in  A p p e n d ix  T h re e  a t  th e  b a c k  o f  t h is  H a n d b o o k
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SECTION FOUR - ACADEMIC PROGRESS REGULATIONS

P rogram m e Schem e R egulations

1 GENERAL
These regulations shall be read in conjunction with and conform to the Senate Regulations for Taught
Postgraduate Programmes of Study — Modular Programmes.

2 EN TRY REQUIREM EN TS
2.1 Candidates must satisfy the requirements of the Cardiff University General Entrance 

Requirement and, in addition .should possess a UK higher education degree, or a non-UK 
qualification recognised by the University as being equivalent to this, of at least lower second 
class honours [2:2] standard.

2.2 At the discretion of the Board of Studies, applicants who do not meet these criteria may be 
considered provided they have a minimum of five years experience in a position of responsibility 
relevant to the proposed course of study.

2.3 All applicants whose first language is not English must have a British Council lELTS score of at 
least 7.0, or equivalent, to be considered for admission. Plowever, a score of 6.5 will be considered 
provided that the student attends and successfully completes an eight-week pre-sessional summer 
school in English. This requirement may be waived if the applicant can furnish sufficient 
evidence that they are suitably proficient in the use of English. Such evidence will normally be 
taken to demonstrate the continuous everyday use of English (i.e. the use of English in education 
and work/home).

3 STRUCTURE OF THE PROGRAMME
The programme has 3 academic stages, leading to the award of:
3.1 Postgraduate Certificate

The stage/programme shall extend for 1 semester (full-time students) and consist of 3 modules (at 
least to the value of 60 credits), of which all shall be at Level 3 and/or 4.

3.2 Postgraduate Diploma
The stage/programme shall extend for 2 semesters (full-time students) and consist of 6 modules 
(at least to the value of 120 credits), of which all shall be at Level 3 and/or 4.

3.3 Masters Degree
The programme shall extend for 1 calendar year (full-time students), and consist of modules (at 
least to the value of 180 credits), which shall include a dissertation of 60 credits at Level M, and of 
which all modules shall be at Levels 3 and/or 4.

4 PROGRAMME OF STUDY
The Programme of Study shall comprise the modules detailed in the relevant Module Timetable which
shall be deemed to form part of these regulations.

5 ASSESSM ENT
5.1 Assessment shall be conducted in accordance with the Cardiff University Senate Assessment

Regulations for Taught Programmes of Study.

5.2 The method of assessment for each module shall be determined by the School Board upon the 
recommendation of the Board of Studies and shall be specified in the Module Description.

6 PROGRESSION
6 .1 Postgraduate Certificate

6.1.1 At the end of the programme/stage, the Examining Board shall consider the 
progress of each student in each module pursued during the programme/stage in 
accordance with Senate Regulations and shall determine whether he/she:

(i) has obtained a minimum of 60 credits at Level 3 or higher and shall be eligible
for the award of Postgraduate Certificate.

And/Or
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(ii) has obtained a minimum of 60 credits at Level 3 or higher and shall be 
permitted to proceed to the next academic stage of the programme;

And/Or

(iii) has not obtained sufficient credits to proceed to the next academic stage of the 
programme but has obtained a minimum of 40 credits and shall be permitted 
one attempt to retrieve one or more failed module assessments at the next resit 
examination period, or with or without attendance on the module (s) during the 
following session or calendar year;

And/Or

(iv) Is not eligible to proceed to the next academic stage of the programme and is 
required to withdraw from the programme of study.

6.1.2 Where a student is permitted to attempt to retrieve one or more failed module 
assessments, the Examining Board shall consider the performance of each student in 
these assessments in accordance with Senate Regulations for Postgraduate Taught 
Programmes of Study — Modular Programmes and shall determine the status of the 
student in accordance with 7.1.1 (i), (ii) and (iv) above.

6.2 Postgraduate Diploma
6.2.1 At the end of the programme/stage, the Examining Board shall consider the progress of 

each student in each module pursued during the programme/stage in accordance with 
Senate Regulations and shall determine whether he/she:

(i) Has obtained a minimum of 120 credits at Level 3 or higher and shall be eligible 
for the award of Postgraduate Diploma

And/Or

(ii) Has obtained a minimum of 120 credits at Level 3 or higher and shall be 
permitted to proceed to the next academic stage of the programme.

And/Or

(iii) Has not obtained sufficient credits to proceed to the next academic stage of the 
programme but has obtained a minimum of 100 credits and shall be permitted 
one attempt to retrieve one or more failed module assessments at the next resit 
examination period, or with or without attendance on the module (s) during the 
following session or calendar year.

And/Or

(iv) Is not eligible to proceed to the next academic stage of the programme and shall 
be required to withdraw from the programme.

6.2.2 Where a student is permitted to attempt to retrieve one or more failed module 
assessments prior to the commencement of the next academic stage, the Examining 
Board shall consider the performance of each student in these assessments in accordance 
with Senate Regulations for Modular Programmes of Study and shall determine the 
status of the student in accordance with 7.2.1 (i), (ii) and (iv) above.

6.3 Students who satisfy the requirements as stated in paragraph 7.2.1 (ii) above, shall be eligible either 
to proceed to the dissertation stage of the programme or to retrieve the award of Cardiff University 
Postgraduate Diploma.

DISSERTATION
7.1 A student’s dissertation, which shall normally be of not more than 20,000 words and supported by 

such other material as may be considered appropriate to the subject, shall embody the results of
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his/her period of project work. The subject of each student’s dissertation shall be approved by the 
Chair of the Board of Studies concerned or his/her nominee.

7.2 The dissertation shall be assigned 60 credits and shall be weighted one third for the purpose of 
calculating the final award.

7.3 A candidate for the degree of Master who fails to submit a Dissertation within the deadline 
specified, and the submission deadline has not been extended by the University in accordance 
with Senate Regulations for Taught Postgraduate Master's Degrees — Dissertation Submission, 
shall be regarded as having failed the assessment of the Dissertation by non-submission and shall 
be awarded a mark of zero.

Where the student has not been required to withdraw from the Programme of Study by the 
Programme Examining Board or Composite Examining Board, the student is permitted to re
present his/her Dissertation on one occasion only, upon payment of a re-submission fee:

(i) in cases where the Dissertation failed to satisfy the Examiners, not more than six 
months from the date of the official communication of the result to the candidate;

(ii) in cases where the Dissertation failed by non-submission, not more than six 
months from the original submission deadline.

AWARD OF QUALIFICATION
8.1 In order to be considered for an award, a student shall be required to have satisfied the criteria 

detailed in Senate Regulations for Postgraduate Taught Programmes of Study — Modular 
Programmes.

8.2 The Award of the qualification with distinction shall be determined by the final Examining Board in 
accordance with the Senate Regulations for Postgraduate Taught Programmes of Study — Modular 
Programmes.

8.3 The Award of the qualification shall be determined in accordance with the procedures described in 
Senate Regulations for Postgraduate Taught Programmes of Study — Modular Programmes and 
shall be based upon the performance of each student in the modules specified in the Module 
Timetable.

8.4

8.5

For the purpose of the calculation of Distinction, modules shall be weighted in accordance with 
their credit ratings as shown in the Module Timetable.

A student who fails to qualify for the award shall be dealt with in accordance with Senate 
Regulations for Modular Postgraduate Programmes of Study.
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E xam inin g  B o ard  Conventions

These are in accordance with the Regulations for the assessment of modular taught Postgraduate Schemes of
Study

Students should note the following conventions in particular: -

1. An Examining Board will meet at the end of each stage of the degree to consider progression of 
students. (See Programme Regulations).

2. The pass mark in each module is 50%.

3. To achieve a pass mark in a module, a student must have submitted all elements of assessment, and 
achieved an overall combined weighted average mark of at least 50%.

4. Students shall be permitted to be re-assessed once only in the failed Module(s).

5. A student who is permitted to be re-assessed in any form of Coursework Assessment shall, at the 
discretion of the Examining Board be permitted either to re-submit modified versions of his/her 
original work, or to submit for assessment a new work on different topics from those which originally 
failed to satisfy the Examiners.

6 . A student who passes a module in which he/she has previously failed shall be credited with no 
greater than the pass mark i.e. 50%.

7. A student who has failed one or more Modules on two occasions shall be required to withdraw from 
the Programme of Study.

8 . An Examining Board has the discretion to modify a student's mark in one or more Modules in any 
stage of a student's Programme of Study

9. The Board may, at its discretion, award a student Credit in no more than more than one failed 
module per semester, where the mark obtained in each Module is not less than 48%. In such 
circumstances, the mark agreed by the Examining Board shall not be modified further.

10. A student who has been awarded credit in a module shall not be permitted to be reassessed in that 
module with a view to improving his/her mark.

11. All marks are rounded up or down to the nearest whole number (62.3% = 62%; 62.8% = 63%)

12. Part 1 [Coursework Element] = 120 credits and Part 11 [Dissertation Element] = 60 Credits, are
weighted at 2:1.

13. To be eligible for the award of Distinction a student must have satisfied the requirements of the 
award and achieved an overall average of not less than 70%.

14. A student who fails at any Stage of the Programme of Study shall not be eligible for the award of the 
mark of Distinction in that Stage or any subsequent Stage of the Programme of Study.

15. A student shall report in writing any extenuating circumstances which may have an effect on his/her
performance in any class test or in-course assessment to the Chair of his/her Programme or Subject 
Examining Board as soon as the circumstances arise, and where possible, before the element of 
assessment is due to be submitted. The report shall be supported by documentary evidence. All
extenuating circumstances presented to the Board are considered on an individual basis and taken
into account before decisions made on the award of Distinction, Pass or Fail.
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16. Criteria for Sampling

Part I [Coursework Element]

• A sample consisting of all assignments which are: (i) within the failure band, and (ii) at least 
25% of all assignments, with an example from each mark band (i.e. between 50% and 100%). 
Or a minimum of 10 assignments must be moderated by an internal second marker and sent 
to the External Examiner prior to the Part 1 Examining Board.

Part 11 [Dissertation Element]

• The Dissertation of each candidate for the degree of Master shall be assessed by at least two 
internal members of the Examining Board.

• At least 10% of Dissertations, or a minimum of 10 (whichever is the higher figure) must be 
seen by the External Examiner(s). Where the total number is less than 10, all Dissertations 
must be seen by the External Examiner(s). Dissertations seen by External Examiners should 
include all failed work, plus examples from across the whole range of achievement.

17. Criteria-based Marking Schemes are available upon request.

18. All Part 1 Coursework assignments (where possible) shall be marked by student number. Where 
marking by number applies, student identities shall not be normally revealed until an internal mark 
has been determined for submission to the Examining Board.
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M arking Guidelines

The following guidelines have been adopted for use in marking coursework and project-work in the school.

These guidelines are intended to assist members of staff in working towards a common standard and to assist 
students in understanding what their marks mean, ideally so that they can improve their performance. The 
guidelines cannot cover all circumstances and may not always be rigidly adhered to.

For all taught course dissertations, more detailed guidelines apply. These will be included in the dissertation 
handbook issued to students during the year.

P a r t  I [Coursew ork Elem ent] -  A cadem ic A ssessm ent C riteria

70-100%

Superior demonstration in all aspects of the research, planning and presentation

The student demonstrates an ability to use material in order to develop his/her own arguments. The structure of 
the essay is logical and coherent. Research shows an excellent range and depth of material covered. The student 
shows an excellent grasp of concepts and arguments. Arguments are substantiated with appropriate supporting 
material and evidence. Sources are used critically and are well synthesised. The work demonstrates original 
thought and analysis.

65-69%

Above average performance achieving excellence in some areas.

The student has presented a logical and coherent piece of work, drawing on relevant literature and secondary data. 
Research has been extensive and purposeful with sources acknowledged consistently. The material is used 
critically and the work is well written

60-64%

Good performance overall. The student has clearly done the associated readings and has demonstrated a general 
understanding of the subject. The student has made a good effort to present her/his own arguments, though 
further development would add depth. More independent thought required though published works are 
acknowledged systematically.

55-59%

Fair performance overall. Some understanding of the subject is demonstrated. There is an indication that the 
student has done some associated reading, but insufficient to answer the questions adequately. A greater 
demonstration of independent thought is required in order to develop the student's own arguments. There is too 
much reliance on sources that are not adequately acknowledged.

50-54%

Poor performance in most areas.

Minimal understanding of the subject is demonstrated. There is very little evidence that the student has 
undertaken associated reading, and as a result does not answer the assignment question adequately. Little or no 
independent thought is demonstrated, and if arguments are put forward, they are not the student's. Minimal use 
of outside sources, with little or no acknowledgement of various ideas and facts presented.

0-49%

Unsatisfactory Performance. Major improvement is needed in all areas. Please seek assistance immediately from 
your course tutor.

P a r t  I [Coursew ork Elem ent] -  P ractice -b ased  A ssessm ent C riteria

0 - 2 9

Marks within this band reflect work that is unusable for publication or broadcast. This may mean one or more of 
the following:

it has failed to satisfy the brief (including deadline requirements); 

it is extremely poor in execution and structure;

it contains errors in spelling and grammar which render some content incomprehensible; 

it shows little evidence of appropriate research or the use of appropriate sources/resources; 

it is technically inept; 

it is legally unsafe.
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3 0 - 4 9

Marks within this band reflect work that is unusable for publication or broadcast without significant additional 
material and further reworking by its creator. This may mean one or more of the following:

it has failed to satisfy the brief (including deadline requirements);

it is poor in execution and structure;

it contains numerous errors in spelling and grammar which hinder comprehension; 

it shows insufficient evidence of appropriate research or the use of appropriate sources/resources; 

it is technically weak.

5 0 - 5 9

This band recognises work which is basically satisfactory but would require considerable editing or rewriting to 
reach usable (published or broadcast) quality. This means:

the brief has been interpreted appropriately;

the structure requires attention to make the work flow more logically or naturally; 

spelling and grammar require some attention; 

the piece may need further research;

the piece may require input from more or better sources; 

there is evidence of basic technical competence.

6 0 - 6 9

This band recognises work which would need moderate revision or subediting before being usable. This means it is: 

well sourced; 

soundly structured;

largely free from spelling or grammatical errors; 

draws on a range of appropriate sources; 

uses sources and background material appropriately; 

technically satisfactory.

7 0 - 7 9

This band recognises work of professional quality which could be used (published or broadcast) as it stands or with 
very minor alterations. This means it is:

very well structured;

extensively researched using a good range of sources; 

appropriate in style;

free from spelling or grammatical errors; 

deploys background material and quotes effectively; 

technically accomplished.

8 0 -  100

This band recognises work of exceptional professional quality which would be used (published or broadcast) 
enthusiastically. This means it is:

innovative in content and/or execution;

extremely well structured;

extensively researched using a good range of sources; 

appropriate in style;

free from spelling or grammatical errors; 

deploys background material and quotes powerfully; 

technically expert.
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SECTION FIV E -  GUIDANCE AND PO LICY  
JO M EC  policy on social netw orking sites
It is not the School’s policy to monitor posting on social networking websites. However, many of these sites are 
public spaces — like notice-boards — and need to be recognised as such. Their public nature means that staff and 
students at the School are sometimes made aware of postings that may be abusive or constitute bullying or 
harassment. In these cases, the School will observe the following University guidelines on student behaviour:

1 .3 .2  A  s tu d e n t s h a l l  n o t behave  in  a  m a n n e r  in c o n s is te n t w i th  the  p ro p e r  fu n c t io n in g  o f  the  U n iv e rs ity  a n d  
s h a ll n o t engage in  c o n d u c t w h ic h  m a y  in v o lv e  a n  offence a g a in s t  a  p e rs o n ; cause a  n u is a n c e  (e.g. in te rfe re n ce  
w ith  a n o th e r  p e rs o n 's  re a so n a b le  e n jo y m e n t o f  h is /h e r  o w n  p ro p e r ty  o r  o f  a  p u b l ic  p la c e  w h e re  h e /s h e  is  
e n t it le d  to be); da m ag e , deface, m is a p p ro p r ia te  o r  m isu se  a n y  p ro p e r ty  in c lu d in g  p ro p e r ty  o f  the  U n iv e rs ity  
a n d  the  S tu d e n ts ' U n io n ;  o r  o th e rw is e  behave in  a  m a n n e r  l ik e ly  to b r in g  the  U n iv e rs ity  in to  d is re p u te  o r  
l ik e ly  to cause o ffence to o thers.

1 .3 .4  A  s tu d e n t s h a l l  n o t engage in  a n y  fo rm  o f  h a ra s s m e n t to w a rd s  o th e r s tu d e n ts  o r  m em b ers  o f  the  
U n iv e rs ity 's  s ta ff. I n  th is  con text, h a ra s s m e n t m a y  in c lu d e  a  s tu d e n t e n g a g in g  in  one o r  m o re  o f  the  types o f  
c o n d u c t s p e c ifie d  in  1 .3 .2  above. H a ra s s m e n t cons is ts  o f  b e h a v io u r  to w a rd s  a n o th e r  w h ic h  causes, o r  w h ic h  
m ig h t  re a s o n a b ly  be expected to cause, s u f f ic ie n t  d is tre s s  o r  a n n o y a n c e  to d is r u p t  s e r io u s ly  the  w o rk  o r  
s u b s ta n t ia l ly  to red uce  the  q u a l i t y  o f  l i fe  o f  th a t  o th e r, by su ch  m eans as b u lly in g ,  v e rb a lly  o r  p h y s ic a lly  
a b u s in g , i l l - t r e a t in g  o r  o th e rw is e  c re a t in g  o r  m a in ta in in g  a  h o s t ile  e n v iro n m e n t fo r  th a t  o th e r.

The School sees these guidelines as equally applicable to both students and staff. Disciplinary action can be taken 
by the School if postings are deemed to be in breach of these guidelines.

Cases should be brought to the attention of Course Directors, who will act in consultation with the Head of School. 

Student Com plaints P ro ced u re

Students who have concerns regarding their a c a d e m ic  s tu d ie s ,  which have not been resolved through the normal 
communication channels, that is. Module Tutor and Course Director, should refer to the Head of School.

Students who have concerns regarding the a d m in i s t r a t i o n  o f  t h e i r  d e g re e ,  which have not been resolved 
through the normal communication channels, that is, JOMEC Administration office or Course Director, should 
refer to the School Manager.

Cardiff University is committed to providing you with high quality educational opportunities supported by a high 
quality learning environment. You are encouraged to take responsibility for communicating your needs and 
seeking support within the University. If you feel that an aspect of your experience at Cardiff University gives 
grounds for complaint, and your complaint has not been resolved, the University's Student Advisory Service and/or 
the Students Union can assist and advise you.

Please also refer to the Academic Regulations Handbook for more details.

A ttendance and C ontribution

Throughout the programme students are expected to attend all lectures and classes and to contribute on a regular 
basis to group project work. Students are expected to be in residence in Cardiff from enrolment until 31st August 
2012 except for the Christmas and Easter vacations and any period of absence authorised by their dissertation 
supervisor for the purpose of collecting data for their dissertation.

Attendance registers will be taken on an ad-hoc basis and unsatisfactory attendance may result in disciplinary 
action which may include the initiation of exclusion procedures. In addition, where a student’s performance is 
found to be marginal at the meeting of the Board of Examiners, poor attendance may be taken into consideration.
If you are going to miss a seminar or lecture you must make every effort to inform the tutor in advance, either by 
sending a written message or by telephoning the tutor or Admin office.

Absence

If you are ill and are unable to attend a lecture or seminar you must inform the JOMEC Admin Office so that the 
information may be passed on to the module tutor. If you are ill for more than three days it is a good idea to 
produce a medical certificate for your file. This should be handed to the JOMEC Admin Office.

If you are unable to produce a medical certificate because your illness has not been serious enough to visit the 
doctor, we would advise that you send a letter to the School explaining your absence. Again this should be 
submitted to the JOMEC Admin Office who will place it on file.
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In terru p tion  of Study

For absences longer that ten days, the Board of Studies will consider granting students, who are pursuing taught 
postgraduate schemes, an interruption to their study on any one of the following grounds:

(i) ill health,

(ii) pregnancy,

(ill) election to a sabbatical post in the Students’ Union,

(iv) work experience relevant to the scheme of study,

(v) study abroad,

(vi) compassionate grounds concerning personal, domestic or family circumstances,

(vii) financial hardship.

Full details of the University regulations in respect of Interruption of Study can be found at the following link, 
http:.//www.cardiffac.uk/regis/sfs./records/IQS./IOS.html Applications for Interruption of Study can be made via 
SIMS on-line.

W ithdraw al from  U niversity

Flaving discussed the possibility of withdrawal with your School and the Student Advisory Service and decided to 
withdraw permanently from the University, you must notify Registry of your intention. You may do this by 
completing sections A and D of the 'Notification of Withdrawal'. The form is available from the JOMEC School 
Admin Office. Alternatively you may download a copy of the form at 
http://www.c:fac.uk/regis/s:fs/records/with,'index.html

Special P rovision  for A ssessm ent

If you have a disability, including dyslexia, we would like to be made aware of this as it may be possible to make 
special provision for you to help you in your work. The Disability and Dyslexia Service (DDS) is located in the 
Student Support Centre at 50 Park Place; you can find out more about the facilities available at: 
http: .//www. cf. ac. uk/dvslx./

A cad em ic/P erson al R ecords

The personal and academic data you confirmed at enrolment are stored on the University’s Student Information 
Management System (SIMS). If there are any changes to your personal data (e.g. contact address or emergency 
contact details) you must login to SIMS online and complete the amendments. Failure to keep the University 
advised of changes to your personal data can cause you serious problems.

Registry will contact you in October and again in February, to confirm the modules held on your record. If 
anything is wrong, you must tell Registry immediately.

Change of Module

Students who wish to request a change of module (Spring Semester optional modules only) should request the 
change on-line through a task at Sims.cfac.uk. The request, which requires the approval of the Course Director, 
will also be accepted or declined through SIMS on-line.

Senate Regulations prescribe time limits in which students are permitted to change their academic record and 
JOMEC students may change (with School approval) their modules during the first tw o teaching weeks of the 
Spring Semester.

V erification  & appeals p roced u re

The University’s Verification & Appeals Procedure applies to all students submitting a request for verification who 
wish to appeal against the decision of an Examining Board. The Verification and Appeal Form can be downloaded 
from the University website at: http://www.cardiff.ac.uk/regis/sfs/exams/verification/index.html

Appeals will not be accepted in any other format and have to arrive no later than fourteen days from the date of 
the Academic Registry letter notifying the student of their result.
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SECTION SIX -  COMMUNICATION AND INFORMATION  

Communication
The MA Admin Office is based in the Room 0.03 of the Bute Building and is staffed by : 

• C arol D avies : Tel

Huw Thom as : Tel

O pening hours are  betw een 10am  and 4.30pm , M onday to Frid ay .

We will contact you by a number of means — by email to your Cardiff email address, via your pigeonhole or by 
posting notices on your notice board.

We can n o t stress enough how im p ortan t it is to ch eck  for m essages a t reg u lar intervals.

It is your responsibility to ensure that the School has your correct and most up-to-date personal and academic 
details available to them in your SIMS student record. Please ensure that you update your SIMS record with all 
changes as soon as they happen.

IMPORTANT : If you change your address or mobile telephone number during your studies you must inform the 
JOMEC Admin Office immediately to maintain contact, making sure that you amend your SIMS record at the 
same time.

Em ail

All new students are allocated a Cardiff University email address during the enrolment period. This will enable 
you to access the web where you will locate information and services available to all students at Cardiff University.

The email system is the primary method of relaying important course and School information to students. It is 
therefore imperative that students receive and read such emails.

All students of the U niversity  while studying a t C ardiff should log into th eir C ardiff U niversity  em ail 
m ailbox daily.

Text-M essaging Service

The School provides a text messaging service for students on the MA programmes, in order to send out key course 
information. Please make sure that you inform the JOMEC Admin Office and update your contact details in SIMS 
when you change your mobile telephone number.

N otice-boards

MA Notice-boards are located along the right-hand lower corridor of the Bute Building.

Pigeonholes

MA student pigeonholes are located along the right-hand lower corridor of the Bute Building. They are arranged 
in alphabetical order and any incoming mail for students will be placed in the in a personal folder in the respective 
pigeonhole, as will all communications from lecturers and tutors and correspondence from the libraries, 
administration, finance etc.

Material will be placed in the pigeonholes according to the first letter of the final part of the name under which the 
student is registered.

It is important that students check these pigeonholes daily and remove material addressed to them as soon as 
possible. P lease rem ove the co n ten ts and not the folder.

The correct postal address to be used is as follows: Cardiff School of Journalism, Media and Cultural Studies, 
Cardiff University, Bute Building, King Edward VII Avenue, Cardiff, CFIO 3NB.

Incoming mail for students received by the School will be placed in the appropriate pigeonhole. However, it is 
recommended that personal mail be sent to students’ local or home addresses. The School accepts no responsibility 
for the safekeeping or disposal of any such communication received for students.

R eferences and Student C ertification

During your studies you may need letters certifying attendance at the School and pursuance of courses. These are 
often requested by sponsors, employers, immigration or other agencies. In order to request a letter confirming 
your student status, you will need to complete the Proof of Enrolment Letters pro-forma, which can be obtained 
from the JOMEC Admin office.

NB: These le tte rs  will norm ally be read y  w ithin th ree  w orking days of being requested.

Most employers expect students to use their tutors as referees. We would ask, however, that you contact us in the 
first instance to let us know if we may expect a reference request from a company so we can ensure that we have 
all your relevant details available.

It is normal to ask your Personal Tutor to act as a referee, but if you prefer you may like to approach tutors who
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have acted as seminar leader or dissertation supervisor as they will have more experience of your character and 
academic ability.

Employers assume you are intelligent and literate; they nearly always want to know if you are reliable, self- 
motivated, able to take on board new ideas, good with people, able to manage your time well and capable of dealing 
with problems. Seminars/workshops are places where you can develop these skills, so do make every effort to 
contribute to the sessions and thereby get the most out of your course.

IN F O R M A T IO N

C o m p le t io n  o f  y o u r  M A  p r o g ra m m e  a n d  G r a d u a t io n

MA Exam inin g  B o ard s -  Ju ly  and D ecem ber

For our Masters degrees. Examining Boards are convened three times in each year. The July MA Examining 
Board is the formal meeting at which all marks awarded for Part 1 Coursework are confirmed and where successful 
students are progressed from Part 1 to Part 11. Students, who are unsuccessful in any modules, are permitted one 
attempt to retrieve their failure and an MA (Resit) Examining Board is convened at the end of August.

The December MA Examining Board is the formal meeting at which all marks awarded for Dissertations are 
confirmed, where Final Award decisions are made and successful students are recommended to the Awards and 
Progress Committee for the Masters award.

The School also schedules an internal Academic Progress Board following the autumn semester, to discuss the 
progress of all MA students and review their autumn semester module marks. Following this Board students are 
encouraged to contact their Personal tutor to discuss their academic progress.

A w ards and P ro g ress Com m ittee

Students can only be considered by the Awards and Progress Committee if they have been recommended for an 
award by an Examining Board and if they have fulfilled all financial obligations to the University. To receive your 
Certificate from Cardiff University and attend Graduation you will need to have your Award conferred by the 
University’s Awards and Progress Committee. The dates of the Awards and Progress Committees and further 
information can be found at this link :
bttpi.Cwww.cardiff ac.uk/graduationold/graduands/awardcoin mittee/iiKlex.html 

A cadem ic T ran scrip ts

Confirmed results and Examining Board decisions will be communicated to students in writing shortly after the 
meeting of the Board by Academic Registry. It is the University’s policy to only disclose marks to students by 
means of an academic transcript.

D egree C ertificates

Your official degree certificate together with a full transcript will be sent out to your home address by Academic 
Registry, approximately six to eight weeks from the date of the University’s Awards and Progress Committee. 
Please ensure that your correct home address is showing in your SIMS record prior to the issue of certificates and 
transcripts. Failure to do so may result in your certificates and transcripts being unduly delayed.

Cerem ony and tick ets

Cardiff University holds several graduation ceremonies each year, marking an annual highlight in the University's 
calendar. All ceremonies are held in St David's Hall, The Hayes, Cardiff The graduation ceremony for 2011-2012 
students will be held in July 2013. Tickets for the ceremony are not normally issued until the week before the 
ceremony takes place. Please note however that if you have an overseas home address, your tickets will be held at 
St David's Hall for you to collect on the day of your ceremony.

For all enquiries related to the Graduation Ceremony and tickets please contact the Graduation office at 
graduation@cardiffac.uk

C elebrations

Pre-graduation celebrations will take place for your programme at the Bute Building, prior to the graduation 
ceremony and further information will be sent to you nearer the time.
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SECTION SEVEN  : H E L P F U L  P E O P L E  AND OTHER SU PPO RT SERV ICES  

English Language P rogram m e lE L P )

Cardiff University’s ELP team provides English support and academic skills training for students whose first 
language is not English.

In the academic year 2011-2012, Matt Nicholls, Karley Burden, Emma Alaszewski and David Harries will be the 
ELP representatives in the Bute Building. Students will have the benefit of their teaching and assessment skills 
throughout the academic year.

During enrolment week, ELP will test students to assess their English language needs. All International and EU  
students, whose first language is not English, are required to sit this test. Please refer to the enrolment timetable 
for more information.

The ELP programme of support for postgraduate students within JOMEC will be based on these assessments and 
fully integrated into the teaching programme of the Masters degrees. ELP teachers will be in regular consultation 
with the MA Course Director and tutors with respect to students’ English needs. They will recommend attendance 
at tutorials and classes as they think appropriate.

If, during the induction week, you are assessed as needing additional support, you must attend whatever 
additional classes are recommended. This is a compulsory part of the MA programme and is designed to help and 
support you.

Regular assessment of your progress will be discussed with your MA Course Director and recorded on your file. 
Failure to take advantage of this resource, if you are assessed as needing it, will affect your course results. More 
importantly, attending ELP classes will help you to make the most of your year in JOMEC and improve your 
performance in assignments. E L P  support is cen tra l to the teach in g  and learn in g  p rogram m es offered to 
the MAs. It is designed to make sure you have the maximum help possible and that you achieve maximum success 
in your Masters Degree. P lease do not fail to take ad vantage of it.

P erso n al T utor
Staff play a major role in the academic development and pastoral care of students. The School’s Personal Tutor 
System is a vital part of the support given to students. On an individual level, at the start of the year, each student 
is allocated a member of the teaching staff who becomes the student's Personal Tutor.

Personal tutors are able to advise on a variety of issues in a confidential and informal manner. They aim to help 
you overcome the problem, however big or small, as quickly as possible. Personal tutors have three main roles:

• Academic — to help monitor your academic progress throughout your course.

• Pastoral — to help you with more personal problems. In some circumstances you may be referred to one of 
the University agencies for specialist help.

• Advocate — to inform the examining boards and appeal panels of any circumstances that may have 
affected your performance. Normally, it will be your personal tutor who will supply references to 
prospective employers.

You are required to meet your personal tutor regularly on a one-to-one basis at least twice per academic session. 
This forms part of the overall mentoring system operated by the School, and enables staff to monitor and follow the 
progress of each student in much greater detail. When you receive an invitation for this meeting, you must attend. 
You are able to make appointments to see your Personal tutor at any other time of the year if you wish.

M eeting tu to rs

All staff operate ‘office hours’ when they are available to see students. To make an appointment, you may either 
contact the tutor directly (by telephone or e-mail) or by inserting your name on a roster posted on the tutor’s door. 
Please take advantage of these opportunities to discuss your progress with your tutors.

Module L ead er

Each of the modules has a Module Leader. Any queries you may have about the content of a particular module 
should be made to the Module Leader in the first instance. If questions cannot be resolved by the Module Leader, a 
request can be made to discuss the problem with the individual programme Course Director.

D issertation  Supervisor

Individual dissertation supervisors will be allocated following the residential Research trip in the Autumn 
semester. You will develop your research skills through the core modules and through regular meetings with your 
dissertation supervisor.

Between November and the end of July, students will meet their supervisor as a group or individually as required. 
Students are entitled to one hour of supervision for their dissertation every three weeks. In practice some tutors 
provide more than this if they feel able to do so, however this is a matter for the supervisor and supervisee to
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agree. Staff are also usually available between these scheduled meetings for ‘drop-in’ sessions.

Supervisory sessions close at the end of July to allow students to build on their work through a period of sustained 
research, reflection and writing-up. During this period, it is the students responsibility to use the feedback they 
will have had prior to that date to put together the final draft dissertation.

It is essential th a t all students see th eir su p ervisor for supervision regu larly  betw een N ovem ber and  
the end of Ju ly  as supervision will not be available following th a t period. P lease be aw are th a t an  
extension  to your subm ission deadline, if approved, will not n ecessarily  resu lt in extended  supervision  
being provided to you.

Royal L ite ra ry  Fund Fellow

The Royal Literary Fund has funded an experienced writer to work at JOMEC during the 2011/12 academic 
session. This is for all students who want to improve their style — or the structure of their work, or just help with 
organising or polishing a piece of writing. Sam  Llew ellyn is based in Room 0.32. Bring your work to him for a 
one-to-one consultation; just sign up for an appointment on his door. He will look at your work with you, discuss 
any problems you’re experiencing, and provide constructive advice. You can bring an assignment at any stage — 
even before it’s written.

SU PPO RT SERV ICES  

Student Services

Your Personal Tutor should usually be the first point of contact if you need help or advice. However, they may 
point you in the direction of the University student services which offer a range of professional advice services.

Cardiff University operates a number of services to ensure you stay fit and healthy during your studies

Registry

International Development Division 

University Graduate College 

Careers Service 

Residences Office 

Graduate Centre 

The Student’s Union 

Graphics Services 

Unistaff Job Shop 

Alumni Office 

R egistry

2nd F lo o r, M ackenzie H ouse, 30-36 N ew port Road, Cardiff, C F24 ODE 

Email:^ '  ̂ ’

Pboit

Please contact Registry for general queries including how to obtain Council Tax certificates, transcripts, proof of 
Student Status letters etc

In tern ation al D evelopm ent Division

The University’s International Development Division provides all the information and support necessary to help 
ease the transition to life as a student at Cardiff and details of the Study Abroad Office can be found at the 
following link:

http://www.cardiffac.uk/for/prospective/inter/studyabroad/studentsupport/student-support-study-abroad-inter.html 

U niversity  G raduate College
60 P a rk  P lace  02920 879408 : Em ail ugc@ cf.ac.uk  Web: bttn ://w w w .cardiff.ac.uk/ugc/index.btm l
The University Graduate College brings together the work of four previous, discipline- based Graduate Schools and 
the postgraduate research activity of the Graduate Centre. It aims to support the work of academic Schools and 
supervisors and to enhance the experience of postgraduate research students at Cardiff University.

All of Cardiffs postgraduate research students and their supervisors are members of the University Graduate 
College and are strongly encouraged to contribute to its development. The governance and organisational 
structures are designed to increase participation and linkages with academic Schools.
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The University Graduate College has four interlinked programme areas:

• It delivers an integrated and consolidated programme of academic-led training and development for 
postgraduate researchers through the well-established skills Programme and associated activities such as 
conferences, lectures and seminars that enable researchers to come together across the University. (See 
v/ww.Cardiff ac.uk./ugcp for more information.)

• It assures a quality experience for postgraduate researchers by developing and monitoring processes for 
their feedback and representation; communicating and monitoring implementation of the Code of Practice 
for Research Degree Programmes; enhancing systems to assist in management of research degrees; and 
enhancing support for supervisors.

• It co-ordinates work to build capacities for postgraduate research, which includes involvement in 
recruitment of postgraduate researchers; development of additional scholarships; enhancing provision via 
partnerships with other universities, consortia, learned societies and industry; and

• It leads on providing world class facilities for postgraduate researchers, both physical and virtual, and 
aims to ensure that University facilities are responsive to researcher needs.

C areers Service

5-7 C orbett R oad Tel: (029) 20874828, F a x : (029) 20874229, http ://w w w .cardiff.ac.uk/carsv/index.htm l

The Careers Service gives advice on choice of career and assists in obtaining employment. Its officers provide 
individual counselling interviews and arrange career talks and discussions, as well as occasional seminars and 
courses. There is a library and information service and regular vacancy bulletins are issued. All undergraduate 
and postgraduate students are encouraged to make use of the service. Open to students as follows: 8.30am to- 
5.00pm Monday to Friday throughout the year. During term-time the Information Room is open 10.00am to 
5.00pm, but operates at reduced hours during vacation.

As well as holding many student support services, the Students’ Union is one of the biggest and best in Britain 
offering a comprehensive range of activities for both Undergraduate and Postgraduate students in Cardiff 
University. The Students’ Union in conjunction with your home department, offers a range of practical courses, 
including computing, CV writing, presentation and interview techniques. All free courses will be advertised by 
your Student Liaison Officer.

The G raduate Centre

3rd  F lo o r, Union Bldg, P a rk  P lace : Em ail: G rad-C entre@ cardiff.ac.uk . Web page: w w w .cf.ac.uk/gradc

The Graduate Centre is a dedicated facility for Cardiff s currently enrolled postgraduate students, both taught and 
research, and its staff The Graduate Centre’s web site is updated frequently and the page for New Postgraduates 
offers useful information and links to other helpful sites. There is a fortnightly email bulletin to all postgraduates 
and you’ll be added to this list automatically after enrolment. If you are not receiving this, please e-mail the Centre 
at grad-centre@cardiffac.uk.

O pening H ours and F acilities

The Graduate Centre is open Monday to Friday from 8.00 a.m. to 12.00 midnight and on Saturday and Sunday 
from 12.00 noon until 12.00 midnight. It is open throughout the year, though hours are slightly reduced in late 
summer.

Facilities include the Cafe Bar social venue, which provides a comfortable, informal environment to take a break 
and relax, watch TV, have a coffee or lunch. It can also be booked for postgraduate events. The food and bar service 
within the Cafe Bar is operated by the Students' Union and is open during term time, from Monday to Friday: 
11.00 — 2.00 pm and 5.00 pm — 11.00 pm. A range of sandwiches, snacks, hot drinks and cold alcoholic or soft 
drinks are offered. In the autumn term, the Bar is also open on Saturday evenings, 5.00 pm — 11.00 pm.

There is a computer room with 35 networked computers, as well as printing and scanning services. The five 
meeting rooms can seat from 4 to 40 people, and may be booked without charge for projects, presentations, 
conferences or seminars. Laptops and data projectors can also be borrowed for use within the room.
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The Reading Room provides space for quiet, individual study and can seat up to 33 people. There is also a lounge 
with eight computers, sofas and work tables for group study. There are vending machines for out of hours snacks in 
the foyer, as well as a microwave for student use. Details of all of these can be found on the Graduate Centre web 
pages.

Social A ctivities

The academic year begins with the Postgraduate Welcome Events fortnight, and is a great way to meet and get to 
know other postgraduates from across the university. Events include the official University Welcome to 
Postgraduates as well as networking opportunities, city tours, a pub crawl, party, quiz & pizza nights and film 
nights. For a full schedule of activities, check out the Po.stgraduate Welcome Events web page.

During the year, there are a variety of social events including quiz nights, film nights and seasonal parties. The 
Centre also organises fortnightly day trips throughout the year to attractions in England and Wales. See the Day 
Trips page for the latest destinations and departure dates.

O pportunities for Involvem ent

The Graduate Centre welcomes ideas and suggestions from postgraduate students and is keen to support 
interdisciplinary events by providing facilities and publicity.

The annually elected Students’ Union officers represent all students and the part-time Postgraduate Officer, who 
will be elected in the autumn by-elections, is a port of call for postgraduate students to discuss issues and 
suggestions of concern. Postgraduate students can put themselves forward to stand for this role in the autumn by
elections, and can also vote for their preferred candidates. You can contact Union officers via their contact 
addresses on the Students’ Union website, or visit them on third floor of the Students’ Union.

G raphics Services

The Graphics Office is part of the University’s Information Services Department and is based next to the JOMEC 
Reception. They provide a photocopying, basic ring-binding (Student Plandbooks etc) and laminating (lecture 
timetables) service. Refer to: http://www.Cardiff ac.uk/insrv,''graphicsandmedia/graphicservices/index.html

U nistaff Jo b  shop

The Mall, G round F lo o r, S tudents’ Union, P a rk  P lace : Em ail: jobshop@ cf.ac.uk

Uni-staff Job shop provides all registered Cardiff University students with a central starting point in their search 
for casual employment. It operates both as an introductory service to local employers and a recruitment agency 
providing part-time, temporary jobs within the University and with external companies. All vacancies advertised 
will pay the adult National Minimum Wage as a minimum, regardless of age. The office is open 10am to 4pm, 
Monday to Friday.

If you do opt for part-time employment, it is important to strike a sensible balance between a job and your studies. 
The University recommends that you spend no more than 15 hours a week in paid employment. If you are 
concerned that your part-time job is adversely affecting your attendance and/or academic performance, you should 
seek the advice of your personal tutor. Head of School or your College President in the Students’ Union.

Alumni

Tel: (029) 20876473, F a x : (029) 20874457, Em ail: Alum ni@cf.ac.uk

JOMEC is dedicated to ensuring its contact with former students is firmly established. This is handled through the 
University’s Alumni Office. There is a considerable network of help offered to all students entering Cardiff 
University. Your Course Administrator will either help directly or put you in touch with whatever professional 
service you need.
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SECTION E IG H T  -  H E A L T H  AND SAFETY 

H ea lthca re

U n iv e rs ity  H e a lth  Centre: Tel: 029 20874810. h ttp ://w w w .ca rd iff.a c .u k /g o /sd /h e a lth

I f  you are in  the U K  for longer than six months you are entitled to free medical health care. No fee is charged for 
going to see a doctor. A t the time of w riting, prescriptions for prescribed medication are free of charge.

Fundamental to your making the most of University life at C ardiff is tha t you m aintain good health. Your firs t 
p rio rity  when join ing the University should be to register w ith  a GP (General Practitioner). D on ’t  leave th is  u n t i l  
you  are i l l .  You can register at the halls of residence and Companies Fair during Fresher’s’ Week; or i f  you 
already have your NHS Medical Card, take i t  along to the practice of your choice. Lists of GP practices are 
available at the Health Centre, Student Advisory Service, halls of residence and Student Advice Centre. Further 
information is available from NHS—Wales Business Services Centre (Tel: 029 20402402), the Community Health 
Council, Citizen’s Advice Bureaux, main Post Offices and libraries. Registration is free.

Students on some programmes of study may be required to have specific vaccinations and immunisation. I f  you 
have any queries about this, please contact the University Health Centre. A ll new students and those returning to 
live in  a hall of residence are strongly advised to be vaccinated against M eningitis C.

A key factor in  maintaining good health is being alert to the symptoms and signs of serious illness. For example, 
in  the case of meningitis, where there is evidence of an increase in  incidence amongst university students, you 
should be particu larly  aware especially during the early part of the firs t year of study. As the onset of this disease 
is sudden and its course can be rapid, a ll students are advised to make themselves aware of the symptoms.

These are: severe headache, s tiff neck, dislike of light, fever and high temperature, aching limbs, nausea, vomiting, 
maybe diarrhoea, impaired consciousness becoming lethargic and drowsy and a rash which doesn’t  fade on 
pressure. Not all these symptoms occur together. I f  you are i l l  or concerned about yourself or a friend, contact 
your GP immediately; fa iling this, contact the Ambulance Service on 999. Prompt action saves lives.

Further im portant health care advice and information on a wide range of subjects, such as drugs and alcohol 
abuse, sexually transm itted infections and contraception can be found on the web. The contact details for a 
number of relevant external agencies are provided at the back of the Diary.

S tu d e n t S u p p o rt and D eve lopm en t D iv is io n

The Student Support and Development Division has overall responsibility for your personal welfare and is located 
next to the University Union and opposite the rear entrance of the M ain Building.

They can be contacted by telephone at 029 20874844, by email at studentsupportcentre@cardiff.ac.uk and further 
information is also available at www.cardiff.ac.uk/studentsupport

The Division also administers the Advisory Service, the Day Care Centre and the D isability  and Dyslexia Service. 

In te rn a t io n a l S tuden t A dv ice

The Student Support Centre (see above) is an essential source of information for International Students and they 
are trained to advise on Visa issues, immigration, finance, accommodation and academic queries. I f  they are 
unable to help you w ith  your query, they w ill be able to direct you to the appropriate location to obtain assistance.

S tudents  U n io n  - A dv ice  and R epresen ta tion  C entre  /ARC)

The ARC is situated on the th ird  floor of the Student’s Union building. They provide general advice and 
information on a range of issues including :

• Academic

• Consumer

• Employment

• Money and Finance

• Housing and much more........

They also provide advice, representation and support on academic issues such as :

• Appeals

• Complaints and other issues.

You are welcome to drop in  between 10am and 3pm, Monday, Tuesday, Wednesday and Friday and between 1pm 
and 3pm on Thursdays.

They can be contacted

By c a llin g  in  person to  the  A dv ice  C entre
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Counselling Service
Phone: (029) 20874966 - Email: counselling@cardiff.ac.uk
We hope tha t your time at Cardiff University w ill be happy and trouble-free. However, everyone - at some time in 
the ir lives - may run into difficulties. For every kind of problem there are trained people at hand to offer support. 
Counselling is a way of exploring and addressing some kinds of emotional or psychological issues.

The Cardiff University Counselling Service provides members of the university community w ith  an opportunity to 
examine issues which prevent them from maximising the ir fu ll potential and to explore options for change. The 
Counselling Service is confidential and available to members of the C ardiff University community free of charge. I t  
has had international recognition as a Centre for Excellence for ind ividua l and group counselling.

Nightline
148 C olum  Road: T e l 029 20223993

N ightline is a non-judgemental, confidential listening and information service run by students for students. 
Volunteers operate a telephone and personal call-in service from 8pm to Sam as many nights as possible during 
term-time. N ightline offers friendly support during those lonely hours of the night when there is nobody or 
nowhere else to tu rn  to. You can either contact N ightline via telephone or call in  at 148 Colum Road. Information 
and services are available for students, ranging from pizza delivery phone numbers and exam timetables to free 
condoms. N ightline can also refer callers on to useful services or organisations.

P ersona l Safety and S e cu rity

S e cu rity  Centre: T e l 029 20874445

The University Security Section is based in  the Security Centre in  Park Place. I t  provides a 24-hour security cover 
for the University campus and halls of residence. The Section works in  close liaison w ith  the police. Students’ 
Union and all parts of the University.

Generally Cardiff is a safe city, but as w ith  any city i t  is im portant tha t you are aware of the potential for crime 
and tha t you take your personal safety seriously. This does not mean you have to lock yourself away or be afraid to 
go out. Here are a few basic rules, which, i f  followed, should ensure your safety:

• when you go out alone te ll your friends and when you go out w ith  a group remain w ith  them and 
make your way back to your accommodation together: there is sometimes safety in  numbers.

• keep to public routes tha t are well l i t  at n ight and don’t  take risky short cuts even i f  you are in  a 
hurry;

• try  to avoid excessive use of alcohol, especially i f  you are on your own. When you are drunk, you are 
less aware and less able to protect yourself. Do not accept drinks from strangers;

• carry a personal safety alarm w ith  you: alarms are available at discounted prices from the Students’ 
Union;

• use the transport services provided from outside the Students’ Union to the halls of residence;

• i f  using a taxi, try  and pre-book a taxi using a reputable tax i firm . A lternative ly take a tax i from a 
recognised tax i rank. Be wary of bogus taxis i f  you have to hail one: they should be black and white 
w ith  a roof ligh t and yellow licence plate. I f  alone always sit in  the rear seat behind the driver.

S tudents  a t R isk

h ttp ://w w w .ca rd iff.a c .uk /go /sd /sa r

The University offers a range of services to support students during the ir studies as explained in  th is Handbook. 
The University has a Mental Health Policy to enable i t  to provide a consistent approach when dealing w ith  
students who may have mental health difficulties.

Students may become aware of fellow students whose behaviour gives rise to concern. The most im portant advice 
in  such circumstances is tha t you identify the lim its  of the support you can offer and seek additional support i f  
needed. More detailed information on how to support fellow students is provided by the Student Advisory Service 
and Student Counselling Service.

H e a lth  and Safety

Safety Services: T e l 029 20874790, h ttp ://w w w .ca rd iff.a c .uk /go /sd /hands

As a student, you are expected to:

• take reasonable and responsible care for your health and safety, and tha t of everyone else who might 
be injured by your acts or omissions;

• co-operate w ith  any instructions issued to you: th is w ill include safety information provided by your 
School;
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not remove, misuse, tamper or interfere w ith  equipment provided for your health, safety or welfare 
and tha t of others;

A  lis t of F irs t Aiders is available in  the University telephone directory and the ir location is usually 
indicated on signs w ith in  each building.

• I f  a F irs t Aider is not available refer to the Health Centre, 47 Park Place, 
injuries/illnesses, please dial 999. For further information see the web.

H e a lth  and Safety a t W o rk  A c t 1974

For urgent

This Act imposes a legal responsibility for safety on every member of the University. Thus, the major duty and 
in itia tive  on safety matters rests w ith  the University management and Heads of Departments, every employee and 
student is under a duty to take reasonable care not only for his or her own personal safety, but also for everyone 
else who may be affected by his or her actions or omissions while at work. Negligence or failure to observe safety 
instructions could result in  crim inal prosecution of individuals and conviction could lead to a substantial fine 
and/or a term of imprisonment. In  addition the offender could be dismissed from the University.

U n iv e r s i ty  H e a l th  a n d  S a fe ty  P o lic y

G enera l S ta tem ent

C ardiff University is committed to the maintenance of safe and healthy working conditions for all staff, students 
and visitors at the University. I t  also wishes to ensure tha t the ir work does not adversely affect the health and 
safety of the general public.

The University has therefore established detailed mechanisms - which are more fu lly  described below - for 
providing information, tra in ing  and advice about the various potential hazards which are like ly  to be encountered; 
for monitoring and the maintenance of its high safety standards; and for regular consultation between the 
University and representatives of its s taff and students on health and safety matters.

A t the University, the employer is the Council. Its Chief Executive is the Vice-Chancellor who retains overall 
responsibility under section 37 of the Health and Safety at Work Act 1974. The Head of each Academic 
Department is required by the Council to ensure, on its behalf, compliance w ith  its obligations w ith  regard to the 
health, safety and welfare at work of s taff and other persons or animals in, or affected by, the Department, and for 
the premises, plant and substances there.

A t the same time i t  must be remembered tha t all persons at the University have an ind ividua l duty to take 
reasonable care for the ir own health and safety and for tha t of other persons who might be affected by the ir actions 
(or lack of them). They must also co-operate w ith  those persons who are responsible for health and safety so as to 
enable them to carry out the ir duties.

O rg a n isa tio n  and A rrangem en ts

The University has a Safety Office and an Occupational Health Service, both located at 59/60 Park Place. These 
provide specialist professional advice, tra in ing  and monitoring. The main agencies for the monitoring of the 
University Safety Policy are the Departmental Safety Panels/Committees. In  JOMEC the Safety Committee 
consists of four or five people, including non-academic staff and a student and is chaired by the Head of School. 
The Committee carries out safety audits and inspections and make recommendations in  w riting  to the Head of 
School, who is responsible for any necessary action tha t needs to be taken.

P o lic ies . P rocedures and Codes o f P rac tice

The University has formulated and adopted a number of Policies, Procedures and Codes of Practice to deal w ith  
specific risks. I t  is the duty of all members of staff, students and visitors, where appropriate, to be fam ilia r w ith  
the provisions of th is guidance and to comply w ith  them. The Policies, Procedures and Codes of Practice currently 
in  force in  the University include the following areas of work:

• Accident reporting and accident forms

• Chemical safety

• Children on University premises

• Display screen equipment

• Electrical safety

• Field trips

• Fire safety

You w ill find further information on the University Codes of Practice on the Safety Services WWW site 
http://www.cf.ac.Uk//saftv/policv/index.htm l and more general safety information on JOMEC’s Health and Safety 
Notice-board (located next to the Technician’s Room 0.18). Should you require any other advice or information on 
health and safety matters, please do not hesitate to contact a member of staff who should be able to assist you.
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Em ergency P rocedures 

Em ergency Telephones

*  999 E x te rn a l Em ergency Services - F IR E , P O LIC E , A M BU LAN C E

During normal working hours emergency telephone calls can be made on the University system. A t other times, or 
as necessary, 999 calls can be made from the BT payphones in  the building. Immediately after making a 999 call, 
please inform Security on extension 4444 of the location of the emergency.

When telephoning for assistance in  an emergency, the following information must always be given:

• Who you are.

• Where you are: the location and telephone extension from which you are telephoning.

• The nature of the emergency and what services are required.

• The exact location where assistance is required.

To ensure tha t your message has been correctly received, ask for i t  to be repeated back to you.

Please ensure tha t the identification of the location is clearly defined. Do not use "University terminology", i.e. 
Tower, for instance, means very litt le  to the Emergency services. Always give the correct name for the building and 
the street where i t  is located.

I f  University Personnel need to be contacted in  an Emergency: either dial 999 i f  on central University campus or 
20874444 i f  outside central University campus.

F ire  P rocedures

On Discovering a Fire

1. Sound the alarm by breaking the glass in  the nearest call point.

2. Call for assistance.

3. Turn off gas and electrical equipment.

4. A ttack the fire only i f  safe to do so.

5. Always use the correct extinguisher.

On Plearing the Alarm

1. Leave the building by the nearest available exit closing all doors and windows behind you.

2. Do not stop to collect personal belongings.

3. Do not use lifts.

4. D ial 999 to ensure Fire Service has been called.

A fter leaving the Building

1. Move well away from the building.

2. Leave clear access for Emergency Services.

3. Do not attempt to re-enter the building u n til you are told i t  is safe to do so.

4. Assemble at the designated assembly area.

Other Advice

I f  you suspect tha t there is a fire on the other side of a door (it may be warm to the touch), do not use tha t exit 
unless essential. I f  necessary, open the door very slowly, shielding yourself as much as possible.

I f  you are caught in  a smoke filled area, crawl on hands and knees, keeping your face as close to the floor as 
possible, where the a ir w ill be clearer.

I f  escape is cut off, go into a room w ith  a window, closing the door behind you. Stand by the window, call for help 
and await rescue. The fire brigade should arrive w ith in  a matter of minutes

I t  is im portant tha t you fam iliarise yourself w ith  the build ing - the location of fire fighting equipment and how 
they work, ways of getting out of the building in  an emergency, where telephones are situated and firs t aid 
arrangements.
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Bom b A le r t

I f  you receive the Message/Warning

• Remain calm.

• Try to find out the exact location and nature of the bomb.

• Is i t  in  a building?

• Is i t  in  a car or outside the building?

• Is i t  a le tter bomb?

• I f  no location is given, assume the bomb to be inside the building.

• D ia l 999 or 2087 4444 giving your name, exact location and nature of the emergency.

A cc iden ts

In  the event of an accident, the health and safety of any person involved is the most im portant consideration and 
must take precedence over any other matter.

1. Seek help from a first-aider in  the v ic in ity  of the accident:

* A t the time of w riting, Ms Rebecca Harris, Ms Sharon Magill, Miss Cerys Parker and M r James Burch 
are the School’s first-aiders and are located via the Adm inistrative Suite. Should they not be available, 
please contact the Bute Build ing Receptionist who can help you.

* F irs t A id k its are located in  Room 0.03.

2. I f  the in ju ry  appears serious, ring extension 6097 and inform the Bute Receptionist, who w ill call for a Nurse to 
attend or for advice, or ring the Health Centre direct on 20874810.

3. I f  in  any doubt at a ll about the condition of the patient dial 999 and ask for the ambulance service. Then notify 
the Bute Receptionist tha t an ambulance has been called.

4. A ll accidents or dangerous incidents, no matter how small, must be reported as soon as possible to a member of 
s ta ff Accident/Incident books are kept in  the JOMEC Adm inistrative Suite and the Bute Reception, i f  the 
Adm inistrative Suite is closed.

G enera l Safety

The prevention of accidents in  laboratories, stores, workshops and other places of work is a duty of every individual 
using or entering them. Ensuring the safety of others is as im portant as the avoidance of personal in jury. 
Everyone should make i t  his or her firs t task to become fam ilia r w ith  any special instructions issued for dealing 
w ith  emergencies peculiar to the place in  which he or she is working. You should also fam iliarise yourself w ith  
hazards tha t are present in  the rooms in  which you w ill work. Examples you m ight come across during your time 
at JOMEC include:

* Trip hazards from tra iling  cables in  the TV Studios

* Hearing damage from loud noise in  headphones

* Electrical and equipment hazards (see below)

* Hazards associated w ith  working w ith  Display Screen Equipment (see below)

Where such hazards exist, you should find notices alerting you to the dangers - please heed the ir advice. Safety is 
everybody’s business. Accidents don’t  jus t happen - they are always caused. I f  you encounter something which you 
consider to be unsafe then don’t  ignore i t  - do something about it.
TTcQ-fiil yiiiynV>Q»«g'___________________________________________________________________________________
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E le c tr ic a l and E q u ip m e n t H azards

1. When you encounter new or unfam ilia r equipment, you should always seek instruction from an experienced 
user, preferably a member of s ta ff

2. I f  a piece of equipment doesn’t  work or breaks down w hilst you are using it, report the fau lt to a member of 
technical s ta ff Do not attempt repairs on any electrical equipment yourself, always contact a member of 
technical s ta ff

3. A ll portable electrical equipment should be visually inspected and/or safety tested routinely (PAT tested) and 
after any major repair or modification. I f  you are unsure whether the equipment you are using has been tested 
or i f  you require fu rther information on PAT testing, please contact a member of technical staff.

4. Make every effort to avoid tra iling  cables across the floor. I f  th is is essential, always use cable walkovers to 
prevent tr ip  hazards.

D isp la y  Screen E q u ip m e n t R egu la tions

The University policy is designed to ensure the safe use of display screen equipment, in  line w ith  the Plealth and 
Safety (Display Screen Equipment) Regulations 1992. For further information, please contact Mrs Barbara Tomlin 
or refer to the Safety Noticeboard or the Safety Services website: http://www.cardiffac.Uk//safty/policy/sp-vdu/

W o rk in g  P rac tices

A user is defined as a person who habitua lly uses display screen equipment as a significant part of his or her 
normal work. The University has defined a significant part as 21 hours or more per week.

Long un-interrupted concentration on a display screen is inadvisable. You should not work continuously at a 
screen for more than an hour. Work activities should be organised so tha t other duties effectively create five- 
minute interruptions from the screen w ith in  every hour.

Ergonomics, the working environment and other physical aspects of the workstation are all im portant in  the 
correct use of display screen equipment.

W o rk in g  aw ay fro m  the  U n iv e rs ity  IF ie ld w o rk l

The purpose of this section is to lay down basic Health and Safety standards to help ensure you are not placed at 
risk  as a result of your activities w hilst working away from campus.

Terminology

• Hazard the inherent ab ility  to cause harm

• Risk the likelihood tha t harm w ill occur in  certain circumstances

• Risk assessment where hazards present in  an activity can be identified and control methods implemented

During the past few years there has been an unprecedented rise in  violent and aggressive incidents taking place in 
the workplace and when working out in  the community. I t  is not only people in  high profile jobs, such as the 
police, who are at risk. Anyone can be a victim, men as well as women. The greater the contact w ith  the general 
public, the greater the risk. You can be even more vulnerable i f  you work alone or outside normal working hours. 
Even though the chances of you becoming a victim  of violence are statistically low, i t  is unwise to be complacent.

As already documented, safety at work is a dual responsibility for both you and your employer. The Health and 
Safety at Work Act expects employers to assess the health and safety risks to the ir employees w hils t at the same 
time you are required to play your part in  safety. Indeed i f  you ignore your employer’s procedures or policies for 
Health and Safety, you m ight be considered negligent should an incident occur.

During your time at JOMEC, and perhaps many times during your future career, you w ill be called upon to go and 
interview people. You must on every occasion tha t you leave the Newsroom (or other work place), evaluate the 
risks involved in  the work tha t you plan to complete.

When you decide to undertake a work task you should automatically consider the potential consequences of your 
actions. This in  safety language is called a risk  assessment. This is something tha t we do everyday in  our normal 
lives. For instance when we cross the road, drive a car or go to the pub, we make an assessment (often 
subconsciously) of where dangers m ight lie in  the activity. We then are able to take the necessary precautions 
against potential problems. These precautions always involve the balance between sensible caution and 
exaggerated suspicion. I t  should therefore be natural to do this when at work.

As a journa lis t you w ill be expected to interview people whose personal background is unknown to you. You may 
be on your own during the interview, perhaps at unsociable hours or in  d ifficu lt social situations. How should you 
begin to resolve these problems? To begin w ith, stop and th in k  before you go out. Ask yourself

* What difficulties w ill 1 face?

* What hazards are there?

* What potential dangers lie ahead?
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The answers may involve battling w ith  the vagaries of the C ardiff Bus Company or a Cardiff Taxi driver or the 
manic C ardiff traffic. Very often there are no hazards or risks involved and tha t is also useful to establish. I f  you 
have adequately analysed the potential problems and prepared solutions, then you should be able to deal w ith  the 
problems, i f  and when they arise.

Simple procedures w ill help you look after what is your most im portant consideration - you:

* Does anyone know where you are? Keep the Newsroom informed of your movements.

* I f  you change your plans do you inform people?

* Is there a call-in system and do you use it?

* Do you find out about the area tha t you are visiting?

* Do you investigate the people you go to meet?

* Do you have the means of communicating w ith  anyone and how?

* How w ill you get there and back, what is the quickest route and where w ill you park?

I f  you are in  any doubt, please ask your tu to r for advice.

O u t o f  H ou rs  and Lone W o rk in g

A t the time of w riting, the University is reviewing the arrangements concerning this area. U n til th is issue has 
been resolved, please take sensible precautions and let someone know where you are when working outside of 
normal working hours and make every effort to avoid solitary working.

There is no legal prohib ition on working alone, but the general duties of the Health and Safety at Work Act s till 
apply. This requires the identification of the hazards of the work, assessing the risks involved, and devising and 
implementing safe working arrangements to ensure tha t the risks are either elim inated or adequately controlled. 
Furthermore, you are strongly encouraged to not work on your own.

S tudents  w ith  H e a lth  Issues

Individuals suffering from epilepsy, diabetes or any other condition which may cause temporary incapacity are 
urged, in  the ir own interest, to inform the Head of School, in  w riting, of the ir illness in  case of emergency.

Smoking
T h e  B u te  B u ild in g  o p e r a te s  a  No S m o k in g  P o licy .
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A P P E N D IC E S  

A p p e n d ix  One 

A p p e n d ix  T w o  

A p p e n d ix  T h ree  

A p p e n d ix  F o u r 

A p p e n d ix  F ive  

A p p e n d ix  S ix

C ore M odu les  

O p tio n a l M odu les

U n fa ir  P ra c tic e  and  A ca d e m ic  In te g r it y  

C it in g  R eferences 

S tu d y  S k ills

E x te n u a tin g  C ircum stance s

A  cop y  o f  th is  H a n d b o o k  is  a lso a v a ila b le  to  v ie w  on  L e a rn in g  C e n tra l. 

P lease c o n ta c t th e  JO M E C  A d m in  O ffice  fo r  a n y  fu r th e r  in fo rm a t io n
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C a rd if f  S choo l o f  J o u rn a lis m , M e d ia  &  C u ltu ra l S tud ie s

Cardiff University
Bute Building
King Edward VII Avenue
Cardiff CF10 3NB
Tel: (029) 2087 4041
Fax: +44(0) 29 2023 8832
WWW site: http://www.cardiff.ac.uk/

Undergraduate Enquiries:
Tel:+44 (0) 29 2087 4041 
E-mail: JOMEC-BA@cardiff.ac.uk

Postgraduate Taught Enquiries: 
Diploma Enquiries:
E-mail: Jomec-JS@cardiff.ac.uk 
Tel.: +44 (0) 29 2087 0647

Masters Enquiries
E-mail: Jomec-ma@Cardiff.ac.uk 
Tel: +44 (0) 29 2087 4786

Postgraduate Research Enquiries:
E-mail: JOMEC-Research@cardiff.ac.uk 
Tel:+44 (0) 29 2087 4041

The information given in this handbook is correct at the time of going to press. The Cardiff School of Journalism, Media and 
Cultural Studies reserves the right to update, improve and modify courses as appropriate.

This Handhook can also he made available in large print (text), Braille and on audio tape/CD.
It is also available for viewing in the module ‘MA International Journalism’ in the Learning Central facility.

To request an alternative format, please contact the JOMEC Admin Office: Tel.: +44 (0) 29 20874041
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