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1. Introduction

Welcome to the School of English!  

This booklet is intended to give basic information for new students on the School’s MA programmes. Please keep your copy with you throughout your programme as a reference source on assessment deadlines, marking criteria and how to present your written work. If you have questions or problems that are not addressed in the following pages please contact the relevant person from the list below.

2. Staff Details

Key Contacts

Your first point of contact if you have any administrative queries the Postgraduate Programmes Secretary, Carole Stallwood (email: c.a.stallwood@kent.ac.uk, ext. 3054). She is based in the English Office (NC14/15/16) which is found facing the main entrance to the School of English, Rutherford Extension. The English Office is open from 10.30am – 12.30pm and 2.00pm – 4.00pm, Monday – Friday. 

The Director of Graduate Studies for taught MA Programmes is Abdulrazak Gurnah. His office is in Rutherford Extension (NC31; email: a.s.gurnah@kent.ac.uk ext. 7543). Academic matters relating to the taught MA programmes should be addressed to him. Office hours will be posted outside his room; email or phone him for an appointment if you have any difficulty making contact.

The Head of the School of English until July 2011 is Bernhard Klein (NC43; email: b.klein@kent.ac.uk; ext. 4244;)

The PhD Director in 2009/10 is Sarah Wood. Her office is in Rutherford Extension (NC11; email: s.wood@kent.ac.uk; ext. 7485). The PhD Director manages the research programmes within the School. 

The School Administration Manager is Helena Torres (NC19; email: h.m.Torres@kent.ac.uk; ext. 7461)
The different taught MA programmes have the following programme directors:

MA in Creative Writing: Scarlett Thomas (NC37; ext. 4164; email: s.thomas@kent.ac.uk). Please note that most of the lecturers in Creative Writing are part-time, so do be prepared to leave a message and allow time for a response.

MA in Dickens and Victorian Culture: Abdulrazak Gurnah (see above)

MA in English and American Literature: Abdulrazak Gurnah (see above)

MA in Postcolonial Studies: Caroline Rooney (NC3; email: c.r.rooney@kent.ac.uk; ext. 7948)

This alphabetical list provides the contact details academic staff within the School of English. If you are on campus you do not need to use the prefix 82. Information on staff research interests can be found on the School website in the ‘People’ section http://www.kent.ac.uk/english/people/profiles/index.htm 

	NC32 
	David Ayers
	d.s.ayers@kent.ac.uk 
	82 3454

	NC12 
	Jennie Batchelor
	j.e.batchelor@kent.ac.uk
	82 7053

	NC30 
	David Blair 
	d.a.r.blair@kent.ac.uk
	82 7481

	NC6 
	Peter Brown
	p.brown-2@kent.ac.uk
	82 7942

	NC34
	Paddy Bullard
	paddy.bullard@ell.ox.ac.uk
	82 4517

	NC33 
	Henry Claridge 
	g.h.claridge@kent.ac.uk
	82 3358

	NC36 
	Rosanna Cox
	r.cox@kent.ac.uk
	82 3757

	NC35 
	Vybarr Cregan-Reid
	v.cregan-reid@kent.ac.uk
	82 4185

	NC35a 
	Patricia Debney
	p.debney@kent.ac.uk
	82 7495

	NC22
	Lucy Ellmann
	l.ellmann@kent.ac.uk 
	82 3154

	NC31 
	Abdulrazak Gurnah
	a.s.gurnah@kent.ac.uk 
	82 7543

	NC39 
	David Herd
	d.herd@kent.ac.uk 
	82 7506

	NC9
	Sarah James
	s.james@kent.ac.uk
	82 7287

	NC43 
	Bernhard Klein
	b.klein@kent.ac.uk 
	82 4244

	NC4 
	Donna Landry
	d.e.landry@kent.ac.uk 
	82 4745

	NC20 
	Todd McEwen
	t.w.mcewen@kent.ac.uk 
	82 7290

	NC13 
	Ariane Mildenberg
	a.mildenberg@kent.ac.uk
	82 7590

	NC2 
	Jan Montefiore
	j.e.montefiore@kent.ac.uk
	82 3044

	NC34
	Sarah Moss
	s.k.moss@kent.ac.uk
	82 4517

	NC38 
	Will Norman
	w.norman@kent.ac.uk
	82 3975

	NC10 
	Marion O’Connor
	m.f.o’connor@kent.ac.uk
	82 7448

	NC45 
	Alex Padamsee
	a.padamsee@kent.ac.uk 
	82 3031

	NC17a 
	Catherine Richardson
	c.t.richardson@kent.ac.uk
	82 4656

	NC3 
	Caroline Rooney
	c.r.rooney@kent.ac.uk
	82 7948

	NC5
	Simon Smith
	s.smith-376@kent.ac.uk
	82 tba

	NC40 
	David Stirrup
	d.f.stirrup@kent.ac.uk 
	82 3440

	NC37 
	Scarlett Thomas
	s.thomas@kent.ac.uk
	82 4164

	NC44
	Cathy Waters
	c.waters@kent.ac.uk 
	82 tba

	NC11 
	Sarah Wood
	s.wood@kent.ac.uk
	82 7485


3. Programme Structure

Taught MA students in the School of English will study either full-time over one year, or part-time over two.  

As a full-time student you will take two 30-credit modules a term in autumn and spring terms. You will also be required to attend the School ‘Postgraduate Training Programme’. The training programme comprises five sessions in the autumn term. It is compulsory for students on all literature programmes, and strongly recommended for students on the Creative Writing programme, particularly those who have future plans which involve research. During the summer term and over the summer you will be writing a dissertation (or equivalent) to be submitted at the beginning of September.

As a part-time student you will take one 30-credit module a term in autumn and spring terms of both years. You will also take the School ‘Postgraduate Training Programme’ preferably in your first year; this programme is compulsory for Literature students and strongly recommended for creative writers too, particular those who have future plans which involve research. During the summer term and the summer of your second year you will be writing a dissertation (or equivalent) to be submitted by 1 September. You should begin to think about your dissertation subject in the summer term of your first year.  

It is possible to change your attendance status, for instance from full-time to part-time: if you wish to do so, please consult the Director of Graduate Studies, Abdulrazak Gurnah.

Module Choice

You should have received information from the School of English regarding module registration in August or early September and have chosen your modules by now. If this is not the case you should contact the Postgraduate Programmes Secretary, Carole Stallwood, as soon as possible.  

It is possible to change a module you have registered for, but to do so you must consult the Director of Graduate Studies, Abdulrazak Gurnah. The specialist MA programmes have their own course requirements which you can consult on the postgraduate web pages  ‘Choosing your MA modules’ www.kent.ac.uk/english/postgraduate/taught/index.htm    

Timetable 

The timetable is available on the School of English website. www.kent.ac.uk/english/postgraduate/taught/index.htm 

Seminars will begin in the first week (commencing 28 September) unless you hear otherwise from the module teacher.

4. Assessment

4.1 Taught modules and assignments

Each taught module in autumn and spring is assessed on the basis of a 5-6,000 word assignment for Literature modules, and 7,000 – 8,000 in the case of most Creative Writing modules. Word length includes notes and quotations, but excludes appendices and bibliographies. You will be penalised if you exceed this word limit.  

Any assignment that has had to be re-submitted as a result of a Fail mark will, if it passes, have a mark capped at 40. 

Satisfactory completion of your coursework allows you to proceed to the Dissertation.

· Submission

Two copies should be handed in to the School of English Office, together with a completed cover sheet (blue) which is available from the English Office, or when the office is closed, from the student foyer outside. Rutherford Extension is normally open to students between the hours of 8.30am and 6.00pm.  

· Deadlines 

Autumn assignments: 12 NOON, FRIDAY 22 JANUARY 2010

Spring assignments: 12 NOON, FRIDAY 14 MAY 2010
· Enforcement of Deadlines

You are expected to meet these deadlines. Work submitted after these deadlines will not be accepted for marking unless the deadline has been formally extended on concession.

· Concessionary Extensions

Module teachers or programme directors cannot offer extensions to these deadlines. If you are likely to be prevented by illness or other exceptional circumstances from handing in an essay by these deadlines, you must apply for a concessionary extension.

You should make concessions applications of this kind to the Director of Graduate Studies, Abdulrazak Gurnah, as early as possible after the need for an extension is known and no later than the deadline concerned. The application form for an extension is available from the English Office. Applications on medical grounds must be accompanied by medical evidence. 

Failure to obtain a concessionary extension will mean that your essay will not be marked an you will be awarded a mark of zero.

4.2  The Dissertation

In the summer term and over the summer vacation, you write a 12-15,000 word dissertation or its equivalent; the word length includes notes and quotations, but excludes appendices and bibliographies. Excess word length will be penalised.

You must inform Carole Stallwood of the proposed subject of your dissertation by Monday 1st March 2010, so that supervision arrangements can be organised. Students on the MA in Creative Writing will be asked to submit a 300-word outline of their dissertation project to the Director of the programme two weeks before the end of the spring term.  

Supervision will be conducted on a weekly (half-hour) or fortnightly (one-hour) basis throughout the summer term. There will be no supervision beyond the end of the summer term.

· Submission

Two copies of your dissertation should be submitted to the English Office with a completed coversheet.

· Deadlines

The completed dissertation must be handed in by WEDNESDAY, 1 SEPTEMBER 2009.

· Enforcement of Deadlines and Concessionary Extensions

Failure to meet the deadline will mean your dissertation will not be marked and you will be awarded a mark of zero for this module. Procedures for applying for concessionary extensions are the same as for the submission for your module assignments.

4.3 Presentation of Assignments and the Dissertation

All written work for assessment must be clear and accurate in its presentation. You will receive advice about citation systems and other aspects of presentation in the ‘Research Methods’ seminars. Poorly presented assignments and dissertations will be penalised. A standard form of conventions for literary essays and standard requirements for the submission of creative work are given later in the dossier.

4.4 Marking Scales and Criteria

Distinction: 70 and above

Merit: 60-69

Pass (coursework): 40-59; (dissertation): 40

Fail (coursework): 39 & below

· Criteria for Literature Essays

Distinction

Essays and dissertations demonstrate a full and thorough knowledge of the basic material, engage discerningly with the significant critical work, and show a sophisticated understanding of the conceptual issues raised by the subject undertaken. Distinction work will be characterised by independent thought, an ability to think critically about the sources being used, and self-critically about the ideas and arguments that the essay or dissertation develops. This work must also be well argued, structured and organised. The presentation of Distinction work should be accurate and polished. Clarity and skill in the use of English is expected.

Merit

Essays and dissertations must demonstrate a detailed knowledge of the basic material, engage intelligently with relevant critical material, and demonstrate an understanding of the conceptual issues raised by the subject. Merit work must demonstrate the ability to shape, control and develop a considered and logical argument without being reductive. The work should be well presented and written with clarity.

Pass

Essays and dissertations must demonstrate a sound knowledge and understanding of the basic material and relevant critical work. Pass work should be competently structured and argued. The presentation should be clear and accurate, and any errors in writing should not be such as to impede the reader's understanding.

Fail

Essays and dissertations will show only a superficial knowledge of the basic materials and an inadequate understanding of the relevant critical work. A weak structure, lack of coherence in the argument, poor written English and short work can all contribute to a fail mark. Where incompetence is manifested, it should be of a scale which outweighs the positive aspects of the candidate’s performance.

· Criteria for Creative Writing Assignments
Creative writing assignments will be judged with reference to their language, structure, form, depth, thematic coherence, ambition, imaginative reach and originality.
Distinction 

Creative work tends to be fluently written with no mistakes. Work in this band will be confident, contemporary, and will show evidence of an active critical and creative engagement with the course content. It will often successfully challenge formal convention, transcend genre and go beyond predictable or closed structures, although students achieving grades in this range will clearly be aware of conventions of structure. Work at this level will have recognisable depth and thematic coherence, and will usually include confident and articulate use of figurative language. There will be a high level of imaginative reach. In prose fiction, the narrative voice will be fluent and authentic. In poetry, there will be an impressive level of engagement with current verse forms, and a sophisticated approach to metre, rhythm and rhyme. 

Merit 

Creative work tends to be fluently written with no or very few mistakes. Work in this band is confident, contemporary and can be very ambitious. It will show evidence of the student’s creative and conceptual engagement with the course content. Structurally, the work will give a sense of direction, purpose and control. The student will usually have attempted to create a work with some depth, thematic content and imaginative reach. In prose, there will be a well-developed narrative voice. In poetry, there will be an engagement with current verse forms, and a clearly thought-out approach to metre, rhythm and rhyme. Work that is grammatically problematic but exceptional in every other way will usually fall in this band.

Pass 

Creative work is mostly fluently written, but will sometimes contain some mistakes in syntax, spelling and grammar. Work in this band will sometimes be confident and ambitious, but will usually also have some noticeable problems with structure, characterisation or dialogue. There may be an inconsistency of tone, and there will probably be some reliance on cliché. There will, however, be evidence of planning, and of a good level of engagement with the course content. Work in this band may well have some symbolic or thematic content but it is unlikely to have been coherently expressed. Prose fiction may feel quite plot-driven, and the narrative voice may be problematic. In poetry, there will usually be some problems with form or content. Creative work in this band often tends to be strong in one area but weak in another.

Fail

Creative work will tend to have serious problems of syntax, spelling and grammar and little discernible overall vision. The ambition will be noticeably limited and verbal or other cliché will often replace real imaginative engagement with the material. Structural problems may well mean that the work is seriously under the required word-length. Failing work will show little or no evidence of adequate engagement with the course.
Students are referred to the Humanities Faculty website for detailed information about the examining conventions: www.kent.ac.uk/humanities/postgraduate/taught.html 

4.5 Plagiarism

Your attention is drawn to the following section on the University web pages on Academic Integrity: www.kent.ac.uk/uelt/ai/students/index.html It is important that you read this information before you prepare for your first assignment.  

Candidates are expected to show a good level of discernment as to the authority and validity of websites and other electronic resources drawn on for their work.
5. Formal Conventions for Assignments and Dissertations
5.1 Literature Essays

The following is a brief ‘style sheet’, summarising the most important conventions you should follow in the formal presentation of your written work. For aspects not covered by this section please consult one of the many publications that deal with the finer points of stylistic conventions, such as The MLA Handbook for Writers of Research Papers, or simply ask your seminar leader or any member of staff. 
i. Basic text and block quotation

If you are typing or word-processing, your main text should use (as this text is doing) 1½-spacing between lines or double-spacing. It should also allow a reasonable margin on the left and right-hand sides. When, however, you decide to quote, as, for example, from this well-known passage from Hawthorne’s The Scarlet Letter, your quotation should be single-spaced and indented thus:

The women, who were now standing about the prison-door, stood within less than half a century of the period when the man-like Elizabeth had been the not altogether unsuitable representative of the sex. They were her countrywomen; and the beef and ale of their native land, with a moral diet not a whit more refined, entered largely into their composition.1
After quoting, you return to the left-hand margin and to 1½ or double spacing. The same conventions apply if you are quoting from a critical source; and if you are quoting poetry or dramatic verse, it must always be quoted as verse, retaining the lineation and any other stanzaic features, such as indented lines.

ii. Text and briefer quotation
If you are quoting only a brief phrase of prose, or of verse, it is permissible to incorporate it in the body of your own text. Thus, for example, if I were to speculate on why Hawthorne regards Elizabeth I as ‘man-like’ but a ‘not altogether unsuitable representative’ of womanhood, I would simply incorporate the quoted phrases in single inverted commas (and then acknowledge the source in a foot- or endnote). Equally, if I were to pause to contrast this with the poet Spenser’s view of Elizabeth as a ‘Goddesse heavenly bright, / Mirrour of grace and Majestie divine’, I could again do this without breaking for formal quotation, but remembering to use the slash (/) to indicate the line-break and retaining the capital letter at the start of the new line.
When splicing quotation into your own prose in this way, however, you should always make sure that your sentence remains syntactically coherent, e.g.: 

Macbeth realises that ‘supernatural soliciting […] cannot be good’ because he immediately becomes prey to a ‘suggestion / Whose horrid image doth unfix [his] hair / And make his seated heart knock at [his] ribs / Against the use of nature’. 

Writing in 1849, Thoreau declared that ‘the only place which Massachusetts [had] provided for her freer and less desponding spirits, [was] in her prisons’. 

Square brackets are used to indicate where, as in these examples, a pronoun (‘his’ for ‘my’) or the tense of a verb (‘had’ for ‘has’, ‘was’ for ‘is’) has been altered to adjust the quotation to the surrounding prose, or where the hiatus in a quotation is your own rather than the author’s original (as in the Macbeth quote).
· You will notice that the title of Hawthorne’s novel as used above is in italic script. If you have a word-processor, this is the correct way of indicating the title of a novel or book. If you merely have a typewriter, the proper convention is to underline titles (without inverted commas). (Please note that the School does not accept essays written in longhand.)

· If, however, the title you are using is the title of, let us say, a short story or essay from a compilation of such, or a single poem from a collection of poems, then the appropriate convention is to use single inverted commas for the story or poem and italics or underlining for the book or volume. Thus Thomas Hardy’s story, ‘The Withered Arm’, is part of his Wessex Tales, and Yeats’s poem, ‘Sailing to Byzantium’ is found in the volume The Tower, which is incorporated in his Collected Poems.
iii. Referencing
All quotations need to be properly attributed, i.e. their sources – the book, article, internet site, lecture, and so on, where you found or heard them – have to be given in notes that become part of the essay. These notes should be numbered consecutively throughout the essay. You can either list them on each page as footnotes, or list them together at the end as endnotes. Most word processing software (such as Microsoft WORD) will have an automatic referencing function allowing you to choose between foot- or endnotes. Decide which you prefer, and stick to it throughout your essay.

iv. Referencing primary texts (e.g., novels/poems/plays)

When you quote from a text for the first time, the quotation should be followed by a number either in superscript as the 1 on the previous page beside the quotation from Hawthorne, or in brackets (1). In the note to which the number refers, the reference should read thus:

1. Nathaniel Hawthorne, The Scarlet Letter [1850], in Nina Baym et al. (eds.), The Norton Anthology of American Literature (New York and London: Norton, third ed. 1989), p. 1189. All subsequent references are to this edition.

Or, if you were using a different text:

1. Nathaniel Hawthorne, The Scarlet Letter and Selected Tales, ed. Thomas E. Connolly (Harmondsworth: Penguin, 1970), p. 78. All subsequent references are to this edition.

You should always list the principal author of the text you are quoting, the title (plus year of original publication, if appropriate), the editor of the edition you are using (where appropriate), the place of publication, the publisher, the date of publication, and the page number(s) of the passage you are quoting. All these details can be found in the edition you are using, usually on the reverse of the title-page or on the title-page itself.
Thereafter, whenever it is clear in your essay that you are quoting from the same edition, you need only put a page number in brackets after your quotation. There is no need, in other words, to footnote each subsequent reference individually.

· If you were quoting from a play, say, by Shakespeare, your first reference would in the same way cite the editor and the edition with, in this case, the Act, scene, and line numbers. Subsequent references would simply use a notation for these after each quotation, as, for example, 4.3.44-56.

· With poetry, you should again on the first citation make it clear which edition of the poem or poet you are using. For any poem longer than a sonnet or something of comparable brevity, subsequent references should put the line-numbers of the quoted lines in brackets, unless of course it is something like Paradise Lost or The Prelude, with Book and line numbers.
v. Referencing secondary sources (books)

When you quote from a secondary source, or refer to a point made in a secondary source (without necessarily quoting directly from it) for the first time, a number should refer to a footnote, which should read thus:

2. David S. Reynolds, Beneath the American Renaissance: The Subversive Imagination in the Age of Emerson and Melville (Cambridge, MA: Harvard University Press, 1988), p. 221.
Again, you need to give the full name of author, full title of book, place of publication, publisher, date of publication, and page number(s).

If it happens that your next footnote refers to the same source, then the note should read simply:

3. Ibid., p. 234. 

Ibid. is short for Ibidem, the Latin for ‘in the same place’. 

If, after some intermediate footnotes referring to other sources, you again refer to this book by Reynolds, the footnote should read thus:

8. Reynolds, p. 402. 

This obviously won’t do if you have two or more works by Reynolds to which you are making reference, or if more than one of the authors you are citing is called Reynolds. In these cases, you need a slightly longer quotation to avoid ambiguities. You can either use the full title or a short title (the preferred option):

12. Reynolds, Beneath the American Renaissance, p. 186. 

vi. Referencing secondary sources (articles and essays)

The titles of articles and essays are placed within single inverted commas and are not italicised or underlined. The titles of the books or periodicals from which they come, as well as the titles of any novels mentioned in the title of the article, however, are italicised/underlined. So footnotes will take the following forms:

1. P. F. Fisher, ‘Providence, Fate and the Historical Imagination in Scott’s The Heart of Midlothian’, in D. D. Devlin (ed.), Walter Scott: Modern Judgements (London: Macmillan, 1969), p. 102. 

2. Elizabeth Freund, ‘Twelfth Night and the Tyranny of Interpretation’, English Literary History 53 (1986), p. 477.

As you can see, for articles, you need to cite author, title of article, title of periodical, volume number of periodical, date of that volume (in brackets), and page number(s). When listing articles and essays as part of your bibliography (see next section) you will need to be able to give the page range (i.e., the starting and finishing page numbers of the essay within its volume), so note this information as you consult the piece. Thus for the Freund essay above, the bibliography citation would end ‘pp. 471-89’.

An immediately subsequent reference to an essay title can, like an immediately subsequent reference to a book, use ‘Ibid.’ with page number(s). Later references to it should use just the author’s name, as in the case of books above, except in cases in which more than one item by an author is used, or several authors share the same name. In these cases short or full titles need to be used. 

vii. Referencing secondary sources (websites)

When referencing websites, you need to include the electronic address of the website, printed between carets (< … >), and the date you accessed the material, plus any further information you have available, for instance author and/or editor names; name of database, title of project, book or article; any version numbers available; date of version, revision or posting; publisher information. Many websites will not provide all of this information, so try and include as much as you can. 

Example: ‘The School of English at Kent advises in its Year Abroad (YA) pages that “admission to a YA programme does not guarantee a year abroad”.1

1School of English, University of Kent, ‘Year Abroad Study’, <http://www.kent.ac.uk/english/undergraduate/YA/index.html>, accessed 9 September 2009.

viii. Bibliography
At the end of your essay you must list all the books or essays that you have read, referred to, dipped into in search of a point; everything, in short, that you have consulted (even if it proved to be of little or no use), except standard reference works (such as The Oxford English Dictionary).

The bibliography should be divided into primary and secondary reading. Each section should be alphabetically sorted by author’s surname; and each item should give the publication details as laid out for the notes above. Note the above point about citing the page range for essays and articles. The bibliography and the notes should each be on separate sheets from the rest of the essay, unless both are very brief.
ix. Quotes within quotes

When you are using single inverted commas to indicate a brief quotation, and the passage you are quoting itself contains a quotation from another source (because it’s direct speech from a novel, for instance, or because you are citing a critic who is citing another critic), you should use double inverted commas within the single. Thus you might quote from Yeats’s essay, ‘The Moods’, in which he asserts that ‘argument, theory, erudition, observation, are merely what Blake called “little devils who fight for themselves”’, using this convention. Comparably, square parentheses [...] are used within round parentheses (...) when required.

x. Edited quotation

When you omit a section of something you are quoting for reasons of conciseness or economy, the omission should be indicated by the use of three dots enclosed in square brackets, as in the first phrase quoted from Macbeth above in 17.i.b.
5.2 Creative Writing Assignments
· Creative Writing essays should be presented in the same way as other English essays.

· Creative assignments in prose should be typed in 12-point and double-spaced. New paragraphs, including paragraphs of dialogue, should be indented, and there should be no extra white space between them, except where you wish to signal the beginning of a new section – normally a jump in time or setting. The easy way to do this is to type the piece exactly as it would appear if it were printed, and then to double-space the entire text. If you are unsure about how to punctuate dialogue, please look at a selection of fiction recently printed in Britain to remind yourself.

· Poetry should be single- or 1½- spaced. The usual contemporary expectation is that a poem should be aligned left (rather then centred or aligned right) and that the beginnings of lines should not automatically be capitalised, except as a conscious stylistic choice.

· All creative assignments should have a title.

6. Resources and Support

6.1 Student Support within the School of English

After registration with the University, all administration pertaining to graduates is carried out from within the School of English. Your first point of contact for all administrative matters is the English Office.  

· Keeping in Touch

The main way that the School of English and other departments at the University of Kent will be contacting you is via email. You will need to check your Kent email account regularly. Please ensure that you notify the office of any changes in your postal address and keep the School informed of any proposed modifications to your programme.

· The Personal Academic Support System

The aim of the Personal Academic Support System (PASS) is to ensure that you know whom you should go to with any query or anxiety you may have about your academic work, your progress or your personal circumstances, and that these lines of approach should be as quick, open, and effective as possible.

The academic in the School of English principally responsible for supporting postgraduate students on taught MA programmes is the Director of Graduate Studies, Abdulrazak Gurnah. If any issue is troubling you which cannot be solved by your module teacher, please contact Abdulrazak Gurnah either directly, or through the Postgraduate Secretary in the English Office, Carole Stallwood. He will be able to offer advice and support on academic and pastoral issues.

If, for reasons of prolonged illness or difficult personal circumstances, you are unable to continue studying you can apply for a period of intermission. This could be for a term, or in very serious circumstances a year; intermissions longer than a year are not normally allowed. In such instances the first person to speak to is Abdulrazak Gurnah. 

· Student Representation

Providing outstanding student representation is integral to Kent Union’s existence. There is student representation at all levels of University life. Every student will have a course representative who is elected to listen to the views of course mates and discuss them with staff at Department consultative meetings. There are elected student representatives who sit on Faculty and University-wide committees as well as full time Sabbatical Officers who represent students’ needs on issues such as academic, welfare and social matters at University, local and national level. All representatives are elected in elections which take place either in October or March so you can decide who represents your needs! For more information on student representation and how to get involved visit www.kentunion.co.uk/representation or email Rachel Evans (Representation and Democracy Manager) at r.evans@kent.ac.uk
· Facilities

From Autumn 2009 the School of English will have its own Common Room located in Rutherford Extension. This can be used (when free) as a kind of lounge or place for informal collaborative work, and is a particularly handy and welcoming space for informal peer critiquing workshops. The Graduate Notice Board will display information about upcoming conferences or calls for papers as well as any job advertisements that may be of interest.  

Room NC28 is the Computer Room, where there are a number of computers and printers for the exclusive use of graduates in English. Postgraduate students should ask at the secretarial office in the School of English for the code that enables access to the Computer Room.

You have limited access to telephone, fax, and photocopying facilities as well as to Inter-Library Loan orders if the Templeman Library does not stock material you need. Please see the English Office for such access. The use to which you put this facility must always be clearly and demonstrably related to your research or academic career. If in doubt, consult the Director of Graduate Studies Abdulrazak Gurnah.

The University Templeman Library, at the heart of the Canterbury campus, provides essential resources to support you throughout your studies. The building itself holds over a million items including books, journals, DVDs and other multimedia resources. It offers a variety of study and IT facilities: group and silent study areas, presentation practice rooms, networked PCs, as well as wireless access, laptop loans, and a café. A vast range of resources is available online, including full-text journals and newspapers, reference material, databases and bibliographies; you can access these from wherever you are with your Kent username and password.

The Library houses two archives of rare and unique material: the British Cartoon Archive, and Special Collections, with significant holdings in Victorian and Edwardian theatre, the history of science, local history, and early printed books.

The Library (www.kent.ac.uk/library) also provides a training and support network to help you make the most of its resources, including a Help & Enquiry desk service. Academic liaison librarians, who are your subject specialists, deliver one-to-one and group training and produce online subject guides which highlight the resources that are likely to be most useful for your studies. 
6.2 Student Support at the University of Kent
In addition to the support you will receive within the School of English, the University of Kent has several central departments which offer you support in specific circumstances. Some of these are listed below.

· The Graduate School 
www.kent.ac.uk/graduateschool
Location: Cornwallis South East Octagon (E3 on University's interactive Map: www.kent.ac.uk/maps/canterbury/index.html)

Tel: 
(01227) 82 7838

Email: 
graduateschool@kent.ac.uk 

The Graduate School works across the University to enhance the quality of the graduate student experience at all our campuses in order to create a vibrant postgraduate community at Kent. The School aims to ensure that the academic and social interests of graduate students, both taught and research, are appropriately provided for within the University.

The Graduate School aspires to be the hub of graduate activity at Kent. The School provides opportunities for graduate students to meet and socialise and is especially keen to support student driven initiatives such as workshops and conferences. Take a look at what’s on offer at: www.kent.ac.uk/graduateschol/community 

The development of The GradPost, a graduate newsletter written and edited by our own graduate students, has been supported by the Graduate School. The Graduate School encourages students to submit articles and become members of The GradPost editorial team as this is an excellent opportunity to make new friends and develop further skills. For more information see: www.kent.ac.uk/graduateschool/news/gradpost.html
· The Student Learning and Advisory Service
www.kent.ac.uk/uelt/learning
The Student Learning Advisory Service (SLAS) is a free, friendly advice service providing guidance and information on all aspects of effective learning and study skills to ALL students (from all subject disciplines and subject levels) from the minute they arrive at the university until they finish their studies. The Service provides academic advice and guidance for students interested in improving their study skills, or wishing to discuss a specific study skills area.. The Student Learning Advisory Service is a popular resource for undergraduates, postgraduates, full-time, part-time, mature and/or international students. It is part of the Unit for the Enhancement of Learning and Teaching (UELT).

It offers individual and confidential advice and study guidance on topics such as time management, essay and report writing, effective reading and note taking, revision and exam techniques, organisational skills and issues such as motivation and concentration.

On-campus: Any student or small group of students wishing to improve their learning can make an appointment with a learning advisor. 
Off-campus: If a student is unable to come to a University campus, we can arrange a telephone appointment or they can email us on learning@kent.ac.uk or learningmedway@kent.ac.uk 

· The Disability and Dyslexia Support Service
www.kent.ac.uk/ddss
The service offers support to students with disabilities, specific learning difficulties and medical conditions during their time at the University and can assist with the following:

· applying for funding to pay for specialist equipment (e.g. software programs) and helpers (e.g. note takers);

· arranging support from specialist staff, according to individual needs;

· helping you find out if you have dyslexia;

· talking to your lecturers about particular help you may need in lectures and seminars

· discussing any special arrangements you need for exams

· contacting other departments about specific assistance you may require.

Students who require additional support must make contact with the DDSS and complete the registration form.

Contact Details:

Disability & Dyslexia Support Service, 
Keynes College, 
University of Kent, 
Canterbury, Kent CT2 7NP 
(Via Keynes main entrance, Rooms Hg 7-9)

Open Monday to Friday: 9.00am – 5.00pm

Phone: 01227 823158
Email: accessibility@kent.ac.uk
6.3 Activities 

· Research Seminars
The School runs a series of Research Seminars through the autumn and spring Terms, on Wednesday afternoons, featuring talks or readings by outside speakers, English staff, and research postgraduates. A programme of these events will be published near the start of the academic year. Everybody welcome.

· Readings
The Centre for Creative Writing runs a reading series in the autumn and spring terms. These visits by well known and established writers and others who have insight into the editing and publication process are arranged with MA students particularly in mind, and graduate Creative Writing students are expected to attend. Students on other MA and undergraduate programmes are also extremely welcome.

· Student Activities Centre

The Activities Centre aims to provide opportunities for students to develop skills outside of their academic programme, and to try new activities. For example, they offer the Kent Student Certificate in Volunteering which is a scheme that recognises the hours you put in as a volunteer for which you receive a certificate that can be added to your CV. There is also the STAND OUT scheme which offers professional training sessions on different skills such as public speaking or event planning. There are over 100 different societies on offer at Kent and over 40 sports teams so you are sure to find something that matches your interest. You can look them up on the web at www.kentunion.co.uk or contact Ben Alonso (Vice President Student Activities) on b.alonso@kent.ac.uk or James Budge (Vice President Sports) on j.d.budge@kent.ac.uk.

6.4 Health and Safety
The University of Kent recognises its legal duty for providing a safe and healthy workplace and suitable working environment for its staff, students and others (contractors, visitors and the public) that could be affected by its work and undertakings. The full University Health and Safety Policy can be found at: www.kent.ac.uk/safety/UoKsafetypolicyFinal.pdf 
The Head of the School is charged with overall responsibility for the implementation of health and safety policy within the School, with assistance from the Health and Safety Co-ordinator, Helena Torres. Everyone who works in the School is expected to recognise that they have duties, to themselves and others, to work safely and to co-operate in producing a safe and healthy workplace for all.

Students should familiarise themselves with the following procedures, more detailed versions of which are posted on the Health and Safety notice board:

Fire Safety. Fire alarms are situated on both floors of Rutherford Extension, as are fire extinguishers. In the event of the fire alarm sounding, the building must be vacated quickly and calmly. The evacuation area for Rutherford Extension is on the Rutherford College causeway well away from buildings. Fire Marshals will be allocated to all outside doors to ensure that no one re-enters the building.

Display Screen Equipment. It is your responsibility to ensure that any shared Display Screen Equipment (in this building, computers) is adjusted for your own use to minimise the danger of health problems arising. Reference copies of guidance are posted on the Health and Safety notice board. It is most important that you take frequent small breaks from computer use to minimise the risk of problems associated with display screen equipment (e.g. eye problems, headache, backache, problems with hands and arms). If you regularly experience problems of this type, it is important to reduce the intensity of your DSE use, and to seek medical advice.

General Risk. Please notify the Health and Safety Co-ordinator of any hazards that you see in the Rutherford Extension building, or the College Reception Staff for hazards spotted in the colleges.

First Aid. Rutherford College Reception Staff, security staff and some kitchen staff have first aid certificates and can be phoned on any of the following extensions:



Reception
x 3400 (Reception)



Kitchen

x 3392 (Kitchen)



Security

x 3060/3300

Security staff will not necessarily be near Rutherford, so ext. 3400/3392 should be your first point of contact if speedy assistance is required.

Please note that Security Staff are mobile, and may not be close to Rutherford: it is recommended that you contact first-aiders in the College first, if there is an emergency.

Accident/Incident Reporting. All accidents should be reported to the Departmental Office and require completion of a form. Accidents within the main college building should be reported to Reception staff.
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