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Section One — 3D Games Modelling Award

Welcome to the Faculty of Computing, Engineering and
Technology

Welcome to the Faculty of Computing, Engineering and Technology at Staffordshire
University. You are now a student in one of the largest such faculties in UK
universities, and we are delighted that you are one of our students. The faculty is
host to one of the first UK university computing provisions, to technology
programmes that are amongst the leaders in the UK, and to an engineering scheme
founded on large engineering employer needs. Your course of study will therefore be
up to date and appropriate, will be serviced by well qualified staff, and will also be
geared to preparing you for life and employment after university. Staffordshire
University aims to ‘create the difference’ by helping all of its students to achieve what
they want to in life.

As one of our students we expect you to work hard, to set high standards for
yourself. To help you to succeed you will have access to excellent staff and facilities,
and also to a range of student support services to help deal with your particular
needs. Of course, in addition the academic, administration and technical staff that
you come across as part of your studies will also be delighted to advise and support
you. Your part is to take your study seriously, to set appropriate time aside for your
study, and to make full use of lectures and other scheduled class contact. It is
important to us that you are successful and that you go on to be a good ambassador
for the university.

You are now part of the Faculty ‘family’, and we look forward to working with you to
help you to ‘create the difference’!

Very best wishes,
Professor Michael J Goodwin

Dean
Faculty of Computing, Engineering and Technology




Faculty Information

The Faculty of Computing, Engineering and Technology (FCET) is recognised
nationally for being dynamic and innovative in educationa provision. We are
dedicated to providing the educational formation for computing, engineering and
technology who create and sustain the technological products and services for wealth
creation and improving the quality of life. Our portfolio of coursesis designed for the
21st century and the new technology knowledge based evolution that includes digital
electronics, communications and leisure industries. Our am is to produce the
technology innovators of the future. We want you to be one of them.

During 2003 the School of Computing and the School of Engineering and Advanced
Technology (SEAT) were merged to form a new faculty. Previous to this SEAT and
Computing were formed in 1992 when Staffordshire Polytechnic became
Staffordshire University. Based at the Beacon side campus on the outskirts of Stafford
we share our facilities and lecture rooms with the Faculty of Health and Sciences.
This adds to the excellent aamosphere of the university as different students all study
in the same place.

Courses
We offer a wide range of areas of study, from Computing, Engineering to
Technology, these could not be more further apart as disciplines, but the school prides

itself on being a diverse school.

Student Numbers

Staffordshire University has around 15,000 students of which around 3600 are
studying within the Faculty of Computing, Engineering and Technology.

University Students 15000 (Full Time — 10000, Part Time — 4500, Overseas — 500)
FCET Students 3600 (Full Time — 2600, Part Time — 800, Overseas — 200)

Staff Numbers
There is approximately 200 staff in the FCET department a Staffordshire. The
University staff includes the Dean, Directors, Academics, Researchers, Technicians

and Adminigtration staff, all of whom play a vital role in the running of the faculty
and aiding students with their studies.




Useful Contacts and Resources

Academic Contacts

Award leader Greg Penninck, C160, Extension 3716
g.s.penninck@staffs.ac.uk

A full list of academic staff contacts can be found at
http://www.staffs.ac.uk/faculties//comp_eng_tech/new_students/General Fac
ulty Information.jsp

Administrative Contacts

Award Administrator(s)

Student Advisor Janice Kalisz Room K232, Octagon, 01785 353345
j.c.kalisz@staffs.ac.uk

A full list of administrative staff contacts can be found at
http://www.staffs.ac.uk/faculties//comp_eng_tech/new_students/General _Fac
ulty Information.jsp

Details of technical staff can be found at

http://www.staffs.ac.uk/faculties//comp_eng_tech/new_students/General_Fac
ulty Information.jsp

Useful Internet Resources

The Faculty website can be found at: http://www.staffs.ac.uk/fcet. . Here you will
find details of timetables, contacts and news regarding the Faculty.

The Faculty aims to use Blackboard as an online learning environment, and
information on modules on which you are enrolled can be accessed from this. Note:
you can only get access to those modules that you are studying — if you cannot gain
access to material, it may be that you are not correctly enrolled on the module —
make sure you let your module tutor know.

Blackboard can be found at: http://blackboard.staffs.ac.uk

The library can be accessed from:
http://www.staffs.ac.uk/uniservices/infoservices/library/
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How to usethis
handbook

What awar ds and
qualificationsare
available?

What modes of study
are available?

What ingtitutionsare
involved in delivering
all or part of the
award?

What qualifications
do | need to get on
the award?

When can | start?

M.Sc. 3D Games Modelling Handbook

This handbook is specific to the M.Sc. 3D Games Modelling award. In it you
will find information such as the structure of your award, contact details of
staff, and other useful information.

There are three awards available; Post-Graduate Certificate, Post-Graduate
Diploma, and Master of Science (M.Sc.)

You are digible for the Post-Graduate Certificate when you have successfully
compl eted your first stage, which consists of 3 core modules and an option.

You are eligible for the Post-Graduate Diploma when you have successfully
completed 3 core computer games award modules and an optional module in
the second study period.

The M.Sc. is awarded on successful completion of the fina Masters
Dissertation,

This course can be taken in full and part time modes. Each mode requires that
you attend the university for a full study period, but the number of modules
that you take in that period defines the mode for study. Four modules defines
full-time mode.

Staffordshire University, FCET is responsible for modules within this award.
The Faculty has many links with other Faculties within the university which
areinvolved in both under-graduate and post-graduate awards both in the UK
and oversess.

The normal admissions requirement for entry onto the M.Sc. award is a 2:2
undergraduate degree or higher or equivalent in any discipline related to the
design or development of computer games. This may ind ude backgrounds in
3D Computer Graphics, Film Studies, Games Design and CGI / Animatronics.
Students will need a passion for 3D Modeling and a clear personal view of
how their background disciplinefits into the field of computer design.

See Academic Calendar in the Post-Graduate (Masters) Scheme handbook,
availableat http://www.staffs.ac.uk/fcet
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What isthe
philosophy of the
award?

What arethe aims of
the award?

The digital modelling industry is specialising, demanding a need for advanced
skillsin all areas of Computer Graphics. The M.Sc. in 3D Games Moddling is
the only MSc available that provides students with the opportunity to develop
skills that are state of art. It alows for students to utilize their skills from a
wide range of undergraduate backgrounds and consolidate them in the area of
3D modelling within its negotiated study € ements.

The Computer Graphics industry itsdf prefers to take people from a range of
backgrounds in order to maintain its vibrancy. This award has been designed
to be flexible and allow students’ to tailor their research aspirations, resulting
with a final semester demo reel which will help complete their study and
progression into industry. The award also aims to instil sound academic and
professional skills related to lifelong learning and devel opment.

The Faculty has numerous research and business contacts that have
contributed to the award's development, and will continue to advise and
contribute to award delivery.

To ddiver up-to-date subject contents that are relevant to current and
future gaming and film industry demands

To build on knowledge and skills acquired at undergraduate level.
Expanding into professional areas of CG based modelling.

To enhance abilitiesin research, problem-solving and management

To encourage students to apply knowledge and skills to solving a
problem related to modelling during their dissertation project

To enabl e students to acquire advanced knowl edge, skills, experience
and confidence to pursue a successful career in academia or industry.




W hat
teaching and
lear ning
methodsare
used?

As a student studying on a M.Sc. we expect you to take a student centred approach and
work baoth collaboratively and individually to complement the Faculti es resource centred
teaching mechanisms. Many of the modules you study will have different teaching and
learning methods, including traditional time-tabled lectures and tutorials, whilst also using

practical laboratory sessions, surgeries, group-based activities, case studies and

investigations, seminars, supervision, independent reading, independent resource based

learning, and problem based learning. What follows is a brief description of these
methods.

Independent resource based learning where you are expected to achieve specific
gods using your own persona efforts. This approach will help you build up your
research skills and develop your own individual study approaches and strategies
whilst using resources. This will not only benefit you on your award, but should
also help you to continue lifelong learning after compl eting your course;

Independent reading often you will be set passages of text or research papers ta
read in your own time;

Practical laboratory sessions normally take the form of intensive coding o
machine, with the support of atutor;

Saff-directed learning where, through individual or group contact (eg. in a
formal lecture, tutorial or workshop), a member of staff directs your learning
experience. Such an approach mixes students with diverse backgrounds, ang
enables different perspectives to be put forward in learning activities,

Surgeries may take place where a tutor sets you an activity, and allows you later
to visit them in an informal setting to discuss and get gui dance on your progress;

Problem based learning often within a module your will be set a specific problem
that requires a solution to be found. To solve this problem you will need to think
and reason towards a good final solution. This approach to learning will be used
both within groups and as individuals;

Group-based activities where you are expected to work together within groups (of
specified sizes) to achieve a collective goal;

Supervision all students at the M.Sc. stage of the award are required to write a
dissertation, a magjor factor related to this is learning how to work independently
and be guided by a project supervisor;

Case studies and investigations on modules it is often the case that a real life
scenario is used for you to investigate in order to understand how theories taught
relate to the real world;

Seminars during some aspects of your award you may be asked to research atopig
with others and give a mini seminar in order that others learn from your
perspective.




What
assessment
criteriaand
methods will
be used?

Istherean
overall
strategy
used in
applying
assessment
methods?

What are
the stages of
my award?

All modules are assessed via a number of methods, according to the requirements of thal
module. These may include examination, presentations, demonstrations, ora viva, im
course practical assessment and individual/group assignments. In relation to the criteria by
which you are assessed, each modul e assignment shows the individual assessment criteria
for that module.

Coursework assignments these can both be individua or group based, and car
involve written work or code based assignments. Each assignment will have its
own specification and criteria that you need to address to pass the component
You are graded against criteria based on grade points shown on pagel6 of the
postgraduate handbook;

Presentations this forms a method of assessment which will be used within
several modules in order that you get the opportunity to present your assignment
findings and develop your communication skills;

Demonstrations similar in the sense to presentations in that you are given the
opportunity to explain your work, but this time you will demonstrate an artefact.

End of module examinations on your award you will often undertake severd
examinations that assess how well you have learned what has been taught. Y ou
may be exposed to short answer, essay questions and multiple choice answe
formats.

Oral viva al students are required to do a viva presentation of their dissertation
work at the end of the award. This typically involves a brief presentation, in depth
discussion, questions on the work, and a demonstration of any artefact created.

Yes, we plan assessments carefully and produce a schedule for you in the first week of
starting your study. Y ou will be exposed to a rich mix of assessment methods in order that
you grow accustomed to learning by many different styles. Our underlying goal is not
only to assess you but to instil the skills required for lifelong learning. On most modul eg
you will find a mix of end of module exams, coupled with a written or practical element
as described in the paragraphs above.

Certificate stage

All four modules must be passed at the required level in order to obtain a Post-Graduate
Cetificate (PGC).

Diploma stage

This stage contains two computer games award core modules, the Research Methods and
Proposa module and one option module. All e ements must be passed to gain a Post-
Graduate Diploma (PGD). Note the Research Methods and Proposal module must be
passed prior to the start of the dissertation.

M aster s stage

This stage consists of 1 e ement. The dissertation must be passed to obtain the Masters
award.
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What arethe learning outcomes of the award?

The awards in this programme are designed to develop in the student and assess attainment
againg Staffordshire University's interpretation of the Framework for Higher Education
Quialifications. The University defines 8 generic outcomes:

Knowledge and Understanding,
Learning,

Enquiry,

Analysis,

Problem Solving,

Application,

Reflection,

Communication.

NG A~AWDE

The programme aso provides opportunities to develop the benchmark’s knowledge and
understanding, intellectual abilities, practical skills and general transferable skills. In addition to
confirming the above, outcomes can aso be explicitly linked to the UK Standard for
Professional Engineering Competence (UK-SPEC) 2004 statements' included within Engineering
benchmark statement® under the headings of:

Underpinning Sd ence and M athemati cs and Associate Engineering Discipline.
Engineering Analysis

Design,

Economic Social and Environmenta Context,

Engineering Practice

Paoo oW

M Sc 3D Games Modelling Award

On compl etion of the MSc 3D Games Modelling award, students will be able to:

1. Demonstrate a systematic understanding of a substantial body of knowledge at the
forefront of their Games Modelling discipline (knowledge and understanding).

2. Demonstrate the independent learning ability required (1) to advance their knowledge and
understanding within their Games M odelling discipline, and (2) to develop new skillsto a
high level of continuing professional development (learning).

3. Demonstrate a comprehensive understanding and critical evaluation of methodologies and
techniques applicable to their Games Modelling discipline (enquiry).

! http://mww.engc.org.uk/documents/CEng_IEng_Standard.pdf
2 http://www.gaa.ac.uk/academicinfrastructure/benchmark/statements/Engineering06. pdf

11
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Demonstrate a critical awareness and evaluation of current research, contemporary
problems and new insights, much of which are at, or informed by, the forefront of Games
Modelling (analysis).

Evaluate complex issues both systematically and creatively, make sound judgments in the
absence of complete data, and employ appropriate decision-making in complex and
unpredictable situations occurring within Games Modelling (problem solving).

Communicate their conclusions clearly to specialist and non-specialist audiences
(communication).

Demonstrate originality in the application of knowledge, together with a practical
understanding of how established techniques of research and enquiry are used to create
and interpret knowledge within Games Modelling (application).

Demonstrate the qualities and transferable skills necessary for employment requiring (1)
exercise of initiative and personal responsibility, (2) self-direction and originality in
tackling and solving Games Modelling problems, and (3) autonomous planning and
execution of tasks at a professional level (reflection).

PgD 3D Games Modeling Award

On completion of the PgD 3D Games Modelling award, students will be able to:

1.

Demonstrate an understanding of a substantial body of knowledge at the forefront of the
Games Modelling discipline and the effect the implementation of this knowledge can
have on the business performance of a company (knowledge and understanding).

Demonstrate the independent learning ability required to advance their knowledge and
understanding within the Games M odelling discipline.

Demonstrate understanding and ability to evaluate methodologies and techniques
applicable to Games Modelling (enquiry).

Demonstrate awareness of current research and contemporary problems, much of which is
informed by the forefront of Games Modelling (analysis).

Communicate their conclusions clearly to specialist and non-specialist audiences
(communication).

Demonstrate the qualities and transferable skills necessary for employment requiring (1)
exercise of initiative and personal responsibility, (2) self-direction in tackling and solving
Games Modelling problems (reflection).

12




PgC 3D Games Modelling award

On completion of the PgC Games Modelling award, students will be able to:

1. Demonstrate an understanding of a significant body of knowledge at the forefront of their
Games Modelling discipline (knowledge and understanding).

2. Demonstrate the learning ability required to advance their knowledge and understanding
within the Games Modelling discipline.

3. Demonstrate understanding of methodologies and techniques applicable to Games
Modelling (enquiry).

4. Communicate their conclusions clearly to specialist and non-speciaist audiences
(communication).

5. Demonstrate the qualities and transferable skills necessary for employment requiring (1)
exercise of initiative and personal responsibility, (2) self-direction in tackling and solving
Games Modelling problems (reflection).

13




Award Grading Calculation

Overal Grade Point for Module | Associated Classification for Postgraduate (level M) modules
15 Equivalent to Pass with Distinction
14 (defined in numerical terms as 70% and above)
13
12 Equivalent to Pass with Merit
11 (Defined in numerical terms as 60-69%)
10
9 Equivaent to Pass
8 (Defined in numerical terms as 50-59%)
.
6
5
4 Fail
3
2
1
0 Non Submission - Fail

Masters modul es are graded by the following terms Distinction, Merit, Pass and Fail. The University's
policy on Post Graduate Assessment can be found at the following Web Link.

http://www.staffs.ac.uk/i mages/postgrad regs tcm68-12690.pdf

14
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What is the overall structure of the award?

Durations of Award:

Award Full-time Part-time
M.Sc. 3D Games Modelling 1 year Up to 5 years
Cores
Study Period 1 Study Period 2 Study Period 3
September-January January-May May-September
(12 Weeks) (12 Weeks) (12 Weeks)

Z-Brush 1 {15 credits)

Z-Brush 2 {15 credits)

Advanced Rigging (15
credits)

Mechanical Modelling (15
credits)

Specific Option 1

Specific Option 2

Games Creati

on (15 credits)

Personal Development and
Research Methods (15
credits)

MSc Dissertation

Specific Options

Chose 1 from each column

Specific Option 1

Specific Option 2

Synergy of Games and Film (15 credits)

Games Artificial I ntelligence(15 credits)

Ludology 1 (15 credits)

credits)

Games Theory and Behavioural Analysis (15

Hand Held Games Design (15 credits)

Games Marketing (15 credits)

Advanced Multiplayer Online Games Design

(15 credits)

Motion Capture Data Handling (15 credits)

Audio For Games (15 credits)

Advanced Modelling Portfolio
(15 Credits)

Advanced Modelling in the Game Engines
(15 Credits)

The Timetablefor the core modules can befound at

http://www.fcet.staffs.ac.uk/currentstudents/'eng postgrad.htm

You must pick at least one of the options highlighted in bold text.

15
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Who can | contact
about my studies?

How will my
proj ect
supervisor help
me?

What are Award and
Assessment Boar ds?

Who attends Award
Boards?

When do assignments
have to be handed
in?

How do | hand in an
assignment?

What about Project
Approval and
Management?

Award Management and Requlations

Award Leader MSc 3D Games Modéling
Greg Penninck Room C160
Tel. 01785-353716 e-mail g.s.penninck@staffs.ac.uk

All levels managed by award leader. Individuad project supervisors
allocated during the dissertation period. For details of your own supervisor
see http://www.fcet.staffs.ac.uk/faculty staff/fac staff _main.htm

Key contacts —

Staffordshire University :
Award Administrator
Chris Hanks Room k266
Tel: 01785-353462

At the end of each teaching semester an assessment board is held to
confirm your grades. The results you achieve are recorded and these
determine whether you can progress on your award. When you have
completed your studies an exam board sits and reviews your modul e results
in order to determine the classification of award you will receive.

Chair : Dean of Faculty,
Externa Examiner,

Award Programme M anager,
Leve Leader,

Proj ect/assessment supervisors
All Teaching staff involved

Each modul e defines its assignment schedule. The university runs a policy
where by al hand-ins must be submitted by the required date and missing
this milestone will result in a mark of Zero. An Extenuating Circumstances
procedure complements this process allowing extenuating circumstances to
be taken into account at the appropriate stage. Hand in at K266.

Each assignment should be handed into the main Faculty Office in the
Octagon by the appropriate time. The closing time for the Faculty Officeis
displayed closeto the office hatch. Assignments should be submitted in the
appropriate folder. It will then be forwarded to the relevant tutor for
review.

Project proposals are completed within the Research Methods and Proposal
Module with the help of the module team. The module leader will review
your proposd for gpproval. If your proposal is considered weak, resource
hungry or in genera inappropriate you will be required to improveit before
starting the dissertation.

16
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Ethical Clearance

Proposals from students shoul d:
identify the area of study;
show how the area of study relates to the award;

include a project devel opment plan, project milestones and
development schedul g

identify appropriate research areas and devel opment methods;
discuss rdl evant ethical issues related to the project

identify the resources necessary for the successful completion of
the project; and provide evidence that the student will have
adequate access to these resources;

Describe the anticipated results and the products.

On completion of your Research Methods and Proposal modul e the Project
Co-ordinator will assign you a project supervisor. During the duration of
the dissertation period you will be in regular contact with your supervisor
(normally a weekly meeting). Y our supervisor will be allocated to you on
the grounds of their expertise and fit to your dissertation topic. Their roleis
to specificaly guide you academicdly, advise on literature to review, keep
you progressing on schedule, provide regular feedback on your work, and
guide you on ethicd issues associated with the project. Please notethat it is
your responsibility to attend meetings regularly.

A full project dissertation handbook will be given to you when you start
the dissertation period.

You will be assessed in relation to how well you complete the work set out
in your proposal. Your supervisor and a second assessor will read the
dissertation, and you yoursdf will have the opportunity to discuss and
clarify aspects in aformal viva. The dissertation will be graded in the form
of Pass, Merit, or Distinction.

You will be given the opportunity to re-submit on one subsequent occasion
and to a time-scale determined by the examination board at the time of
initid failure, usualy within the period of two calendar years from the date
of the examination board, either in a revised form or based upon a new
title. Any new title must be approved by the Faculty. A second failure will
result in the student failing the Masters stage of the award.

In a few cases you will need to make sure that the work that you do for a
particular modul e has appropriate ethical approval. This will only apply to
cases where the activities you undertake to achieve the learning outcomes
of the module involve research or work with other people where the issues
of consent, confidentiality and the research participants wefare are
involved. Normally, modules involving this kind of activity would only be
available to students compl eting the dissertation project.
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Arethereany Award

No

Specific Regulations?

What am | letting
mysdf in for?

This course requires a high level of commitment for one year, or eighteen
months or two years (if a placement or integrated project is undertaken).
You will need to be able to devote a considerable amount of your time to
intense study but having made that commitment you should gain extensive
knowledge in your chosen areas and on completion be able to attempt a
vast range of employment.

Part Time study and modes of study

Below is an example of a part time study of MSc 3D Games Modelling. Study patterns
maybe negotiated with students to suit their schedule.

Games Creation
PDRM

Year 1

Semester 1 Semester 2

Z-Brush 1 Z-Brush 2

Specific Option 1 Specific Option

Year 2

Semester 1 Semester 2
Mechanical

Advanced Rigging Modelling

Games Creation

Year 3

Semester 1
MSc Dissertation

Semester 2
MSc Dissertation

Period M odule Content Stage of Award
- Z-brush1 PgC
18t - Advanced Rigging

Personal Development and Research Methods
One Specific Option

2nd

- Z-brush 2 PgD
1 and - Mechanica l\_/IodeIIi_ng

Games Creation project
One Specific Option

3rd . 3D Games Modelling Dissertation MSc

Each stage constitutes 60 credits; therefore a PGC is 60 Credits, gaining a PGD is 120 credits
and gaining the Masters award is 180 credits.
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Section Two — Services for Students

We want you to enjoy your time here and understand that will need information and advice from the
University Services for studentsin order to support you with your studies and your future careers. We have
in place services and support which you can call on to discuss your needs or to seek support with a
particular problem.

Services are ddivered at two leves: specific services for students provided by the University, and those
provided a Faculty/School/subject level for students in Computing Engineering and Technol ogy.

Section 5 summarises the support and opportunities available to you which relate to enhancing your
empl oyability.

University Services

University support is ddivered by;
(A) Accommoadeation Office (Facilities Management Department
www.staffs.ac. uk/facilities management

(B) Employability and Student Support (http://www.staffs.ac.uk/uniservices)

(C) Equality and Diversity

(D) Financia Services www.staffs.ac.uk/services/financia

(E) Information Services (http://www.staffs.ac.uk/uniservices/i nfoservi ces/)

(F) Student Admi nistrative Services - nformation Centres www.staffs.ac.uk/i nformationcentre

(G) ‘ Student Guidance Officers’ and Advisors'”’
(http://www.staffs.ac.uk/ current/student/qui dance/index.php)

(H) ‘ Students’ Union’ (http://www.staffsuni on.com)
(1) Internationa Student Centre (http://www.staffs.ac.uk/isc)

(A) Accommodation Office

For information and assistance regarding University managed Halls of Residence and private sector housing
contact:

Email — accommodation_stoke@staffs.ac.uk or accommodation stafford@staffs.ac.uk
Contact: Stoke 01782 294217/8/9 1% Floor, Flaxman Buil di ng.
Contact: Stafford 01785 353563 Stafford Court, Beaconside
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(B) Employability and Student Support

Careers & Employability Service

The service holds information from employers offering job opportunities, work experience and vacation
work at home and abroad, information from professiona bodies, postgraduate study, reference books,
videos and careers software.

1-1 sessions with Careers Advisers

Enhances the employability of students
Open 9.00am - 5.00pm Monday to Friday at Stoke & Stafford Campus.
www.staffs.ac. uk/careeradvi ce www.staffs.ac. uk/uniservices
Contact: 01782 294991. Stoke: Cadman Building

Contact: 01785 353233 Stafford: Beacon Building.

Childcare Service

We can provide you with quality affordable childcare and education delivered by a highly qualified and
experienced team.

Two registered nurseries offering care and education for children up to five

Stoke opening times: 8.00am-6.00pm (8.45-5.15 in the vacation)

Stafford opening times: 8.30am-5.30pm (9.00am-5.00pm in the vacation)

Please apply early to avoid disappointment.

e-mail: aj.sherratt@staffs.ac.uk www.staffs.ac.uk/uniservices
Contact: Stoke: 01782 294981 or Stafford: 01785 353371

Counsdling Service

Thereis a core staff team of professionally trained counsdlors

. We offer oneto one counselling in a supportive and confidential setting.
. You can talk about anything affecting your academic or personal life
. We can refer you to other sources of support where appropriate.

Open 9am — 5pm Monday — Friday (including vacations) www.staffs.ac.uk/uniservices
Contact: Stoke: 01782 294977 4/5 Winton Square, Station Road.
Contact: Stafford 01785 353302, Ground Floor, Beacon Building.

Disability Advisory Service

The service provides a range of information, advice and facilities for disabled students. Visit
www.staffs.ac. uk/uni services

Help to apply for the Disabled Students’ Allowance

Offers study needs assessments

Provides dyslexia support services & study support assistants

Contact: 01782 294977 Stoke - 4/5 Winton Square
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Stafford: 01785 353302 — Ground Floor, Beacon Building.

Multi-faith Chaplaincy

The multi faith Chaplaincy offers pastoral & spiritual support, advice & friendship for people from all faiths
& none. www.staffs.ac.uk/uniservices

Help in exploring issues of faith & spirituality with a place to meditate and pray.

A quiet place to spend time with friends

Information on places of worship and faith groups.

chaplains@staffs.ac.uk

Contact: 01782 294982. Faith House, Stoke.

Contact: 01785 353302. Ground Floor, Beacon Building, Stafford.
Contact: 07901952381. Senior Chaplain’s mobile.

Student Health Service

NHS Medica Services are avalable at Stoke & Stafford Campuses.
A variety of servicesincluding treatments for minor ailments and injuries, chronic
dlsease management, smoking cessation service, National Screening programmes & Travel Health
Contraceptive & Sexual Health advice
- Thereis awealth of information available from the surgeriesin the form of free
leaflets
Contact: Stoke 01782 747174 Federation House, Station Road.
Open: 9am-5pm Monday to Friday (Thursday until 12.30). OR
01782 212305/212066 Harley Street Medical Centre, Hanley, Stoke during vacations.
Contact: Stafford 01785 353570 Beaconside Heath Centre,

Open 8.30-6.00 Monday to Friday (5pm on Wednesday & Friday)

(C) Equality and Diversity

The University is committed to building and supporting a diverse and inclusive University community. We
val ue the widest possible range of cultura inputs from students, staff and partners alike as we recognise that
thiswill improve and strengthen our University.

We have a number of schemes and policiesin placethat support our commitment to equality and diversity:

Race Equality Scheme
Disability Equality Scheme
Gender Equdity Scheme
Equality and Diversity Policy

O O O O o

To access these documents or for more information about any aspect of equality and diversity at the
University visit our website at www.staffs.ac.uk/diversity
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(D) Financial Services

To pay your tuition and accommodation fees:

Cashier’' s Office, Beaconside, Stafford

Cashiers Office, Flaxman Building, College Road, Stoke.

Please a so see Students Union Student Advice Centre for advice reating to debt and the University
Information Centres for guidance on tuition fees.

www.staffs.ac. uk/services/financial
Contact: 01785 353614

(E) Information Services

Information Services assists you with your learning by providing, managing and supporting integrated, open
access learning, teaching, research, Library, IT, Network and al on-line services for all students and staff
across al campuses at Staffordshire University http://www.staffs.ac. uk/uni services/infoservices/

The Service aso provides arange of support materials which will help you to enhance your ‘information
literacy’. Particularly useful in this regard are the website links to ‘keyskills
http://www.staffs.ac.uk/keyskills/ and http://www.staffs.ac. uk/uni services/infoservices/infozone

(F) Student Administrative Services— Information Centres

There are Information Centres at Stoke and Stafford. Staff are helpful and friendly and are trained to answer
most queries or point you intheright direction for help.
. You can talk to us for help on many aspects of your student life
Visit - wwwe.staffs.ac. uk/informationcentre
Stoke: Flaxman Building, College Road, Stoke-on-Trent, Staffordshire ST4 2DE.
Stafford: Beacon Building, Beaconside, Stafford, Staffordshire, ST18 0AD
Contact: Stoke 01782 295705 Stafford 01785 353253

(G) Student Guidance Advisors

If you need advice, guidance or information on the academic side of your student career, the Student
Guidance Advisor is hereto help. The Student Guidance Advisor is based within the Faculty but their
services are confidential and impartial.

The Student Guidance Advisor can provide advice, guidance and information on a wide range of
educational issues as well as specialist advice and support. A drop in serviceis available for initial advice
and longer booked appointments for morein depth issues. Please contact the Student Guidance Advisor
directly to book an appoi ntment.

Thereis also a Student Guidance Officer based in the Information Centre in Stoke and the One-Stop-Shop
in Stafford. These Officers provide the same advice, guidance and information as the Advisors and can be
used as an aternative.
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The Student Guidance Advisor can offer advice and guidance:

If you...
Are concerned that you have chosen the wrong course?
Are considering taking time out (intermitting) or leaving your course?
Need advice on how to appeal against your examination results?
Need advice on how to make a complaint?
Need advice on submitting extenuating circumstances?
Need advice on any aspect of the University's Regulations?

If you want to talk to someone but you don’t know who to ask just call into your Faculty to see a Student
Guidance Advisor or cal into the Information Centre Stoke or the One-Stop-Shop Stafford to see one of the
Student Guidance Officers.

Student Guidance Officer’s

Stoke - Nicola Gardener, Information Centre, Flaxman Building, College Road, Stoke-on-Trent.
Td: 01782 292768, Email: n.j.gardener@staffs.ac.uk

Stafford — Paul ette Morgan, One-Stop-Shop, Beacon Building, Beaconside, Stafford.
Td: 01785 353749, Email: p.amorgan@staffs.ac.uk

(H) Students Union

The Students Union strives for the best experience for all students. Y ou automatically join the Union when
you enrol; unless you choose to "opt out”. If you need advice, want to take part in many organised student
activities, start something new, or just access social space on campus, then the Union may well be the place
to visit.

How involved you get is up to you: you can ignore it, be a customer, give it feedback, or even stand for

€l ection and maybe end up part of the team that runs it - the choice is wholly yours; but the more you talk to
the Union the better it will be able to respond to your needs and ideas.

The Union's representation structures change to meet students' demands and based on who has stood for
office; so who to contact about specific issues can change from time to time. Wed suggest: begin with the
main Union switchboards and ask for what you need - they'll direct you appropriately - or email in or call
into the Union.

http://www.staff sunion.com
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Students' Union I nformation Centre's

The Students' Union Information Centre' s are the first point of contact for students, staff and
visitors to the Students’ Union. The centre’ s are for the most part staffed by students who offer a
warm and friendly service and can provide information on a wide range of subjects or if necessary
signpost as appropriate..

Contact: Stoke 01782 294629 Students Union building on College Road. Open from 9am

to 10pm, Monday to Friday.

Contact: Stafford 01785 353311 Students' Union Office in the Beacon Building next to Legends,
Open from 9am to 10pm, Monday to Friday (Shorter opening hours may apply over the vacation
periods).

Students Union Student Advice Centre

The Students' Union Student Advice Centreis one of the core services operated by the Students' Union.
Their work is directed by Student Officers and the serviceis student led offering

Free, independent and confidential advice to students.

Up to date information on funding, benefits, housing, academic regul ations, legal matters etc
. A range of other servicesincluding alegal surgery, funding clinics and sessions with Victim
Support and North Staffs Mediation.

The fully trained and experienced advisers are student specialists and the Service has been awarded the
Community Legal Service Quality Kite Mark for Student Casework and is licensed with the Office of Fair
Trading to provide debt advice.

Contact: Stoke 01782 294469 College Road, Stoke On Trent, ST4 2DE, above the Ember Lounge in the
Student’s Union. Open 10.00am till 4pm Monday-Friday

Contact: Stafford 01785 353425 Beaconside, Stafford, ST18 OAD,

Fax 01785 353599 Engineering Block Beacon Building. Open from 10.00am till 4pm daily.
(Opening hours may vary over vacation periods)

Email: sac@staffs.ac.uk
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Student Activities @ Staffs

Getting involved with a student activity realy helps students get the most out of University life!

You can volunteer, play sports, continue an interest or hobby, develop forma skills, try something
completely new and even be accredited for your involvement as you go, so don't hang about get involved!
www.staffuni on.com/activities

Get active

Joining a club or society will bring you together with people who enjoy similar interests. Most groups meet
weekly for events, training, or sodas and all members are ‘ sponsored’ by the union, so your membership is
great value and will provide awhole year of fun.

Each dub and society has space on the Union WEB site containing an introduction to their activity, their
plans for the next academic year and forthcoming events etc. You will aso find details of meeting/training
times and a main contact name and email address. If you cannot find what you are looking for, get in touch
with Student Activities on activities@staffs.ac.uk and hopefully we will be able to assi st with your query.

Sports clubs train a couple of times a week at our university or local fadlities. Most of our clubs play
regular fixtures on Wednesday (BUSA/Student Rugby League) or Sunday afternoons (American football,
Lacrosse and Women's Rughby L eague).

The range of Societies we offer depends on student interests and currently includes everything from the
Afro-Caribbean Society to Motor sports. Society events include performances, cultural events, fashion
shows, trips, debates and fundraisers.

Both Clubs and Societies have their own annual Recognition Evenings. The Sports Presentation Evening
and Awards night. This gives Student Activities the opportunity to recognise and reward the hard work
involved in running a club or society and recognises the achievements of students over the previous year.

If thereis nothing here that takes your interest then you can trial an activity yoursdf. Download the ‘how to
tria an activity' forms from the web (www.staffsuni on.com/activities ) and email them to

studentactiviti es@staffs.ac.uk or hand them into the Info Centre reception of the Students' Union at either
site for the attention of the Student Activities Officer.
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() International Student Centre

The International Student Centre provides a wide range of support for internationa students. The Centreis
staffed with a big team of very friendly and experi enced English language tutors and an international
student advisor. The services provided by the centre include:

1). English language and culture support provided by the subject specific language tutors

The language tutors work closely with your subject tutors to provide subject specific language and
academic skills teaching and advice. This takes two forms:

Language and Culture Workshopsfor Your Subject (weekly and timetabled). These
workshops are designed to help you understand the academi c terminol ogy and devel op your confidencein
classroom participation, oral/written communication and socid interaction with your tutors and classmates
who may have come from diverse cultura and linguistic backgrounds. Thetutors will also explore with
you the cultural differences, (social, professional or academic) and help you to understand the expectations
of your subject tutors and make appropriate cultural adaptations.

One-on-onetutorials - Thisis an opportunity for you to seek individual advice from the
language tutors on many aspects of your study. For example, if you are not sure whether your referencing is
correct and would like someone to check for you, or you feel uncomfortabl e speaking up in class and would
like some advice, you can ask to see one of the language tutors who are al very friendly and approachabl e
Each session lasts for 15 minutes. Depending on the nature of your question, you can book up to 3 sessions
together at atime. To book atutorial, please contact Ms Tracy Waker on 01782 294639 and/or e-mail:
internati onal studentcentre@staffs.ac. uk.

2) Advice provided by theInternational Student Advisor
Speciadlist advice on immigration, visa extension and work permit advice
Other general pastoral support and advice for international students

3) Organisation of cultural and social events

At least once every month, the Centre organises a social event and/or atrip to a holiday resort or a site of
cultura heritage. If you wish to participate, remember to check the News and Eventsin MyPortal regularly
and book a place wdl in advance.

4) Intercultural mentoring programme

The Centre operates an intercultura mentoring programme in which new international students are paired
with current students or staff in order to obtain advice on living and studying in Staffordshire University. As
the mentoring moves on, it is hoped that the programme will be more mutually beneficial by offering
opportunities for both mentors and mentees to devel op cultural awareness and long-lasting internati onal
friendships. If you would like to take advantage of the programme either as a mentor or a mentee,
information on how to apply is available on the website www.intercultural mentori ng.org.uk.
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Key contacts:

Website: www.staffs.ac.uk/isc

Centre e-mail: internaitonal studentcentre@staffs.ac. uk

Centre Administrator

Tracy Walker

Room 605 Flaxman Building, Stoke Campus, College Road
Td: 01782 29 4639

International Student Advisor

Lucy-Anne Daynes

Room 603, Flaxman Building, Stoke Campus, College Road (Every Monday, Wednesday and Friday)
Student Advice Centre, Ground Floor, Beacon Buil ding, Stafford Campus (every Tuesday and Thursday)
Td: 01782 294711

Subject Specific Language Tutor — Faculty of Art, Media and Design
Ms Michele Nixon
Room 600, Flaxman Building, Stoke Campus, College Road

Subject Specific Language Tutor — Business School

Dr Steve Brewer (for undergraduate students)

Room 600, Flaxman Building, Stoke Campus, College Road
Mrs Angela Ghadery (for postgraduate students)

Room 602, Flaxman Building, Stoke Campus, College Road

Subject specific language tutor — Faculty of Computing, Engineering and Technology
Mr Lorenzo Ball
Room 602, Flaxman Building, Stoke Campus, College Road
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Faculty/Subject Level Servicesand Support

(1) Personal Tutorsand Student Mentors

All students will be assigned a Personal Tutor (PT) as soon as they arrive: they will remain in contact with
you throughout your time here (although, depending on your particular award, tutorial responsibilities may
be re-negoatiated in your third year in line with arrangements for the supervision of dissertations and similar
proj ects)

Y ou should always keep your PT informed of any circumstances which are impeding your progress and
achievement on your degree. What you say will be confidential — and your PT can offer valuable advicein
terms of claiming ‘ extenuating circumstances' (see below) when something happens (like illness, for
example) which affects your ability to meet assessment deadlines.

Your PT can aso talk through with you and advise on issues such as intermission (if you need to take a year
out of your studies), of changing your study mode (from full timeto part time), of completing your award at
another university, or of withdrawing.

Youwill beallocated a PT during induction week. Y ou will meet your PT, probably in a‘tutor group’,
during the induction process. Thiswill give you a chanceto raise any questions about the induction
arrangements, or your course or any other problem that you wish to discuss. It also allows your PT to
explain more about their role, ther availability (i.e their ‘ office hours', appointments system and contact
details) — and for you to understand your obligations as a persona tutee

Scheduled meetings will aso give you the chance to arrange any additional meetings to discuss pastoral
issues should you wish or need to do so. Where the issues are serious and beyond the competence of your
PT to deal with you will be referred to an appropriate University Support Service (see above) — but your
tutor will make a note that you have discussed any circumstances affecting your academic or personal well-
being and put this on your file— and, where appropriate, will offer you advice on claiming * extenuating
circumstances in relation to your assessment obligations.

The best advice we can offer you is to seek help early if you feel you have a problem. Try not to brood or
become depressed; most problems are solvable. Personal Tutors are anxious to develop an informed
relationship with you, but this can only work if you allow it to devel op.

If for any reason you find it difficult to get on with your Personal Tutor you can always request a change by
going to see your Award L eader.

(2 Faculty Student Advisor

In addition to the personal tutoring system, The Faculty of Computing Engineering and Technol ogy aso
provides a Student Advisor. Thisis Janice Kalisz, who can be found in room K232 in the Octagon. Therole
of the student advisor within the Faculty of Computing Engineering and Technology is to give advice and
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guidanceto al students on all aspects of their award. This would be of both an academic and pastora nature
in accordance with the personal tutoring scheme. Therole aso includes the referral of students to sources
of professiona hdp both within and outside of the university as and when necessary. The Student Advisor
is aso involved with the student induction programmes, the tracking of student attendance and the
investigation of student absenteeism as well as the co-ordination of student intermissions and withdrawa s.

Student Ambassador Scheme

Students can play an active role in helping others to find out about higher education, life as a student and
about Staffordshire University in particular.

Student ambassadors help out at recruitment events, mainly in the university, but sometimes in schools and
colleges.

Being a student ambassador helps to devel op social, organisational, problem solving, time management and
communi cations skillsin apractical context.

What'sinit for you?
Flexible work hours to fit in with your study
Get paid £5.60 per hour
Presentation skills training
Build up your personal and professional references
Meet new people (and make new friends)
L earn more about the university and get more involved
Work with young people
Gain some practicd work experience
Get a certificate at the end of the year
Beinvolved in teamwork
Hd p towards the progress award

How do | get involved?

Recruitment to the student ambassador scheme takes place all year round — however there will be a specific
recruitment and training session that you have to attend. Email: di.spender@staffs.ac.uk for more
information.
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Student Repr esentation

The Faculty/School is committed to obtai ning feedback from students regarding the quality of their learning
experience. We obtain your views in a number of ways including questionnaires and representation on
Faculty committees.

(1) SSLGs (Student Staff Liaison Groups)

M estings of the SSL Gs are an effective way of monitoring the modular schemein the Faculty and
identifying and resolving any difficulties that may arise. Each subject area has a Student Staff Liaison
Group which is chaired by the Award L eader.

New students will be asked in the first few weeks of being here to nominate representatives; representatives
for Levels 2 and 3 will normally be organised in May of the preceding academic year. Students on each
award will need to e ect two representatives from each level. Training for thisroleis available from the
Students' Union. We inform them of the names of e ected representatives and they will contact you about
the training events.

The SSLG for your award usually meets once during each teaching block, though a your request it can be
convened more frequently. Its remit is wide-ranging discussion about your learning experience. If you are
arepresentative you should discuss your experience of your award with other students working in the
subject so that you can fairly reflect their views and should | et your coll eagues know how they can contact
you.

(2) Other Committees

In addition there are a number of other Committees both in the Faculty/School and in the University asa
whal e which have student members. Within the Faculty/School, as wdll as the SSLGs, thereis the formal
Faculty Board on which students have the right to representation.

The Faculty/School Board is the main Faculty/School committee, chaired by the Dean, which has formal
responsibility for overseeing the running of the Faculty/School and its awards. Membership includes
members of academic and non-teaching staff from the Faculty/School, representatives from other faculties,
the Library and Information Technology Services, and student representatives.

(3) Other Feedback M echanisms

Youwill aso be presented with a variety of other ways of giving feedback to your tutors and the
Faculty/Schoal /University about your overall experience. Y ou will be ableto talk, of course, to your
personal tutor. Y our will find that subject tutors will ask you to evaluate your learning experience on their
modules. Y ou will be asked to complete a questionnaire at the end of the year about your general
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experience as a student following a parti cular award. And the University conducts an annual ‘ Student
Viewfinder’ survey which seeks your views on al services.

Your views do matter — they areincorporated i nto annual quality assurance processes via ‘ course
monitoring’, and each Award and Faculty/School in the University is required to draw up an action plan on
the basis of course monitoring reports which seek to address any issues which have adversdy affected your
experience as a student

Appeals, Complaintsand Conduct

Where generic i ssues are concerned (for example, the resources availabl e properly to support the ddivery of
a particular modul e have been in some way deficient), the appropriate procedureis to raise the problem via
SSLGs. See your student representative on each of these committees.

Any issues that you are not happy about in relaion to your individua experience, whether it beto do with
the teaching you receive or as a consegquence of administrative processes, can usudly be resolved
informally by consultation with your Personal Tutor, or with aModule Tutor, or with your Award Leader or
Manager, or with the Faculty/School Office. Typical examples here might be that you have been unableto
find a particular member of staff to obtain feedback on your assignment, or that the Faculty/School Office
promised to return your tel ephone call and failed to do so, or gave you some wrong information, or failed to
amend your record on THESIS+ in line with your written instructions.

In generd, it isalways agood ideato try to resolve issues informally. But where this has not succeeded, or
is not appropriate, (for example, you want to appeal against the decision of an Assessment or Award Board
or of the Extenuating Circumstances Pand, or you need to complain) then you always have the option of
using the University’s formal processes. Y ou can access these formal procedures on the University website
www.staffs.ac.uk. Appeds are caled ‘ Procedure for Review of an Examination Board Decision’ and can be
found by following the link http://www.staffs.ac.uk/images/rev_of _exam board tcm68-12688.pdf. The
Extenuating Circumstances procedure can be found at www.staffs.ac. uk/i mages/extenuating_cir_tcm68-
15855.pdf. You can aso locate the Student Complaints Procedure at

www.staffs.ac. uk/images/complaints tcm68-15862.pdf .

Y ou should note, of course, that the complaints procedureis atwo way process. Y ou have an obligation as a
student, and as a member of the University community, always to conduct yoursdf in an appropriate
manner. At the most general level, this means an obligation always to behave in a way which does not cause
distress or anxiety to others. Your obligations in this regard are spelt out more dearly in the document
‘Regulations: General Student’ (7.1 to 7.12), which you can a so access viathe University website at
www.staffs.ac. uk/images/generalstudentregs tcm68-12714.pdf. Appendix 3 of this document indicates the
disciplinary procedures which ensue should you abrogate the code of conduct

If you would like advice on how to appeal or make a complaint, please contact either your Persona Tutor,
or for independent advice contact ether the Students’ Union Advice Centre or Student Guidance Officer.
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Supporting Disabled Students.

The University and the Faculty have embraced the implications of the Special Educational Needs and
Disability Act 2001 (now effectively Part 1V of the Disability Discrimination Act 1995), and of the
Disability Discrimination Act 2005. We recognise that under this legislation we have a duty to anticipate
the needs of any disabled student and to make reasonabl e adjustments to enabl e you to achieve the learning
outcomes of your programme of study. The Faculty/School is participating in the University strategy to
meet its obligations of promoting disability equality.

We want to make sure that, if you tell the University that you are a disabled person, we

work together with you to meet your individual support needs. This is a shared responsibility between
yoursdlf and the University community and reflects our commitment to promoting equality for disabled
people.

Faculty Support

Within your Faculty/School, there are designated members of staff, Disability Co-ordinators, whoseroleis
to support you through the academic part of your programme. In relation to supporting your learning, they
can deal with your day-to-day issues, provide advi ce and guidance and can help you in making additional
arrangements. Y our Disability Co-ordinator is

Dr Robert Round, who can be found in D106 Beacon Building, Stafford or on 01785 353470

To this end, subject tutors share good practi ce concerning teaching, learning and assessment issues which
arise from working with disabled students. Thisis done via peer review of teaching and subject meeting
discussions.

Information about your disability is circulated, provided you have consented to this, to relevant tutors, so
that they are aware of any necessary adjustments which may need to be made to your learning environment.

Y ou shoul d use the Student Staff Liai son Group (SSL G) meetings as an important mechanism for reporting
any instances where the ‘ reasonabl e adjustments’ you require to achieve the learning outcomes associated
with your programme of study have been found wanting. The Faculty also has representation on the
University’ s Disability Forum, which shares good practice across the University and keeps itself informed
of strategic issues as they arise. If you wish to bring any issues to the attention of the Forum, see Robert
Round

Obviously you can aso consult your Persona Tutor or the Faculty's Disability Co-ordinator (Robert
Round) if you need further advice or guidance

32




Disability Advisory Service

Supporting Disabled Students.

The University and the Faculty have embraced the implications of the Special Educational Needs
and Disability Act 2001 (now effectively Part IV of the Disability Discrimination Act 1995), and of
the Disability Discrimination Act 2005. We recognise that under this legislation we have a duty to
anticipate the needs of any disabled student and to make reasonable adjustments to enable you
to achieve the learning outcomes of your programme of study. The Faculty/School is participating
in the University strategy to meet its obligations of promoting disability equality.

We want to make sure that, if you tell the University that you are a disabled person, we work
together with you to meet your individual support needs. This is a shared responsibility between
yourself and the University community and reflects our commitment to promoting equality for
disabled people

Disability Advisory Service

The service provides a range of information, advice and facilities for disabled students. Visit
www.staffs.ac.uk/uniservices

Help to apply for the Disabled Students’ Allowance

Offers study needs assessments

Provides dyslexia support services & study support assistants

Contact: 01782 294977 Stoke - 4/5 Winton Square
Stafford: 01785 353302 — Ground Floor, Beacon Building

Academic Ethics

All daff and students undertaking independent research a Staffordshire University, whether at
undergraduate or postgraduate level, must consider ethicd issues. Where ethica issues are identified ethical
approval must be sought from the Faculty's Academic Ethics Team.

You are strongly advised to refer to the Codes of Good Practi ce published by professional bodies eg. the
British Computer Society and the American Psychologica Association's Code of Conduct.

More information about ethics can be found at.

http://www.fcet.staffs.ac.uk/current_students/academic_ethics.htm
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