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1 Welcome

The course team welcomes you to the MA programme in Professional Communication at Sheffield Hallam University. This Programme offers part-time, career-related courses that are delivered by distance learning and supported by an e-learning environment. 

The MA Programme at a glance XE "overview:MA Programme" 
The MA Programme currently includes the following courses: 

· Corporate Communication (MACC)

· Online Communication (MAOC)

· Professional Communication (MAPC) 

· Technical Communication (MATC).

These courses have been designed to help you expand your existing knowledge and relate it to your professional practice, so as to develop your range of skills and expertise. Studying at post-graduate level is a challenge as well as an opportunity, particularly if you are new to study at the level of higher education. To gain the maximum benefit from the next three years, you will need to take on board new ideas and new ways of reflecting on what you do at work.  We hope you enjoy the challenge and the stimulation of your course.

The courses are divided into three years or ‘stages’, each leading to its own qualification.

	Stage 
	Qualification
	Details

	1
	Post-graduate Certificate XE "Post-graduate Certificate" 
	Four modules focus on the core principles and skills in your chosen field of communication. You will study three ‘short’ 12-week modules and, in parallel, a 36‑week Portfolio of Reflective Practice module.

	2
	Post-graduate Diploma XE "Post-graduate Diploma" 
	Four modules focus on more specialised topics and options. You will study three ‘short’ 12-week modules and, in parallel, a 36-week Research Skills Portfolio module.

	3
	Master’s degree XE "Master’s degree" 
	A Dissertation enables you to select an aspect of your field of communication and to present an in-depth study. You have 36 weeks to complete the dissertation.


The Study Guide explains in detail the general philosophy underpinning the contents of your course and the activities that you need to complete to obtain each qualification.

The course team XE "course team" 

 XE "contact details" 

 XE "email address:course leader" 

 XE "email address:portfolio director" 

 XE "email address:course administrator" 
You can contact the course team by email or telephone at any point. The course team is small, so you won’t have to negotiate with many different people whom you haven’t met. 

	Contact person
	Email address
	Telephone number

	Senior Administrator XE "course administrator"  
Claire Rayner 
	ACEScommunications@
shu.ac.uk 
	+44 (0)114 225 6724 

	Acting Course leader XE "course leader"  
Hilary Cunliffe-Charlesworth
	h.cunliffe-charlesworth@shu.ac.uk
	contactable via
+ 44 (0)114 225 6793

	Postgraduate Portfolio Director
 XE "postgraduate portfolio director\:" Darcy White
	d.white@shu.ac.uk 
	+44 (0)114 225 4628


If you have a question on an academic issue, it is up to you to take the initiative to contact a Module Tutor, or if you cannot obtain satisfaction, the Course Leader or the Portfolio Director. The Senior Administrator can also help you with various practical issues, such as managing deadlines and receiving coursework.  
About this guide

The purpose of the Study Guide is to help you:

· appreciate the teaching and learning philosophy of your chosen course 

· understand the structure of your course, and its work requirements

· understand what different types of tasks you will need to carry out during your studies, and the benefits you may derive from them as a student and as a professional

· understand the differences between academic writing and different types of workplace writing, and use the former effectively to present your thoughts on the latter 

· recognise the benefits and problems of studying by distance learning and e-learning.

You will find it useful to revisit this Study Guide as you progress through the course, to remind yourself of what you are expected to do and to renew your motivation. 

2 Getting started

This section gives you a quick overview on what is available to you when you start your studies. Before you begin the serious business of study, you need to familiarize yourself with the materials and resources on offer. 

Getting started with your studies XE "starter pack" 
To get started with your studies, please look up:
· The Blackboard organisation site "COMMUNICATION STUDIES MA PROGRAMME SUPPORT" - Useful information for new students is listed in the Induction & Orientation area.
· Information about the Distance Learning Support Service; this Service is key to your studies as it will help you obtain the necessary library resources, notably readings; details are available at:  

https://students.shu.ac.uk/shuspacecontent/learning-centre-services/distance-learner-support-service 

· the online workbook supporting your first ‘short’ module lasting 12 weeks; this will vary depending on when you start your studies and what course you are enrolled on (there is not a workbook for every module).
· the online workbook supporting the Portfolio of Reflective Practice XE "Portfolio of Reflective Practice"  module; this 36-week module runs from September till June if you start in September, or from January till December if you start in January.

Have a quick look through these materials, to get an idea of what they cover. If you have questions, contact the relevant Module Tutor, preferably via the e‑learning environment.

Understanding the e-learning environment XE "e-learning:environment" \t "See Blackboard" 

 XE "Blackboard" 
The University’s virtual learning environment, 'shuspace' uses Blackboard to support your learning experience. Within this environment, when you are enrolled onto a module you will be able to see your module sites.  Each module site contains:

· general information about the module and information about module topics
· online tasks, to help you work through the module contents

· list of readings, including books, articles and relevant URLs 

· assignment tasks and guidance on coursework and online submission area Turnitin
Accessing Blackboard XE "Blackboard:logging in" 
As soon as you get your username XE "Blackboard:username"  and password XE "Blackboard:password" , log on to the ‘Student Portal XE "Student Portal" ’ of Sheffield Hallam University. 
1. Enter the following URL in your browser: http//shuspace.shu.ac.uk 
2. In the Welcome page, click on the [Login] button. 
3. In the Login page, enter your username and password and click on [Login].

You will then see the Student Portal page, listing all the Blackboard sites that you have access to. The screenshot below is illustrative only: you will see a different list of modules depending on the course you are enrolled on. 
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There are links to the ‘Library Gateway’ and ‘My Student Record’ at the top right hand corner of every screen of Blackboard.
About the tabs  FONT
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‘My SHU’ is the default tab that you see first after logging in.  This tab will provide access to key services including Blackboard sites, email, and faculty pages. 

The other tabs provide access to the following information:

· ‘Learning Essentials’ will have information about resources and help available to support and manage learning, e.g. referencing 
· ‘University Life’ will have information about facilities, and the Student Union.
· ‘My Future’ will have information about careers, employment and getting the most out of your time at University. 

· ‘Help and Support’ will provide easy access to student support services available. 

Two types of Blackboard sites

Under the ‘My SHU’ tab, you have access to two types of Blackboard sites.

· ‘Module sites XE "module:Blackboard sites" 

 XE "Blackboard:module sites" ’ give information about learning objectives, discussions, readings, and assignment tasks for each module. When you start Year 1, you have access to: 

· the Blackboard site supporting the Portfolio of Reflective Practice module, and 

· one additional site; if you start in September, this will be either Corporate Communica​tion or Communication Planning & Theory, but if you start in January, this will be one of Language and Writing, or Public Relations in Society, or Digital Media and Society. 
Further module sites will become available as you progress through your studies.

· The organisation site XE "organization sites" 

 XE "Blackboard:organization sites"  provides general information about the MA programme as a whole. 

The Blackboard module interface

Here is a typical interface for the Blackboard sites that support study modules.
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Module tutors may set up their sites a little differently, but you should be able to recognise four main areas in each site. In the navigation bar on the left, you will find:

· an ‘orienteering’ area containing information on how to get started, module information and calendar, and a profile of your module tutor

· a ‘communication’ area containing announcements (general messages that appear under the module name and logo), and various tools (such as discussion boards)

· a ‘topics’ area which typically contains instructions for online tasks and links to electronic readings

· an ‘assessment’ area containing information on assessment tasks, an area for submission of your work, and module feedback.
Making a start with e-learning

Do get online as soon as possible. There are different things you can do.

Get talking

Introduce yourself to your fellow students. On some modules you will have some socialising activities to get you started with your MA studies. Please do your best to contribute to discussions, as these provide an opportunity to share experiences with your fellow students, and overcome isolation some distance-learning student's experience. (Students may also set up social forums to chat outside the university's learning environment.)
You normally start a module by introducing yourself online. Here is an example from the Portfolio of Reflective Practice module:
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Become familiar with the available Blackboard sites

Check the Blackboard organisation sites: these are background sites and act as repository for useful information. They are available under ‘My SHU’ tab.

Please note that the interfaces to various facilities may be revised. Hopefully, these changes will not be too distracting!

Check the Learning Essentials tab

You also need to get familiar with the other facilities available via the Student Portal. For distance-learners, the most useful information is located under ‘Learning Essentials'. You can find help about assessment and feedback, key skills, referencing, in the ‘Learning Essentials’ tab.  For information on the Distance Learning Support Service - either do a search, or select "Get Help" under Learning Centre Services, then select learning centre services, and then distance learning services.  Rules & Regulations is listed as a link at the bottom of the page.  
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It is appreciated that much of the information is aimed campus-based undergraduates, and this is under review. Post-graduate distance-learners may find the “Resources for Learning” box of particular interest. HILS CANT FIND
Access the library catalogue   XE "library catalogue" 

 XE "books:library catalogue" 
You can access the online library catalogue from the SHUspace interface. To do this, click on the ‘Library Gateway’ link on the top right of the web page, above the tabs. This will open the catalogue home page.  As your are a student at the university texts to many journals are available to you and e-books are increasingly available to you. 
Note that you can access this webpage without first logging in Blackboard, at the following URL: http://library.shu.ac.uk/. 
You can also work directly with the library catalogue (http://catalogue.shu.ac.uk/). Use this site to search the SHU collection and manage any borrowings that you have.
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Start using the Distance Learning Support 
SHU offers an additional facility for distance-learners regarding access to library resources. The Distance Learner Support page is available at: 
https://students.shu.ac.uk/shuspacecontent/learning-centre-services/distance-learner-support-service 
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3 Programme overview XE "MA Programme:overview" 
To understand what you need to do to complete successfully each year of your course, you need to appreciate the educational aims of the Master’s course and its philosophy for teaching and learning. These are based around three tenets – self-development, performance assessment, and distance learning. 

Educational aims

The MA Programme in Professional Communication offers academic courses designed to provide a broad educational develop​ment to people already embarked, or about to embark upon a career in communication. Their content is a combination of professional and academic expertise, integrated within a frame​work that will enable you both to acquire theoretical knowledge and to develop profes​sional skills.

Overall aims XE "MA Programme:aims" 
The courses within the MA Programme share the following aims:

· to provide a flexible framework of study which is relevant to the needs of professional or technical commu​nicators and which facilitates professional and career development

· to deliver a professional, industry-relevant education programme that will enable students to respond to evolving demands in information products

· to allow students to look beyond their immediate environment and enrich their perspectives on the profession

· to provide a sound knowledge base in human and technical factors relevant to communication in professional environments. 

· to ensure that your professional activities are focused on the needs of the audience of your documentation, relating audience characteristics to document content and document purpose within organisational contexts

· to foster intellectual and practical skills such as analysis, problem-solving and critical thinking, to enable you to develop as autonomous, reflective practitioners

· to foster the development of an enquiring, open-minded and creative attitude to document design

· to encourage an ethical approach  to communication in professional contexts.

Aims for the post-graduate Certificate and Diploma (Years 1 and 2) XE "MA Programme:Certificate and Diploma" 
In accordance with the University’s Framework for Taught Post-graduate Awards, the general aims of the post-graduate Certificate and the Diploma are: 

· to enhance your graduate level intellectual skills in a context which deepens your understanding of your professional area
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In accordance with the University’s Framework for Taught Post-graduate Awards, the general aims of the post-graduate Certificate and the Diploma are: 
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· to introduce you to academic perspectives on professional, corporate or technical communication
· to broaden your understanding by introducing you to a new professional discipline, if you are not already a practising communicator.

To put it another way:

· The first year, or Postgraduate Certificate stage, acts as a foundation at Masters level. Its aims are both to cover the core skills of professional, corporate, online or technical communication and to enable you to refresh or develop the skills of academic study. Using the recommendations con​tained in this Study Guide and personalised feedback on your coursework, you should be able to master these skills by the end of the first year.  XE "Post-graduate Certificate:aims" 
· During the second year, or Post-graduate Diploma stage, you will be expected to show progress and to strengthen their understanding and mastery of post-graduate skills, in preparation for the dissertation year. The Diploma year covers more specialised areas, and offers the Research Skills Portfolio module to help you develop the approaches needed to complete the Master’s dissertation in Year 3. XE "Post-graduate Diploma:aims" 
Even if you intend to stop your studies at Certificate or Diploma level, we will treat your coursework in the same way as coursework submitted by students who intend to complete the Master’s degree. We expect all assessment tasks you submit to demonstrate your ability to research and discuss essential aspects of professional, corporate, electronic, or technical communication, in a manner appropriate to a Master’s course.

Aims for the Master’s degree (Year 3) XE "MA Programme:Master's year" 
Obtaining the Master’s degree XE "Master’s degree:aims"  goes beyond the deepening or broadening of know​ledge. You must show that you have mastered the subject sufficiently to make a personal contribution to the research in professional, corporate, online or technical communication. Your third year will be wholly dedicated to designing and reporting on a small-scale research focused on a professional issue of your own choosing. 

Your final piece of work, the dissertation XE "dissertation" , can be either: 

· a critical appraisal of your own professional practice and/or that of others, based on empirical research in a professional field, or

· an academic dissertation researching a topic of relevance to professional communication.

Your dissertation is an extended piece of work (12,000 to 15,000 words in length). It should demonstrate that you have:

· competence in selecting and defining an appropriate area of enquiry or development

· a critical grasp of the existing state of knowledge in academic and professional areas relevant to your research project

· the selection of an appropriate formal research methodology to investigate a work situation or a technical document

· skills in the collection and analysis of data

· a critical awareness of the strengths and limitations of sources, materials and methodology

· accepted standards of document presentation and referencing.

Completing a Master’s dissertation is a big project. If you have not written a dissertation before you will find it is unlike any other form of assessment. It requires commitment and self-discipline, so it is not a project that you can under​take lightly. At the beginning of the third year, you will receive the Dissertation Guidelines XE "dissertation:guidelines"  explaining what you need to do. 

Self-development XE "self-development" 
The primary concern of each course is to broaden your knowledge and under​standing of human communication, concen​trating on communication in organisational contexts.

Widening knowledge XE "knowledge" 
By developing your understanding of theories, principles and concepts in professional, corporate, electronic or technical communication, you should become:

· more aware of the reasons for the communicative practices that you and others in the profession carry out

· more adept in exploring, developing and evaluating new practices

· better equipped to cope with unexpected or unfamiliar communication problems

· sufficiently confident in key communication concepts and theories to develop your expertise in both practical and theoretical areas

· a better all-round communicator and writer as a result.

The purpose of all coursework XE "coursework purpose"  is to give you the opportunity to develop yourself, and in the case of formally assessed coursework, to demonstrate development to course tutors. Your assignments, portfolios and dissertation will need to show that:

· you have taken on board key ideas from module materials and readings

· you have read the course materials and other supplementary literature – not only readings that we recommend, but other up-to-date literature that you have found for yourself 

· you can take an academic approach to questions and issues relevant to the field of professional, corporate or technical communication.

The academic approach

The last point is particularly important on a course at Master’s level. Though some course​work may require you to provide evidence of practical or technical skills in communication, you should try to go beyond this part of the work because:

· on a personal level, showing skills that are familiar to you as part of your daily work is unlikely to stretch your abilities and to help you gain new insights into your practice

· to develop an 'academic approach' to such work
So what does an 'academic approach' mean? It entails: XE "critical thinking" 

 XE "skills:critical" 
· reading about the subject matter in the professional and academic press

· developing and strengthen your ideas and understanding, using arguments, examples and references, 

· making connections between your work and concepts or theories that you read about

· examining the advantages and disadvantages of a particular approach to a task, in order to assess its value 

· sometimes selecting an appropriate method to investi​gate the subject (e.g. a survey)

· sometimes carrying out a small research exercise (e.g. asking colleagues about their views on your documents) to substantiate the veracity of your views

· proposing alternatives and making recommenda​tions for professional practice and further research. 

This approach should give you fresh ideas about communication in professional settings. The benefits of writing an academic paper should stretch you further than just getting a good grade.

You will find specific guidance on academic practice in the chapter entitled ‘Assessed coursework’ and in the books on study skills listed in the bibliography.

Focusing practical skills XE "practical skills" 
Your MA course includes some skills-based, comparatively straight​forward material. We have included this for the following reasons:

· some students have a relatively narrow experience of workplace communication, so they need an entry to new areas through introductory material

even in areas you are familiar with, there can be approaches you have never encoun​tered, so you may need to refresh or revise what you know. 

If you find components of the course familiar, that will make your studies somewhat easier for you. However, beware of skipping through material on the assumption that you already know it. You may miss important items that way. If you feel confident about the ideas that we present, please do continue to extend your knowledge through extending your academic to develop your appreciation of research in the many different areas of professional communication. Also take part in online discussions and share your views and ideas.
Performance assessment

Each module has published assessment criteria against which your work will be assessed. However, the following points are key to successful development as a postgraduate student. 

Reading XE "reading"  

The MA Programme aims to broaden your knowledge of human communication in organisational settings. You are expected to expand your knowledge of communication in its many aspects – whether spoken, written in print or online, visual, inter​personal, private or public – and the impact of communication technology beyond your current work situation. Reading course materials is one way of achieving this, but they can only take you so far. At Master’s level you should expect to be taking your studies into areas that are of particular interest to you. Further reading will broaden and deepen your individual perspective on workplace communication.

You will find further advice on this essential post-graduate skill on page 22 of the Study Guide.

Understanding XE "understanding" 

 XE "skills:understanding" 
You will be expected to demonstrate a practical understanding by using skills appropriate to particular topic areas; for example, the skills of information gathering, information design or effective writing. Skills may be:

· low level skills of application XE "application skills" 

 XE "knowledge:application" 

 XE "skills:knowledge application" , such as designing a questionnaire, summarising text or using proof-reading marks

· higher order cognitive skills XE "cognitive skills" 

 XE "skills:cognitive" , such as designing a document to meet the needs of a specified audience, analyzing the readership of a document; organising information for particular purposes; transferring know​​ledge or expertise acquired in one domain to another; or evaluating competing forms of presentation.

In addition, you are expected to develop and show an explicit understanding of theories that underlie professional practice. Such principles might include, for example, the processes of human commu​nication, the psycho​​logical basis of effective presenta​tions, the cultural bias inherent in stylistic choice, and behavioural factors in people’s use of technology. 
All coursework should be based on such principles, so you must identify them as you discuss a concrete issue set in your organisation’s environment. This means that assignments should bring together of principles and practice. Consider them as opportunities to take the ‘higher ground’ to examine your practice, by using theories and concepts as analytical tools. Equally, use your practice to reflect critically on texts we ask you to read and the theories they convey. Not all theories are equally appropriate to all work situations, and you have the right to criticize as well as to praise.

Critical, evaluative and reflective capacity XE "critical skills" 
In all your coursework, you should demonstrate a critical capacity in respect of your knowledge, skills and understanding. You could, for example, show that you are able to:

· consider several possible solutions to a problem and provide reasons for choosing between them

· reflect on your own communication processes in the light of what you have learned from the modules and recommended readings

· give reasons for the strategies you choose

· suggest reasons for the communication choices made by others.

You must seek to be as objective as possible. Do not limit your evidence to your own personal experience. This is unlikely to be representative enough to provide compelling arguments supporting your ideas. If this is all you have to build an argument in an assign​ment or dissertation, it is very likely that your work will be dismissed as being ‘anecdotal’. While you may use personal experience to reinforce an otherwise sound argument, you will need to diversify the range of proofs and arguments that you bring to support your essays and dissertations, normally but quoting published academic texts. It is a good idea to start collecting examples of professional communica​tion practice, and to read widely in both the professional and academic literature. This will widen your perspectives on aspects of professional communication, and enable you to write well-constructed coursework.

You will find further advice on developing critical skills on page 23

 REF criticalskills \h 


 REF criticalskills \h 
 of the Study Guide.

Progression

As you proceed through the programme, we expect you will increase in knowledge, skills, understanding and critical ability, and will demonstrate this in your assign​ments, portfolios, and dissertation. 

Distance learning

Your learning will take place away from Sheffield Hallam University, in your own home and/or place of work. This will give you a great deal of choice over the way you study.

· You will be able to choose the place and time for your studies. You can fit your learning around your work and home life.

· You can choose how to learn. Set yourself targets for completing modules and coursework. Choose to revise systematically or to go back to the more complex aspects of the course as often as you need to. It may be a good idea to keep your own learning journal to record progress or setbacks, and motivate yourself to continue.

· Reviewing something you already know. Be aware, that having significant experience of professional, corporate, online or technical communication is not the same as being able to analyse your work and to present this analysis in a well constructed academic essay. Reading the modules and the recommended texts carefully will help you understand the approach that you are expected to follow when discussing aspects of professional, corporate or technical communication.

Distance learning requires a different approach to studying from a conventional taught course. Because you have choice over how you study, you must be in control of your learning from the start. You will need to define your own approach to studying, taking into account any constraints. This will involve, for example, identifying the best times for you to study and making sure that you stick to whatever timetable you have decided.

You will find further advice on managing your studies in section 7 of this Study Guide.

5 Course overviews

This chapter describes the structure of the courses within the MA Programme. After presenting the general module structure adopted in all MA courses, this chapter gives details of the modules available on:

· the MA in Corporate Communication (see page 17)

· the MA in Online Communication (see page 18)

· the MA in Professional Communication (see page 19)

· the MA in Technical Communication (see page 19).

Overall modular structure XE "modular structure" 
The modular structure used in MA Programme works in the following manner.

	Stage
	Qualification
	Modular structure

	1
	Post-graduate Certificate
	Four 15-credit modules:

· three 12-week ‘short’ modules

· one 36-week module (Portfolio of Reflective Practice) running concurrently with the other three

	2
	Post-graduate Diploma
	Four 15-credit modules:

· three 12-week ‘short’ modules

· one 36-week module (Research Skills Portfolio) running concurrently with the other three

	3
	Master’s degree
	· one 36-week module, the Dissertation module


For each module you pass, you receive credit points:

· all short 12-week modules are 15-credit modules

· the long 36-week Portfolio modules are also 15-credit modules

· the Dissertation module is a 60-credit module. 

Points are allocated in accordance with the Credit Accumulation and Transfer Scheme (CATS) used by modular courses in universities across the United Kingdom. In principle it allows students to combine modules in different courses, to create a special study package. So for example, if you complete the assignments for modules 1 and 2, but then have to withdraw from the course, you may be able to find a course elsewhere that will accept the credit points from those modules towards their post-graduate qualification.

MA in Corporate Communication (MACC) XE "MACC" 

 XE "overview:MACC" 

 XE "MACC:structure" 

 XE "module:MACC" 
The MA course in Corporate Communication is aimed at professional communicators with responsibilities for internal and external communications with a public relations, marketing or persuasive function. The course will be of particular interest if you are a PR practitioner. You may be working in a commercial organisation or in a non-profit organisation, perhaps in a charity, professional association or government body.

The aims of the MACC course are to: 

· provide practitioners with a sound knowledge base in human and organisational communication to influence decisions about communication processes and outputs, whatever their interests or workplace context 

· provide a flexible framework of study which is relevant to the needs of corporate communicators, their employers, clients and audiences 

· enable postgraduate students to develop as autonomous, reflective practitioners in corporate communicative contexts 

· foster the development of an enquiring, open-minded and creative attitude to corporate approaches to communication, tempered with a scholarly and ethical approach to communication 

· enable practitioners to pursue academic insights and theoretical perspectives on corporate communication, to support flexibly their developmental needs. 

MACC modular structure


[image: image8]
MA in Online Communication (MAOC) XE "MAeC:structure" 

 XE "overview:MAeC" 

 XE "overview:MAeC" 

 XE "module:MAeC" 
The MA in Online Communication is aimed at professionals whose work is dedicated to improve the use of the Internet as a key mechanism for communication between organisations and their various audiences (employees, customers, patients, citizens, etc).

The aims of the MAOC course are to:

· provide practitioners with a sound knowledge base in human and digital communication, to enable them to influence web-based communication, whatever your interests or workplace context 

· provide a flexible framework of study which is relevant to the needs of online communicators, their employers, clients and audiences 

· enable postgraduate students to develop as autonomous, reflective practitioners in professional communicative contexts 

· foster the development of an enquiring, open-minded and creative attitude to digital communicative practices, tempered with a scholarly and ethical approach 

· enable practitioners to pursue academic insights and theoretical perspectives on online communication, to support flexibly their developmental needs. 

MAOC modular structure


[image: image9]
MA in Professional Communication (MAPC)  XE "MAPC" 

 XE "overview:MAPC" 

 XE "MAPC:structure" 

 XE "module:MAPC" 
The MA in Professional Communication is aimed at professionals for whom communication is a key aspect of their work, perhaps in a managerial function. Students use a range of communication approaches, techniques and technologies, such as public relations work, report writing, translation, technical communication, group communication, electronic communication and collaborative work. 

The aims of the MAPC course are to: 

· provide practitioners with a sound knowledge base in human and organisational communication to influence decisions about communication processes and outputs, whatever their interests or workplace context 

· provide a flexible framework of study which is relevant to the needs of professional communicators, their employers, their clients and their audiences 

· enable postgraduate students to develop as autonomous, reflective practitioners in professional communication contexts 

· foster the development of an enquiring, open-minded and creative attitude to communicative practice, tempered with a scholarly and ethical approach to communication

· enable practitioners to pursue academic insights and theoretical perspectives on their professions, to support flexibly their developmental needs. 

MAPC modular structure
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MA in Technical Communication (MATC)

The MATC course offers a broad educational development programme to people already working as technical communicators, or wishing to move into this profession. You will learn about theoretical aspects of effective technical communication, consider pragmatic approaches to writing in technical contexts, and develop the intellectual skills needed for the post-graduate study of technical communication. 

The aims of the MATC course are to:

· provide a sound knowledge base in human and technical communication to influence the design and usage of information products, to respond to evolving demands in information 

· give students opportunities to assess their professional processes and to focus on the needs of users seeking to complete their tasks within specific contexts 

· enable postgraduate students to develop as autonomous, reflective practitioners in technical communication contexts 

· foster the development of an enquiring, open-minded and creative attitude to document design, tempered with a scholarly and ethical approach to technical communication 

· enable practitioners to pursue academic insights and theoretical perspectives on technical communication, to support flexibly their developmental needs. 

MATC modular structure XE "MATC" 

 XE "overview:MATC" 

 XE "MATC:structure" 

 XE "module:MATC" 
cs
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6 Post-graduate study skills

Undertaking post-graduate study may seem a daunting prospect. Most students need some help either to refresh or to develop the requisite skills at this level. The key study skills involve reading the professional and academic literature, writing assignments, and thinking critically about both practice and literature. These are essential to develop self-awareness of your professional practice and to meet the criteria of post-graduate work

The aim of this section of the Study Guide is to help you with this process so you can complete the course successfully. 

Working through the study materials

As you progress through the modules, there may be times when you will wonder why some topics are included. When this happens, try to relate the particular topic to your experience, present or past, or to future career prospects. This will help you determine how much you already know and practice in an empirical way. If this is more meaningful to you, work on small chunks of the material – rather than dismiss entire topics.

Having tried to understand the theories and concepts put forward in the modules, how do you apply them? We do not recommend memorising every aspect of the course, but you need to identify the learning points from a particular module. These could be ideas gained from reading, contributions to online discussions and group work, and your changing perspectives on how in professional, corporate online or technical communication is conducted.

To identify learning points, you may wish to:

· take notes as you go along 

· highlight sections in the modules which are of particular relevance to you

· identify implications for practice and research from any material that you read

· limit the amount you try to learn in one session

· return as quickly as possible to a topic that you haven’t fully grasped 

· try and adapt assignments to your work situation

· summarise key points in a learning journal, to record your learning experiences.

As you progress through the modules, you will discover what supports your learning best and helps you achieve your initial objectives. This will give you a sense of self-improvement and purpose, and will also help turn abstract knowledge into reality and practice. It is the most satisfying and exciting part of learning. Some people can work almost entirely from intuition, but most of us need to build up experience and know​ledge through practice, interrogation and life-long learning.

Reading

Reading is a core skill of academic study. All your coursework needs to demonstrate your ability to locate and engage with suitable texts. Reading for academic study should go beyond simply ‘listening’ to the author. In the same way as you would evaluate a document for accuracy, compre​hensive​ness, accessibility, and so on, you will need to adopt a ‘critical’ approach to reading.  

Most readings are available through the  University Learning Centre - where possible they are available as an e-book for you to access directly and marked on the list below with an asterisk.  You may need to seek a required text elsewhere, for example, from local university libraries or the British Library. It is worth noting that some texts on professional, corporate or technical communication are not easy to find.

Essential and additional texts

Whatever your course, please obtain:

· Denscombe, M. (2010) The Good Research Guide: For Small-scale Social Research Projects. Open University Press, 4th ed. (an earlier edition would be suitable)  *
· Windahl, S., Signitzer, B. & Olson, J.T. (2009) Using Communication Theory: an Introduction to Planned Communication. Sage.

We also recommend that you buy the core texts for your MA course.

Readings for MA Professional, Corporate, and Online Communication XE "MACC:key readings" 

 XE "MAPC:key readings" 

 XE "books:MACC"   XE "books:MAPC" 

 XE "reading:MAPC" 

 XE "reading:MACC" 

 XE "reading:MAeC" 

 XE "MAeC:key readings" 

 XE "books:MAeC" are:
· Cornelissen, J. (2008) Corporate Communication: A Guide to Theory and Practice, Sage, 2nd ed.*
· Heath, XE "Heath"  R. & Bryant, J. (2000) Human Communication Theory and Research: Concepts, Contexts, and Challenges, Erlbaum, 2nd ed.
If you are enrolled on the MA Corporate Communication, you will also need:

· Bains,P., Egan,J,. Jefkins XE "Jefkins" , F (2004) Public Relations Techniques, Butterworth-Heinemann.*

Readings for MA Online Communication, 

Ess, C. (2009) Digital Media Ethics, Polity
· Donelan, H., Kear, K. and Ramage, M. (Eds.) (2010) Online Communication and Collaboration: A Reader, Routledge.
Readings for the MA in Technical Communication XE "MATC:key readings" 

 XE "reading:essential" 

 XE "books:MATC" 

 XE "reading:MATC" 
· Burnett, XE "Burnett"  R.E. (2005) Technical Communication, Harcourt Publishers, 6th ed (an earlier edition  would be fine too)
· Schriver, XE "Schriver"  K. (1997) Dynamics in Document Design: Creating Texts for Readers, Wiley
· Sharples, XE "Sharples"  M. (1999) How We Write: Writing as Creative Design, Routledge.*
Additional texts XE "reading:additional" 
As a Master’s student, you are expected to read widely and to support the course materials with other information of your own choosing, so you can compare viewpoints and develop your own ideas. Because your priorities may not quite match ours, additional reading can allow you to develop your ideas in a direction meaningful to you. 

A good place to find additional relevant reading are in academic journals XE "academic journals" . These can provide vital recent research in corporate, professional, online and technical communication. You will find that journal articles are often used to support online activities XE "Blackboard:use of journals" , and many can be used as sources of inspiration for your coursework. You will be expected to consult journal articles for your formally submitted coursework. XE "assignments:journal articles" 

 XE "articles:essential reading" 
Using the Learning Centre XE "Learning Centre services" 

 XE "reading:Learning Centre" 
As a distance-learning student of Sheffield Hallam University, you have the right to use our library both for reference and for loan. Your main point of contact is the Distance Learner Support Service XE "Distance Learner Support Service"  (DLSS XE "DLSS" ), which is run by Learning and IT Services (LITS) for students studying on distance-learning (DL) courses. 

DLSS services include: 

· photocopies or PDF of book sections or articles which are not available electronically (available to all students regardless of geographical location) XE "books:photocopies" 
· postal book loans by  XE "books:library loans" recorded delivery (available only to students based in the UK)

· extended book loan periods (again only those students based in the UK)

· access to other libraries in the UK (via the UK Libraries Plus Scheme); you need to register for this service and complete a form to get access to other library collections.
· Browsing

For detailed information on the various services offered by the DLSS, look up: 

https://staff.shu.ac.uk/sls/services/lis/dlss.asp [accessed Sept 2012]
Browsing the World Wide Web XE "reading:websites" 
Modules are supported by references to materials, many of which area available on the Internet via the university Library Gateway.
Note that, while the internet is very useful resource, you need to exercise caution in the sources that you find there. While academic and some professional sources are trustworthy many websites lack research robustness, so be careful when finding references to support your post-graduate coursework. For example while sites such as Wikipedia can be a useful starting point when you are looking for ideas they are not academically robust. Make sure that you develop your reading well beyond this source of information, particularly when engaging with complex theories and concepts. 

· Browsing

To develop your critical skills in relation to texts available on the Web, look up:

Grassian, E. (2006b) Thinking Critically about World Wide Web Resources, UCLA available at: 
http://www2.library.ucla.edu/libraries/college/11605_12337.cfm     [accessed Sept 2012].
and Thinking Critically about Web 2.0 and Beyond,  available at: http://www2.library.ucla.edu/libraries/college/11605_12008.cfm [accessed Sept 2012]. XE "books:critical thinking" 

 XE "critical thinking:van den Brink-Budgen" 
Using critical skills XE "critical skills" 
As a professional communicator, you have an excellent starting point for writing assign​ments and dissertations. Professionally, you should be accustomed to researching informa​tion, planning, writing and presenting documents, so you already have some of the skills even though you haven’t applied them in an academic setting. However, you need to be aware that tutors will be looking for more than your ability to write good business documents. As a Master’s student, you are expected to demon​strate the ability to explain and analyse document design decisions, and present arguments and evidence to support a viewpoint. This is different from most forms of professional writing, for example technical writing that usually (though not exclusively,) aims to describe and instruct. 

Throughout the course, you are encouraged to develop critical analysis skills whenever you read a text or submit coursework. This is more than a question of making negative comments, disagreeing, or disputing. More positively:

· Identify the main issues and theories involved in both practical work and the relevant literature – so ask yourself:

· What is the author’s starting point? Why should I trust it?

· What is the central idea? Is it clearly stated?

· How are other ideas connected with the central idea? What seems novel or contentious?

· Recognise any assumptions or bias, by asking:

· Has the author clearly identified and analyzed the arguments in favour or against the central theme? 

· Are the arguments based on concrete evidence or merely on unsubstantiated personal opinions? Can claims be verified?

· Have assumptions and constraints been recognized? Are limitations acknowledged?

· Assess the arguments and ideas that the authors have put forward to substantiate a view – so ask yourself:

· Is the main argument presented in an orderly fashion?

· How are examples and citations used to advance arguments? Are they simply given, or are they evaluated and integrated within the overall discussion? Are they specific or left rather vague?

· Has the author recognized and accounted for any weaknesses in the arguments?

· Does the conclusion flow from the arguments presented?

· Evaluate both your work and the reading to enhance your knowledge – so ask yourself:

· Has the author used a rigorous method to collect facts and support analysis?

· What devices does the author use to support the network of ideas?

· Are clear connections established between facts and theory?

· Are reliable sources and examples used? How can their validity be assessed?

· In what circumstances beyond your own working practice could the reading apply?

· Be selective; it is not possible in an assignment or even in a dissertation to cover everything, so make sure there is a balance between description and explanation, between personal views and researched evidence, and between practice and theory. 

Tutors will examine your coursework and dissertation in much the same way, asking the same questions. It is worthwhile taking this approach in the way you read recommended texts and research and write all your coursework. This should make these tasks more satisfying – and it should also help you achieve higher grades!

Critical thinking is an essential skill to develop and enrich your existing knowledge, your professional practice and reflection. Researching and writing assignments will reinforce this knowledge. Assignment questions ask you to consider one aspect of professional, corporate or technical communication and to write a critical analysis of it, building on your profes​sional judge​ment and on the research that you have done. The next chapter of the Study Guide describes in greater detail what you need to do to submit successful assignments.

· Browsing / Reading

To develop your skills in this area, look up the following e-book Available at: the SHU Learning Centre

van den Brink-Budgen XE "van den Brink-Budgen" , R. (1999) Critical Thinking For Students: How To Assess Arguments And Effectively Present Your Own, How To Books. Available as ebook at http://catalogue.shu.ac.uk/record=b1405385 [accessed July 2011] XE "books:critical thinking" 

 XE "critical thinking:van den Brink-Budgen" 
Learning from online and assessment tasks

Module tutors will give you feedback on your work. You will receive:

· Formative - that is this feedback does not count towards part of an assessed mark and is given to help you improve your work. Formative feedback, may be given to each student or aimed at the whole cohort, depending on the task and/or the module XE "feedback" 

 XE "skills:books" 
· Summative feedback is given on the work you formally submit for each module.

Your coursework, whether assessed or not, should be providing you with opportunities to practise the study and research skills that will culminate in your successful completion of the Master’s dissertation. XE "assignments:feedback" 
Finding out more about study skills XE "reading:study skills" 
There are of course many books on study skills XE "skills:books" 

 XE "study skills books" . Some offer generic advice while others are more specific to particular disciplines. Study guides for the social sciences and business studies are probably the most appropriate, because courses in these disciplines tend to be practice-based, like the courses in our MA programme.

The following titles are particularly useful:

· Clarke XE "Clarke" , A. (2004) e-Learning Skills, Palgrave Macmillan  XE "books:e-learning" 

 XE "skills:e-learning" 

 XE "e-learning:skills" 
· Marshall XE "Marshall"  L. and F. Rowland (1998) A guide to Learning Independently, Open University Press XE "books:study skills" 
These guides review all aspects of studying on a university course, giving helpful advice and offering exercises to help readers diagnose their own skills. 

The course team also recommends that you read some of the more approachable books on preparing dissertations, even if you do not think you will want to do Year 3. The following texts will help you develop a stronger understanding of what academic study involves and enhance the quality of your coursework.

· Blaxter XE "Blaxter"  L., C. Hughes, and M. Tight (2006) How to research, Open University Press*
 XE "books:doing research" This book introduces the research process, but you should find this text useful even when working on assignments, as it explains clearly how to research, structure and present information in a scholarly fashion. It gives a review of the tasks involved, along with exercises and further references. This book is well worth investing in, as the authors cover all essential aspects of post-graduate work. XE "skills:research skills" 
· Ridley, D. (2008) The Literature Review: A Step-by-step Guide for Students, Sage XE "reading:academic texts" 

 XE "skills:literature review" 

 XE "books:literature review" 
This book explains how to review the texts that will act as foundations for your research question. It considers how you can make this process a manageable one, and how you should present your critical assessment. More generally, it aims to demystify what academic study is about, and clarify the aims of post-graduate study. 

Preparing for the Master’s dissertation XE "dissertation:preparation" 
If you are starting the MA course with a clear idea about a topic you would like to investigate for your dissertation, this section is for you. 

There is no taught element in the Master’s year. You will be responsible for your own learning, working independently and deciding yourself what to cover, how, and when. We will send you the Dissertation Guidelines, and when a topic has been agreed, appoint an academic supervisor to give you academic advice. 

The dissertation can be either a thesis in a theoretical area or a critical evaluation of work practice based on empirical findings. It explores a topic in depth, drawing on the knowledge gained during the first two years of the course. 

Completing the Master’s dissertation will involve the following activities: XE "dissertation:tasks" 
1. defining a valid research question
2. producing a full proposal that defines clearly the scope and contents of the research project and of the dissertation, to be approved by a tutor

3. writing a first draft and getting it reviewed by a tutor

4. completing the dissertation for formal submission and approval
5. We recommend that you find out what is expected from a Master’s dissertation. Start with the books listed below.  XE "dissertation:readings" 

 XE "reading:dissertation" 
· Creswell XE "Creswell" , J.W. (2003) Research Design: Qualitative, Quantitative and Mixed Methods Approaches, Sage. (Short term loan only)
This book reviews the whole research process and identifies a range of skills that you will need for the dissertation, but that it would also be useful to practice throughout your studies.

· Denscombe XE "Denscombe" , M. (2010) The Good Research Guide for Small-scale Social Research Projects, Open University Press *
This book offers an in-depth review of the strategies and methods that you will need to use to gather credible information that will substantiate the arguments made in the dissertation.

Other titles are of course available. Guides for conducting research in the social sciences, marketing and business studies are most appropriate. 
Coursework
To complete the first two years of your Master’s course, you will need to complete a number of tasks, some of which are assessed formally, while others are not. 
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Writing for an academic audience

If you are not familiar with the writing of academic papers, it might help you to consider your tutors as ‘clients’ for your work, and regard this section of the Study Guide as the equivalent of a professional requirement specification. We allow students more choice and flexibility than many clients would, but coursework has some constraints. Though professional practice will normally form the basis for your coursework, you must also: 

· identify clearly what issues you have tackled

· put forward a rationale for your decisions based on arguments

· use examples and relevant texts in the professional and academic literature
· conform to expectations regarding postgraduate work in the United Kingdom. 

Coursework is not about reporting your existing expertise, but about developing new insight and demonstrating learning. The type of writing you will use is primarily academic writing, even though the subject matter is communication in professional contexts. Coursework is designed to give you practice in a range of academic skills, which are rather different from the skills involved in professional communication tasks.

To help you ‘pitch’ your coursework at the appropriate level in terms of content and style, you might also want to imagine that your papers will be read by other students, communicators and employers – not just by course tutors. Normally, online contributions to discussions are meant to be read by everyone, so that everyone benefits from the collective learning. Formally submitted coursework, on the other hand, is treated confiden​tially and only course team members read them. You would need to convince your readers – both tutors and fellow students XE "assignments:audience" 

 XE "audience for assignments"  – that your coursework is firmly grounded in meticulous research and logical argumentation.

	This audience would… 
	So you need to…

	be knowledgeable in a general sense about the field of professional, corporate or technical communication
	be brief about the basics of professional, corporate, online or technical communication

	have little or no knowledge of the specific project you’re discussing
	provide a succinct description of the context of your work

	have some appreciation of the research underpinning your ideas, but not the specific take that you have on research in professional, corporate or technical communication 
	reflect the knowledge that you have acquired from readings and course materials, and demonstrate how you have applied it to a workplace issue of your choosing 

	be looking for a critical approach in the statements that you make 
	argue your case logically and objectively, using convincing evidence and literature 

	be looking for general learning points
	offer recommendations for professional practice


Contributing online XE "online work" 

 XE "Blackboard:online work" 

 XE "skills:online skills" 
During  your studies, you may be asked to communicate with your fellow students and tutors, to discuss topics and present your ideas through online discussions. Most of the discussions involve all students, though some modules include some online group work where the discussions are held with a small numbers of fellow students. Sometimes you will be asked to collaborate with a few other students on a particular task or assignment.
Giving students online access to each other and to tutors can completely transform the learning experience. Collaborative learning reduces this aloneness and goes well beyond it, with an educational basis rooted in constructivist models of the way people think and learn.

Learning is not a matter of passively collecting concepts, but of constructing a conceptual edifice in which what is learned is integrated and linked to your experience. Understanding is not the same as remembering. For ‘deep learning’, students should be able to apply and generalise what they have learned.

What are online discussions?

Online discussions are like having a seminar in a classroom. Tutors may set questions to enhance your understanding of module topics, and look in regularly to contribute themselves. Discussions can be held  ‘asynchronously’, that is, students and tutors post messages in their own time, within a period defined in the module calendar.  Or there may be a given time period where a 'class' is asked to logon and contribute.

Remember to

· check other students’ messages carefully before posting yours

· check tutors’ instructions and contributions for any online task or discussion
· make sure that your ideas are ‘on topic’ and respond to other students’ contributions.
+   Remember Everyone can see your answers and responses

+   Ensure you follow netiquette 

Advice for contributing to online discussions

Here is some general advice on posting XE "forum postings" 

 XE "e-learning:forum postings"  responses to an online discussion forum. 

· Use the message subject header and use it wisely. The subject header should contain information that describes the content of the posting. 

· Keep postings reasonably concise. 

· Indicate the audience for your message (e.g., ‘to all’, or ‘for those with a PR background’ or ‘for those interested in…’ etc). when you address yourself to specific people, use their names at the start of your posting; for example: "Tony, you said that…" 

· Netiquette - observe standard norms of polite discourse XE "e-learning:netiquette" . No ‘flaming’ or ‘trolling’, no use of abusive or discrimi​na​tory language. Be respectful of others’ beliefs. This also applies when you are discussing the work of authors: the fact they are not online to respond to your comments does not give a licence for flaming. 

· Make your point in your posting, not in an attachment. Attachments should only be used to give other students access to supporting/related information to that in your posting, or to supply information that is not text-based (e.g., graphs, charts, images, etc). There are exceptions to this of course, depending on the nature of the task you are completing online. 

· If you feel shy about posting, remember that you can post messages anonymously XE "e-learning:posting anonymously"  (by ticking the check-box under the message box). 

· Some things, such as work, health, or family problems, are best discussed in private with a tutor or administrator, rather than ‘in front of the whole class’. Use direct email .
Contributing to group work

We regard group interaction as a vital part of the MA programme. In some modules, you will be asked to work closely with a subset of module cohort. You will work on tasks that require some team work XE "team work"  and cooperation to produce a collective essay or presentation, an activity which is reasonably typical of work activities in a professional context. Some of these tasks are set to help you become familiar with online academic group work and are not assessed; others are assessed formally.

Group tasks are not simply concerned about getting you to engage in a particular topic. They are there to:

· expose you to other opinions and viewpoints on the subject (for your benefit)
· enable you to share your understanding and expertise with others (for their benefit)
· engage in discussion and debate , which means exposing you to viewpoints which you may not agree with, so you have to form an opinion about them and consider how properly to respond

· enable some (potential) efficiency in getting several ideas on the table (which would take substantially more research work if done on an individual basis) 
· gain insights into how peers construct a paper, which may encourage you to evaluate your approaches.
Group tasks also have the incidental benefit of connecting you to other students so that you are not working, or experiencing the course, in splendid isolation.
We recognise that group work is a challenge. There are drawbacks in working collectively just as in the real world of work group. However, the university ensures that even for group work the mark that you receive includes an individual aspect towards any given mark. 
Example of online group task

Here is an example taken from a module in 2010-11

The group task on qualitative data analysis should address the following question:

How would you go about analysing and presenting the attached interview data?

To complete the task:

1. read the rich interview data attached as Word files (the data consist of several interviews held with Student L two years ago; we used Skype as a synchronous text chat tool partly because the interviewee was not based in the UK, both interviewee and interviewer preferred text-based communication, and no transcripts were required after interviews ended). These Skype interviews were carried out to address the following question: how well did the 'research design module'  support students in developing appropriate research skills?
2. discuss with members of your group how you would approach analysing the data, using the discussion group forum set for this purpose; use the following readings to get ideas on handling qualitative data: 
· for an example of how the data might be analysed, read Meyer and Avery's article 
3. for an example of how the data might be presented, read Liposky's article 
4. after you have discussed the possible ways in which you could analyse and present the interview data, write a short group PowerPoint presentation summarising your ideas; make specific references to the interview data and use the readings to support your ideas.

To produce the group presentation, you can: 

· use the wiki set up for this purpose 

· use the group forum and share a Word file this way.
A submission link will be made available for a group member to submit the final version. 

The PowerPoint presentation should be no more than 12 slides and include: 

· an introduction

· the types of data you will be analysing

· how you plan to collate and reduce data and the rationale

· how you plan to record the process / which tools you might use

· how you plan to analyse and interpret findings

· how you plan to test the reliability of your analysis procedure

· how you plan to present the findings from the analysis

· weaknesses and strengths

· a conclusion

· a list of references
· evidence of each individuals contribution to the submission
Structuring assignments XE "assignments:structure" 
Many assignment task involve what we call ‘critical commentary’. You may also be asked to submit work samples or to write a short professional document.

Introduction XE "assignments:introduction" 

 XE "introductions to assignments" 
Introductions are about making a good impression. Let your readers know what to expect, and seek to convince them of the importance of what is to follow. The introduction should:

1. identify the precise nature of the general topic you are discussing
2. show that you have carefully considered the assignment question (the key topic and the approach needed to explore the topic, given a specific communication context)

3. identify your intentions – so that your readers know what to expect in your assignment.

4. define a ‘thesis’, argument or research question that will drive the investigation of the assignment topic. 

5. describe the approach you will take to discuss: identify the topics you will explore, and present the assignment plan, and note the reasons for any planned ommissions.
In other words, give an appropriate framework to your paper to manage your readers’ expectations. 

Contextual information XE "assignments:contextual information" 

 XE "contextual information in assignments" 
Assignments should be written as stand-alone documents, do not assume that your readers  will have prior knowledge of your work context. Though tutors have some infor​mation about your work environment, they won’t be specialists in particular business practices. It is best to avoid industry-specific jargon; or if you must use it, explain it. Make sure you provide necessary information to enable your readers to understand precisely the nature of the work you are engaged in and the specific issue you are discussing. If necessary, use appendices to give further information; for instance, to show examples of documents you have to comply with, but make sure if you do add appendices to be clear about what part of an appendix you are referring to in your text. 
When necessary, indicate any constraints you work under. For instance, if you have to adhere to a corporate house style, make it clear, so that tutors don’t mark aspects of your work over which you have little control. If you work under a confidentiality agreement, state the fact, and give some idea of what areas can’t be described or analysed fully; then concentrate on the areas you can discuss freely, making sure they are of relevance to the assignment question. It is also appreciated that some students may not be working in the associated industry - and thus other examples may be required to be explored.
Body of the assignment: addressing the assignment question XE "assignments:body" 

 XE "discussion in assignments" 
Assignments at post-graduate level are not descriptive project reviews. You need to provide a lucid account of your experience as a professional communicator, as a starting point to investigate an aspect of professional, corporate, online or technical communication in some depth. You need to offer more than a descriptive account of the project, and should include in your assignment an element of ‘critical commentary’ that identifies key issues, and analyses them, using literature, to illuminate various possibilities and create new insights.

A good critical commentary XE "critical commentary"  will demonstrate your ability to:

· investigate the complex issues that form part of the general topic; you may legitimately select just one or two and discuss these in more depth

· research the field and expand your existing knowledge through appropriate reading which, ideally, should include more texts than just those suggested by the module information
· apply new knowledge to a work situation, and evaluate its effectiveness based on clearly defined methods and examples

· discuss an aspect of your communication practice, given the thesis (i.e. the central argument) that you have defined for the assignment

· offer various types of information (description, discussion, examples, research findings, and so on) that are relevant to the assignment thesis

· give evidence that you are aware of the implications of choices you made, and identify the consequences of communicating in particular ways

· appreciate and work around problems, and use logical arguments to resolve them

· organise information and ideas in a structured manner, and communicate ideas effectively

Tutors will be looking specifically for evidence of your ability to reflect critically on your experience and on the knowledge that you have acquired from the modules and readings. 

Conclusion XE "assignments:conclusion" 

 XE "conclusions to assignments" 
The conclusion must be conclusive. This may sound like a tautology, but unfortunately assignments sometimes finish without giving a answer to the essay question and/or tying up the threads of the discussion. In a short summary bring together the main themes of your discussion, making sure that this summary acts as short answer to the essay question. What you say in the conclusion should reflect the main points of the assignment, which you have explored in the body of the assignment. If necessary, reread the introduction to make sure that the conclusion is actually in keeping with what you promised at the beginning of the assignment. Do not introduce new material or new ideas at this stage of an assignment, but reach a logical conclusion drawn from a critical evaluation of the assignment topic. 

A common way of concluding assignments is to relate the precise topic that the assignment discussed to the broader topic the assignment question addresses. So you could choose to show the general implications of your discussion on professional practice and offer possible recommendations to improve practice (your own or across the profession). Alternatively, you may wish to highlight a theoretical perspective and perhaps suggest further research, for instance in the form of a dissertation research question.

Working within the word limit XE "essay: word limit" 

 XE "word limit" 
Please note that assignments are set in the expectation that they can be completed within the word limit. This limit changes from module to module, so make sure you know what it is before you start. You can exceed the set word-count by up to 5%. If you exceed this upper limit without prior arrangement, your mark will be brought down by 5%. If the assignment is weak in other respects, this may mean that it will receive a fail grade.

Demonstrating understanding and using critical argument

We expect students to exhibit adequate levels of ‘academic’ practice as well as being competent in the many skills of professional, corporate, online or technical communication. We do not expect you to become a fully-fledged academic researcher overnight! What it requires is that you should develop your abilities in two areas:

· understanding of key theoretical material

· critical argument. 

The advice below applies to both online contributions and formally assessed coursework. Remember to use online work as testing ground to develop the skills of post-graduate study.

You should treat assignments as opportunities to develop your understanding XE "understanding"  of the theories and concepts intro​duced in each module. We expect you to use the knowledge that you have gained through the modules to reconsider your professional practice, using theories and concepts as tools to analyse processes and documents. Assignments are designed as tests of your under​standing of these theories and concepts and of your ability to apply them in work context. In other words, a ‘good’ assignment will demonstrate critical, analytical under​standing – not merely your ability to turn in a well-written piece of text or to describe your experience in the field.

To develop your critical thinking XE "critical thinking"  abilities, you might consider adopting any of the following approaches. When presented with concepts or theories you are unfamiliar with, evaluate your response along a simple scale (adapted from O’Sullivan 1999):

· you may wish to adopt the idea wholesale to improve your practice

· you may identify how to adapt the idea in some way, to reflect your work context

· you may wish to reject the idea as unsuitable or unworkable.

Whatever your choice, make sure that you build a rationale to back up your final decision. In this way, you will push your intellectual boundaries. In your coursework, you will need to show course tutors that you are grappling with ideas that you find interesting, difficult or challenging. To do this, you will need to analyse, question and challenge your assumptions and ideas, and conventionally accepted beliefs and commonplaces. 

You also need to show a balanced, well-judged understanding of the different con​siderations when criticising, analysing, justifying, supporting or objecting to any decision (about audience analysis, document design, evaluation strategy, word choice, illustration, or whatever). You need to demonstrate your ability to:

· understand a range of possible issues and views, some of which may be conflicting

· consider each of them objectively

· weigh them up, assess their importance and identify the pros and cons of relevant conflicting opinions.

You should be able to do all this succinctly within the word limit, in a few lucid and well-structured pages, though the depth of the analysis, the breadth of the argument (and so the length of the discussion) will depend very much on the nature of the assignment.

A description of how you conducted a particular activity or what a document looks like is a good starting point for an assignment, but you should go further than this. You could, for example, discuss why you worked in a particular way, substantiating your claims with supporting evidence. You might consider ‘what if’ scenarios, if you wanted to consider alternatives to your initial course of action. You might discuss alternative solutions you could bring to a problem. Though time or budget may limit what you can do in a real-life project, an assignment should be treated as an opportunity to extend your knowledge and your under​standing of what is feasible. This is what academic research is about, and as a post-graduate student you are expected to contribute to debates that roll back the limits of the ‘already known.’ Even in your early assignments you can do this in a small way, but when working on your Master’s dissertation, you will be in a position to make a more significant and possibly original contribution to research in the field of communication studies.

· Browsing

For useful advice on critical reading, look up:

Kurland XE "Kurland" , D.J. (2000) How the Language Really Works: the Fundamentals of Critical Reading and Effective Writing [on-line]. Available at <http://www.criticalreading.com/> [accessed Sept 2012]

Using examples and external sources

Ideally for every point, observation, criticism, judgement, conclusion or decision you make, you should be able to offer evidence XE "evidence" 

 XE "assignments:evidence"  in its support. Evidence can come from:

· primary sources, such documents or processes that you are commenting on in the body of an assignment 

· secondary sources, that is, opinions or interpretation of others, usually well-respected authors in a relevant field of research or professional practice.

Make sure that the evidence you select is specific, whether you are using examples from your own work or referring to others’ opinions. Evidence should be carefully chosen to support and illustrate your ideas. To enable you to make a strong point; evidence must be relevant, reliable, and representative. It should enable you to forestall any objection to your assignment design decisions, for instance by saying “because Professor Hartley’s research shows y” or “because readers are used to corporate guideline x.”

The advice given in this section of the Study Guide applies to both online contributions and formally assessed coursework. Remember to use online work as testing ground to develop the skills of post-graduate study.

Primary sources XE "assignments:primary sources" 

 XE "primary sources" 
To support your discussion of the assignment question, it is likely that you will need to provide examples of professional practice. These are also called ‘primary sources’, that is, business or technical documents or processes that you are reviewing critically in your coursework. These documents are normally your own work, but could also be:

· texts written by others

· concrete data on relevant factors or variables (such as audience needs, costs, time taken, sentence length)

· processes in use in your workplace XE "assignments:data" 

 XE "assignments:examples" 
· examples from a relevant document (e.g. citation of good practice elsewhere)

· comparison with other similar situations, documents, models

· detailed analysis of particular examples.

Not all assignment questions ask you to provide examples, but when they do, it is likely that you will need to provide appendices. Use appendices to provide background information, and to provide evidence about the factual information described in the body of the assign​ment. This type of information will help tutors contextualise your commentary, and will lend a greater degree of objectivity to the commentary. 

For example, if you are discussing a document, you could append:

· the document itself, if it is not too large

· a contents list and perhaps an introductory chapter

· if the document is an on-line one, print-outs showing the information structure.

If you are discussing the target readership, you could append:

· a list of the people/jobs/roles involved

· a matrix showing tasks and jobs

· a list of questions you asked to gather readers’ views.

Make sure that appendices XE "assignments:appendices"  are clearly introduced and accurately cross-referenced in the body of the assignment. Adding an annotated content list to the appendices is a good idea if you have many appendices. 

Remember however that an appendix is not an integral part of the assignment, but an add-on. You cannot assume your readers will have the time to read through all your appendices. If an appendix contains important pieces of information on which your argument depends, you will need to summarise the information in the assignment itself. 

Secondary sources XE "assignments:secondary sources" 

 XE "secondary references" 

 XE "references" 
In addition to primary sources, you will need to use secondary sources when working on assignments, portfolios and dissertations. Secondary sources normally consist in other people’s opinions on, or interpretation of, the general assignment topic. These could take the form of:

· a precise citation of an authority, or a more general reference to their work

· results of information searches (e.g. in libraries or over the Internet)

· information gathered from other people’s research, investigations or experiments.

You will become familiar with your secondary sources. As it isn’t your own work, develop a good understanding of it to form a ‘critical’ opinion. Although tutors are interested in what you think about your professional practice, you will find that secondary sources will help to support your critical assessment. 

Handling sources

It is important to develop a good grasp of the primary source and to form a ‘critical’ opinion about it before you turn to secondary sources. Although secondary sources can help support your view, tutors are still interested in what you think about the workplace situation or artefacts that you are critiquing. By using supporting evidence you can avoid common problems found in assignments. Follow these guidelines:

· avoid making unsupported generalisations

· make sure that all information you provide is strictly relevant to your topic of discussion

· analyse issues rather than write straight descriptions; descriptions may be necessary to set the scene, but should be limited in the body of the discussion

· when quoting sources, explain why you have selected them; identify precisely and explicitly how the citation supports your viewpoint

· when quoting different sources on the same topic, explain why you have given them, what the key differences are, and what value these differences bring to your discussion

· acknowledge and account for contradictory evidence, or contradictions with your own viewpoint

· generally assess sources for their overall validity and for any limitations in particular contexts. Be sceptical!

Referring to other people’s work

Using other people’s work is a two-step process: first citing or quoting XE "citing" , then referencing XE "referencing" . We recommend that you follow the Harvard System XE "Harvard System"  to cite and reference works, using the examples given below.

Citations XE "citation formats" 
Citing an author’s text within the body of the assignment will acknowledge your debt to the author, and demonstrate the knowledge you acquired to compose the assignment. Here are some examples XE "citing:examples"  of references to sources within the main body of an assignment: 

	When referring to
	Write

	a book or article when the author’s name is part of the sentence
	Schriver (1997)

	the text when the author’s name is not part of your sentence
	(Schriver 1997)

	a specific page
	Schriver (1997:203)

	a book written by three or more authors (first reference)
	Dix et al. (1998)

	subsequent references of the same book, provided you do not refer to other texts
	Dix et al. (ibid)

	a work previously cited in full, but not in the immediately preceding reference
	Schriver (op. cit.)


The SHU Learning Centre offers a very detailed guide to using references.
Quotations 

When using quotations XE "quotations" , respect the exact spelling and punctuation of the original text. Use quotation marks if the quoted material is short – less 10 to 12 words. Longer quotations should be indented and set out from the main body of the text ending with a full reference. Longer quotations should not have speech marks unless they report conversation. Words added to a quotation for clarification should be set in square brackets [like this]. Then give the author’s name, the date of the publication and, if you can, the page number(s) in paren​theses underneath the extract. XE "referencing:format" 
Bibliography

Referencing the source document fully in a bibliography XE "bibliography"  will enable your readers to check your source easily if they wish to do so. At Sheffield Hallam we use Harvard. You should present information in the following order:

· author’s name (year of publication in brackets) book title in italics, publisher

· author’s name (year of publication) ‘article title in quotation marks’, journal or book title in italics, publisher, journal date references, page references

Here are some examples XE "referencing:examples" :

Windahl, S., Signitizer, B. with Olson, J.T. (2009) Using Communication Theory: An Introduction to Planned Communication, London: Sage.
Sharpe, R. and Oliver, M. (2007) Supporting practitioners' design for learning: principles of effective resources and interventions. In: Beetham, H. & Sharpe, R. (Eds.) Rethinking Pedagogy for a Digital Age: Designing and Delivering E-learning. London: Routledge, 117-128.

El Refaie, E. (2009) 'Multiliteracies: how readers interpret political cartoons'. Visual Communication, 8 (2): 181-205.

Hinkelman, A. (2001) 'Designing for advanced users'. Orange Student Journal of Technical Communication. 1 (1). Available at <http://tc.eserver.org/orange/1-1/designing1.htm >. [Last accessed March 2009]
Wright P. [no date] ‘Usability: The criterion for designing written information’ [source unknown]

Every piece of information that you offer that is not your own must be referenced so that, in principle, it could be checked or followed up. Without such information it is impossible for us to assess how accurate you have been, or how up-to-date and reliable the information is. You must list in a bibliography every item that you have used in some sense, no matter now trivial or old.  Also we have special ways to set out etexts, websites, and film resources - see the Learning Centre information on this.
· Browsing

For further help on citations and bibliographies, look up:

Learning & IT Services (no date) Referencing, Bibliographies and Academic Integrity [online], Sheffield Hallam University. Available at: http://catalogue.shu.ac.uk/record=b1460281 [accessed Sept  2012]. 

Paraphrasing, cheating and plagiarism 

It is normally to refer to other people’s work in academic coursework. In fact, it is expected. Be honest about such ‘borrowings’, and follow the guide​lines given in the previous section. This will help you avoid some of the problems that can arise from misusing sources. These are discussed below in order of seriousness.

Paraphrasing XE "paraphrasing" 

 XE "assignments:paraphrasing" 
Paraphrasing means condensing someone’s text while acknowledging the source of infor​mation, and can become a problem when used too extensively. Summarising a point made by someone else is not an issue in itself. In fact, it is very likely that you will need at some stage to paraphrase material, for instance to set the scene before you develop your own viewpoint on a particular issue, or to use someone’s definitions as a basis for your own analysis. The important thing to remember is that you need to be brief. If you feel that your readers actually need to read the initial text, refer to it in the bibliography and consider annotating the bibliography entry, or include a copy in the appendices if it is not too extensive, especially if you believe the source material would be hard to locate; for example, if it is an internal corporate document. If you wish to refer to a workbook within the body of an assignment, don’t paraphrase these extensively as tutors will be familiar with them! Simply give a clear reference to the workbook and page number to identify the source of the idea, and then develop your own views. The penalty for extensive paraphrasing is normally a lower grade because students haven’t investigated the assignment topic for themselves. If other aspects of the assign​ment are poor, the assign​ment may fail and you will be asked to resubmit the work.

Cheating XE "cheating" 

 XE "assignments:cheating" 
Cheating involves copying another student’s work without acknowledging their input. Because of the distance-learning study mode and the dispersion of students on the MA programme, this is a very unlikely event.  
The course team will follow the standard University Regulations and Procedures for dealing with suspected cheating, which you can access via the Student Portal. This means that the matter will first be formally investigated, and depending on findings, coursework may receive a fail mark; work may be resubmitted but the mark will be capped at 40%.
Plagiarism XE "plagiarism" 

 XE "assignments:plagiarism" 
Plagiarism involves copying someone’s text without due acknowledgement and passing it off as your own. 

Unfortunately, the easy accessibility of material on the Internet these days makes unintentional plagiarism a very real possibility for hard-worked students. It is all too easy to copy down a striking phrase or a well-expressed idea, to forget who said it, and to reproduce it without properly referencing it. The corrective action against such slip-ups is to be scrupulous about keeping references from the very start of your course. 

The course team will follow the standard University Regulations and Procedures for dealing with suspected plagiarism, which you can access via the Student Portal. This means that the matter will first be formally investigated, and depending on findings, coursework may receive a fail mark; work may be resubmitted but the mark will be capped at 40%.
· Browsing

For advice on avoiding plagiarism, look up:

Procter, M. (2000) How Not to Plagiarize [on-line] University of Toronto, available at <http://www.writing.utoronto.ca/advice/using-sources/how-not-to-plagiarize> [accessed July 2011]

To consult the Assessment Regulations and Procedures regarding cheating and plagiarism look up:
Registry, Sheffield Hallam University (2007-8) ‘Cheating regulations for undergraduate and taught postgraduate courses’, Sheffield Hallam University. Available at: http://students.shu.ac.uk/rightsrules/docs/Cheating_Regulations_0910.pdf [accessed July 2011]
Adopting a suitable writing style XE "writing style" 

 XE "assignments:writing style" 
Write simply and clearly, but formally. This means:

· where appropriate, use the ‘critical vocabulary XE "writing style:critical vocabulary" ’ XE "assignments:critical vocabulary" , that is, the specialist vocabulary used in the modules and recommended readings to refer to specific concepts, theories, and approaches

· try to avoid the passive voice XE "writing style:passive voice" 

 XE "assignments:passive voice"  as far as possible, particularly when describing your own actions: if, for example, you carried out a series of interviews, say so clearly (“I interviewed five colleagues to validate…”) 

· avoid subjective statements XE "assignments:subjective statements" 

 XE "subjective statements"  such as “I feel…,” “I believe...”, but concentrate instead on the evidence XE "writing style:evidence"  you can provide to convince your readers about the validity of your arguments (for example, interview scripts and reports for empirical evidence, or citations from established authors for more ‘academic’ evidence)

· when explaining how you have structured the assignment, you can replace the first person XE "writing style:first person"  singular with the third person singular by using phrases such as “the assignment provides a framework for...,” or “this section sets out...”.

· try also to avoid management and workplace jargon XE "writing style:jargon"  and buzz-words – ‘rolling  out’, ‘leveraged’, ‘buy-ins’, and so on.  

The advice given in this section of the Study Guide applies to both online contributions and assessed coursework. 

Verbal navigation

Sign-posting XE "assignments:sign-posting" 

 XE "sign-posting"  (or navigation XE "assignments:navigation" 

 XE "navigation" ) XE "writing style:verbal navigation"  is an important aspect of all coursework. Use visual means such as different levels of headings, graphics, or other means of presenting information that will make your arguments easier to follow. More importantly, make it easy for your readers to follow the development of your argument, with explicit verbal clues:

· use key words relating to the concepts underpinning the assignment question

· define clearly the ‘thesis’ of the assignment (the key position that you are presenting or defending), and also the topic(s) of each section and of each paragraph 

· show how one point relates to another, and contributes to the overall development of the assignment thesis.

The use of verbal clues XE "writing style:verbal clues" 

 XE "assignments:verbal clues"  is an aspect of writing which you may not have to consider in your practice of business, corporate or technical communication. However, an assignment is largely a discussion of a specific theme, so you will need to make it clear how your argument is developing, showing how citations and examples are interlinked and related to the assign​ment thesis. So you will need to pay attention to transitions between and within sections and paragraphs. 

These can take different forms:

· adverbs such as “firstly” or “finally,” or adverbial phrases such as “more importantly”

· conjunctions such as “although,” “therefore,” “however,” “thus,” and “but”

· conscious repetition of a key word or phrase is best avoided
· transitional sentences such as “having considered the effect of doing x, I will now examine the effect of doing y”

· summaries, either at the beginning or at the end of the main sections of the assignment

· information labelling, such as “for instance” or “the diagram below shows a model of ...”

Paragraphing XE "writing style:paragraphing" 

 XE "paragraphing" 

 XE "assignments:paragraphing" 
In many forms of professional writing –business reports, technical manuals, press releases and so on – it is common to write in short snappy sections of one or two sentences, separating sections with a space. However, in writing an academic assignment, you need to write in a way that will allow you to develop an argument, as has been described above – evaluating, reflecting, considering various aspects of a topic, and comparing the opinions of the writers. Just as in other documents - for each new idea a new paragraph is a good rule. To paragraph effectively, you need to: 

· write in fairly long, coherent paragraphs (say four to eight sentences, some of them complex sentences)

· organize each paragraph around a single idea

· present this idea in a ‘topic sentence XE "writing style:topic sentence" 

 XE "assignments:topic sentence" 

 XE "topic sentence" ’, which is normally the first, opening sentence

· use the rest of the paragraph to develop, modify or support this idea, perhaps with evidence, examples, or quotations from other writers

· use bullet lists XE "bullet lists" 

 XE "writing style:bullet lists"  or text tables XE "text tables" 

 XE "writing style:text tables"  unless necessary, to present the various facets of an idea - 
· use diagrams XE "writing style:diagrams" 

 XE "diagrams"  or charts XE "writing style:charts" 

 XE "charts"  when necessary, to give overviews about complex subjects .

This style of writing may take you some time to get used to, but as you read the work of others, in particular journal articles, you will probably notice how common it is in writing in the Social Sciences. 

Presentation XE "assignments:presentation" 
In a communication course, all aspects of your submission are open to assessment, so we also consider page layout, typography, visuals and navigation aids in the critical commentary and, if applicable, in any work sample submitted as part of the assignment. Presentation is an important component of effective communication.  However, you do not gain or loose marks for presentation unless presentation guidelines are stated in the module guide. 
Ensure that your assignments are word processed on one side of the paper only, leaving wide margins, and number your pages. When working online, keep your font choices to a minimum within a posting.

Areas to consider are:

· page layout XE "presentation of assignments"  including margins, column width, headers and footers XE "assignments:layout" 
· the title page

· the contents page

· the main chapter pages (make sure these stand out as this will make assignments easier to read, whether you submit a Word document or a online document such as a wiki or a blog)

· typefaces for body text and headings (keep choices to a minimum)

· white space (margins, space between paragraphs and around headings, line length, etc)

· business graphics, icons, and other forms of illustration

· hyperlinks when these are available in the medium you have chosen (e.g. PDF files, wikis)

· consistency in presentation.

Cover sheets XE "assignments:cover sheets" 

 XE "cover sheets" 
When you submit an assignment you are required to submit the work with a cover sheet (See Appendix B).  Also please ensure that when you submit work online via Assignments area in the module online sites that you name your file  is named with  your name and/or student number and an indication of the work. 
The final review XE "assignments:editing" 
Finally, as all professional writers should do, you need to allow time for a final check through your work. When submitting PDF files or wikis, pay attention to navigation devices such as contents list and hyperlinks. In all types of documents, looking out for poor phrasing, grammatical slips or ‘typos’, presentational glitches, and referencing, before you allow your work to go out into the wide world

Understanding assessment 

Assignments and portfolios are a key element of the commu​nication between you and the course tutors. 
There are two main purposes for assessment:

· to help you with your subsequent learning, by giving you directions for improvement, or further research

· to gain an insight into students’ attainments and put them on record for the purpose of the Assessment Board, the review panel that convenes to assess students’ work and award the appropriate qualifications 

Marking

Assignments, portfolios and dissertations are marked using the following scale XE "assignments:grades" :

· 70 % and above: the assignment has passed with distinction  (A or a first)
· between 60% and 69%: the assignment provides a good, intelligent discussion of the assignment question  (B or 2:1 upper second)
· between 50% and 59%: the assignment provides a competent answer to the assignment question  (C or a 2:2 lower second)
· between 40 % and 49%: the assignment has passed, but the treatment of the assignment question is problematic  (D or a 3rd)
· less than 40 %: the assignment has failed, and a referral will be required.
For further explanation about the grades, see Appendix A.

Passing is judged on the aggregate mark, i.e. the assignment must achieve 40 % of the total marks available. A member of the academic team assesses your coursework in the first instance; a second course member moderates assessment for a sample of students’ assignments. The marks are then approved by the Assessment Board.

Assignment deadlines XE "assignments:deadlines" 
Deadlines are given for each module, and are specified in the Blackboard sites or module guides. Here is some indication of when you can expect to submit coursework:

· for the 12-week modules, you can expect to have deadlines in mid December,  then sometime in the Spring  (usually end of March till early May.)
· for the 36-week modules (Portfolio of Reflective Practice XE "Portfolio of Reflective Practice:deadline"  and Research Skills Portfolio XE "Research Skills Portfolio:deadline" ) XE "deadlines" , you will have submission dates throughout the year for the different tasks. 

It is your responsibility to meet deadlines set for coursework.

University Regulations XE "University Regulations"  cover coursework deadlines. If you think you cannot meet a deadline, contact the Senior Administrator as early as possible for guidance.   
· Browsing

To find the University Regulations XE "Regulations" 

 XE "University Regulations" , look up:

Sheffield Hallam University (2007) SHU regulations and codes [online], Sheffield Hallam University. Available at: <http://students.shu.ac.uk/rightsrules/regs.html> [accessed Sept 2012.

Make sure that you consult these at least once during your first term of study.

Approval by the Assessment Board XE "Assessment Board" 
The decision to award the relevant post-graduate qualification is the result of a formal review panel, called the Assessment Board. The role of this Board is to review the course (including assessment practice), confirm students’ results, and award the appropriate post-graduate qualifica​tions. Its decisions are final. 

The Assessment Board comprises:

· a senior academic from Sheffield Hallam University who acts as chair person for the coursework review process; typically this academic does not belong to Communication Studies 

· Module Leaders
· admin​istrative staff who provide relevant student information and minute the meeting

· External Examiner/s XE "External Examiner"  s from outside Sheffield Hallam University who acts as an impartial reviewer of the course: the External assesses course quality, evaluates students’ coursework and dissertations, and makes sure that grades are fair. 

The Assessment Board convenes two (or more) times a year, typically in October and July. XE "Assessment Board:meeting dates"  

Submitting module questionnaires

During your studies, we will ask you to complete a feedback questionnaire XE "module:questionnaire" 

 XE "questionnaire" . This is not an assessed piece of work, but a means of encouraging you to reflect on your learning experience. The module questionnaires give the course team valuable information on the suitability of our MA courses and on students’ progress and satisfaction. In this way, we can monitor the courses by getting useful pointers to the issues that matter to students and to professional communicators in general.

7 Studying by distance learning

Though we hope you will enjoy studying on your Master’s course, you will find that sometimes studying by distance learning presents problems. This chapter of the Study Guide contains practical suggestions and guidelines on how to study as a distance-learner. 

Knowing what to expect

Distance-learning XE "distance-learning:challenges"  and e-learning XE "e-learning:challenges"  can give a great deal of choice and control over your studying. However, you need to know about the potential difficulties that distance-learners encounter. You may find it difficult at times to:

· maintain interest and motivation

· deal with pressure from work

· handle interruptions from family and friends

· find time to study

· cope with feelings of isolation 

· understand or remember particular topics of study

· respond positively to critical feedback.

The aim of this section is to help consider ways in which you will be able to tackle the difficulties listed above, and keep up your commitment to studying.

Remaining motivated

Motivation is essential to successful learning. To keep your motivation XE "motivation"  up you might consider writing down at or near the start of your course what it is you want to get out of it, that is, state your objectives for embarking on your studies. Go back to these objectives when you suspect that you may have ‘lost it’.

Highs and lows

Most distance-learners lose their motivation at one time or another. This is related to the learning process itself, which can be described as four distinct stages.

1. When you start studying, everything is new and exciting. You may feel a little over​whelmed at this stage by what there is to learn – not simply new material but also new ways of studying.

2. After a few weeks, students have usually found a pace that suits them. Materials become more familiar too, so you will probably get a strong sense of progression.

3. You may then reach a point when things don’t go so well. The initial excitement has worn off, so it is easier to get distracted. Go back to your list of initial objectives and do not give up. Start talking to your tutor or to other students: you need to refocus.

4. If you have stuck at it, this will usually give you a sense of achievement. You may not reach the level of motivation you had in step 2, but this is normal. By this stage, you should feel confident with the learning process itself. Take pride in this!

Setting yourself objectives

This has to do with your detailed planning XE "e-learning:planning" 

 XE "distance-learning:planning" . You may already know that achievable objectives are smart objectives, so when defining study objectives make sure they are:

	· specific
	state clearly what you want to do

	· measurable
	be precise when defining what you want to achieve

	· achievable
	define the task clearly, given the resources you can allocate

	· reasonable
	be realistic about what you can do in a set period of time

	· timely
	set achievable timescales to complete the task.


Working to these guidelines, you will be more likely to achieve whatever you set out to do. Reward yourself and feel proud, whatever the amount of work you have completed. So for each study session, decide:

· how much time you will spend; if you are well focused, you can achieve a lot in half an hour!

· what you hope to accomplish during that time; for instance, look up Web references or check the University’s on-line library catalogue for titles on a specific topic

· what specific tasks you want to achieve; for instance, complete a chapter, identify what books you will borrow or what Web pages are worth reading in depth, and so on.

If you have not completed the task you wanted to complete, note down what you could not do, and find out what the problem was so as to be able to tackle it next time it occurs. You may also decide to adjust future study sessions to catch up with the work, or alter your timetable. Remember to remain positive. People usually want to accomplish more than they can, so if you cannot do what you wanted, write down what you have done in the time available. If you do this for each study session, the achieved list will keep on getting longer, and you should develop a good sense of your achievements.

Creating an environment conducive to learning

Before you start working through the module workbooks, you need to give some thought to the environment you will be studying in. The whole point is to create conditions that will sustain you throughout the course.

Creating ideal learning conditions XE "learning conditions"  is probably impossible, but it will be useful to you to define what they might be and work towards achieving them. You will need to consider how to avoid on the one hand distractions and on the other hand isolation, and how to ensure the best physical environment.

Avoid distractions XE "e-learning:distractions" 

 XE "distance-learning:distractions" 
This is easier said and done… As you know, distractions can take many forms. So you might find it useful to make a list of the most likely distractions that will affect your study time, and find ways to ignore or deal with these. Every learner is different, so different factors will affect you:

· playing music or leaving the radio on may be all you need to concentrate on your studying while other people may prefer to work in silence

· family and friends may not understand why you are studying, so there will be a time of adaptation, both for yourself and other people; you will need to set aside time to give them your undivided attention and time for you to focus on your learning

· you may wish to take the telephone off the hook, switch off your mobile, or decide to let the answer-phone take any incoming message.

Work in comfort

Ideally you would work in your own study, but this is not feasible for everyone. Try and find a space where you can work on your own, away from other people. This could be in your home, your office or the local library. 

On occasions, any excuse will do rather than start work! Make sure you are not too hot or too cold, as this will give you an excuse to stop work and make another cup of coffee. Keep your study materials close at hand, as you are unlikely to work well if you need to look for books, notes, or writing materials.

The most important thing, however, is not the space where you work, but your frame of mind. Whatever your schedule, try to get to work fairly quickly and avoid spending time preparing your workspace. Try and ensure that you start productive work quickly; this will help reinforce your sense of achievement. 

Also - remember it is important to take regular breaks - especially when working on a computer.

Allocating time to study XE "study time" 

 XE "e-learning:study time" 

 XE "distance-learning:study time" 
Each module in the first two years is designed for about  XE "module:time allocation" 150 hours of study XE "e-learning:module time allocation" ; the dissertation module is designed for 600 hours, mostly self-directed. The exact time will, of course, depend on how much you already know, and on how easy you find the different kinds of tasks. It will also depend on how the modules are supported. 

· Some modules are supported exclusively via Blackboard (with instructions and readings available online) and ask you to participate extensively online. 
· Other modules are more reliant on workbooks which contain topic information, reading recommendations, and self-assessed exercises. Some workbooks are more theoretical, some are more practical, and some are slightly longer than others.

· In some modules, your online interactions are the coursework. A traditional assignment option may be available too if you are not able to study online, so contact the module tutor early on to agree on a suitable alternative.
It is probably not a good idea to try to get through the materials too quickly – you’ll learn less, because you’ll pay less attention than you would otherwise do. Learning involves periods of activity, and then periods where you ‘digest’ and reflect on your learning. However, it is not a good idea to leave very long breaks between sessions, as you’ll tend to forget what went before and have to use time refreshing your memory. You also need to bear in mind the deadlines for coursework.

The following tables show what time you might expect to set aside, depending on the nature of the module. A rule of thumb is about 10-15 hours XE "e-learning:weekly time allocation"  a week on average.

For some modules you will need to complete the following activities.

	Activity
	
Time 

	read the instructions on the module site
	
10 hours

	read essential and optional readings
	
40 hours

	take notes and formulate responses to online tasks
	
40 hours

	participate in on-line activities and discussions
	
40 hours

	do some self-directed reading 
	
10 hours

	tidy up online contributions in a format suitable 
for formal submission
	
5 hours

	complete the module questionnaire
	
1 hour

	Total XE "Communication Planning & Theory:time allocation" 
	
150 hours approx


The weekly schedule XE "weekly schedule" 

 XE "e-learning:weekly schedule"  would look a little like this:

· 1 hour reading instructions for online tasks and gathering necessary readings
· 4 hours reading relevant texts and doing some self-directed reading

· 3 hours to make notes and formulate your positions in relation to the topic, other students’ postings, and tutor feedback

· 3 hours discussing issues online with other students

This is for indication only: some tasks will require more reading, while others will require more personal writing or more online group work.

Portfolio of Reflective Practice

For the Portfolio of Reflective Practice module (taught in Year 1), you will normally undertake the following activities.

	Activity
	
Time 

	read the module workbook 
	
10 hours

	Term 1 online and personal activities
	 
35 hours

	Term 2 online and personal activities 
	
35 hours

	Term 3 online and personal activities 
	
35 hours

	read essential readings
	 
10 hours

	read additional texts (optional and self-directed readings)
	
25 hours

	Total  XE “Portfolio of Reflective Practice:time allocation” 
	
150 hours approx.


Dissertation 

The Dissertation module represents a period of independent but supervised study on a research subject that you have selected. You need to complete the following activities:
	Activity
	
Time 

	read the Dissertation Guidelines 
	
 5 hours

	receive and respond to tutorial supervision 
	
20 hours

	Reading books on managing a research project and writing up a dissertation
	
25 hours

	self-directed study (including literature search, methodology, designing instruments such as questionnaires, data collection and analysis, writing up, and finalising the dissertation)
	
550 hours

	
	

	Total  XE "dissertation:time allocation" 
	
600 hours


Note that your supervisor has a total of 8 hours allocated to your supervision. Typically, this is split into four main activities: 

· initial support and comments on the proposal at the beginning of your first term on the dissertation module

· comments on first draft 

· formal marking at the end of the third term of study - including marking of theses not superivsed
How many years altogether?

You can normally complete the course within three years, though you have up to six years from your date of first enrolment to do so. Also note that you cannot take more than three years to complete any stage of the course (Certificate, Diploma, and Master’s).

Pacing yourself XE "e-learning:pace" 

 XE "distance-learning:pace" 

 XE "pace of learning" 
Setting up an environment conducive to learning means, of course, setting aside time for studying. Each year, you will need to set aside about 600 hours of your time. This means finding a minimum of 12 hours a week, and probably up to 15 hours, over a period of three years. The exact time you’ll spend depends on your interests and desire to expand the boundaries of what you already know.

As a distance learner, you will need to deal with the following constraints:

· you probably have a full-time job and may have other responsibilities outside work

· unless you already have some experience of distance learning, you will need to think about how to organise your study time.

Identifying time slots

Studying via distance learning doesn’t simply mean studying when you have some spare time. In some instances you will need to create free time and define a schedule you feel reasonably you can stick to. So where will your spare time come from?

· Exercise: time-tabling your study time

As an exercise you might find it useful to fill in the timesheet XE "timesheet"  in this section.  Pencil in all the periods where you are asleep, busy at work or doing things with your family and friends.  XE "free time" 
	
7am
8 
9
10
11
12
1pm
2
3
4
5
6
7
8
9
10
11pm

	Mon

	Tues

	Wed

	Thur

	Fri

	Sat

	Sun


The blank spaces will tell you the likely times for studying. For most people, blank spaces will be in the evenings and weekends. If these times aren’t the best for you, consider reshuffling some of your activities to get at least a few hours of ‘quality time’ for studying. For example, you might choose to:

· reserve a block of time from the weekend, and do no studying during the week, or

· work for a couple of hours every day, or

· study intensively for two weeks followed by a week’s break.  XE "finding time" 
We suggest that you set aside a regular slot, and discipline yourself so that, even if you are busy, you do a small amount of study during that slot. The most important rule is to find the best way of study for your personality and situation. Once you have decided what suits you best, stick to it. 

Distance learning also means studying mostly alone, away from other students and University tutors. For this reason you might find it useful to list all the people you can talk to if you want to discuss tasks, assignments, or general theory. Colleagues, managers, and of course, other students - whom you can access from the start of the course through our Blackboard site - should all be considered. They can be a valuable resource. Family and friends also need to be involved: your study time will eat into the time that you would normally devote to them.

Using online resources

Sheffield Hallam has a number of online resources to help students meet the requirements of academic study.

For library services there are different options:

· use the Distance Learning Support Service; details are available at: 
https://students.shu.ac.uk/shuspacecontent/learning-centre-services/distance-learner-support-service
· to obtain photocopies of book chapters (when the books are not available in the collections), look up: https://students.shu.ac.uk/shuspacecontent/lc/im-distance-learning-student-do-i-request-journal-articles-and-book-chapters 
· to find online journal articles, use: http://catalogue.shu.ac.uk/search~S4 
8 Year 1 FAQs 

This chapter is based on the most common queries of previous Year 1 students. It repeats the information contained elsewhere in the Study Guide, but you may find the ‘questions & answers’ format easier to refer to. XE "Post-graduate Certificate:FAQs" 
Do I have to read academic books and journal articles? XE "books:reading" 
Yes. The purpose of all coursework on the Master’s course is to expand the boundaries of what you already know, so reflection on practice is not enough on its own. Also, the more you read during the first two years of the course, the more prepared you will be to research a topic for your Master’s dissertation.

Try to incorporate academic texts in your readings, particularly if your ambition is to complete the Master’s degree and write a dissertation about a small-scale research project. We will be expecting a balance between academic and professional texts in the dissertation, so the sooner you try to achieve this in your studies, the better prepared you will be. You might consider reading Blaxter C., C. Hughes and M. Tight (2006) How to Research, Open University Press, to develop your understanding of post-graduate work, particularly if you don’t have a first degree. If you find an earlier (and cheaper) edition of the book by Blaxter et al., this would be fine.
To demonstrate that you have benefited from your readings, try to provide a commen​tary of some kind on each citation or summary XE "references" . For instance, you could explain why you thought it suitable to highlight a particular point, or evaluate the pros and cons of different authors’ views. If you feel that an author’s view is limited or faulty in some way, you need to build a case to show this, and provide references or examples that supports your viewpoint. This will help your assignment to comply with the traditional form of post-graduate coursework (and enable you to get you higher grades!).

Do I have to study online? XE "online work" 

 XE "skills:online skills" 
Yes. Ideally, you should make every effort to contribute to the online tasks that are set up for each module. These tend to take the form of plenary discussions where you contribute your views or of group work. There is usually a calendar of activities, so if you miss an activity, you can still contribute to the rest of the module. Check the relevant modules for the exact briefs that you need to follow.

However, we recognise that e-learning may not be possible for a range of reasons. Sometimes students travel extensively, sometimes there are deadlines at work which make it hard to study. Also, e-learning is not for everyone. So if you are encountering difficulties with Blackboard and the online mode of learning, please don’t get discouraged. Contact the Module Leader at once, so that he or she knows about your situation. XE "Blackboard:unable to study" 
I can’t locate one of the readings. Where can I go? XE "books:locating" 
· Start with the university’s Distance Learning Support Service DLSS. You can find information about this service at: https://students.shu.ac.uk/shuspacecontent/learning-centre-services/distance-learner-support-service 
· Try a local university. In the UK you have automatic access rights (though not necessarily lending rights) to another university library. The DLSS will help you complete the necessary form to get access to other university libraries. If this university teaches Communication, English, Psychology, Education, Multimedia, or Computing, you should be able to find suitable equivalent texts, if not the exact texts that your tutors recommend.
· Go the British Library in London (or another copyright library). To do this you’ll need a letter from the Course Leader confirming that you are a bona fide student on the MA Programme in Professional Communication.

· Try scholar.google.com: extracts of many books are available for free.

· Try the publishers’ website as you may find PDF versions of some book chapters online. Also check if a previous edition exists; these are usually cheaper to buy.

· Try either Amazon.co.uk or Amazon.com.

· Local libraries are likely to be disappointing, but could be worth a try, particularly if they have a good business section.

I need help with my assignment. Who should I ask?

Contact the Module Tutor. If he or she is not available, contact the Senior Administrator who will pass your request to another tutor.

Note that in some module sites, tutors may post general guidance, and have a forum dedicated to queries about the module and assessment; you can request help there, anonymously if you wish. Also revisit this Study Guide and look up the SHU Study Skills Online. 
What are the most common problems in Year 1 assignments?

	Problem
	Solution

	Weak introduction XE "assignments:introduction" s 
	Business and technical documents do not always require introductions, so some students are not familiar with writing this type of text. Yet it is very important, as the role of introduction XE "introduction" s is to ‘set the scene’ and let your reader know that you were able to:
· understand the essay question, by identifying the general field (e.g. visual communication), and the specific issue to be examined (e.g. visual analysis)

· identify a work situation that is a concrete example of the theory / concept underpinning the assignment

· marshal your ideas into a clear structure, by providing a short overview of how the discussion will unfold in the body of the essay.

	Too much contextual information XE "assignments:contextual information" 
	Assignments sometimes offer too much information about the business or work context. Some information is of course necessary, otherwise your tutors will not understand the context in which you work and/or in which your readers work. But make sure that this contextual information is presented succinctly, in a structured manner, and in a way that will support points made in the rest of the assignment. Though it is easy to provide contextual information, make sure that the bulk of your assignment is devoted to analysis, rather than description. As a rule of thumb, no more than a quarter of the word count should be devoted to context information.

	No audience and task analysis XE "audience and task analysis" 
	Students are sometimes so steeped in their work context that they forget that tutors are not so well informed! So please provide an overview of the ‘rhetorical context’, that is the audience, context and communication objectives. Without such an analysis in the assignment, it is not possible for tutors to assess whether the communication decisions are appropriate or not.

	Too much description XE "assignments:description" 

 XE "description" 
	Many technical or business documents describe how something works, so that an operator can use that equipment correctly and efficiently, or a manager has appropriate information to act upon. An academic essay, on the other hand, is concerned about why a document is designed in a particular way. What you need to provide is a rationale for your decisions, using both contextual information and recommended readings.

	Over-reliance on professional or general sources
	Even though our Master’s courses are professional in nature, they are still academic courses. So you need to make use of the relevant academic literature XE "assignments:literature"  (journals and books) in all your coursework. Make sure that that texts are cited correctly (using the Harvard format) and, more importantly, that your references and citations are used to support and develop your ideas.

	No conclusion XE "conclusion" 

 XE "assignments:conclusion" 
	Business and technical documents do not always require conclusions, so some students are not familiar with writing them. In essays and dissertations, you are expected to bring the discussion to a close by providing a short summary of the key discussion points and  by highlighting the impact of the discussion on your practice or the communication profession, if relevant.

	No or poor bibliography XE "assignments:bibliography" 

 XE "bibliography" 
	Again, this is not a convention for many business and technical documents. You must provide a bibliography listing alphabetically all the texts that you mentioned in the body of the discussion, using the Harvard format. Aim for a minimum of five different text for an essay. If you have consulted some texts but not used them in the essay, you may wish to add a separate list of ‘other texts consulted’.


Should my assignment follow a particular structure XE "structure" 

 XE "assignments:structure" ?

The structure and content of assignments depends very much on the question you’re answering. However, there are some conventions in academic work, which the course tutors will expect you to adhere to.

· All assignments should start with a clear introduction, identifying the key theme, the nature of the assignment you have chosen to answer, and a plan explaining how you intend to answer the assignment question.

· You then need to provide some contextual information about the situation. Make sure this is a succinct and pithy account. If necessary, make clear cross-references to appendices if you have used any.

· Organise the discussion according to key themes; these will depend on the assignment question, but expect to consider between two and four. 

· Use references to articles and books, to show your tutor that you have gone beyond your own ideas about practice and have considered the wider body of literature to inform your opinions and develop your knowledge. Note that this is essential in post-graduate work.

· Use examples (based on appendices or other documents) to demonstrate that you have actively engaged with the assignment question. 

· Adopt an analytical approach, rather than be merely descriptive. Tutors want to why you have designed a document in a particular way, not just how you have done things.

· All assignments must have a conclusion which recapitulates on the key themes, and identify the value the exercise for your professional practice (or that of technical communicators in general).

· Include a bibliography listing the texts that you have used in the essay to support and enrich your reflection. If you have read other texts, but not referenced them, you can them under the heading of ‘other texts consulted’.
· Include appendices as necessary, making sure that they are clearly labelled.

Reread the Study Guide and the university Skill packs for further, detailed information. Also consider borrowing or buying a book on study skills, particularly if you have not studied at university before, or if you need to refresh your mind about academic conventions; the Study Guide includes some suggestions for reading.

What writing style is appropriate?

Do not feel that you have to write in the passive voice XE "writing style:passive voice" 

 XE "passive voice"  or use the first person plural XE "writing style:first person plural" 

 XE "first person plural" . Though it may the norm in some academic disciplines, it is usually not the case in Communica​tion Studies. You may of course want to use the passive voice from time to time, so there’s nothing wrong it doing so, but generally, aim for a variety of sentence constructions. For example, you could:

· use the active voice in the first person to describe your actions; for instance: “I interviewed five colleagues to find out…”

· use the active voice in the third person to describe how you have structured an essay; for instance: “this section describes the survey…”

Try to make good use of verbal sign-posting XE "assignments:sign-posting" 

 XE "sign-posting" . Ideas and comments should be presented with due consideration given to building a logical thread between different sections. Transitions are important in this respect, because they guide readers, and help to create a flow between the different sections of the assignment. In other words, they help to create a document that has a clear internal logic and demonstrates that you have control over more than one idea at a time.

One-sentence paragraphs are best avoided in a academic paper where your goal is to provide a discursive account of your thoughts – not describe a series of actions or give instructions as you would in a manual. Linking ideas and creating longer paragraphs that are dedicated to a focused analysis of one idea are important skills that you need to develop.

Avoid colloquialisms and jargon. All coursework items are formal papers, so you should aim to present an objective, accessible assessment of your practice.

How can I make best use of examples XE "assignments:examples" 

 XE "examples" ?

Avoid making generalisations without referring to specific examples in your professional practice or in the literature (either academic or professional). For instance, don’t generalise about corporate practice without any qualifications whatsoever or without specific references. Some of your readers (which include tutors in the first instance, but could in principle be any MA students or anyone interested in reading a MA dissertation) could have very different experiences!

How can I use module feedback XE "feedback" ?

Use the following strategies to enhance your coursework:

· read feedback carefully and make sure you understand what is said

· compare feedback about your work against the generic advice in the study guide 

· use the assessment criteria grid (at the back of the Study Guide) to identify what you need to do to reach a higher standard 

· keep notes about the key points; recognise your strengths, but create an action plan based on feedback, guidance notes, and your assessment of what needs to be done

· compare the feedback you have received on different assignments, to see what has changed and what has not changed yet; develop a new action plan if necessary.

· before submitting a new assignment, reread previous feedback and notes that you made about it, and conduct a self-assessment.

When do I submit coursework?

You normally have 12 weeks to work through a module and submit the necessary coursework.  You will have access on line to an assessment scheduler where staff input the dates of each task you are required to submit for assessment.  The normal deadline time is 12 noon UK time on the noted date 
I can’t meet the deadline. What do I do?

Requests for an extension have to be submitted before submitted two weeks before the published the deadline, otherwise they cannot be accepted. Also they need to be robust requests - supported by evidence from a medical practitioner or your employer.
I’m experiencing difficulties at work / at home / with my health. What can I do?

Inform the Module Leader and the Senior Administrator as soon as possible, preferably in writing, as your decision may have financial implications. 

Depending on the severity of the problem, you can:

· request an extension to the deadline - two weeks before the submission, or

· if you are unable to submit on the date required submit Exceptional Circumstances Request by the deadline.  
· withdraw permanently ( this is the last resort- but you may have enough credit to gain a postgraduate certificate or diploma)
I’m having financial problems XE "financial problems" . What should I do?

1. Contact the University’s Student Financial Support and the University Students Union to discuss your situation. If an alternative arrangement is not possible, you may have to suspend your studies temporarily or withdraw from the course.
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10 Appendices

A. Coursework assessment

The nature of writing and communication means that it can sometimes be difficult to assign absolute values to student work. We can, however, try to articulate the attributes of average, good, and very good coursework, although we may differ on matters of ideas. All items of coursework should:  XE "assignments:marks" 

 XE "marking" 

 XE "grades" 
· address the particular question

· demonstrate a clear train of thought

· develop a compelling argument 

· use examples and references to authoritative sources to substantiate your views. 

Note that assignments and dissertations are not descriptive project summaries. 

Over 70%

An outstanding piece of work that incorporates the following qualities:

· critical analysis of the object of study

· fluent use of critical vocabulary and of research methodology

· detailed awareness of relevant critical theoretical and professional literature, going beyond the materials given and recommended to the student

· coherence and clarity of argument and structure

· scholarly argument.

Coursework will receive a grade of 80% or above if it:

· includes all the qualities listed above

· presents genuinely original research

· demonstrates a good understanding of research methodologies, and justifies the approach to researching the topic

· offers creative ideas in the conclusions and recommendations.

This type of paper is of a standard high enough to be published in an academic publication. It exceeds the quality that can normally be expected of post-graduate work, particularly when students combine the challenge of full-time work with study by distance learning.

Between 60% and 69%

The work provides a very good answer and demonstrates a clear understanding of the assignment question, as well as some grasp of the complexity of the issues involved. This solid piece of work incorporates at least one of the qualities sought for in work grade at 70% or above, together with a high degree of coherence and clarity in terms of argument and structure. The discussion is somewhat dependent on course materials available to the students, but also includes evidence of personal research and critical readings of the recommended texts.

Between 50% and 59%

The work demonstrates an understanding of the major issues under​pinning the question. There is a basis of knowledge and/or relevant theoretical issues involved, based on an attempt at reading critically the recommended texts. Though some errors may be present, the overall frame​work of the answer is fairly sensible and accurate. The answer shows signs of planning in its construction, with a clear train of thought or development of argument present in places. The assignment reflects a good understanding of the course materials available to the students, but doesn’t go beyond it.

Between 40% and 49%

The work displays some grasp of the material used, some competence at analysis, but only marginal awareness of relevant professional and academic literature. The discussion is likely to display a heavy dependence on material available to the student; these are used with little critical evaluation. Alternatively, a basic structure is in place, but the standard of exposition and argument is low (e.g. mostly descriptive). There is some evidence of preparation, but there are gaps. Work assessed towards the top end of this band indicates a degree of promise and potential. 

Less than 40%: Fail

The work displays significant problems, such as: 

· the student misinterprets the question and produces an irrelevant answer; only a few minor points are relevant to the assignment question, and these may be superficial

· there is little evidence of satisfactory preparatory work 

· relevant factual knowledge and/or awareness of theoretical issues is limited 

· there is no evidence of reading the relevant literature

· relevant theoretical issues are ignored or poorly understood

· the work is poorly structured and presented

· the answer is very short, and doesn’t examine the subject matter in any depth

· plagiarism or cheating.

B. Sample of coursework cover sheet XE "assignments:cover sheets"   XE "cover sheets" 
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	MA in (professional, corporate or technical) communication



	Student details
	

	Student name
	

	Student number
	

	First enrolled 
	Sep 2012

	Return address
	

	Email address
	

	Coursework details
	

	Module name
	 

	Question answered (cited in full)
	

	Appendices, if any
	

	Date sent to SHU
	

	Administration
	


	Date received
	

	Date sent back
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Year 2 (Post-graduate Diploma)











Choose options from:


- Digital media & Society�- Social media use in Organisations�- Online Design�- Information Design�- Language and Writing�- Visual Communication �











Year 3 (MA)





36 weeks minimum





Year 1 (Post-graduate Certificate)





Portfolio of Reflective Practice





12 weeks





36 weeks





Public Relations�in Society





Practical Public Relations





12 weeks





12 weeks





Corporate Communication





Research Skills Portfolio





12 weeks





36 weeks





Option 1





Option 2





12 weeks





12 weeks





Collaboration & Ethics





Dissertation





Year 2 (Post-graduate Diploma)

















Year 3 (MA)





36 weeks minimum





Year 1 (Post-graduate Certificate)





Portfolio of Reflective Practice





12 weeks





36 weeks





Digital Media and Society





Social Media Uses in Organisations





12 weeks





12 weeks





Corporate Communication





Research Skills Portfolio





12 weeks





36 weeks





Language and Writing, OR Visual Communication





Online Design OR information Design





12 weeks





12 weeks





Dissertation





Collaboration & Ethics





Collaboration & Ethics





Year 2 (Post-graduate Diploma)











Choose options from:


- Digital Media in Society �- Social Media Uses in Organisations�- Online design�- Visual communication�











Year 3 (MA)





36 weeks minimum





Year 1 (Post-graduate Certificate)





Portfolio of Reflective Practice





12 weeks





36 weeks





Option 1





Option 2





12 weeks





12 weeks





Choose options from:


- Information Design�- Digital Media and Society�- Language and Writing�- Practical Public Relations�- Public Relations and Society�








Corporate Communication





Research Skills Portfolio





12 weeks





36 weeks





Option 2





Option 3





12 weeks





12 weeks





Dissertation





Year 2 (Post-graduate Diploma)











Choose from:


- Online Design �- Social Media Use in Organisation














Year 3 (MA)





36 weeks minimum





Year 1 (Post-graduate Certificate)





Portfolio of Reflective Practice





12 weeks





36 weeks





Language & Writing





Information Design





12 weeks





12 weeks





Communication Planning and Theory





Research Skills Portfolio





12 weeks





36 weeks





Visual Communication





Option





12 weeks





12 weeks





Collaboration & Ethics





Dissertation
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