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This handbook contains in form ation regarding your course th a t you w ill need during the 
academic year. I t  w ill be o f particu la r value to students in th e ir firs t weeks at un iversity. 
However, all s ta ff and students should keep th is handbook fo r reference th roughou t the 
year.

The handbook is divided into three sections:

1) General un ivers ity  in form ation

2) In fo rm ation  about your course

3) Further in form ation th a t m ay be of use to you

You should read your copy o f the Cardiff U niversity S tudent Handbook in conjunction with 
th is school handbook.
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SECTION ONE - GENERAL INFORMATION

la .  Foreword From th e  Head of School, Professor JUSTIN LEWIS
Welcome to the Cardiff School o f Journalism , Media and Cultural Studies a t Cardiff 
University.

Croeso I ' r  Ysgol N e w dd iadu rae th , C y fryngau  ac A s tu d ia e th a u  D iw y llia n n o l y m  M h rifysg o l 
C aerdydd.

This handbook gives you some basic in form ation about the School, your course and how 
they are organised. Please read it carefully and take  note of its advice. I f  you wish to 
query or fo llow  up any aspect o f th is in form ation , please contact Jennifer Moseley, the 
MA/Pg Dip A dm in is tra to r.

A pioneer in journa lism  education since the 1970s, the School is now a w orld-leading 
renowned centre fo r the study o f all aspects o f jou rna lism , media and cu ltura l studies.

We o ffe r a wide range courses a t various levels. Our undergraduate course in jou rna lism , 
media and cu ltural studies is an academic, research-based degree. Our postgraduate 
offerings range from  the industry orien ted, practice-based jou rna lism  MA/Diploma to more 
academic degrees, from  Masters to PhD. Our students -  especially a t postgraduate level -  
come from  all over the world. Our postgraduate courses regula rly  win accolades from  
industry bodies.

The School combines a long-standing record o f excellence in teaching and tra in ing  w ith  an 
outstanding research portfo lio  -  w ith over 40 awards from  a wide range o f Research 
Councils, Foundations, Charities and the media industry (w ith  over ten awards from  the 
BBC, the BBC Trust and Channel 4) since 2001.

The School's reputa tion fo r in terna tional research was recognised in the UK governm ent's 
2008 Research Assessment Exercise (an evaluation of research in UK universities th a t 
takes place every 6-7 years). They judged 45%  o f the School's research to be 'w o rld ­
leading' and a fu rth e r 30%  'in te rna tiona lly  excellent', making us one o f the UK's top 
research departm ents in a n y  fie ld.

The School runs a num ber o f in ternational and national conferences. The m ost recent 
include the Mapping the Magazine Conference and the Journalism  Studies Conference 
(both biennial in ternational events held a t Cardiff).

Five refereed jou rna ls  are edited in the School: Journalism  S tudies, Journalism  
Practice (Professor Bob Franklin), Social Sem iotics, (D r David Machin), Fem inist Media 
S tudies, (D r Cynthia Carter) and the Media W ales Journal (D r John Jewell).

But we do not believe in excellence fo r its own sake: our teaching and research is 
grounded in a com m itm ent to ethics, social responsib ility  and the im portance of 
jou rna lism , media and com m unications to a healthy democracy. We also believe in 
breaking down barriers -  w hether between the media industry, policy makers and the 
academ y, or between the social sciences and the hum anities.

Nor do we rest on our laurels. The world o f media and com m unications is constantly 
changing, and we are aware o f the need to be responsive to new ideas and new 
developm ents. The fu tu re  may be uncerta in, but we want to p lay our part in shaping it fo r 
the better.

I hope th a t you w ill find your tim e w ith  us here a t C ard iff U niversity s tim u la ting , enjoyable 
and rewarding. You w ill find th a t the s ta ff you m eet have both in ternational reputations 
and are approachable and generous w ith  th e ir tim e. Make the m ost of them , the School 
and Cardiff!

JU S T IN  LE W IS
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lb . Cardiff University

Previously the largest o f the e ight un ivers ity  institu tions th a t comprised the U niversity of 
Wales, C ard iff U niversity became independent on December 2004. I t  has its own 
Royal C harter and, from  the point o f view o f the s tudent, is a se lf-contained civic 
un iversity. I t  has some 27,000 students o f whom more than 7,438 are postgraduates. 
There is an a lm ost equal balance between hum anities, business, science and engineering 
courses, and between male and female students.

In recent years approxim ate ly  £100 m illion has been invested to provide new and 
refurbished un ivers ity  buildings o f the highest qua lity. The University 's location, in the 
m agnificent civic centre, provides students w ith easy access to outstanding new 
residences; extensive modern sports facilities; libraries; c ity  centre shops and a ttractive  
parklands.

C ard iff S tudents ' Union is one o f the biggest, best and m ost active in Britain. Solus, the 
Great Hall and the Taf are among the Union's m a jo r a ttractions. Solus is the s tudents ' own 
high qua lity  n ightc lub, and is the second largest in South Wales. The Great Hall is a 1500 
capacity venue fo r m a jo r concerts and the Taf Bar is the Union's very own 'local'. O ther 
facilities include CFIO, a cafe offering a va rie ty  of hot and cold food, a general shop and o ff 
licence. U niversity bookshop, com puter shop, a games room and video arcade, five  full 
size snooker tables and tw e lve pool tables, satellite  TV, banking and insurance services.

The Union also has its own le tting  agency and S tudent Advice centre. I t  is also home to 
Xpress Radio (the s tudents ' own radio s ta tion ), an aw ard-w inning s tudent newspaper, and 
more than 150 cu ltu ra l, po litica l, relig ious, social and sporting societies.

The U nista ff Jobshop is a student em ploym ent service th a t provides casual, clerical and 
catering jobs around the U niversity to hundreds o f students.

lc. Cardiff, th e  Capital City of W ales
Lively, e legant, confident, cosm opolitan, Cardiff caters fo r all tastes, o ffering everyth ing 
from  the excitem ent o f a v ib ran t c ity  life to the peace and tra n q u illity  o f the nearby coast 
and countryside.

A c ity  w ith  both heritage and am bition C ard iff has a d istinctive  character, a good qua lity  of 
life, and a growing national and in ternational reputa tion.

I t  is presently host to num erous large and high profile  events, including Brita in 's largest 
free sum m er festiva l.

As the capital c ity o f Wales it is home to many national ins titu tions including the National 
Museum o f Wales and the m uch-adm ired M illennium Stadium .

The c ity  centre skyline is tes tim ony to its heritage and am bition , w ith  landm ark buildings 
ranging from  the ornate civic centre to the h istoric Cardiff Castle.

C ard iff is well established as 'Europe's Youngest Capita l' but its h is tory dates back more 
than 2000 years to the Romans. I t  was once one o f the busiest ports in the w orld , 
exporting the coal which fuelled the industria l revolution.

The famous T iger Bay docklands have been substantia lly  transform ed into Cardiff Bay, a 
modern developm ent o f homes, shops, offices, v is ito r a ttractions and the National 
Assem bly fo r Wales, all surrounding a huge freshw ate r lake.

In 1905 C ardiff was proclaimed a c ity  and in 1955 it became the capital c ity o f Wales.

A Friendly City

The c ity  o f Cardiff offers an excellent location in which to study. S tudents a t C ardiff benefit 
from  the com bination o f a sm all, friend ly , inexpensive c ity  w ith  the cu ltural and 
recreational am enities o f an am bitious and progressive capital city.
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With a population o f 327,500, C ard iff does not su ffer from  overcrowding. S tudents in 
Cardiff lead a busy life, both w ith  th e ir  academic studies and the social and cultural 
activ ities th a t take place.

Convenient Location

Cardiff is an extrem ely accessible c ity , benefiting from  excellent road, rail and air 
com m unications. Using the hourly high-speed tra in  service, London is reached w ith in  two 
hours.

Cardiff has convenient connections to Heathrow and Gatw ick a irports and the c ity  also 
benefits from  its own in terna tiona l a irport. The c ity  is served d irectly  by the M4 m otorw ay 
provid ing fast links to the rest o f the UK.

"C a rd iff is  th e  u p -a n d -c o m in g  co sm opo iitan  B ritish  c ity , a p iace  ja m -p a c k e d  p e r  squa re  
y a rd  w ith  som e o f  th e  b e s t d r in k in g , danc ing  a n d  sh o p p in g  ou ts ide  L o n d o n ."  
V ir g in  A lt er n a tiv e  G u id e  to  Br it is h  U n iv e r s it ie s

"The fa s te s t g ro w in g  c a p ita i c ity  in  Europe. I t  boas ts  b e a u tifu i o id  a rc h ite c tu re  as w e ii as 
the  m a jo r  w a te r fro n t d e ve io p m e n t a t  C a rd if f Bay, w hich inc iudes  c inem as, re s ta u ra n ts , 
cafes a n d  m useum s. E xce iie n t shopp ing , e a tin g  a n d  a c c e s s ib iiity ." 
T he T rotm an S t u d e n t  Boo k

"C a rd iff is  p o p u ia r  w ith  s tu d e n ts , o ffe r in g  a ii th e  a ttra c tio n s  o f  a ia rg e  co n u rb a tio n  w ith o u t 
such h igh  p rice s  as s tu d e n ts  expe rience  e ise w h e re ."
T he T im e s  G ood u n iv e r sit y  G uide

Id . Staff
At the Cardiff School o f Journalism , Media and Cultural Studies you w ill benefit from  
contact w ith  a wide range o f s ta ff: researchers w ith  in terna tiona l reputations fo r th e ir 
published w ork, professionals o f the highest calibre from  p rin t and e lectronic m edia, and 
in te rna tiona lly  respected academics.

We have more than fo rty  academ ic, research and professional s ta ff, backed by a friend ly 
and e ffic ien t team  o f adm in istra to rs and technical staff. S ta ff rou tine ly teach across a 
num ber o f program m es; you w ill encounter professional, academic and research s ta ff no 
m a tte r w hat scheme o f study you pursue.

Each program m e also makes regular use o f experts working in all branches o f the media, 
and v is iting  scholars from  all over the w orld , to come and share th e ir specialist skills.

Professors

Professor Justin  Lewis is Professor o f C om m unication, and Head o f the C ardiff School of 
Journalism , Media and Cultural Studies. He was fo rm erly  Professor o f Com m unication at 
the U niversity o f Massachusetts at Am herst. He has w ritten  m any books and articles on 
m edia, politics and cu lture, and is cu rren tly  Series Editor fo r the lis t in M e d ia  a n d  C u ltu re  
fo r Peter Lang Publishers. He has also w ritten  fo r various newspapers, including the 
Guardian, the Boston Globe and the Los Angeles Times. He is on the editoria l boards of 
various jou rna ls , including Com m unication Review, Television and New Media, and Critical 
and Cultural Studies in Com m unication. He is a m em ber o f the G overnm ent's Research 
Excellence Fram ework panel on C om m unication, Cultural and Media S tudies, L ibrary and 
In fo rm ation  Management.

Professor Richard Tait jo ined as D irector o f the Centre fo r Journalism  in 2003. He retired 
a fte r seven years as Editor-in -C hief o f ITN in 2002, having pursued a career in 
broadcasting which saw him become Editor o f Channel 4 Programmes, Editor o f Channel 4 
News, Editor o f BBC Newsnight as well as Editor o f BBC General Election and Budget 
program m es. He was a successful academic a t Oxford U niversity (New College and St 
Edmund Hall) before pursuing his media career. He was a media co lum nist fo r the 
Financial Times from  2002 till 2004. From 2004 till July 2009 he was a m em ber o f the BBC 
Board -  firs t as a Governor (and Chairman o f the G overnors' Programme Complaints 
C om m ittee) and from  2006 as a Trustee (and Chairman o f the Editorial Standards 
C om m ittee).
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Professor Simon Cottle is Deputy Head o f School and D irector o f the Mediatized Conflict 
Research Group in the C ard iff School o f Journalism , Media and Cultural Studies (JOMEC). 
He also holds Honorary Professorships a t the U niversity o f Melbourne, Austra lia , where he 
was Inaugura l Chair and D irector o f the Media and Com m unications Program (2002 -2006 ), 
and a t the U niversity o f Tasmania, Austra lia , and he is a Faculty Fellow o f the Centre fo r 
Cultural Sociology at Yale U niversity, USA. He jo ined JOMEC in 2006. Before com pleting his 
PhD in Mass Com m unications a t the Centre fo r Mass Com m unication Research at Leicester 
U niversity, Simon taugh t in Sudan and Ita ly  and worked as an Education Advisor fo r the 
Probation Service. Simon has researched and w ritten  w idely about the sociology of 
jou rna lism , news production, research m ethodology and d iffe ren t mediated conflicts 
including: inner c ity  rio ts and dem onstrations; 'race ' and m ino rity  e thn ic ity ; environm ent, 
'r is k  socie ty ' and clim ate change; te rro rism  and war; and the Arab uprisings. His recent 
books are Mediatized Conflict: Developments in Media and Conflict Studies (Open 
U niversity Press, 2006), Global Crisis Reporting: Journalism  in the Global Age (Open 
U niversity Press, 2009) and, w ith  co -ed ito r Libby Lester, Transnational Protests and the 
Media (Peter Lang 2011). He is cu rren tly  w riting , w ith  colleagues. Disasters and the Media 
to be published la ter in 211. He is the series ed ito r o f Global Crises and Media, a m a jor 
new in terna tional series o f 16 books commissioned by Peter Lang Publisher, New York.

Professor Jenny Kitzinger is Professor o f Com m unications Research at the Cardiff 
School o f Journalism , Media and Cultural Studies. Form erly Reader in Sociology a t Brunei. 
Previously worked a t the Glasgow Media Group and, before th a t, in Social and Political 
Sciences, Cambridge University. Professor Kitzinger's research is particu la rly  concerned 
w ith  questions o f the media's role in shaping public understandings o f controversia l health 
and science issues. Her cu rren t in terest is in catastrophic brain in juries, 'r igh ts -to -d ie ' 
debates and d isab ility  rights.

Professor Duncan Bloy jo ined  JOMEC in 2003 and has responsib ility  fo r all the media law 
teaching w ith in  the School. He is a fo rm e r Head o f the U niversity o f G lamorgan Law School 
and during th a t period was an expert legal com m enta tor fo r BBC radio in Wales. He is now 
a regular con tribu to r to media law m atters on BBC and ITV program m es in Wales. He has 
authored or co-authored 14 books the la test o f which is the second edition o f Law and the 
Media (2011) (W ith Sara Hadwin) (Sweet & M axwell.) He has been m em ber o f the CNAA 
Legal Studies Board, HEFCE's Q uality Assurance Panel fo r Law and is cu rren tly  an assessor 
fo r the British Accreditation Council. In addition to his media law w ork he has responsib ility  
fo r overseeing the School's in terna tional w ork and w ill be co-D irector o f the MBA in Media 
Management comm encing in Septem ber 2013.

Professor Bob Franklin Bob Franklin jo ined the Cardiff School as Professor o f Journalism 
Studies in February 2005. He was fo rm erly  Professor o f Media Com m unications and 
D irector o f Research in the D epartm ent of Journalism  at the U niversity o f Sheffield: he has 
taugh t previously a t the Universities o f York, N orthum bria, Keele, Leeds and Sheffield. He 
is founding and lead ed ito r of Journalism  Studies (and Journalism  Practice) and co -ed ito r of 
a new series o f books to be published by Sage, entitled  Journalism  Studies: Key Texts. He 
is a m em ber o f various jou rna l editoria l boards including Brazilian Journalism  Review, 
Com m unication Issues, The Journal o f Political Marketing and Social Semiotics.

Professor Terry Threadgold is Professor o f Com m unication and Cultural Studies and a 
Pro Vice Chancellor. Her research and teaching have covered a range o f areas: critica l 
discourse analysis, sem iotics and media theo ry , perform ance studies, critica l legal studies 
and fem in is t and cu ltural theory. Her m ost recent research has been on asylum , refugees 
and the m edia, gender and asylum and the embedding o f jou rna lis ts  in Iraq  2003. Her 
report fo r the Joseph Rowntree Foundation on M igration and Social Cohesion in South 
Wales was published in 2008.
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Academic, Professional and Research Staff In te re sts

Howard Barrell Rhetoric and propaganda; Processes of reasoning underlying language usage and explanation 
in journalism; Political communication; The European Union; International Relations.

Jane Bentley News and feature writing, magazine craft and production. Journalism Training.

Roz Bew Professional Tutor, Broadcast Journalism in with a special interest in business and financial 
reporting.

Professor Duncan Bloy Media Law. Director of International Development

Dr Paul Bowman
Cultural studies, cultural theory, discourse theory, popular culture, cultural politics, martial 
arts (film and practices), political theory, poststructuralism

Dr Cindy Carter Children, news & citizenship; Feminist media studies and Journalism studies

Professor Simon Cottle
Global crises and media; reporting conflicts - urban disorders, protests, terrorisim and war; 
reporting environment; disasters and the media; changing nature of news production; 
communicative democracy; globalization and media

Dr Stephen Cushion Young people; Media & public opinion; Citizenship and democracy; Welsh politics;
Naomi Dunstan Design and layout for magazine and newspaper, as well as web design for online.

David English Newspaper journalism; Public administration; British local government; British politics and 
political parties; The regional press & the national press and Psephology

Professor Bob Franklin The Future of Newspapers/Journalism Conferences. Journalism studies; Political 
communication; Local news media and Television policy

Emma Gilliam
Teaching: Radio and television production skills; newsgathering; newsroom management; 
Journalism; Writing for Broadcast/Research interests: Media convergence; Local and 
Regional media (UK and abroad); radio audience profiles;

Inaki Garcia-Bianco Media Law & Regulation and Freedom of Information.; Editorial Management

Sara Hadwin Digital economy: the internet's implications for journalism, media, communications and the 
creative economy. Intellectual property and rights issues.

Dr Matt Hills Cult media; Fan studies; Media fandom; Work on genre; Psychoanalytic theories of media 
consumption; Textual analysis; Audience/reception studies and Cultural theory

Tim Holmes Magazine Journalism, Production Journalism, Magazine Feature Writing, the political 
economy of publishing, magazines in the digital age

Dr John Jewell
Journalism; Broadcasting History and Advertising, British Comedy and Class, War and 
Propaganda

Dr Sara Gwenllian Jones
Constructions, characteristics and uses of fictional worlds in cult television and computer 
games

Professor Jenny Kitzinger Media in science, risk, health issues; Gender & sexual violence and Audience studies

Colin Larcombe
Development & application of newsroom technology to the role of the newsroom and the 
job of a journalist; Development of recording technology both audio & video for journalists. 
Broadcast journalism & documentary

Professor Justin Lewis Public opinion; Policy, media & politics and Audiences
Marlene Lewis Shorthand

Dr David Machin Visual Communication including visual design, product rebranding and niche marketing. Use 
of language for manipulation. Use of sound and music in media to enhance or conceal.

Sharon Magill
Assists with the delivery of many postgraduate diploma and MA courses, including the 
Broadcast TV and Radio courses, by providing practical classroom and workshop support.

Dr Daniel Meadows
Methods of exploring the depth and range of photography archives through storytelling 
using multimedia

Kerry Moore Political discourse of racism; Representations of asylum and National identity
Nick Mosdell Journalism Safety / Casualties; Conflict reporting
Glyn Mottershead Newspaper production, digital media, data journalism and Computer assisted reporting
Elliot Pill International public relations. Celebrity, Sport, Public Relations, Industry
Verica Rupar Journalism cultures. Media and diversity. East European media

Professor Richard Tait War reporting, journalism and politics, broadcasting policy, political communications, 
journalist safety

Professor Terry 
Threadgold

Critical Discourse Analysis; Migration and social cohesion; Asylum and refugee studies and 
National Identity, ethnicity, gender & citizenship.

Dr Karin Wahl-Jorgensen Journalism; Democracy; Citizenship and Journalism ethics. Political Communications, Social 
Movements, Activism

♦Correct at time of printing
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Cardiff School Of Journalism , Media And Cultural Studies

* Correct at tim e of printing

le . D ates of Sem esters
Session 20 1 1 /1 2  
Enrolment w eek
Monday 26 Septem ber 2011 to Friday 30 Septem ber 2011
Autumn Sem ester
S tart: Monday 3 O ctober 2011
Finish: Sunday 29 January 2012
Spring Sem ester
S tart: Monday 30 January 2012
Finish: Friday 15 June 2012
Easter recess
S tart: Saturday 31 March 2012 
Finish: Sunday 6 May 2012

* MA/Diploma Semester dates vary slightly to those above, 
of these on your arrival

You w ill be informed

MA/Diploma Christmas Vacation:
17 December 2011 - 8 January 2012
MA/Diploma Autumn Examination Period: (subject to confirmation)
16‘  ̂January 2011 -  20‘  ̂January 2011
MA/Diploma Attachment Period: (subject to confirmation on arrival.) 
2"^ Aprii 2012 -  May 2012 
MA/Diploma Spring Examination Period:
14'" May 2012 -  15'" June 2012
MA Dissertation Project timetable -  see Module MCT522 Handbook
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If. Locations
The C ard iff School o f Journalism , Media and Cultural Studies is situated in the Bute 
Building. Your tu to rs . L ibrary, p igeon-holes and notice-boards are located here, as well as 
the B irt Acres C inem a/Lecture Theatre. The School's A dm in is tra tive  and Technical s ta ff are 
also located in the Bute Building.

You may need to attend some lectures in o ther buildings in the un ivers ity  -  you will be 
given in form ation about th is on lecture handouts. The learning resources o f the whole 
un ivers ity , including libraries and com puting services, are open to you.

Ig . Bute Resource Centre
The Bute L ibrary houses m ost o f the books and academic jou rna ls  needed fo r courses in 
the School. I t  also houses a good selection o f newspapers and magazines. The Library is 
not ju s t a book repository, however. I t  is home to study areas, com puting and in te rne t 
facilities accessible to students th roughou t its long opening hours. I t  boasts a friend ly  and 
helpful s ta ff under the specialist direction o f Bute Librarian Andrew Blackmore. An 
exhib ition o f South African photo journa lism , o rig ina lly  curated to celebrate 25 years of 
jou rna lism  studies at Cardiff, is on perm anent display along the Library corridors. Further 
lib ra ry  resources, including a large Humanities and Social Sciences collection, are available 
in o ther nearby buildings. The School has also embarked on a positive policy o f specialist 
research acquisitions, centred on the Osman Collection.

The Osman Collection is named a fte r Colin Osman, long-tim e Editor o f Creative Camera. 
His collection o f h istoric magazines, books, sound-recordings and photo journa lism  was 
acquired by the Tom Hopkinson Centre fo r Media Research to form  the basis o f its research 
archive. The collection includes com plete runs o f P ic tu re  Post, L ill ip u t, W eekly I llu s tra te d ,  
C ava lcade, and The S u n d a y  T im es C o lou r M agazine  from  its launch to the present day. I t  
also houses documents from  Mass Observation and early wom en's magazines to rare 
books and documents on the h is tory of British photo journa lism . The archive is an 
im portan t com ponent o f JOMEC's research focus on popular visual jou rna lism  and 
dem ocracy, and supports a va rie ty  o f pro jects by both s ta ff and PhD students.

Ih . JOMEC Online Booking System
The departm ent holds a range o f equ ipm ent th a t, depending on your program m e o f study, 
you may use fo r your research and studies. All JOMEC students can log on to book 
equ ipm ent and production facilities.

To book an item , log on to the booking system at h ttp ://connect2 .jom ec.c f.ac .uk /connect2  
and reserve the equ ipm ent you wish to use. Then v is it the technical office, w ith  your 
student ID , to collect the equipm ent.

You m ust book any equ ipm ent you want to use in advance. Please do not come into the 
technical office w ithou t m aking a booking.

Full instructions on how to use the new booking system are displayed on the website, and 
it is very simple to use.

li. External Exam iners
Name W orkplace Module
Ms Valery McConnell Yours Magazine Magazine Journalism
Ms Nicole Garnon South Wales Arqus Newspaper Journalism
Mr Bill Turnbull BBC Broadcast Journalism
Mr Andy Dickinson U niversity o f Central 

Lancashire
Online and Mobile 
Journalism

David Banks U niversity o f Sunderland Public Adm in istra tion  & 
Media Law
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SECTION TW O - COURSE IN F O R M A T IO N

M A/PO STG R AD U ATE D IP LO M A S  AT THE CENTRE FOR JO U R N ALISM

2a. In t r o d u c t io n :  b y  P ro fe s s o r R ic h a rd  T a it ,  D ire c to r ,  C e n tre  fo r  J o u rn a lis m

Since its foundation in 1970 as a centre fo r teaching newspaper jou rna iism , the Cardiff 
Centre fo r Journaiism  has evoived to embrace broadcast jou rna iism , magazine journa iism  
and oniine jou rna iism . Our courses continue to evoive to refiect rapid changes in the media 
industry, the practice o f jou rna iism  and the em pioym ent m arket. Our aim is th a t you wiii 
iay the foundations fo r a broad range o f skiiis needed to succeed in any type  of journa iism  
and com m unications w ork, w h iis t iearning in much more depth about your chosen area of 
speciaiisation.

A ithough the buik of your tim e  wiii be spent working w ith  tu to rs  in your speciaiist area, 
there  are s ign ifican t parts o f the course which are taken by aii d ipiom a students. These 
are Law fo r Journaiists, Pubiic A dm in is tra tion , Reporters and the Reported and Oniine 
Journaiism .

I know th a t you w iii be kept very busy in the coming nine m onths. One o f the ve ry  speciai 
quaiities o f C ard iff is the o pportun ity  it provides to iearn from  peopie w ith  an in te rest in aii 
types o f jou rna iism  and com m unications. The insights you get from  th a t process w iii make 
you be tte r a t what you do and heip to give you the m axim um  choices and the best 
possibie s ta rt in your fu tu re  career in a profession where the oniy ce rta in ty  is continuous 
change.

I hope th a t you enjoy the course as much as we w iii en joy teaching you.

R IC H AR D  T A IT
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2b. W e lc o m e  to  th e  B ro a d c a s t O p tio n

You are a t the beginning o f nine m onths o f hard w ork th a t w iii tu rn  you into a professionai 
broadcast jou rna iis t. Som ething you can earn a iiving doing and make your career. Here 
are some thoughts on s ta rting  to th ink  iike a jou rn a iis t r ig h t now, beginning w ith  the m ost 
im portan t, en joy it - it isn 't worth it if you don't!

Our aim is to equip you to compete e ffective iy  fo r any good en try-ieve i job  across the 
range o f possibiiities open to radio, te ievision and oniine jou rna iis ts  in a rap id iy changing 
w ork environm ent. Your aim shouid be high; have confidence in your abiiities and never 
settie  fo r second best, pian to make a m ark in the industry  in w hatever fie id you fo iiow.

The top broadcast jou rn a iis t possesses a form idabie  com bination of inte iiectuai ab iiity , 
knowiedge, skiiis and experience. The firs t of these you shouid have aiready. So th in k  of 
the period up to Christmas as a basic tra in ing  in knowiedge and skiiis and the session 
before you go on piacem ent at Easter as the opportun ity  to consoiidate and deveiop these 
skiiis and to begin to add the experience gained from  production days to th is skiiis base.

Y o u r R ad io  and  TV

You've probabiy heard o f the te rm  'news junk ie '. W hether or not it's intended to be a te rm  
o f abuse, it's not a bad th ing fo r a broadcast jou rn a iis t to be - at ieast in the eariy stages 
o f your career. I t  means you m ust consume aii fo rm s o f news ou tpu t, not oniy oniine but 
read newspapers, iisten to the radio, watch TV news and cu rren t affa irs reguia riy  and 
avid iy. You have a way above average grasp o f what's going on in the country and the 
w orid, you have a w ide-ranging curios ity  about the 'who' the 'how' and the 'w hy' o f th ings, 
you begin to tre a t your interests - music, sport, w hatever - not ju s t as in terests but as 
sources o f news.

In add ition , s ta rt reading, view ing and particu ia riy , iistening professionaiiy. In a few , short 
m onths you are going to be try ing  to earn your iiving doing w hat you hear others doing 
now. Do the profession the courtesy o f beiieving it has som ething to teach you in addition 
to w hat you 'ii iearn w ith us. We can heip, advise, guide. But there  are no magic buiiets 
th a t w iii tu rn  you into a g reat broadcast jou rna iis t. That w iii come from  you iistening 
w ideiy and comparing your perform ance w ith  th a t o f others. With a b it o f iuck, and a io t of 
hard w ork, by next June you 'ii be ready to jo in  them .

T he  P a tch

Get to know the patch. For the next nine m onths you 'ii be working as a jou rn a iis t in 
Cardiff. A fte r th a t you 'ii probabiy be going a fte r a job  in another un fam iiia r British city. 
Your potentia l em ployer w ill expect you to know quite  a lo t about the place. So s ta rt r igh t 
now. Read the Echo and the Western Mail, listen to local radio, ta lk  to people. Walk 
around the place, find out where th ings are, w hat people do, who they ta lk  about. 
Everything th a t happens in th is c ity  concerns you now. And don 't fo rge t the towns and 
country round Cardiff. The broadcast patch runs from  Bridgend to M erthyr to Newport. 
Drive yourse lf o r persuade a colleague w ith a car to take you fo r a drive around one 
weekend. Failing th a t there 's a ve ry  reasonably priced day ticke t on the Arriva Trains 
Wales. You can see a lo t o f the places you 'll soon be reporting on th a t way.

Id e a s

Newsrooms th rive  on ideas, ideas fo r stories, ideas fo r fo llow -ups. Journalists who 
regu la rly  have good ideas get noticed. Begin to have ideas yourse lf r ig h t now. Treat 
every day from  now on as though you were coming into a m orning news m eeting out to 
impress the news editor. A fte r the firs t few weeks of th is te rm  every tim e we m eet as the 
broadcast group the firs t ten or fifteen m inutes will be spent discussing your ideas. You've 
been warned!

E q u ip m e n t

Over the year you wi!! be using a lo t o f expensive equipm ent. I t  is all o f professional 
standard, designed fo r hard use, but not abuse -  so look a fte r it. You will book equipm ent 
out online, when you take equ ipm ent out o f the building guard it as if it were your own. 
Once in your possession it's your responsib ility , do not pass it on fo r someone else to use.
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I f  you find som ething is fa u ity , report it to engineering as soon as you can. P lease  d o n 't  
a t te m p t D IY  re p a irs .

T e le p h o n e s

The main un ivers ity  te iephone num ber is C ard iff (029) 2087 4000. U niversity teiephone 
extensions m ay be d irectly  dialled from  outside the U niversity by adding '2 0 87 ' to the fron t 
o f the num ber. Telephones, fax and photocopier are here fo r authorised use in connection 
w ith  your course w ork only. Please do not abuse them . Im po rtan t phone num bers are:

Newsroom 
Newsroom Fax 
Emma Gilliam 
Colin Larcombe 
Ros Bew 
Radio Studio 
News booth 
Engineering 
JOMEC Reception

Room 1.23 
Room 1.25 
Room 1.35

Room 0.18 
Room 0.03

The best num ber to have as an em ergency contact num ber is the MA/Diploma 
adm in is tra to r on (029) 20870647.

S a fe ty

Broadcasting is an increasingly safety conscious industry. So heed any safety instructions 
you m ay be given. From the s ta rt pay a tten tion  to the fo llow ing:

Make a m ental note o f all the emergency exits from  the building.
There is a First Aid Kit in the broadcast newsroom, which is room 0.17.
Listening at high sound levels, particu la rly  th rough headphones, can damage your hearing. 
Look a fte r your ears!
Use equ ipm ent sensibly, take care w ith  cables; be especially careful when working w ith  the 
public or in public places.
Flowever well qualified you may th ink  yourself, do not a ttem p t unauthorised connections, 
repairs etc.

V o ice  C oa ch in g

Your voice coach is Jenni Mills. Jenni is a broadcaster, w rite r and tra iner. She has worked 
in both radio and te levis ion, local and nationa l, as a reporte r, presenter and producer fo r 
over tw en ty  years. She has been voice coaching since 1989, when she became part o f the 
team  o f speech advisors w ith  the BBC's Radio Training Unit in London.

Today broadcast jou rna lis ts  are expected to be 'vocal'. Delivering a scrip t to m icrophone or 
camera is a specialised skill which m ost people need to be taught. Very few are able to do 
it na tu ra lly  at firs t, and even they w ill benefit from  coaching. W hat I aim to give you is a 
basis from  which you can continue to w ork during the course, and a fterw ards. You are 
encouraged to see the ind ividual sessions as only a beginning - you m ust also practise on 
your own if you are to achieve the fu ll benefit.

You are given an in troducto ry  lecture which introduces you to the principles o f using your 
voice as a broadcaster. We cover the d iffe ren t s ty lis tic  requirem ents o f d iffe ren t networks, 
and discuss to w hat exten t regional accents m atter. I  aim to develop your ear as well as 
your voice. Each o f you w ill be given a m in im um  o f tw o individual f ifty -m in u te  sessions. 
W hat happens in these sessions is ta ilo red to your ind ividual needs. The in tention is to 
help you discover and develop your natural voice, ra ther than to m odify accents or teach 
Received Pronunciation. The coaching fa lls broadly into tw o areas:

The use o f the body to im prove the actual sound o f the voice. Where necessary you will 
be shown breath ing and relaxation techniques. Many inexperienced broadcasters tend to 
use an unnatural pitch in fro n t o f the m icrophone, so we'll try  to help you discover your 
real voice, ra ther than a rtific ia lly  change it.

In te rp re ta tion  o f scripted m ateria l. Flere we look a t various techniques to enable you to 
get the meaning across, and the correct use o f stress, pace and inflections. W orking w ith
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a m icrophone requires a very precise am ount o f pro jection, and we discuss various 
techniques - physicai and m entai - to enabie you to achieve a w arm , reiaxed, naturai 
sound.

C ym ra eg

Fei rhan o 'r cwrs newyddiaduraeth ddariiedu cyn ig ir cyfie i fy fy rw y r ddiiyn cyfres o 
sesiynnau yn canoibwyntio  ar ysgrifennu a dariiedu newyddion trw y  gyfrw ng y Gymraeg. 
Dros gyfnod o chwech wythnos ca iff m y fy rw yr eu cyfiwyno i nodweddion ac anghenion 
ysgrifennu newyddion o bob math ar gyfe r cynuiieidfa Gymraeg. Gan ddechrau gyda 
sgiiiau ysgrifennu a dariiedu bw ietinau, m ae 'r sesiynnau yn ddatbiygu i gynnwys ym arfe r 
gwahanoi dduiiiau o drosgiwyddo newyddion i w randaw yr radio a gw yiw yr te iedu.

The broadcast jou rna iism  course offers students the opportun ity  to fo iiow  a series of 
sessions aimed at w riting  and broadcasting news through the m edium  o f Weish. Over a 
period o f six weeks students are given an in troduction to the needs and characteristics of 
w riting  and broadcasting to a Weish ianguage audience. S tarting  w ith  the basic skiiis of 
w riting  and broadcasting buiietins, the sessions deveiop to cover aii aspects o f presenting 
news to radio iisteners and te ievision viewers.

C o n t in u o u s  A s s e s s m e n t

Now fo r a b it more in form ation about the continuous assessment and how your practicai 
w ork wiii be m arked.

Today's broadcast jou rn a iis t is required to be 'm u iti-sk iiie d ' and to w ork to a b rie f w ith 
m in im ai supervision, often 'iive '.

Thus emphasis is piaced on s tudents ' ab iiity  to dem onstrate:

Sound editoria i judgem en t, good use o f ianguage (Engiish or Weish) and awareness o f the 
im portance o f agreed deadiines.
Good research ieading to a thorough, accurate and baianced understanding o f the s to ry  or 
issue.
Effective use o f the medium  o f radio, te ievision or oniine derived from  a deveioped 
understanding o f its technoiogy, g ram m ar and possibiiities.
Where appropria te , high standards o f team  working and /o r ieadership.

W ork is assessed from  the point o f view o f a news ed ito r m aking a judgem en t about the 
broadcastab iiity  o f your work. Our judgem en t is w hether your w ork can be broadcast 
im m ediate iy  or does it require a iteration  and if so by how much does it need changing. 
Look at the ind ividual module outlines fo r the scale of m arking.

A fte r the firs t few weeks o f sem ester one, much, but by no means a ll, o f your practical 
w ork w ill be subject to continuous assessment. I f  we are doing our job  properly you 
should always be aware of w hat is being assessed and what isn 't (no t th a t th a t should 
make any d iffe rence!). Your marks are all collected toge ther on-line so th a t you can look 
a t them  at anytim e.

You w ill get a review o f how you are doing a t the end o f sem ester one and again at the 
end o f sem ester two.

E x te rn a l E x a m in e r fo r  th e  B ro a d c a s t o p t io n

Your external exam iner is Bill Turnbull. Bill Turnbull firs t jo ined BBC Breakfast as a 
reporte r in 1988, and has been a presenter on the program m e since 2001. He has filed 
many stories fo r the program m e from  around Britain and Europe, including the Lockerbie 
d isaster and the Romanian Revolution o f 1989. As a News Correspondent, Bill has 
covered everyth ing from  presidentia l elections to stree t riots in more than 30 countries. 
For four years he was the BBC's W ashington Correspondent - which included a rain 
drenched appearance on Breakfast, live in the m iddle o f a Florida hurricane. He's also 
been a regular presenter o f BBC News 24 and Radio Five Live, before jo in ing  the Breakfast 
presenting team  fu ll tim e.
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Shorthand

We offer the broadcast group shorthand and expect you to reach 80 words per minute by 
Christmas. Passing shorthand is not a requirement of the course or the BJTC the 
vaiidating body for broadcast journaiism courses in the UK. However since the Schooi 
provides shorthand what an extra skiii it is to acquire when you are here. The formai 
sessions happen every week day between 0900 and 1100. Graduated teaching materiais 
are avaiiabie to buiid up speeds outside the formai sessions.

Easter W ork Placements

Each of you is required to do a work piacement on a radio or TV station of your choice. 
Piacements wiii take piace across the Easter period.
The piacements are important; they are the opportunity to put into practice the skiiis you 
have acquired, to prove to yourseif you reaiiy can do the job, and, not unimportantiy, they 
can iead to paid freeiance or even permanent work. Do not arrange piacements yourseif -  
we wiii start to discuss with you where you wouid iike to go on piacement shortiy after the 
course begins.

After the work experience piacements, aii students compiete the finai pieces of coursework 
and take the finai practicai journaiism exams for this stage of the course. For Dipioma 
students this is the end of the course, for those students wishing to continue with the MA 
they have untii September to compiete their Dissertation Projects.

If you wish to take the opportunity of the empioyment window over the summer you can 
decide to compiete your MA within 3 years of finishing the Dipioma.

Ground Rules

If iii, phone first thing in the morning to the Course Administrator (Tei: 20870647) to 
ensure that the iecturers are informed.
Phones in the newsroom and studio areas are for use during assignments and Production 
Days. They must not be used for personal calls.

The course is accredited by the Broadcast Journaiism Training Councii (BJTC)

It might seem a iong way off now, but the end of the course wiii be here before you know 
it. Make the most of every second so work hard and enjoy it.

Coiin
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2c. Regulations For The Modular Programme Of Study Leading To The 
Postgraduate Diploma In Journalism
(for MA in Journalism regulations see  section 2d.)

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

Entry requirements
Candidates applying for the Postgraduate Diploma in Journalism should normally hold a 
degree of at least lower second class honours standard, awarded by a recognised 
university (or its equivalent). However, this requirement may be waived for candidates 
over 25 years of age who have a minimum of 7 years professional experience within the 
industry. Overseas applicants will normally be required to have an lELTS score of 7.0 in all 
aspects of the lELTS test.

Structure of the programme
Candidates shall attend for a minimum of nine months (two consecutive semesters) full­
time attendance beginning in the Autumn semester and study modules to the value of 120 
credits

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

In addition all students pursuing the Newspaper option are required to undertake a course 
of study in shorthand. This is optional for Broadcast and Magazine students.

All students are required to spend a period of attachment to relevant professional media 
before the Diploma can be awarded. This is normally during the Easter vacation.

Assessm ent
Assessment shall be conducted in accordance with the 
Assessment Regulations for Taught Programmes of Study.

Cardiff University Senate

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

Award Of Qualification
To be considered for an award, a student shall be required to have satisfied the criteria 
detailed in Senate Regulations for Postgraduate Taught Programmes of Study -  Modular 
Programmes.

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

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

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

A student who fails to qualify for the award shall be dealt with in accordance with Senate 
Regulations for Modular Postgraduate Programmes of Study
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MODULE TIMETABLE 
2011-12 ACADEMIC SESSION

Title  of Schem e of Study: MA/Pg Dip lo u rn a lism : Broadcast Option

Mode of Study: Full Tim e

Stage:

STRU CTU RE

In the Autumn Semester, Candidates shall be In the Spring Semester, Candidates shall be required to
required to pursue: pursue:
All modules in Group 1, marked Autumn All modules in Group 1, marked Spring
All modules in Group 2 for their platform, marked 
Autumn

All modules in Group 2 for their platform, marked Spring

MODULES
Group 1: Core Modules

Module Code: Title: Level: A ssessm ent Credit: Sem ester:

MCT 516 Media Law M CW/EXSP 10 Autumn and Spring

MCT 507 Online and mobile 
journalism M CW 10 Autumn

MCT 508 Public administration M EXAU/EXSP 10 Autumn and Spring

MCT 509 Reporters and the Reported M CW 10 Autumn

Group 2: P latform -specific m odules - Broadcast

Module Code: Title: Level: A ssessm ent Credit: Sem ester:

MCT 510 Broadcast news reporting 
and production M CW/PW 40 Autumn and 

Spring

MCT 511 Broadcast journalism M PCEX 40 Autumn and 
Spring
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Module Code: MCT511
Module Title: Broadcast journalism

Module Tutors: Colin Larcombe, Emma Gilliam, Ros Bew

Semester: Autumn and Spring Credit Value: 40

Schem es Of Study For W hich T h is  Module I s  Com pulsory: 
Title  of Schem e:
MA/Pg Dip Journalism - Broadcast

A im s Of The Module:

The aims of Broadcast journalism are:
• to give students an understanding of good journalism and its processes;
• to develop in them the practical ability to produce good journalism and, so, to perform creditably in any quality 

news environment

Learning O utcom es Of The Module:

Knowledge and understanding:
By the end of the module, students should:

• know how to adapt news values to the requirements of different audiences and markets;
• understand the need to achieve clarity and precision in the use of language and images, and the techniques by 

which this can be achieved
• understand the role of a broadcast news reporter 

Intellectual skills:
At the end of the module, students should be able to:

• communicate facts, figures, opinions and judgments, using words and/or images, in a way that is clear, precise, 
readily accessible and attractive to a specific audience; and

• examine journalistic practice critically.
Discipline specific (including practical) skills:

• mastery of a brief
• illiciting accurate and pertinent material from interviews
• logical, confident and fluent articulation of information in words and pictures
• news sense (story selection and order and the way you treat each story)
• news production and presentation skills (the way the thing sounds/looks)
• using actuality effectively
• produce television reports using pictures and natural sound

Methods Of Teach ing And Learning:
• Workshops; lectures; discussion; reporting and other news production assignments.

A ssessm ent:

A

>70

This grade represents an outstanding piece of journalism which can be broadcast as it stands or with very 
minor, cosmetic alterations. It is effectively researched, well structured using a well-judged range of 
sources and contributors, appropriate to its target audience and uses the medium of radio or television with 
skill and understanding.

B

60-70

This grade represents journalism of a good professional standard which can be broadcast without serious 
embarrassment to the broadcasting station. Ideally it requires moderate revision. Students should achieve 
this standard in their final practical examinations.
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c

50-60

This grade represents work which is unsatisfactory and shouid not be broadcast as it stands. Students 
have dispiayed an understanding of the brief but have not executed it adequateiy. Much revision and 
guidance is needed to meet an acceptabie standard.

D

<50

This grade recognises work which is unbroadcastabie. It has faiied to satisfy the brief, is extremeiy poor in 
execution showing iittie understanding of the medium or poor research or technique. Serious ethicai, iegai 
or avoidabie technicai probiems may cause an otherwise satisfactory piece of work to faii into this category.

Methods of Sum m ative A ssessm ent (B ro adcast):
The methods of assessment of a module should be completed In the following table:
Type %  Contribution Title Deadline Length
CT 20 Bulletin June 2012 Three-minute 

radio bulletin
CT 20 Handout June 2012 45 sec radio 

voicer
CT 20 Interview - face-to-face interview June 2012 90 sec radio 

report
CT 20 Television -  edit report from material supplied June 2012 60 sec TV 

report

CT 20 Television 2 way -  research and interview June 2012 3 minutes

S y l la b u s  C o n te n t:
Students develop individual reporting skills in radio and television form ats

• Researching, interview ing, writing and com piling copy and longer features to a brief and to agreed  
deadlines.

• How to tell a story visually  and to shoot, edit and write a com m entary for that story.
• Generating original story ideas.
• The audience, news sen se, writing for the ear, accuracy, balance, the im portance of the intro, 

signposting, clarity and directness.
• Im m ediacy, up-dates, the running story.
• Sources of new s, the role of the reporter, contacts, courts, councils, working a patch.
• Types of interview , interview techniques for radio and TV , use of the phone, phone manner.

In d icative  Reading List:

Radio and Television Practice

BBC (2005), Editorial Guidelines, BBC
(Also available online: www.bbc.co.uk/guidelines/editorialguidelines)
Bernard, Sheila (2003), Documentary Storytelling for Film and Videomakers, Focal
Boyd, Andrew, Stewart, Peter and Alexander, Ray (2008), Broadcast Journalism (6th edition). Focal
Chater, Kathy (2001), Research for Media Production, Focal
Freedman, Wayne (2003), It Takes more than Good Looks... , Bonus Books
Hicks, Wynford (1998), English for Journalists, Routledge
The Economist, (2005) Style Guide, Economist Books
Mills, Jenni (2004), The Broadcast Voice, Focal
Rabinger, Michael (2004) Directing the Documentary, Focal
Ray, Vin (2003), The Television News Handbook, Macmillan
Yorke, Ivor & Alexander, Ray (2000), Television News (4‘  ̂edition). Focal
Hudson, Gary & Rowlands, Sarah (2007), The Broadcast Journalism Handbook, Longman
McLeish, Robert (1999), Radio Production (4th edition). Focal
Geller, Valerie (2007), Creating Powerful Radio, Focal
Kern, J (2008) Sound Reporting: The NPR Guide to Audio Journalism and Production, Chicago University Press.
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Personal Developm ent Planning:
Progress on the module is discussed at fortnightly one-to-one tutorials with personal tutor.
Employability is further developed through work placements, networking opportunities with visiting speakers, 
support with job search, CV writing and interview skills.
Team working skills are enhanced through collaborative production of radio and television output__________
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Module Code: MCT510

Module Title: Broadcast news reporting and production

Module Tutors: Colin Larcombe, Emma Gilliam, Ros Bew

Sem ester: Autumn and Spring Credit Value: 40

Schem es Of Study For W hich T h is  Module I s  Com pulsory: 
Title  of Schem e:
MA/PgDip Journalism - Broadcast

A im s Of The Module:
Our aim is to equip you to compete effectiveiy for any good entry-ievei job across the range of possibiiities open to radio 
and teievision journaiists in a rapidiy changing work environment.
The aims of Broadcast news reporting and production are:

• to give students an understanding of good journaiism and its processes;
• to deveiop in them the practicai abiiity to produce good broadcast journaiism in a muiti skiiied environment and, 

so, to perform creditabiy in any quaiity news environment;
• to heip students deveiop the criticai independence and journaiistic skiiis to report on, and engage with, the events 

and issues of the day to the highest professionai and ethicai standards

Learning O utcom es Of The Module:

Knowiedge and understanding:
By the end of the moduie, students shouid:

• have deveioped a professionai "news sense" and the abiiity to examine the assumptions underiying it;
• know how to adapt news vaiues to the requirements of different audiences and markets;
• understand the need to achieve ciarity and precision in the use of ianguage and images, and the techniques by 

which this can be achieved;
• understand how to use standard broadcast software packages and hardware, and be confident about their abiiity 

to iearn how to use variants
Inteiiectuai skiiis:
By the end of the moduie students shouid be abie to:

• communicate facts, figures, opinions and judgements, using words and images, in a way that is ciear, precise, 
readiiy accessibie and attractive to a specific audience; and

• examine journalistic practice critically.
Discipline specific (including practical) skills:
Today's broadcast journalist is required to be multi-skilled and to work to a brief with minimal supervision, often live.
By the end of the module students should be able to demonstrate

• Sound editorial judgment, effective use of language (English or Welsh) and awareness of the importance of 
agreed deadlines.

• Good research leading to a thorough, accurate and balanced understanding of the story or issue.
• Effective use of the medium of radio or television derived from a developed understanding of its technology, 

grammar and possibilities.
• Intro writing, logical story development, objectivity and balance

Methods Of Teach ing And Learning:
• Workshops; lectures; discussions; guest speakers; reporting and other news production assignments
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A ssessm ent:
Grades reflect the quality of work as it would be assessed in a broadcast newsroom.

A

>70

This grade represents an outstanding piece of journalism which can be broadcast as it stands or with very 
minor, cosmetic alterations. It is effectively researched, well structured using a well-judged range of 
sources and contributors, appropriate to its target audience and uses the medium of radio or television with 
skill and understanding.

B This grade represents journalism of a good professional standard which can be broadcast without serious 
embarrassment to the broadcasting station. Ideally it requires moderate revision. Students should achieve

60-70 this standard in their final practical examinations.

C This grade represents work which is unsatisfactory and should not be broadcast as it stands. Students 
have displayed an understanding of the brief but have not executed it adequately. Much revision and

50-60 guidance is needed to meet an acceptable standard.

D This grade recognises work which is unbroadcastable. It has failed to satisfy the brief, is extremely poor in 
execution showing little understanding of the medium or poor research or technique. Serious ethical, legal

<50 or avoidable technical problems may cause an otherwise satisfactory piece of work to fall into this category.

Methods of Sum m ative A ssessm ent
The methods of assessment of a module should be completed in the following table:

Type %  Contribution Title Deadline Word Length

O N 60 Continuous assessment of newsgathering, reporting, 
radio and television skills, team leadership

Throughout

O N 40 Production portfolio May 2012

POSTGRADUATE DIPLOMA IN JOURNALISM Page 21

MODI 00048613



For Distribution to CPs

Syllabus Content:

Radio
News writing, production and presentation
Writing, compiiing from externai sources, ordering and presenting news buiietins in a variety of styies and for 
a variety of outputs to reguiar deadiines. Mastery in the operation of studio and other equipment. Biending 
the work of many student journaiists into a harmonious and baianced whoie.

Television
As for radio, plus the effective choice and editing of pictures and of writing to those pictures to make good television.
A reasonable standard of operational competence in the use of television studio equipment.
Extended television report: Working in pairs and under close supervision, all students get the opportunity to take a week 
to research, storyboard, shoot and edit a longer (three-minute) piece of television.

Online /M ultim edia
Writing, subbing or reversioning copy for different media platforms or purposes.

Leadership  and M anagement
All students will get the opportunity to display team leadership skills in either editorial or programme production roles for 
both radio and television. Key qualities encouraged are: editorial judgment, generation of story and programme ideas, 
management and 'people' skills under often stressful production conditions.

Specifically
The Newsroom  or Production Office
Broadcast computer systems, wire services.
News values, objectivity and impartiality, bias, ethics, codes of conduct.
The public service and the commercial broadcaster.
Contacts books, note books, news diaries, paperwork.
Roles in the production team, teamwork.
The editorial conference, ideas and how to sell them.
Resources and budgets.
Bulletin building, programme making.

Radio
Sound, microphones, acoustics and balance.
Developing audio awareness - 'radio ears'.
Portable recorders, digital formats and editing.
Actuality, voice reports and packages.
Link writing, developing a style, the extended feature.
Studio operations, self-operating a bulletin and a longer programme sequence.

Television
Technical basics. Operating the camera, essentials of composition, framing etc. Sound, choice of microphones, use of 
natural sound.
Constructing a visual sequence. Non-linear editing on computer.
Writing for television - why TV is not radio. Basic TV grammar, 
story in pictures.
Cutting the pictures first vs. laying the voice track first.
Working in pairs, shoot and edit two contrasting news reports.
Working 'on camera'; studio presentation, stand-ups.

Online
Being able to use a content management system for the production of web content. To shoot for the web and to record 
sound. The capture and use of stills, video and graphics to improve the telling of the story and the design of the page.

Perform ance
Voice training - getting the best out of yourself.
Assessing and directing colleagues and contributors - getting the best out of others.
Studio production.
Production values for bulletins, news programmes and features.
Leading a team.

Critical listening and view ing
An opportunity to listen to and discuss a range of speech radio and television news output both local and national and to 
assess the effectiveness of differing techniques, structures or editorial objectives.______________________________________

Graphics. Studio operations.
Writing to still sequences and pre-cut pictures. Telling a
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Indicative Reading List:
General
Allen, Craig M (2001) News is People, Iowa University Press, 2001
Curran, James & Seaton, Jean (2003) Power without Responsibility (6‘  ̂edition), Routledge 
Engel, Matthew (1996) Tickle the Public, Indigo 
Hargreaves, Ian (2003) Journalism: Truth or Dare, OUP 
(For those likely to want to work in Wales)
Davies, John (1994) Broadcasting and the BBC in Wales, BBC 
Davies, Nick (2008) Flat Earth News, Chatto and Windus
Peston, Robert (2008) Who Runs Britain? How Britain's Elite are changing our lives, Hodder and Stoughton 
Brummer, Alex (2009) The Crunch: How Greed and Incompetence Sparked the Credit Crisis, Random House 
Business Books
Beckett, Charlie (2008) Supermedia Saving Journalism So It Can Save the World, WileyBlackwell 
The Economist, (2005) Style Guide, Economist Books
Rosenberg, Howard & Feldman, Charles (2008) No Time to Think: The Menace of Media Speed and the 24- 
hour News Cycle, Continuum International Publishing Group Ltd
Brett, Michael (2003) How to Read the Financial Pages, Random House Business Books; New ed of 5 Revised 
ed edition
Collin, P.H & Joliffe, A (2001) Dictionary of Accounting: Over 10,000 Terms Clearly Defined, Peter Collin 
Publishing Ltd; 2Rev Ed edition
Spark, David (1999) Investigative Reporting: A study in technique. Focal Press 
Harford, Tim (2007) The Undercover Economist, Abacus

Useful Autobiographies
Marr, Andrew (2004) My Trade, Macmillan,
Simpson, John (1999) Strange Places, Questionable People, Pan paperback 
Simpson, John (2002) News From No Man's Land: Reporting the World, Macmillan 
Simpson, John (2008) Not Quite World's End: A Traveller's Tales, Pan Books 
Bell, Martin (1995) In Harm's Way, Hamish Hamilton 
Sergeant, John (2002) Give Me Ten Seconds, Pan
Snow, Jon (2005) Shooting History: A Personal Journey, Harper Perennial
Buerk, Michael (2005) The Road Taken, Arrow Books
Dyke, Greg (2005) Inside Story, Harper Perennial
Clifford, Max (2006) Read All About It, Virgin Books
Leslie, Ann (2008) Killing My Own Snakes: A Memoir, Macmillan
Adie, Kate (2003) The Kindness of Strangers, Headline
Grant, Tony (ed) (2005) From Our Own Correspondent, Profile Books
Grant, Tony (ed) (2008) More From Our Own Correspondent, Profile Books
di Giovanni, Janine (2006) The Place at the End of the World: Stories from the Frontline, Bloomsbury 
Publishing

Radio and Television Practice
BBC (2005), Editorial Guidelines, BBC
(Also available online: www.bbc.co.uk/guidelines/editorialguidelines)
Bernard, Sheila (2003), Documentary Storytelling for Film and Videomakers, Focal
Boyd, Andrew, Stewart, Peter and Alexander, Ray (2008), Broadcast Journalism (6th edition). Focal
Chater, Kathy (2001), Research for Media Production, Focal
Freedman, Wayne (2003), It Takes more than Good Looks... , Bonus Books
Hicks, Wynford (1998), English for Journalists, Routledge
The Economist, (2005) Style Guide, Economist Books
Mills, Jenni (2004), The Broadcast Voice, Focal
Rabinger, Michael (2004) Directing the Documentary, Focal
Ray, Vin (2003), The Television News Handbook, Macmillan
Yorke, Ivor & Alexander, Ray (2000), Television News (4‘  ̂edition). Focal
Hudson, Gary & Rowlands, Sarah (2007), The Broadcast Journalism Handbook, Longman
McLeish, Robert (1999), Radio Production (4th edition). Focal
Geller, Valerie (2007), Creating Powerful Radio, Focal
Kern, J (2008) Sound Reporting: The NPR Guide to Audio Journalism and Production, Chicago 

Weblinks:
www.independentproducerhandbook.co.uk
www.bbctraininQ.com/stvleQuide.asp
www.channei4.com/news/snowmaii
www.bioQS.Quardian.co.uk/Qreensiade_________________________________________________________________

POSTGRADUATE DIPLOMA IN JOURNALISM Page 23

MODI 00048615

http://www.bbc.co.uk/guidelines/editorialguidelines
http://www.independentproducerhandbook.co.uk
http://www.bbctraininQ.com/stvleQuide.asp
http://www.channei4.com/news/snowmaii
http://www.bioQS.Quardian.co.uk/Qreensiade


For Distribution to CPs

www.bbc.co.uk/bloQS
www.Quardian.co.uk/media

Personal Developm ent Planning:
Progress on the module is discussed at fortnightly one-to-one tutorials with personal tutor.
Employability is further developed through work placements, networking opportunities with visiting speakers, 
support with job search, CV writing and interview skills.
Team working skills are enhanced through collaborative production of radio and television output
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Module Code: MCT516

Module Title: Med ia  Law

Module Tutor: Duncan B loy

Sem ester: A utumn and S pring Credit Value: 10

Schem e of study for w hich th is module is com pulsory: 

T itle of Scheme:

MA JOURNALISM

A im s Of The Module:
To provide an appreciation of the Engiish iegai system as the contextuai environment in which the media 
operates. Students wiii aiso be introduced to important eiements of European Human Rights jurisprudence. 
Reievant statutory and case iaw materiai wiii be expiained and students wiii be expected to carry out basic 
research to access this information.

Learning O utcom es Of The Module:

On completion of the module a student should have:
1. Knowledge and understanding: knowledge of the legal context in which the media has to operate 

Intellectual skills: enhanced analytical, research and communications skills.
Discipline specific skills: increased confidence to challenge assumptions particularly about freedom of 
expression. Ability to weigh legal risks when working as a journalist.
Transferable skills: Increased interpersonal and communication skills.

2.
3.

4.

Methods Of Teach ing And Learning:
The module will be conducted on a 'workshop' basis in preference to a formal lecture style. The sessions will 
be interactive and students are expected to participate in discussions and analysis of legal and 
journalistic/broadcasting issues. Workshops are platform specific, tailored to newspaper, magazine and 
broadcast journalists._________________________________________________________________________

A ssessm ent:
One piece of assessed coursework (with a word limit of 2,000) to be submitted by the end of the module. A 
choice of topics will be given and will reflect current issues facing journalists. The coursework is designed to 
assess research and analytical skills and ability to identify correctly the legal issues that may either enhance 
or restrict journalists' ability to carry out their functions. Coursework and exams are tailored to the range of 
journalism platforms covered with appropriate choices for newspaper, magazine and broadcast students.
To work as a journalist, a student needs to have retained this legal information and be able to apply it in live 
situations. An exam format is well suited for testing the scope of the student's knowledge and powers of 
critical analysis to apply this to a range of issues and scenarios.______________________________________

Methods of Sum m ative A ssessm ent:

Type %  Contribution Titie Deadiine Word Length

O N 30 Essay on topicai iegai issue reievant to working 
journaiists

Aprii 2012 2,000

Exam 70 Media Law May 2012 2 hours
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Syllabu s Content:

1) Introduction to the legal system
2) Freedom of expression and the public interest
3) Law relating to defamation
4) Criminal and Civil Reporting restrictions and their consequences
5) Contempt of Court
6) Human Rights: Article 8 v Article 10.
7) Privacy
8) Media regulation
9) Protection of journalists'sources.
10) Intellectual Property: Copyright, Image Rights and Trademarks.
11) Reflections: The future relationship between the legal process and the journalist

T h e r e  w i l l  u n d o u b t e d l y  b e  n e w  i s s u e s  f o r  d i s c u s s i o n  r a i s e d  b y  c o u r t  d e c i s i o n s  o r  n e w  l e g i s l a t i o n  a n d  i n  t h e  
i n t e r e s t s  o f  t o p i c a l i t y ,  t i m e  w i l l  b e  f o u n d  t o  i n t e g r a t e  t h e m  i n t o  t h e  c o u r s e .

In d icative  Reading List:

Hadwin, Sara Bloy, Duncan (2011) Law  and the Media, Sweet Maxwell (Second Edition).
Carey, Peter et al (2010) Media Law , Sweet Maxwell
Greenwood, Walter; Welsh, Tom and Banks, David (2011) M acNae's Essential Law  for Jo u rn alists (2 1 st edition), 
Oxford University Press.
Robertson &  Nicol (2008) Media Law  (5th Edition), Penguin.

Personal Developm ent Planning:
Progress on all modules is discussed in fortnightly one-to-one tutorials with personal tutors.
Students are made aware that the understanding and application of media law are key to employability.
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Module Code: MCT508

Module Title: Pu b lic  a d m in is t r a t io n

Module Tutor: Da v id  E n g lish

Semester: A utumn and  S p rin g Credit Value: 10

Schem e of study for w hich th is module is com pulsory: 

T itle of Scheme:

PgDip journalism

A im s Of The Module:
To provide an appreciation of the structure and working of pubiic administration in Engiand/Waies at iocai 
government and nationai government ievei as the contextuai environment in which the media operates. 
Students wiii aiso be introduced to important eiements of the European Union. Reievant statutory materiai 
wiii be expiained and students wiii be expected to carry out basic research to access and contextuaiise this 
information.
The main emphasis of the course is to teach what operationai journaiists need to know, such as which 
department to approach for baiancing comments and how to penetrate bureaucracy and officiaiese.

Learning O utcom es Of The Module:
On completion of the module a student should have:

1. Knowledge and understanding: gained knowledge of the public administration context in which the 
media has to operate

2. Intellectual skills: enhanced analytical, research and communications skills.
3. Discipline specific skills: increased confidence to illicit information from public bodies in pursuit of 

stories
4. Transferable skills: improved ability to synthesise theory and practice.__________________________

Methods Of Teach ing And Learning:
The module will be conducted in a formal lecture style. Learning will be developed through personal research, 
use of online resources, attendance at council meetings, monitoring of associated media coverage and 
application through the practical modules in the programme.

A ssessm ent:
Exams will be used to establish knowledge of the structure and workings of local and national government 
and institutions, together with current applications. The autumn programme and exam focus on local 
government for England and Wales. The spring programme and exam focus on national administrative bodies 
for England and Wales. To work as a journalist, a student needs to have retained this information and be 
able to apply it across a range of administrative bodies and in live situations. An exam format is well suited 
for testing the scope of the student's knowledge and powers of critical analysis to apply this to various issues 
and scenarios.

Methods of Sum m ative A ssessm ent:

Type %  Contribution Titie Deadiine Word Length

Exam 50 Pubiic administration: Locai government Jan 2012 90 minutes

Exam 50 Pubiic administration: Nationai government and 
institutions

May 2012 90 minutes
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Syllabus Content:

Local Government

i) The structure of Local Government and responsibilities of each tier. The 1996 reorganisation as it 
affects England and Wales. The Welsh political map, particularly Cardiff County Council.
The Public Bodies (Admissions to Meetings) Acts and general rights of the Press to local authority 
information under the Freedom of Information legislation - some case law on the matter.
The council structure. The role of officers. The role of councillors. Standing orders. Corporate 
Management. Particular emphasis is placed on the ways in which officers with specialist technical 
knowledge can influence the decision-making process of elected members. The Party Caucus.
The Cabinet option.
The Commissioners for local government; scope of their powers and a look at some cases.
Central control of Local Government; administrative, financial and judicial. Is Local Government 
local any more?
Finance - historical perspective - rates and poll tax; the council tax 
London Government: the abolition of the GLC and subsequent government.

viii) Public participation in the planning process: Structure Plans. Local Plans and Skeffington.
ix) Housing: homelessness. Tenancy Acts
x) Devolution: The Welsh Assembly. Regional Government.

ii)

iii)

iv)
V)

Vi)
vii)

Central Government

a)
b)

c)

power?

The British Constitution and the alleged separation of powers.
The Executive: Cabinet government, collective responsibility and the powers of the Prime 
Minister.
The Legislature:

i)
ii)
iii)
iv)

Passage of the Bill through Parliament 
Role of Backbench MPs 
The House of Lords and reform plans 
Analysis of the system: Is it efficient? Do backbenchers really have any

d)

e)

f)

g)

h)
i)

j)

The Monarchy: the role, power and influence of the monarchy in the Constitution. The role in 
the event of a hung parliament.
Elections and Party organisations: qualification for voting, candidacy, the selection process and 
the election process. Electoral Law.
The Department of Work & Pensions (formerly the Benefits Agency), benefits and appeals and 
procedures
The EEC and its administrative structure:

i) The Commission
ii) The Council of Ministers
iii) The Parliament and composition

The Home Office and the police; responsibilities, funding, democratic control.
The parliamentary and NHS Commissioner; scope of powers and methods through which they 
can be approached.
The role and responsibilities of major Government departments:

i) The administrative structure of the NHS
ii) DES
iii) Environment

Personal Developm ent Planning:
Progress is discussed at fortnightiy one-to-one tutoriais with personai tutor.
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Module Code: MCT 509
Module Title: Reporters and the Reported

Module Tutor: Richard Tait

Sem ester: Autumn Credit Value: 10

Schem e of study for w hich th is module is com pulsory: 
Title  of Schem e: PgDip Journalism

A im s Of The Module:
To give the students a detailed understanding of the relationship between the media and society and to examine the main 
issues facing the media in the UK today, together with lectures on ethics and case studies looking at current journalistic 
issues from the perspectives of leading professionals as well as bringing the students up to date with the latest relevant 
research into journalism.

Learning O utcom es Of The Module:
On completion of the module a student will have:
Knowledge and understanding: Gained knowledge of the ethical and regulatory context in which the media has to operate 
Intellectual skills: Enhanced analytical, research and communications skills.
Discipline specific skills: Increased confidence to operate within ethical boundaries; be aware of challenges to trust, 
credibility and objectivity.
Transferable skills: Improved research skills and developed as a reflective practitioner__________________________________

Methods Of Teach ing And Learning:
The module will be conducted in a formal lecture style. The lectures are normally 45 minutes, with 40 minutes for 
questions and discussion. Guest lecturers represent many of the main media and employers. Asking well-informed and 
pertinent questions is seen as both an important part of the course and the students' contribution to maintaining Cardiff's 
reputation with the professional world. Learning will be developed through personal research, use of online resources, 
monitoring of associated media coverage and application through the practical modules in the programme.

A ssessm ent:
Reporters and the Reported is assessed by a journalistic article of 1,200 words write based on the lectures in the autumn 
semester. The article is to be accessible, informal, use everyday language and, above all, be engaging to the reader 
throughout. It must draw on evidence and arguments from all relevant lectures in the series. The criteria by which it is 
assessed are:
Is the piece engaging? Does it hold the reader's attention from top to bottom?
Language -  is it accessible to everyday readers?
Does the writer logically and sensibly defend the position he is taking? Are the issues and evidence used to support the 
report and argument understood?
Are the facts accurate?
Spelling and grammar are important as well as the argument.________________________________________________________

Methods of Sum m ative A ssessm ent
Type %  Contribution Title Deadline Word Length

O N 100 Reporters and the reported article Jan 2012 1,200

Syllabu s Content:
10 lectures and Q&A sessions on journalistic ethics, key research, media futures, political reporting, safety, trauma and 
other timely issues including visiting speakers, diploma staff and Jomec researchers
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In d icative  Reading List:
Develop the habit of reading the trade press, such as Broadcast and Press Gazette etc, as well as the media pages of the 
national newspapers, especially the Guardian's media section on Mondays, The Observer, The Independent and The Times. 
You should also regularly check the Media Guardian's website. The Bute Resources Centre has a large selection of books 
about all aspects of the media. Most of these resources, and many others, can be accessed on the Internet. You should 
also develop a habit of comparing how different newspapers, magazines and broadcasters cover different stories -  don't 
just read your favourite publications or watch your favourite programme -  you can often learn different approaches from 
looking at their competitors.

Hargreaves, I. (2003) Journalism: Truth or Dare, Oxford University Press 
Marr, A. (2004) My Trade: A Short History of British Journalism..MacMillan 
Tett, Gillian, (2009) Fool's Gold, Little, Brown 
Peston, Robert (2008) Who Runs Britain? Hodder & Stoughton
Phillis, B. (2003) Final Report of the Independent Inquiry into Go
Communications.(http:/ / W W W . cabinetoffice.Qov.uk/reports/communications review/index.aspJ.
Alan Rusbridger, (2004) The Guardian's post Hutton guidelines for journalists, 
(http:/media.guardian.C O . uk/huttoninquiry/story/0,,1135126,OOhtml) (Alternatively, select Special Reports, then go to 
Comment and Reaction).
BBC (2004) The BBC's Journalism After Hutton; The Report of the Neil Review 
(http :/www. bbc.co.uk/info/policies/neil_report.shtml).
BBC (2007) From Seesaw to Wagon Wheel:
(http :/www. bbc.co.uk/bbctrust.research/impa rtiality.html).
International News Safety Institute (2007) Killing The Messenger (http:/www.newssafety.com)
Dart Centre Europe (www.dartcenter.org)
International Press Institute (www.freemedia.at)
Media Guardian (www.mediaquardian.co.uk)
Hold The Front Page (www.holdthefrontpaqe.co.uk)

For Guidelines and Codes of Practice:
Press Complaints Commission, Code of Practice fwww.pcc.oroJ 
Ofcom Broadcasting Code fwww.ofcom.ora.ukj 
BBC Editorial Guidelines (www.bbc.co.uk/guidelines).

In addition, students can also consult some older books on ethics which still have some interesting arguments in them

Belsey, A. and Chadwick, R. (1992) Ethical Is s u e s  in Journalism  and the Media, Routledge.
Calcutt, D. (1990) Report of the Com m ittee on Privacy and Related Matters, HMSO.
Clarkson, W. (1990) Dog Eat Dog: Confessions of a Tabloid Jou rn alist, Fourth Estate.
Day, L.A. (1991) Eth ics in Media Com m unications: C ases and Controversies, Wadsworth.
Fink, C. (1988) Media Ethics: In  the Newsroom  and Beyond, McGraw Hill.
Goodwin, G. and Smith, R.F. (1994) Groping for Eth ics in Jou rn alism , Iowa State University Press.
Klaidman, S. and Beauchamp, T. (1987) The V irtuous Jou rn alist, Oxford University Press

Safeguarding Impartiality in the 21"

Personal developm ent planning:

This module is a key contributor to each student's development as a reflective practitioner -  a thinking journalist. It 
requires each individual to confront the key issues in journalism and begin to define a personal position within those major 
debates and ethical challenges.
Progress on all modules is discussed in fortnightly one-to-one tutorials with a personal tutor
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Module Code: MCT507
Module Title: Online and mobile media

Module Tutor: Glyn M otters head

Sem ester: Autumn Credit Value: 10

Schem e of study for w hich th is module is com pulsory: 

Title  of Schem e: PgDip/MA Journalism

A im s Of The Module:
To provide an appreciation of deveiopments in oniine and mobiie media affecting journaiists and their 
audiences. To introduce students to existing and emerging appiications, inciuding deveioping skiiis required 
to generate content for muitipie piatforms.
This moduie wiii show how newspaper, magazine and broadcast journaiism is embracing oniine media - the 
fastest growing sector of the news/information business. It wiii highiight the chaiienges invoived in this 
evoiution and it wiii throw some iight on the opportunities this new media worid offers a new breed of 
digitaiiy-savvy iournaiists._____________________________________________________________________

Learning O utcom es Of The Module:
On completion of the moduie a student should have:

1. Knowledge and understanding: Gained knowledge of the emerging platforms available to news media
2. Intellectual skills: Enhanced analytical, research and communications skills.
3. Discipline specific skills: Increased confidence to exploit non-traditional platforms by understanding 

their potential and learning how to create differentiated content for them.
4. Transferable skills: Improved interpersonal and communication skills.___________________________

Methods Of Teach ing And Learning:
Lectures; guest talks; workshops; blogging; individual and group reporting assignments.

Methods of Sum m ative A ssessm ent:
In -depth  breakdow ns of the a sse ssm e n ts w ill be available at http ://m ct5 07.cf.ac.uk  

A ssignm ent 1
Community journalism -  students will need to create a community and content strategy for a niche topic site and then 
write regularly on their key topic. Strategy documents, blog posts and reflection on the process is required to be 
submitted.

A ssignm ent 2
The second assignment is, essentially, a webzine article relating to issues in Cardiff and South East Wales, which will be 
hosted on your blog.
It is an opportunity for you to test out the skills you've been developing during the online journalism module and your 
pathway journalism sessions, and to showcase how you've developed across the first semester.

There must be a relevant news hook to the story and it will require interviews and multimedia elements.

Them e
The theme of the assignment is "Capturing Cardiff" and your story can cover any one of the following beats:
* Politics
* Grassroots/Cultural issues
* Music
* Theatre & the Arts
* Sport
* Environmental issues
But this MUST tie in with your overall theme of your site and relate to your content strategy and have a unique element to 
it (a key content strateqy question: why this story at this time?)._____________________________________________________
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Methods of Sum m ative A ssessm ent:

Type %  Contribution Tide Deadiine Word Length

O N 30 Community site -  a niche site strategy and 
impiementation

Jan 13 2012 N/A

O N 70 Capturing Cardiff -  a piece of Cardiff-based 
muitimedia journaiism prepared for an oniine webzine

Dec 8 2011 700-800 words 
pius
muitimedia

Syllabu s Content:
The module will help students develop an understanding of:

Online journalism
Multi-platform journalism and it diverse audiences 
Research techniques
Online writing styles for both blogs and news pages 
New forms of storytelling and how they are being used in the industry 
Multimedia and social tool and how they are being used to tell stories online 
Changes currently taking place in the media

Core skills and tasks include:
• Online writing and blogging
• Video/audio for the web
• Creating cross-platform packages
• Developing online conversations using social media tools

In d icative  Reading List:
Beckett, C (2008) Supermedia: Saving Journalism So It Can Save the World, WileyBlackwell
* Bradshaw, P. & Rohumaa, L., 2011. The online journalism handbook : skills to survive and thrive in the digital age 1st 
ed., Harlow ;;Essex ;;NewYork: Longman.
Gillmor, D., 2006. We the media : grassroots journalism by the people, for the people, Sebastopol Calif. ;;Farnham: 
ODReilly.
Kolodzy, J., 2006. Convergence journalism : writing and reporting across the news media, Lanham Md. Rowman & 
Littlefield.
Lee-Wright, P., Phillips, A. & Witschge, T., 2011. Changing journalism. New York NY: Routledge.
Quinn, S and Lamble, S (2008) Online Newsgathering: Research and Reporting for Journalism, Focal Press
Quin, S (2005)Convergent Journalism: The Fundamentals of Multimedia Reporting, Focal
Shirky, C (2008) Here Comes Everybody: The Power of Organizing Without Organizations, Allen Lane

Further reading and website links will be available via the module blog which can be found at 
http://mct507.cf.ac.uk________________________________________________________________

Personal Developm ent Planning:
Progress on all modules Is discussed at fortnightly one-to-one tutorials with a personal tutor. 
Workshops develop team-working and communication skills.
Students are made aware of the value of multimedia working to their employability.
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2d. Regulations For The Modular Programme Of Study Leading To The Degree Of MA In 
Journalism
1 General
These regulations shall be read in conjunction with and conform to the Senate Regulations for Taught 
Postgraduate Programmes of Study -  Modular Programmes.

2 Entry Requirements
2.1 Candidates must satisfy the requirements of the Cardiff University General Entrance Requirement and, 
in addition, will normally possess an initial degree of at least lower second class honours standard, 
awarded by a recognised university (or its equivalent). Overseas applicants will normally be required to 
have an lELTS score of 7.0 across all aspects of the lELTS test.

2.2 At the discretion of the Board of Studies, non-graduates whose relative lack of formal qualifications is 
compensated for by their relevant work experience may also be admitted to candidature provided the 
candidate has held, for a minimum period of seven years, a position of responsibility relevant to the 
programme.

2.3 Students who have been registered on the Postgraduate Diploma in Journalism at Cardiff University 
and who successfully complete the 120 credit Diploma are eligible to apply for transfer to the MA 
Journalism (in effect being admitted with Advanced Standing to the Dissertation Module), subject to the 
requirements of 8.1 below. Transfers must be made formally through Registry. [This regulation to come 
into effect one academic year after 2.4 below has been implemented, or, if 2.4 is not implemented, from 
the academic year beginning September 2011.]

2.4 Students from the Asian College of Journalism (ACJ), Chennai, India, who
i) successfully complete the 120-credit ACJ Postgraduate Diploma in Journalism

and
ii) achieve an average mark over the ACJ Postgraduate Diploma course of at least 65% 

and
iii) achieve a mark of at least 65% in the Dissertation/Project Module of the ACJ Postgraduate Diploma 

and
iv) satisfy all other requirements in 2.1 above, including the requirement for proficiency in written and 
spoken English language

and
v) whose dissertation subject is approved by the Chair of the Board of Studies concerned or his/her 
nominee (see 8.1 below)

may be eligible for admission with Advanced Standing to the Dissertation Module of the MA Journalism and 
on successful completion of this Module become eligible for the award of MA Journalism from Cardiff 
University. Any student so admitted is subject to the regulations specified in this document.
In the first three years of operation numbers will be capped:

• in Year 1 there will be 10 students from ACJ studying in Cardiff
• in Year 2 there will be up to 10 students from ACJ studying in Chennai and up to 10 studying in 
Cardiff
• in Year 3 there will be up to 15 students from ACJ studying in Chennai and up to 15 studying in 
Cardiff

In selecting candidates for the capped numbers, particular attention will be paid to:
• the candidate's proficiency in written and spoken English
• the candidate's performance in the Dissertation Module at ACJ
• the feasibility and scope of the candidate's proposed Dissertation Project
• the evaluation by the Director, Dean of Studies and Personal Tutor of the student's ability to 
undertake the Dissertation Project proposed

JOMEC also reserves the right to interview applicants and/or administer a written test (as per Sections 51­
56 of the ADMISSIONS FRAMEWORK: PRINCIPLES, POLICIES AND PROCEDURES).
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3 Structure Of The Programme
3.1 The programme has 2 academic stages, leading to the award of:

Masters Degree

The programme shall extend for one calendar year (full-time students), and consist of 7 modules (at least 
to the value of 180 credits), which shall include a dissertation of 60 credits (at Level M).

4 Time Limit
The Master's programme must be completed within one calendar year (full-time candidates) of the date of 
initial registration on the programme. The exact completion date will be in accordance with that approved 
for the specific session.

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

The courses of study shall include the following:
Compulsory Modules
• Public Administration, parts 1 and 2
• Media Law
• Reporters and the Reported
• On-Line Journalism

Together with any one of the following options (which will have been specified at the time of application): 

Option Modules
• Newspaper journalism (MCT514 & MCT515)
• Broadcast journalism (MCT510 & MCT511)
• Magazine journalism (MCT520, MCT521, MCT513)

On successful completion of the above Compulsory and Optional modules students will be admitted to:
• Dissertation Project module

All students pursuing the Newspaper option are required to undertake a course of study in shorthand, this 
is optional for Broadcast and Magazine students.

All students are required to spend a period of attachment to relevant professional media before the MA 
can be awarded. This is normally during the Easter vacation.

6 Assessm ent

6.1 Assessment shall be conducted in accordance with the Cardiff University Senate Assessment 
Regulations for Taught Programmes of Study.

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

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

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

7.1.2 Where a student is permitted to attempt to retrieve one or more failed module assessments, the 
Examining Board shall consider the performance of each student in these assessments in accordance with 
Senate Regulations for Postgraduate Taught Programmes of Study -  Modular Programmes and shall 
determine the status of the student in accordance with 7.1.1 (I) above.
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7.2 Postgraduate Diploma
7.2.1 At the end of the programme/stage, the Examining Board shall consider the progress of each 
student in each module pursued during the programme/stage in accordance with Senate Regulations and 
shall determine whether he/she:

(i) has obtained a minimum of 120 credits at Level 
Postgraduate Diploma;

3 or higher and shall be eligible for the award of

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

and/or
(ill) has not obtained sufficient credits to proceed to the next academic stage of the programme but has 

obtained a minimum of 100 credits and shall be permitted one attempt to retrieve one or more failed 
module assessments at the next resit examination period, or with or without attendance on the module(s) 
during the following session or calendar year;

and/or
(iv) is not eligible to proceed to the next academic stage of the programme and shall be required to 

withdraw from the programme.

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

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

8 Dissertation Project
8.1 A student's dissertation project, which shall normally be of not more than 15,000 words and supported 
by such other material as may be considered appropriate to the subject, shall embody the results of 
his/her period of project work. The subject of each student's dissertation project shall be approved by the 
Chair of the Board of Studies concerned or his/her nominee.

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

9 Award of Qualification
9.1 In order to be considered for an award, a student shall be required to have satisfied the criteria 
detailed in Senate Regulations for Postgraduate Taught Programmes of Study -  Modular Programmes.

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

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

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

9.5 A student who fails to qualify for the award shall be dealt with in accordance with Senate Regulations 
for Modular Postgraduate Programmes of Study.
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STR U CTU RE OF SCHEM E OF STU D Y
The Scheme of Study is identical to the PG Diploma above, with the addition of:

Module Code: MCT 522
Module Title: DISSERTATION PROJECT
Module Tutor: SUPERVISORS
Semester: POST SPRING Credit Value: 60

Scheme of study for which this module is compulsory: 
Title of Scheme: MA Journalism

Aims Of The Module:
The dissertation provides students with the opportunity to undertake

• a Journalism Project in which they will employ investigative journalism techniques and research skills acquired during the taught 
element of the course to explore a topic in depth by writing a series of feature articles
or
• an Enterprise Project in which they will develop the editorial and business plan for an innovative media product in print 
(magazine or newspaper), broadcast (radio or television) or purely digital/online. Print and broadcast products must also have a 
digital strategy for online promotion and dissemination of the product.

Programmes of Study For Which This Module Is Compulsory: MA Journalism 

Module to be offered on a Free-Standing basis? No

Learning O utcom es Of The Module:

Know ledge and understanding:
By the end of the module, students should have:

• Selected research methods appropriate to the topic and developed the research skills necessary to produce a 
lengthy, effectively argued and original package of journalism

• Demonstrate effective planning and organisational skills together with the persistence to carry out a complex task

In te llectual skills:
At the end of the module, students should be able to:

• Generate original data or information, and analyse and present that new knowledge/information in an appropriate 
format

• Developed and demonstrated critical analytical and evaluative skills in terms of their own and others' research, 
writing and publishing

D iscip line specific (includ ing practical) skills:
Students will:

• Initiate ideas and undertake the necessary research to produce a substantial piece of original journalism that 
meets the needs of its audience

• Select and deploy specific editorial presentation techniques appropriate to the nominated publishing platform

Transferable  sk ills:
Students will learn how to:

• Demonstrate the qualities and transferable skills necessary for employment, specifically -  initiative, personal 
responsibility, the ability to make complex decisions in imperfect conditions and the capacity for continued 
independent learning
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A ssessm ent:
General criteria  for the m arking of MA Journalism  dissertations
Journalism and Enterprise Project dissertations will be assessed on the following criteria:

• the quality of the introduction to the topic of the student's dissertation, its structures and the contextualisation of 
the dissertation;

• the extent to which, and the clarity with which, appropriate material is reviewed and evaluated;
• the clarity and appropriateness of the research (or organising) question;
• the quality of the discussion of what methods should be employed to address the organising question, the 

suitability of the methods adopted, and the coherence of the way in which the methods were applied;
• the quality of the arguments developed, the research conducted and the evidence adduced in support of those 

arguments, particularly the extent to which that research and those arguments add to existing knowledge on the 
subject of the dissertation;

• the clarity of the writing and the suitability of sequencing and structure in articles or the enterprise proposition;
• contribution to the subject area that is new, interesting, valuable or informative;
• suitability for the target audience;
• compliance with UK law for those dissertations aimed at publication or the establishment of an enterprise in the 

UK, or compliance with Indian law for those dissertations aimed at publication or the establishment of an 
enterprise in India;

• compliance with good journalistic standards of integrity, impartiality and ethics (for Journalism projects and the 
sample material in Enterprise projects)

• compliance with good standards of ethical business practice (for Enterprise projects);
• the degree of justification evident for the conclusions reached in the dissertation;
• the intelligence and capacity for self-criticism evident in the reflection;
• referencing and bibliography; and
• provision of appropriate research material in appendices.

Marking bands for Journalism  and Enterprise Project d issertations
0 - 2 9
Marks within this band recognise that the elements of the dissertation carrying the original journalistic work of the student
would be unusable for publication or broadcast in their chosen medium. This may mean one or more of the following: 

they are extremely poor in execution and structure

they contain errors in spelling and grammar which render some content incomprehensible 

they show little evidence of appropriate research or the use of appropriate sources/resources 

they are technically inept 

they are legally unsafe

that those parts of the dissertation reflecting the academic concerns of the dissertation -  such as the 
Introduction, Critical Review, Method, Conclusion, Reflection and Bibliography -  are wholly unsatisfactory and 
require major improvement in all areas

• that, in the case of broadcast-based Journalism Projects, the programme needs almost entire restructuring, re­
recording or re-shooting to be a piece of broadcast work and/or the accompanying production file provides a 
wholly inadequate guide to the origination and development of project.

In the case of an Enterprise Project it may mean any of the above plus any of the following:
• the business plan is extremely poorly researched and executed
• the information in the business plan is totally inadequate for a potential investor to make any kind of informed
decision
• the sample material is of extremely poor quality

3 0 - 4 9
Marks within this band recognise that the elements in the dissertation carrying the original journalistic work of the student
would be unusable for publication or broadcast in their chosen medium.
This may mean one or more of the following:

• they are poor in execution and structure

• they contain numerous errors in spelling and grammar which hinder comprehension

• they show insufficient evidence of appropriate research or the use of appropriate sources/resources

• they are technically weak

• those parts of the dissertation reflecting the academic concerns of the dissertation -  such as the Introduction, 
Critical Review, Method, Conclusion, Reflection and Bibliography -  are unsatisfactory and require major 
improvement in several areas

• in the case of broadcast-based Journalism Projects, the programme needs radical restructuring, re-recording or 
re-shooting to be a piece of broadcast work and/or the accompanying production file provides an inadequate 
guide to the origination and development of project.
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In the case of an Enterprise Project it may mean any of the above plus any of the following:
• the business plan is poorly researched and executed
• the information in the business plan is inadequate for a potential investor to make an informed decision
• the sample material is of poor quality

50 -  59
This band recognises that the elements of the dissertation carrying the student's original journalistic work are basically 
satisfactory but would require considerable subediting or rewriting to reach publishable or broadcastable quality in their 
chosen medium. This means one or more of the following:

the brief of articles has been interpreted appropriately

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

spelling and grammar require some attention 

their structure may need further research 

they may require input from more or better sources 

there is evidence of basic technical competence

those parts of the dissertation reflecting the academic concerns of the dissertation -  such as the Introduction, 
Critical Review, Method, Conclusion, Reflection and Bibliography -  evince performance ranging from poor to fair in 
one of more of the following respects

o the student demonstrates only a limited understanding of the subject

o there is evidence that the student has done some of the associated reading, but insufficient to answer 
the dissertation's organising question adequately

o there too much reliance on sources that are not adequately acknowledged 

o evidence of independent thought in the development of arguments is limited 

o there is imprecision or inconsistency in referencing and the bibliography

• in the case of broadcast-based Journalism Projects, the programme requires some restructuring to be a piece of 
broadcast work and/or the accompanying production file provides some but insufficient guidance on the 
origination and development of project to assess the suitability of the choices made and the direction taken.

In the case of an Enterprise Project it may mean any of the above plus any of the following:
• the business plan could be better researched and executed
• the information in the business plan is adequate for a potential investor to make an informed decision
• the sample material is of acceptable quality

60 -  69 (M erit)
This band recognises that the elements in the dissertation carrying the student's original journalistic work would need 
moderate revision or subediting before being publishable or broadcastable in the chosen medium. This means they are: 

well sourced

soundly structured

largely free from spelling or grammatical errors 

draw on a range of appropriate sources 

use sources and background material appropriately 

technically satisfactory

those parts of the dissertation reflecting the academic concerns of the dissertation -  such as the Introduction, 
Critical Review, Method, Conclusion, Reflection and Bibliography -  show performance ranging from good to above 
average in one or more of the following respects:

o the student has clearly done the associated readings and demonstrated a general understanding of the 
subject

o the work has logical strength and coherence

o research has been purposeful and sources are acknowledged systematically

o the material has been dealt with critically and independent thought is evident

o the student has taken manifest care to produce a well-written piece of work

in the case of broadcast-based Journalism Projects, the programme requires modest changes to be recognised as 
a piece of broadcast work and/or the accompanying production file provides a clear and coherent picture of the 
origination and development of the project sufficient to assess the suitability of the choices made and the 
direction taken.
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In the case of an Enterprise Project it may mean any of the above plus any of the following:
• the business plan is well researched and executed

• the information in the business plan is sufficient for a potential investor to make a properly informed decision

• the sample material is of good quality

70 -  79 (D istinction)
This band recognises that the elements of the dissertation carrying the student's original journalistic work are of 
professional quality and could be used (published or broadcast) as they stand or with very minor alterations. This means 
they are:

very well structured

extensively researched using a good range of sources 

appropriate in style

free from spelling or grammatical errors 

deploy background material and quotes effectively 

technically accomplished

those parts of the dissertation reflecting the academic concerns of the dissertation -  such as the Introduction, 
Critical Review, Method, Conclusion, Reflection and Bibliography -  indicate performance that is superior in all 
aspects of the research, planning and presentation in the following respects:

o the student demonstrates an ability to use material to develop his/her own arguments

o the structure of the chapters is manifestly logical and coherent

o research shows an excellent range and depth

o the student shows an excellent grasp of concepts and arguments

o arguments are substantiated with appropriate supporting material and evidence

o sources are used critically and are well synthesised

o the work demonstrates original thought and analysis

• in the case of broadcast-based Journalism Projects, the programme is a piece of work of broadcast quality as it 
stands or requiring only very minor alterations and the accompanying production file provides an excellent 
account of the origination and development of the project, demonstrating the suitability of the choices made and 
the direction taken.

In the case of an Enterprise Project it may mean any of the above plus any of the following:
• the business plan is very well researched and executed
• the information in the business plan is more than sufficient for a potential investor to make a fully informed 
decision
• the sample material is of very good quality 

80 -  100 (D istinction)
This band recognises that the elements the dissertation carrying the student's original journalistic work are of exceptional 
professional quality and would be used (published or broadcast) in the chosen medium enthusiastically. This means they 
are:

innovative in content and/or execution 

extremely well structured

extensively researched using a good range of sources 

appropriate in style

free from spelling or grammatical errors 

deploy background material and quotes powerfully 

technically expert

those parts of the dissertation reflecting the academic concerns of the dissertation -  such as the Introduction, 
Critical Review, Method, Conclusion, Reflection and Bibliography -  indicate performance that is superior in all 
aspects of the research, planning and presentation in the following respects:

o the student uses material powerfully to develop his/her own arguments

o the structure of the chapters is manifestly logical and coherent

o research shows an exceptional range and depth
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o the student shows an excellent grasp of concepts and arguments 

o arguments are substantiated with significant supporting material and evidence 

o sources are used critically and are extremely well synthesised 

o the work demonstrates considerable original thought and analysis

• In the case of broadcast-based Journalism Projects, the programme Is an exceptional piece of work of broadcast 
quality without further editing and the accompanying production file provides an excellent account of the 
origination and development of the project, demonstrating the suitability of the choices made and the direction 
taken.

In the case of an Enterprise Project It may mean any of the above plus any of the following:
• the business plan Is exceptionally researched and executed
• the Information In the business plan Is exemplary, allowing a potential Investor to make a fully Informed
decision
• the sample material Is of fully professional quality

A  fuller description of th is Module is availab le in the D issertation Project Module handbook.
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SECTION THREE - FURTHER INFORMATION 

NOTE:
Policy on social networking sites
It is not the School's policy to monitor posting on social networking websites. However, 
many of these sites are public spaces -  like notice-boards -  and need to be recognised as 
such. Their public nature means that staff and students at the School are sometimes made 
aware of postings that may be abusive or constitute bullying or harassment. In these 
cases, the School will observe the following University guidelines on student behaviour:

1 . 3 . 2  A  s t u d e n t  s h a l l  n o t  b e h a v e  In  a  m a n n e r  In c o n s is t e n t  w ith  th e  p r o p e r  
fu n c t io n in g  o f  t h e  U n iv e r s i t y  a n d  s h a l l  n o t  e n g a g e  In  c o n d u c t  w h ic h  m a y  In v o lv e  a n  
o f fe n c e  a g a in s t  a  p e r s o n ;  c a u s e  a  n u is a n c e  ( e .g .  In t e r f e r e n c e  w ith  a n o t h e r  
p e r s o n 's  r e a s o n a b le  e n j o y m e n t  o f  h is /h e r  o w n  p r o p e r t y  o r  o f  a  p u b l ic  p la c e  w h e r e  
h e /s h e  Is  e n t i t le d  to  b e ) ;  d a m a g e ,  d e fa c e ,  m is a p p r o p r ia t e  o r  m is u s e  a n y  p r o p e r t y  
In c lu d in g  p r o p e r t y  o f  t h e  U n iv e r s i t y  a n d  t h e  S t u d e n t s '  U n io n ;  o r  o t h e r w is e  b e h a v e  
In  a  m a n n e r  l ik e ly  to  b r in g  t h e  U n iv e r s i t y  In to  d is r e p u t e  o r  l ik e ly  to  c a u s e  o f fe n c e  
to  o th e r s .

1 . 3 . 3  A  s t u d e n t  s h a l l  n o t  e n g a g e  In  a n y  f o r m  o f  h a r a s s m e n t  to w a r d s  o t h e r  
s tu d e n t s  o r  m e m b e r s  o f  t h e  U n iv e r s i ty 's  s t a f f .  I n  th is  c o n t e x t ,  h a r a s s m e n t  m a y  
In c lu d e  a  s t u d e n t  e n g a g in g  In  o n e  o r  m o r e  o f  th e  ty p e s  o f  c o n d u c t  s p e c i f ie d  In  
1 . 3 . 2 .  H a r a s s m e n t  c o n s is ts  o f  b e h a v io u r  to w a r d s  a n o t h e r  w h ic h  c a u s e s , o r  w h ic h  
m i g h t  r e a s o n a b ly  b e  e x p e c t e d  to  c a u s e ,  s u f f ic ie n t  d is t r e s s  o r  a n n o y a n c e  to  d is r u p t  
s e r io u s ly  t h e  w o r k  o r  s u b s t a n t ia l ly  to  r e d u c e  t h e  q u a l i t y  o f  l i fe  o f  t h a t  o t h e r ,  b y  
s u c h  m e a n s  a s  b u l ly in g ,  v e r b a l ly  o r  p h y s ic a l ly  a b u s in g .  I l l - t r e a t i n g  o r  o th e r w is e  
c r e a t in g  o r  m a in t a in in g  a  h o s t i le  e n v i r o n m e n t  f o r  t h a t  o th e r .

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

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

3a. Personal Tutors
At the start of your course, you will be assigned a personal tutor who is a member of the 
academic staff of the School. Personal tutors are able to advise you on a variety of issues 
in a confidential and informal manner. We aim to help you overcome the problem, 
however big or small, as quickly as possible. Personal tutors have three main roles:

Academic -  to help monitor your academic progress throughout your course.

Pastoral -  to help you with more personal problems. In some circumstances you may be 
referred to one of the University agencies for specialist help (see below).

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

You are required to meet with your personal tutor at least twice a year (either individually 
or in groups), when you receive an invitation for this meeting - you must attend.

You are able to make appointments to see your Personal tutor at any other time of the 
year if you wish.

You have the opportunity to change your Personal tutor if you so request, and need not at 
the first request, state the reason. Subsequent requests for a change in Personal tutor will 
be subject to the discretion of the Head of School, whose decision is final. If you do want 
to change please put your request in writing to the Head of School.
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3b. student Services

Your Personal Tutor should usually be the first point of contact If you need help or advice. 
However, they may point you In the direction of the University student services which offer 
a range of professional advice services. These are some of the groups available to you:

The Student Support Centres
Information, support or advice are available from the University's confiderstlal Student 
Support Centres. Both are open all year round Monday to Friday (excluding public 
holidays). Staff will also be happy to advise and assist personal tutors or help with any 
questions.

50 Park Place, Cathays Park campus (029) 2087 4844 

2̂ “ Floor, Cardigan House, Heath Park campus (029) 2074 2070 

Web: www.cardiff.ac.uk/studentsupportcentre 

Advice Service
The Advice Service Team offers students face to face telephone and e-mall advice both by 
appointment and on a drop-ln basis every week day. This may be for Information and 
advice on a wide range of Issues. This might Include extra funding, bursaries, fees, loans, 
debts, childcare, housing, academic matters, or any Issue to do with student welfare. 
Email: advisory(gicardlff.ac.uk

Financial Support
The Financial Support Team provides a range of financial support to help students who 
face unexpected difficulties while at University. This Includes budgeting advice to students 
and can refer students with serious debt problems to the co-located advice service.

UK students can apply for help to the Financial Contingency Fund with their costs while 
studying. The Financial Contingency Fund can help with extra compulsory course costs, 
such as field trips and equipment where the cost would otherwise leave the student In 
financial hardship. The Fund prioritises help to students who can not supplement their 
Income with part-time work for example because of disability. III health, children, final year 
commitments or exceptional academic pressures or personal circumstances. However the 
University Is not allowed to use this fund to help with the payment of fees.

A small University hardship fund exists which Is open to all students, normally near the 
end of their course, who suffer unexpected hardship causing severe financial difficulties 
and are unable to get help from any other source.

Further Information on the above procedures Is contained In the Academic Regulations 
Handbook: www.cardlff.ac.uk/reals/sfs/reas

In addition the Student Support Centre administers a number of trust funds. Students can 
access 'funderfinder' (an online provision to help access Information on help available for 
further study from a variety of sources) and other on-line help at the centre.
Emar' ' ^

International Student Support
Through the Student Support Centres the University offers a range o f support 
tailored fo r in ternational students, working closely w ith colleagues in the 
In te rna tiona l Development Division. Confidential advice is provided on a wide 
range o f personal, financia l, academic and general welfare issues, helping 
students adapt and cope w ith living in a d iffe ren t culture. A visa renewal service 
is provided by the S tudent Support Centre in conjunction w ith the Home Office. 
Students can also get im m igration advice and apply to  extend th e ir leave to 
remain in the UK.
Email: advisory(gicardiff.ac.uk

The Disability and Dyslexia Service
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The Disability & Dyslexia Service provides confidential advice and services to students with 
a disability, specific learning difficulty, mental health difficulty and/or long-term medical 
conditions. Students are advised to contact the Service with queries regarding all aspects 
of their disability-related needs whilst studying at Cardiff University.

The Disability and Dyslexia Service liaises with academic staff and Schools within the 
University to raise awareness of the support needs of disabled students, and in particular 
those adjustments required by individual students. Information, advice and support for 
students with mental health issues are available from a specialist adviser.

The Service can advise on, and arrange, dyslexia screening and ultimately, assessment 
interviews with a qualified educational psychologist.

The Service supports students applying for additional funding such as the Disabled 
Students' Allowance (DSA). This allowance pays for disability related study costs such as 
note takers and assistive technology. Assessments for the DSA to determine study support 
and technology requirements are carried out at the Cardiff Assessment Centre, housed 
within the Student Support Centres.

Advice is available to students and staff supporting students on suitable disability-related 
technology and equipment such as software, hardware and ergonomic equipment and 
furniture.

Additional specialist services provide individual and ongoing support. Charges may apply 
for these services they are usually met by the Disabled Students' Allowance. Alternative 
arrangements apply to students not eligible for this fund. These include the provision of 
personal assistants and support workers, e.g. communication support, note takers and 
library assistance, study skills support, e.g. dyslexia tuition.

Schools and departments have identified members of staff as Disability Contacts to act as 
a point of reference for students' queries; the Disability and Dyslexia Service work with 
Disability Contacts in disseminating necessary information and hold details of who is your 
contact.

N.B. You will need to  no tify  the S tudent Support Centre should you require any 
extra tim e fo r exam inations.

Counselling Service
A great deal o f pastoral support can be provided w ithou t having to make form al 
contacts w ith colleagues in support departm ents: The Student Counselling 
Service web pages provide a wealth o f in form ation on common problems and 
frequently  asked questions.
Web: www.cardiff.ac.uk/cllna

The 'Common Problems' section provides advice on areas such as depression, 
eating disorders, anxiety and sexual m atters. If ,  having explored the in form ation 
w ith the student, fu rthe r advice o r support is fe lt necessary, please feel free to 
contact the Counselling Service. A referral form  can be found and completed on 
the web page which the Counselling Service has recently established to  assist 
Personal Tutors.
Web: www.cardiff.ac.uk/cllna/forpersonaltutors/index 
Email: counsel I ina(a)ca rdiff.ac.uk

Advice and Representation Centre, Students' Union
The Centre is part o f the S tudents ' Union and provides a professional and 
confidentia l advice service fo r all students. Specialist advice is available on
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Housing, Im m igra tion , inciuding working in the UK during and a fte r studies. 
Academic and Consumer issues. Generai advice and in form ation is aiso avaiiabie 
on a wide range o f weifare and reiated issues. Students can be referred to  a 
perm anent m em ber o f s ta ff who w iii advise and represent those students who are 
facing unfa ir practice procedure, d iscip iinary and appeais.

For fu rth e r in form ation piease contact Advice Centre Manager Maria Ai-Haddad.

Advice and Representation Centre
3’̂“ Flo o r , St u d e n t s ' U n ion  
Park  Place 
Ca r d iff  CFIO 3QN 
Em a il : a d v ic e @ c a rd iff .a c .u k
T e l : 029 2078 1490 (a d v ic e )
T e l : 029 2078 1506 ( r ep r e s en ta tio n )
w w w .card iff.ac.uk/studx/persona itu torshandbook/studentsupport/adviceandrepre
sentation

Careers Service
5 Corbett Road Tei: (029) 2087 4828, Fax: (029) 2087 4229, 
www.cardiff.ac.uk/schooisanddivisions/divisions/stude/carsv/index.htmi 
The Careers Service gives advice on choice of career and assists in obtaining empioyment. 
Its officers provide individuai counseiiing interviews and arrange career taiks and 
discussions, as weii as occasionai seminars and courses. There is a iibrary and 
information service and reguiar vacancy buiietins are issued. Aii undergraduate and 
postgraduate students are encouraged to make use of the service. Open to students as 
foiiows: 8.30am-5.00pm Monday-Friday throughout the year. During term-time the 
Careers Library is open 10.00am-5.00pm, but operates at reduced hours during vacation.

NB. Students are advised to contact the Careers Service to find out what free courses are 
avaiiabie to them.

Nightline
148 Coium Road, Tei: 029 2087 0555
Nightiine is a confidentiai iistening and information service run by students for students. 
Voiunteers operate a teiephone and personai caii-in service from 8pm to 8am as many 
nights as possibie during term-time. Nightiine offers friendiy support during those ioneiy 
hours of the night when there is nobody or nowhere eise to turn to. You can either 
contact Nightiine via teiephone or caii in. Information and services are avaiiabie for
students, ranging from pizza deiivery phone numbers and exam timetabies to free
condoms. Nightiine can aiso refer caiiers on to usefui services or organisations.

Samaritans
75 Cowbridge Road East, Canton, Cardiff, Waies, C F ll 9AF, United Kingdom
Phone: (02920) 344022

A confidentiai service to taik to someone, anytime (24 hours a day) - phone the 
Samaritans on 08457 90 90 90, or emaii: io(gisamaritans.ora

The Students' Union
Park Piace, Tei: (029) 2078 1400, Fax: (029) 2078 1407, Emaii:
StudentsUnion(gicardiff. ac.uk
As weii as housing many student support services, the Students' Union is one of the 
biggest and best in Britain offering a comprehensive range of activities for both 
Undergraduate and Postgraduate students in Cardiff University. The Students' Union in 
conjunction with your home department, offers a range of practicai courses, inciuding 
computing, CV writing, presentation and interview techniques. Aii free courses wiii be 
advertised by your Student Liaison Officer.

The Students Union have their own web pages: www.cardiffstudents.com
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I n  a d d it io n  to  t h e  a b o v e  U n iv e r s i t y  s e r v ic e s ,  b e io w  is  s o m e  a d d it io n a i  in f o r m a t io n  t h a t  y o u  
m a y  w is h  to  r e f e r  to :

Development and Alumni Relations Division
Development & Alumni Relations D ivision, C ardiff University, 5th Floor, Deri 
Flouse, 2-4, Park Grove, Cardiff, CFIO 3PA 
Tel: -f44 (0) 2920 876 473 
Email: alurnnKS)card iff.ac.uk

JOMEC is dedicated to ensuring its contact with form er students is firm ly established. This 
is handled through the University's Alumni Office. There is a considerable network of help 
offered to all students entering Cardiff University. Your Course Adm inistrator will e ither 
help directly or put you in touch with w hatever professional service you need.

E-mail addresses
All new students will be allocated a Cardiff University e-m ail address once online 
enrolm ent has been com pleted. Full details on how to access your Cardiff University email 
account can be found at h ttp ://w w w .card iff.ac .uk/insrv /accessem ail.h tm l .

Please note tha t once you are a registered student, any im portant course information will 
be sent to your Cardiff em ail accounts.

The Graduate Centre
3'”'̂  Floor, Students Union Building, Tel: (0 2 9 ) 2087 4748
The Graduate Centre provides additional dedicated study, computing and social facilities 
for postgraduate students, from all departm ents, during the ir tim e on postgraduate  
program m es at Cardiff. I t  is m anaged collaboratively by the University, Students Union, 
and postgraduate students. Its Manager is a m em ber of the Student Services Division and 
works to a M anagem ent Team  (including students, staff and the Union) which meets 
regularly to ensure tha t the Graduate Centre fulfils its objective of increasing the 
opportunities for in terdepartm ental and interdisciplinary contact.

3c. Equal Opportunities
The School is com m itted to the University's policy on Equal Opportunities and conducts its 
student recruitm ent, selection and assessment procedures on an equal opportunities basis. 
I t  is com m itted to ensuring tha t all applicants, students and employees are treated  
equally, regardless of their age, colour, race, ethnic or national origins, sex, sexual 
orientation, m arital status, fam ily responsibilities, physical or sensory disabilities, or their 
political or religious beliefs.

The University operates racial and sexual harassm ent policies tha t are outlined below:

Harassment consists of behaviour towards another which causes, or m ight reasonably be 
expected to cause, sufficient distress or annoyance to disrupt the work or substantially to 
reduce the quality of life of tha t other, by such means as bullying, verbally or physically 
abusing, ill-treating or otherwise creating or m aintaining a hostile environm ent for that 
other.

By its nature, harassm ent often takes place in circumstances where there  are no 
witnesses.

There are various courses of action open to anyone who believes tha t they are being 
harassed. I f  possible, the recipient should state clearly to the harasser tha t the behaviour 
is unacceptable and should cease. I f  this first rebuff is insufficient, the com plainant is 
likely to benefit from the support of a third party. I t  is useful to make a note of the tim e, 
place and nature of any specific incident.

For further guidance turn to the W elfare Section of the Cardiff University Student 
Handbook or you m ay like to refer to the Student Support Centre.
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3d. Staff/Student Panels
They say it's good to talk, and we hope you'll want to help us ensure that the Diploma/MA 
Staff Student panels work well.

The panel is a chance for a representative from each option (magazine, print and 
broadcast) to meet regularly to discuss issues of interest.

In some ways the panel acts as a bridge between staff and students. Even though we see 
a lot of each other during the week, it's a busy schedule so it's good to set aside time 
when we're all focussed on what matters most to each of us.

The panel meets five times during the year - usually at lunchtime.

You need to arrange among yourselves who will be the representative from your option, 
though we don't mind overseeing a fair election and counting votes!

The panel membership is made up of:
3 student reps 
Teaching staff
Library and Bute building facilities rep - normally librarian Alison Charles 
Technical support rep
and Jennifer Moseley is responsible for all the admin - agendas, minutes, action points.

So, what are you letting yourself in for if you are on the panel?

You're representing your option so we'd like you to have meaningful 
chats/conversations with your colleagues about issues they may wish to be raised 
Agenda items need to be sent/submitted to Jennifer Moseley by both staff and 
students 2 days before the meeting
We're looking for feedback from you that might touch on the following areas - 
aspects of the course (teaching, facilities etc), your overall student experience in 
Jomec a n d  in Cardiff
If the matters raised by your colleagues are more to do with "housekeeping" then 
please feel free to raise those matters/questions directly with the relevant member 
of staff rather than wait a month or two for a panel meeting
Option-specific complaints should first be raised with option tutors and not brought 
to the panel unless there has been no resolution, or it is a matter of relevance to 
all options
We want to hear your views, thoughts and ideas on how we can develop the 
Diploma/MA for the future
We're constantly evaluating the diploma and we'll be keen to hear your views, as 
well as those of your colleagues, if we've got plans to make major changes to the 
modules and/or the course
Once you're on the panel the student members should decide between themselves 
who will take the position of Chair for the academic year.
The 3 student reps should see themselves as the links between the different 
options. This may mean you'll be coordinating student social activities - eg: joint 
end of term parties and the annual football match against City journalism students

3e. Boards of Studies
The School has two Boards of Studies, Postgraduate and Undergraduate. The Chair of the 
Postgraduate Diploma Board of Studies is Professor Richard Tait.

The Boards of Studies co-ordinate all academic and administrative matters associated with 
the taught schemes of study provided by the School. They consider and advise the School 
Board on such matters as:

• entry requirements
• methods of assessment
• academic progress of students (reserved business)
• content and curriculum
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• scheme development

At least one student representative from the Staff/Student Panel (administered by the 
Board of Studies), participate In the Board of Studies meetings. The minutes of 
Staff/Student Panels are discussed there.

Under the direction of the Boards of Studies are the Examination Boards. Examination 
Boards consider the performance of students In all assessed courses. The conventions 
used by the Examining Boards relevant to your scheme of study, can be found In Section 
Two.

3f. Feedback and Evaluation Processes
All courses are evaluated by students. Students are able to comment during the academic 
year through their representatives on the Staff/Student Panels. Student feedback Is seen 
as useful for Improving the course.

In addition, there Is a more formal system of evaluation. Towards the end of the year we 
will ask you to evaluate the teaching you have received. The evaluation will take the form 
of a confidential questionnaire. It Is Important that you complete and return the 
questionnaire Issued as your answers give us a sense of what Improvements we should 
make. We do not ask for your name, and the forms are given out and collected by 
someone other than the staff members whose lectures and seminars are being evaluated. 
Staff will receive this anonymous feedback and the results will be discussed by the 
School's Teaching and Learning Committee and the relevant Board of Studies. Feedback 
will also be given to students via the Staff/Student Panels and a brief summary displayed 
on student noticeboards.

3g. Student Complaints Procedure
Please refer to the University Student Handbook for details.

3h. Security, Health & Safety
Security
It Is Important to remember that we have a common Interest In the security of the Bute 
Building. The security arrangements on campus Is that access to many areas are 
controlled by swipe cards. There Is no guarantee Items that are lost or stolen through 
your, or our, carelessness will be replaced. Do not tell unauthorised people the 
combination numbers to the door locks. Ensure that doors that should be locked are 
locked.

Do not let unauthorised people Into technical areas, challenge strangers you may find 
wandering around. Take prudent care of your own possessions as well as School property 
and report any Incident or suspicion to Security on tel: (029) 2087 4444

There are bicycle stands on the south side of the Building. Please do not bring bicycles 
Inside. The car park Is for staff use only.

Health & Safety
Health and Safety at Work Act 1974
This Act Imposes a legal responsibility for safety on every member of the University. 
Thus, the major duty and Initiative on safety matters rests with the University 
management and Heads of Schools, every employee and student Is under a duty to take 
reasonable care not only for his or her own personal safety, but also for everyone else who 
may be affected by his or her actions or omissions while at work. Negligence or failure to 
observe safety Instructions could result In criminal prosecution of Individuals and 
conviction could lead to a substantial fine and/or a term of Imprisonment. In addition the 
offender could be dismissed from the University.

University Health and Safety Policy 
General Statement
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Cardiff University is committed to the maintenance of safe and heaithy working conditions 
for aii staff, students and visitors at the University. It aiso wishes to ensure that their 
work does not adverseiy affect the heaith and safety of the generai pubiic.

The University has therefore estabiished detaiied mechanisms - which are more fuiiy 
described beiow - for providing information, training and advice about the various 
potentiai hazards which are iikeiy to be encountered; for monitoring and the maintenance 
of its high safety standards; and for reguiar consuitation between the University and 
representatives of its staff and students on heaith and safety matters.

At the University, the empioyer is the Councii. Its Chief Executive is the Vice-Chanceiior 
who retains overaii responsibiiity under section 37 of the Heaith and Safety at Work Act 
1974. The Head of each Academic Schooi is required by the Councii to ensure, on its 
behaif, compiiance with its obiigations with regard to the heaith, safety and weifare at 
work of staff and other persons or animais in, or affected by, the Department, and for the 
premises, piant and substances there.

At the same time it must be remembered that aii persons at the University have an 
individuai duty to take reasonabie care for their own heaith and safety and for that of 
other persons who might be affected by their actions (or iack of them). They must aiso 
co-operate with those persons who are responsibie for heaith and safety so as to enabie 
them to carry out their duties.

Organisation and Arrangements
The University has a Safety Office and an Occupationai Heaith Service, These provide 
speciaiist professionai advice, training and monitoring.

The main agencies for the monitoring of the University Safety Poiicy are the Departmentai 
Safety Paneis/Committees. In JOMEC the Safety Committee consists of four or five 
peopie, inciuding non-academic staff and a student and is chaired by the Head of Schooi. 
(Shouid you wish to be considered as a member of this Committee, piease contact a 
member of staff.) The Committee carries out safety audits and inspections and make 
recommendations in writing to the Head of Schooi, who is responsibie for any necessary 
action that needs to be taken.

Policies, Procedures and Codes of Practice
The University has formuiated and adopted a number of Poiicies, Procedures and Codes of 
Practice to deai with specific risks. It is the duty of aii members of staff, students and 
visitors, where appropriate, to be famiiiar with the provisions of this guidance and to 
compiy with them. The Poiicies, Procedures and Codes of Practice currentiy in force in the 
University inciude the foiiowing areas of work:

Accident reporting and accident forms 
Chemicai safety
Chiidren on University premises
Dispiay screen equipment
Eiectricai safety
Fieid trips
Fire safety
Occupationai heaith

You wiii find further information on the University Codes of Practice on the Safety Services 
WWW site http://www.cardiff.ac.uk/schooisanddivisions/divisions/corps/osheu/index.htmi 
and more generai safety information on JOMEC's Heaith and Safety Noticeboard (iocated 
next to the Technician's Room -  0.18). Shouid you require any other advice or information 
on any heaith and safety matter, piease do not hesitate to contact a member of staff who 
shouid be abie to assist you.
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Emergency Procedures
During normal working hours emergency telephone calls can be made on the University 
system (see below). Immediately after making a 999 call, please inform Security on 
extension 74444 of the location of the emergency.

Emergency Telephone Numbers

• 2087 4444 University Emergency Services
• 999 External Emergency Services - FIRE, POLICE, AMBULANCE

When telephoning for assistance in an emergency, the following is of importance:

1. Who you are.
2. Where you are: the location and telephone extension from which you are 

telephoning.
3. The nature of the emergency and what services are required.
4. The exact location where assistance is required.

To ensure that your m essage has been correctly received ask for it to be 
repeated back to you.

Please ensure that the identification of the location is clearly defined. Do not use 
"University terminology", i.e. Tower, for instance, means very little to the Emergency 
services. Always give the correct name for the building and the street where it is located. 
If University Personnel need to be contacted in an Emergency: either dial 999 if on central 
University campus or 2087 4444 if outside central University campus.

Fire Procedures

On Discovering a Fire
1. Sound the alarm by breaking the glass in the nearest call point.
2. Call for assistance.
3. Turn offgas and electrical equipment.
4. Attack the fire only if safe to do so.
5. Always use the correct extinguisher.

On Hearing the Alarm
1. Leave the building by the nearest available exit closing all 

behind you.
2. Do not stop to collect personal belongings.
3. Do not use lifts.
4. Dial 999 to ensure Fire Service has been called.

doors and windows

After leaving the Building
1. Move well away from the building.
2. Leave clear access for Emergency Services.
3. Do not attempt to re-enter the building until you are told it is safe to do so.
4. Assemble at the designated assembly area.

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

If you are caught in a smoke filled area, crawl on hands and knees, keeping your face as 
close to the floor as possible, where the air will be cleaner.

If escape is cut off, go into a room with a window, closing the door behind you. Stand by 
the window, call for help and await rescue. The fire brigade should arrive within a matter 
of minutes
It is important that you familiarise yourself with the building - the location of fire fighting 
equipment and how they work, ways of getting out of the building in an emergency, where 
telephones are sited and first aid arrangements.
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Bomb Alert

If you receive the Message/Warning
1. Remain calm.
2. Try to find out the exact location and nature of the bomb.
3. Is it in a building?
4. Is it in a car or outside the building?
5. Is it a letter bomb?
6. If no location is given, assume the bomb to be inside the building.
7. Dial 999 or 2087 4444 giving your name, exact location and nature of the 

emergency.

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

1. Seek help from a first-aider in the vicinity of the accident:

• A t the tim e o f writing, Ms Rebecca Harries and Ms Sharon Magiii are the  
Schooi's first-aiders and are iocated via the A dm inistrative Suite (0 .0 3 ). 
Shouid they n o t be avaiiabie, piease contact the Bute Buiiding Receptionist who 
can heip you.

• First A id kits are iocated in 0 .0 3  and 0 .18 .

2. If the injury appears serious, ring extension 76097 and inform the Bute Receptionist, 
who will call for a Nurse to attend or for advice, or ring the Health Centre direct on 
2087 4810.

3. If in any doubt at all about the condition of the patient dial 999 and ask for the 
ambulance service. Then notify the Bute Receptionist that an ambulance has been 
called.

4. All accidents or dangerous incidents, no matter how small, must be reported as soon as 
possible to a member of staff. Accident/Incident books are kept in the JOMEC 
Administrative Suite, and the Bute Reception, if unavailable.

General Safety
The prevention of accidents in laboratories, stores, workshops and other places of work is 
a duty of every individual using or entering them. Ensuring the safety of others is as 
important as the avoidance of personal injury. Everyone should make it his or her first 
task to become familiar with any special instructions issued for dealing with emergencies 
peculiar to the place in which he or she is working. You should also familiarise yourself 
with hazards that are present in the rooms in which you will work. Examples you might 
come across during your time at JOMEC include:

• Trip hazards from trailing cables in the TV Studios
• Hearing damage from loud noise in headphones
• Electrical and equipment hazards (see below)
• Hazards associated with working with Display Screen Equipment (see below)

Where such hazards exist, you should find notices alerting you to the dangers - please 
heed their advice. Safety is everybody's business. Accidents don't just happen - they are 
always caused. If you encounter something which you consider to be unsafe then don't 
ignore it - do something about it
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Useful numbers

")r\Q-7 A A A A

Electrical and Equipment Hazards
1. When you encounter new or unfamiliar equipment, you should always seek instruction 

from an experienced user, preferably a member of staff.
2. If a piece of equipment doesn't work or breaks down whilst you are using it, report the 

fault to a member of technical staff. Do not attempt repairs on any electrical 
equipment yourself, always contact a member of technical staff.

3. All portable electrical equipment should be visually inspected and/or safety tested 
routinely (PAT tested) and after any major repair or modification. If you are unsure 
whether the equipment you are using has been tested or if you further information on 
PAT testing, please contact a member of technical staff.

4. Make every effort to avoid trailing cables across the floor. If this is essential, always 
use cable walkovers to prevent trip hazards.

Display Screen Equipment Regulations
The University policy is designed to ensure the safe use of display screen equipment, in 
line with the Health and Safety (Display Screen Equipment) Regulations 1992. For further 
information, please refer to the Safety Noticeboard or the Safety Services website.

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

Long interrupted concentration on a display screen is inadvisable. You should not work 
continuously at a screen for more than an hour. Work activities should be organised so 
that other duties effectively create five-minute interruptions from the screen within every 
hour.
Ergonomics, the working environment and other physical aspects of the workstation are all 
important in the correct use of display screen equipment.

Working away from the University (Fieldwork)
The purpose of this section is to lay down basic Health and Safety standards to help 
ensure you are not placed at risk as a result of your activities whilst working away from 
campus.

Terminology
• H a z a r d  the inherent ability to cause harm
• R is k  the likelihood that harm will occur in certain circumstances
• R is k  a s s e s s m e n t  where hazards present in an activity can be identified and control

methods implemented

During the past few years there has been an unprecedented rise in violent and aggressive 
incidents taking place in the workplace and when working out in the community. It is not 
only people in high profile jobs, such as the police, who are at risk. Anyone can be a 
victim, men as well as women. The greater the contact with the general public, the 
greater the risk. You can be even more vulnerable if you work alone or outside normal 
working hours. Even though the chances of you becoming a victim of violence are 
statistically low, it is unwise to be complacent.
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As already documented, safety at work is a dual responsibility for both you and your 
employer. The Health and Safety at Work Act expects employers to assess the health and 
safety risks to their employees whilst at the same time you are required to play your part 
in safety. Indeed if you ignore your employer's procedures or policies for Health and 
Safety, you might be considered negligent should an incident occur.

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

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

As a journalist you will be expected to interview people whose personal background is 
unknown to you. You may be on your own during the interview, perhaps at unsociable 
hours or in difficult social situations. How should you begin to resolve these problems? To 
begin with, stop and think before you go out. Ask yourself:

• What difficulties will I face?
• What hazards are there?
• What potential dangers lie ahead?

The answers may involve battling with the vagaries of the Cardiff bus company or a Cardiff 
taxi driver or the manic Cardiff traffic. Very often there are no hazards or risks involved 
and that is also useful to establish. If you have adequately analysed the potential 
problems and prepared solutions, then you should be able to deal with the problems, if 
and when they arise.

Simple procedures will help you look after what is your most important consideration - 
you:

• Does anyone know where you are? Keep the Newsroom informed of your 
movements. Don't go in to difficult situations on you own.

• If you change your plans do you inform people?
• Is there a call-in system and do you use it?
• Do you find out about the area that you are visiting?
• Do you investigate the people you go to meet?
• Do you have the means of communicating with anyone and how?
• How will you get there and back, what is the quickest route and where will you 

park?

If you are in any doubt, please ask your tutor for advice.

Out of Hours and Lone Working
At the time of writing, the University is reviewing the arrangements concerning this area. 
Until this issue has been resolved, please take sensible precautions and let someone know 
where you are when working outside of normal working hours and make every effort to 
avoid solitary working.

There is no legal prohibition on working alone, but the general duties of the Health and 
Safety at Work Act still apply. This requires the identification of the hazards of the work, 
assessing the risks involved, and devising and implementing safe working arrangements to 
ensure that the risks are either eliminated or adequately controlled. Furthermore, you are 
strongly encouraged to not work on your own.
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Students with Health Issues
Individuals suffering from epilepsy, diabetes or any other condition which may cause 
temporary incapacity are urged, in their own interest, to inform the Head of School, in 
writing, of their illness in case of emergency.

Smoking
The Bute Building operates a No Smoking Policy. The University is committed to 
making its premises completely smoking free for the protection of all its staff and 
students. Smoking is not permitted in or on any University premises. This includes all 
communal work areas, individual rooms, stairwells, lifts, rest areas, toilets, car parks and 
grounds. Smoking is also prohibited within vehicles owned or operated by the University or 
vehicles hired or leased for University business.

Failure to conform to the requirements of the policy by smoking on University premises or 
refusing to stop when requested constitutes a disciplinary offence for staff and students. 
In the first instance a breach of the policy will be dealt with through education and 
support. A further infringement may result in formal disciplinary action and ultimately 
could lead to dismissal.

3i. Contact Information
We will contact you by a number of means -  by electronic mail, via your pigeon hole or by 
posting notices on your notice board. We cannot stress how important it is to check 
for m essages at regular intervals. We also strongly advise you empty your 
mailbox on email regularly.

3j. Personal Information
Please ensure that the course Administrator has your up-to-date personal information, 
such as your home or University address. You must keep us informed of any 
changes. This is important.

3k. Lectures and Seminars
Attendance at lectures and seminars is considered to be compulsory. Registers are taken 
and where a student is persistently absent without good cause, steps may be taken to 
remove that student from University.

31. Illness
If you are ill and are unable to attend a lecture or seminar please call the Admin Office 
(029 208 70647) and pass this information to your Course Administrator, who will then 
speak to the Course Tutor. If you are ill for more than three days you must provide a 
medical certificate for your file. This should be handed to the Course Administrator in 
Room 0.03. If you are unable to produce a medical certificate because your illness has not 
been serious enough to visit the doctor, we would advise that you send a letter to the 
School explaining your absence. Again this should be submitted to the course 
Administrator who will place it on file. You will also need to complete a Special 
Circumstances Form to accompany the above certificate, this can be found with the Course 
Administrator in Room 0.03.

Special Circumstances

Please read your Cardiff University Student Handbook for an explanation of Special 
Circumstances and for a detailed explanation of the University Regulations governing 
sickness absence.

3m. Meeting Tutors
All staff operate office hours when they are available to see students. To make an 
appointment, you may either contact the tutor directly (by telephone or email) or by
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inserting your name on a roster posted on the tutor's door. Piease take advantage of 
these opportunities to discuss your progress with your tutors.

3n. References
Most empioyers expect students to use their tutors as referees. We wouid ask, however, 
that you contact us in the first instance to iet us know if we may expect a reference 
request from a company so we can insure that we have aii your reievant detaiis avaiiabie.

It is normai to ask your Personai Tutor to act as a referee, but if you prefer you may iike 
to approach tutors who have acted as seminar ieader or dissertation supervisor as they 
wiii have more experience of your character and academic abiiity.

Empioyers assume you are inteiiigent and iiterate; they neariy aiways want to know if you 
are reiiabie, seif-motivated, abie to take on board new ideas, good with peopie, abie to 
manage your time weii and capabie of deaiing with probiems. Seminars are piaces where 
you can deveiop these skiiis, so do make every effort to contribute to the sessions and 
thereby get the most out of your course.

3o. Study Skills
Please note: the following general advice on study skills is re levant to all students no 
m a tte r w hat course you are pursuing. However, i f  you are s tu d y in g  th e  D ip lo m a , you 
will find th a t m any o f the Options have the ir own requirem ents in this area. P le a s e  r e fe r  
to  S e c tio n  2  fo r  d e ta ils .

Written assessed  coursework
Strict ruies on the submission of assessed work are impiemented to ensure fairness to aii 
students as weii as to tutors having to mark iarge numbers of essays to a deadiine. If you 
are unabie to submit assessed work by the deadiine because of medicai or speciai 
circumstances you may approach your moduie tutor to appiy for an extension to the 
submission deadiine. Wherever possibie documentary evidence shouid be suppiied to the 
Schooi in these cases.

The Schooi operates a receipting system for the submission of coursework. In all cases  
two copies of coursework must be supplied through the essay box, which is iocated 
next to Room 0.05. The essay box is emptied each day around 4.30pm. If you post 
your coursework into the box AFTER 4.30pm, your work will be stamped with the 
following day's date.

Coursework handed in after the submission deadiine without good cause or expianation 
wiii not be awarded a mark higher than a pass (40% for BA/JFB; 50% for Dipioma/MA). 
In cases of extreme iateness, coursework wiii not be marked at aii with an award of zero 
given.

Piease note that steps may be taken to exciude a student from University for persistent 
absence without good cause from iectures and seminars and for iate or non submission of 
coursework without good cause.

One of the primary goais of the teaching is to heip you deveiop good professionai and 
schoiariy habits of research and writing. However, there are a number of generai 
principies which appiy to ALL the work you wiii do on the degree course:

a. Stick to word limits. An excessiveiy iong essay is iikeiy to receive a iow mark 
because it suggests inadequate controi of your materiai. Learning how to write 
conciseiy and to make every word count is a principie of aii good writing - both 
journaiisticaiiy and academicaiiy. (The word iimit for each essay inciudes 
quotations, but exciudes footnotes and the bibiiography.)

b. Show you have done the reading: Aim for the deveiopment of a persuasive 
argument, supported by ciose reference to the reievant texts.
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c. Answer the question: Pay close attention to what is being asked in the title 
throughout the writing of your essay. Essays should be well-structured, guiding 
the reader through the argument. Avoid irrelevant material.

d. Use your critical faculties: Try to appraise the arguments and ideas you are 
discussing. Compare different sources which deal with the same issue. Check the 
sources of ideas by consulting references, footnotes and bibliographies.

e. Check your work: Take care over spelling, grammar and punctuation as you 
are writing and read through your essay at least twice. Potentially interesting 
work is often let down by carelessness in these areas. Most good writing is re­
writing.

g-

Don't cheat: If you use critical books or articles from journals or books 
acknowledge them in references and in a bibliography. MAKE SURE YOU 
AVOID ANY POSSIBILITY OF PLAGIARISM.

Present your work professionally: All written work should be word- 
processed.

PLAGIARISM
Plagiarism is among the most serious of all academic offences. It is against 
University rules, and could result in your expulsion from the University. All written 
work MUST be a reflection of your own efforts. All quotations from critics must be 
acknowledged. Students who reproduce the words of another writer and attempt to 
pass them off as their own original work will be heavily penalised.

Plagiarism includes:
• Copying out source materials word for word without acknowledgement;
• Copying someone else's work and making only slight changes, 

acknowledgement;
• Lengthy paraphrases of a source, without acknowledgement;
• Reproducing the structural argument of a source in different words, 

acknowledgement;
• Copying another student's work.

without

without

Plagiarism is distinguished from the proper use of sources by its failure to discuss, 
analyse and acknowledge the influence of another's work. If you have any doubts 
about what is or is not plagiarism you should consult the detailed notes on avoidance 
of plagiarism which are included in the University Student Handbook.

Presentation of Work
The conventions described below are those used generally in the academic 
community. They will make your work easier for the reader to follow, and ensure that 
the supporting evidence is easy to check. They are simply and quickly learnt.

• As mentioned, all essays should be word processed or typewritten and proof­
read for spelling and grammar.

• Written work should conform to the style guidelines given in computing classes.
• Please staple your work securely together, use the receipts provided and submit 

assignments to the essay box. Please DO NOT use plastic wallets to submit 
your work.

• In an unseen examination you will not be able to provide full references or a 
bibliography in the manner outlined below, but do aim to present a neat, legible, 
carefully written piece of work (see below, under Examinations).

Bibliographical Details
All written work must include a bibliography of works consulted. This should be 
presented in alphabetical order, and include author, book title underlined, place of 
publication, publisher and date. You will receive advice on referencing, footnoting and 
bibliographies in your computing classes. There are a number of standard systems
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(the Library recommends the Harvard system). It is important that the system you 
use shouid be consistent.

Detaiis of the exams for which you are entered wiii be posted on your notice boards. It is 
your responsibiiity to check that you have been entered for the correct examinations. If 
there is a mistake, inform your Course Administrator immediateiy.

Exams are marked anonymousiy by numbers. It is therefore very important that you 
ensure that your correct coiiege number is entered on the exam script.

Absence from Examinations

If you are absent from an examination on medicai or compassionate grounds, you must 
submit documentary evidence together with a Special Circumstances Form to the 
Examination Board via the Course Administrator. (Ciose bereavement or such 
circumstances are considered compassionate grounds.) Any correspondence shouid be 
marked for the attention of the Chair of the appropriate Examination Board.

If you are absent from an examination for reasons other than medicai or compassionate 
grounds, you wiii be awarded a mark of zero for that examination.

The Examination Board wiii consider the circumstances and any accompanying 
documentation and make its decision based on the facts. Academic Registry wiii then 
reiay the decision of the Board to the student. (Piease consuit the Student Handbook for 
further expianation on these points.)

Examination Technique

It is important to think about what the examiners are iikeiy to be iooking for. Do not 
simpiy write everything you know about a topic. Practising writing essays under exam 
conditions is a good way to improve exam technique and gain confidence in writing under 
pressure. In written exams the important point to remember is to answer the question. 
Pace your exam correctiy so that you have time to answer aii the required questions.

You shouid aiways bear in mind the importance of avoiding piagiarism and of accurate 
speiiing and grammar. Remember that too short a paper wiii often resuit in a iow mark. 
You wiii receive iittie credit for notes as substitute for an answer.

You shouid not use materiai twice within an examination paper, nor shouid you dupiicate 
materiai used on any other paper.

Examination Results

Once resuits have been determined, they are posted on the reievant Student notice 
boards. Marks dispiayed on these boards are deemed to be provisionai; finai resuits are 
confirmed by Academic Registry in writing to aii students.
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Cardiff School of Journalism, Media & Cultural Studies
Cardiff University
Bute Building
King Edward VII Avenue
Cardiff CFIO 3NB
Tel: + 44(0)29  2087 4041
Fax: +44(0) 29 2023 8832
WWW site: http://w w w .cardiff.ac.uk/jom ec/

General Enquiries:

Undergraduate Enquiries:

Postgraduate Enquiries:
M A /D in ln m a  M n ii rn a l ig m  n n lv '\  F n n ii ir ip g ;

i_ I I lu 11 •— I ■ 11_ I I u Vi" V.UI uiii .u\..urv

MA (Other) Enquiries

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