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TERM DATES 2011-2012

YOU ARE REQUIRED TO REMAIN IN RESIDENCE IN BRISTOL DURING TERM-TIME.
Students may be required to attend tutorials, oral examinations and other meetings in Bristol up to and
including Friday 22 June 2012.

Term Dates
Start of term End of term
Autumn Term Monday 3 October 2011 Friday 16 December 2011
Spring Term Friday 13 January 2012 Friday 23 March 2012
Summer Term Monday 23 April 2012 Friday 22 June 2012
September Re-sit Exam | tbc (usually the first two weeks in September).
period
Teaching Blocks
Start of teaching block End of teaching block
Teaching Block 1 (TB1) Monday 10 October 2011 Friday 27 January 2012
Christmas vacation Monday 19 December — Thursday 12 January
TB1 Assessment week w/c Monday 23 January
(no teaching scheduled) = Submission of TB1 coursework
= Exams/Tests for TB1 units
TB2 Reading week w/c Monday 30 January
(no teaching scheduled)
Teaching Block 2 (TB2) Monday 6 February 2012 | Friday 18 May 2012
Easter vacation Monday 26 March — Friday 20 April
Exam Period Monday 21 May 2012 | Friday 15 June 2012
Year Abroad Meeting There will be a year abroad meeting for ALL first year students
immediately after the end of the summer exams (exact date to be
confirmed).

For further information on University key dates please visit:  http://www.bris.ac.uk/university/dates/

SCHOOL OF MODERN LANGUAGES CONTACT DETAILS

Postal address: School of Modern Languages, 17 Woodland Road, Bristol, BS8 1TE
Telephone: (0117) 331 8011

Fax: (0117) 331 8010

Email: sml-office@bristol.ac.uk

Student Services Office Opening hours:
Term-time Monday to Friday: 8:30am — 4:30pm
Out of term-time Monday to Friday: 9am — 4:30pm (closed at lunchtime 1pm-2pm)
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WELCOME

WELCOME TO THE SCHOOL OF MODERN LANGUAGES
Dear Student,

Welcome to Bristol and welcome to the School of Modern Languages! As you will already know, our
courses are generally very oversubscribed, so you have done very well to have met the entry
requirements and secured a place here.

As at the start of any new enterprise, there are not only lots of new people to meet, but also many things
to find out about, and we hope that this handbook will contain most of the answers. Please keep it and
refer to it during the year, as well as keeping in touch with us via email and referring to the information
about your courses and progress on the School’s websites.

For many people, starting at university can be quite an upheaval, whether in settling into a hall of
residence or in adapting to the very different style of learning, where great emphasis is placed on
independent study and taking responsibility for your own development. If you feel you need to speak to
anyone, whether about academic or personal difficulties, please do go and see your personal tutor at an
early point, or indeed any other member of the staff. We will do our level best to help you settle in and to
give you the support you need to succeed in your studies.

Your first year in particular is a time to open your mind to new interests and possibilities. During this year,
you will probably be introduced to subjects which you have never studied before, and possibly (though
we would hope only at the outset!) to topics for which you may feel no particular enthusiasm. Our aim is
both to provide a broad overview, and to give you an opportunity to develop new interests, so that you
can make your option choices for later years of the course on the basis of experience. We will also aim to
train you this year in generic skills such as independent research, academic writing and time
management. These will equip you for success in your degree, and also develop the skills which will
make you attractive to employers of all sorts.

The language elements of the courses will also represent a step-up from the learning you have done to
date, with great emphasis on accuracy, checking your own work, and independent study. Whether you
are taking a language beyond A-level or at ab initio level, there is a great deal of learning to be done, and
you should plan and pace your work over the whole year. High-level language skills require steady
investment of effort, and it is impossible to pack a year’s language acquisition into an intensive revision
session just prior to the exams.

There is of course far more to university life than just the academic enterprise, and we hope you will take
advantage of the opportunities offered by student clubs, sporting societies and the Students’ Union, as
well as contributing to the life of the School and the wider university. Bristol and the surrounding area also
have a lot to offer. At the same time, do remember that even in this first year you will need to balance
your other interests with the academic study required to prepare you for the necessary exams and
coursework assessment, and to ensure that you are ready to benefit from the more advanced work
expected of you in the second and subsequent years.

One of the School’s most important resources is the Multimedia Centre situated at the rear of 19
Woodland Road. It includes a cinema-style screening room (bookable by students), a Media Suite,
Social Learning Room, many foreign TV channels, over 1000 foreign-language DVDs, and much
besides. We hope you will take full advantage of its facilities for independent learning and enjoyment,
as well as for scheduled classes.

All my colleagues are here to help you succeed, and are looking forward to the next four years. | feel sure
that you will find the courses stimulating and that you will enjoy working with us in the School of Modern
Languages.

Michael Basker
Head of School
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KEY SCHOOL PERSONNEL

School Senior Management

Prof. Michael Basker

Head of School

M.Basker@bristol.ac.uk

Prof. Susan Harrow

Deputy Head, Research

S.R.Harrow@bristol.ac.uk

Prof. Derek Duncan

Deputy Head, Teaching and
Learning

D.E.Duncan@bristol.ac.uk

Dr Matthew Brown

Undergraduate Officer

Matthew.Brown@bristol.ac.uk

Dr Bradley Stephens

Year Abroad Officer

Bradley.Stephens@bristol.ac.uk

Dr Jo Crow

Recruitment & Widening
Participation Officer

Jo.Crow@bristol.ac.uk

Mrs Anne Payne

School Manager

Anne.Payne@bristol.ac.uk

Student Services Office - sml-office@bristol.ac.uk
It is to the Student Services Office that you should go in the first instance if you have any
enquiries about your programme in whichever department of the School.

L.Drage@bristol.ac.uk

Lindsey Drage Year Abroad Administrator
yBrag (0117) 331 8037
Pollv Hulse Student Administrator (term-time Polly.Hulse@bristol.ac.uk
y only) (0117) 331 7934
- Zoe.Lodge@bristol.ac.uk
Zoé Lodge Student Administrator Qe@

(0117) 331 7968

Lauren Wardle

UG Senior Student Administrator

Lauren.Wardle@bristol.ac.uk
(0117) 331 7934

Rachel Wilson

Student Administration Manager

Rachel.Wilson@bristol.ac.uk
(0117) 331 7969

Executive Team

Hannah Blackman

Executive Administrator

Hannah.Blackman@bristol.ac.uk
(0117) 331 7967

Maria Foondun-Boletini

Assistant Administrator

maria.foondun-boletini@bristol.ac.uk
(0117) 331 8011

Multimedia Centre

Nick Bartram

Modern Languages Learning
Technologist

Nick.Bartram@bristol.ac.uk
(0117) 33 18427
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TEACHING, LEARNING AND ASSESSMENT

PROGRAMME AND ASSESSMENT INFORMATION

AIMS AND OBJECTIVES

Both staff and students have certain expectations regarding the first year and we hope that these
coincide in large measure. The School of Modern Languages (School) and University have a number of
formally declared aims including the following:

e to offer you a high-quality learning experience in a stimulating, supportive and responsive learning
environment

e to promote good teaching practice, encouraging development and innovation in course content and
teaching methodology

¢ to deliver teaching informed by the internationally recognised research expertise of out staff
Our major objectives are to produce graduates with:
e avery high level of competence in all aspects of the spoken and written language(s) studied

e an excellent knowledge of the cultural and social history of the countries whose language(s) you
study

¢ informed critical skills relevant to major areas of literary, film, historical, social, and cultural studies

On a broader level a degree in Modern Languages at Bristol will:

e enable you to realise your academic and personal potential by enhancing your communication skills,
by promoting intellectual curiosity and independent study, and by encouraging the development of
flexible and critical thinking

e promote subject-specific and transferable skills in a way which will make you very attractive to future

employers, and equip you also for further training and education throughout your careers

We aim to achieve these through a varied and carefully graded language programme and the provision of
a mixture of mandatory and optional cultural units from the Middle Ages to the present. Across the degree
programme you will gain the appropriate analytical tools to assist you to become flexible, independent,
and well-informed communicators.

Subject-specific learning outcomes in the School:

e Spoken languages which are fluent and easily understandable by native speakers of the target
language

e A use of both English and foreign languages which observes and reflects an understanding of their
grammar and structures (i.e. is grammatically correct)

e Recognition of differences between colloquial and more formal registers in spoken and written
language

e The ability to translate between English and foreign languages accurately and fluently with an
understanding of intercultural issues

School of Modern Languages Handbook 2011-2012



The ability to express your own ideas and relay information and ideas clearly and precisely and to use
a wide range of vocabulary and idiom, in English and the foreign languages studied

The ability to digest a wide range of knowledge gained from teaching sessions and from independent
study, and to select from it what is relevant and significant in the given context or in response to a
specific question

The ability to present facts clearly, to analyse them, to handle abstract ideas, and to produce a logical
and well-structured argument grounded on the sound interpretation of evidence

Independent thinking based on knowledge and guided by common sense

Use of initiative and of the available learning resources

Suggested Student Aims and Objectives for 1° years

Clearly there is a link between these School aims and objectives and some of the expectations and
aspirations that you yourself may have in connection with your first year. The following learning outcomes
summarise broadly what we expect you to have achieved academically by the end of Year 1, whichever
languages you are studying.

You should have:

established a sound knowledge of, and ability to handle, the basic grammatical structures of the
language

gained confidence in your own ability to express yourself and communicate orally, both in English
and in the foreign languages you are studying

extended and refined your vocabulary through reading and other work

developed an awareness of different ways of reading and interpreting, and gained a degree of
consciousness of critical methodologies

acquired transferable skills with a view to the future (e.g. language and communication skills,
computer literacy, word processing skills, web skills etc.)

All units have detailed learning outcomes specific to their content. You will be made aware of these and
have an opportunity to discuss them with a member of staff at the beginning of each unit.

While staff of the School do hope that you will come to share their enthusiasm for many aspects of the
foreign cultures and literatures and for the advanced study of the languages that you are studying,
spoken and written, in all registers from the most formal to the most informal, it remains true that
knowledge of this discipline will not be central to the career plans of most graduates in Modern
Languages.

The general skills you are acquiring and developing through the process of learning and of being taught in a
Humanities subject are of as much significance to your education and employability as subject-specific skills
and knowledge, and it may help you to make the most of the opportunities that lie before you if you reflect on
the processes involved. Your personal tutor may discuss these with you during your regular review meetings

and may help you to monitor your own aims and aspirations in this general area.

Do think, from the very start of your career, not only about what you are learning, but also about what you

are learning to do, and how your personal skills are developing in the process.

You might find it helpful to set yourself individual targets for each term or year, under such headings as
“Communication”, “Planning and organisation”, “Working with others”, “Self-management”, “Analysing and
solving problems”, and to discuss these targets, and your success in meeting them, with your personal tutor.

School of Modern Languages Handbook 2011-2012
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DEGREE STRUCTURE

Each programme is built up out of a number of units, some of which are mandatory — i.e. units which
are taken by all students — and some of which are optional — i.e. you may choose the units that best
correspond to your interests. Most School programmes in Year 1 are made up predominantly of
mandatory units.

All students are required to gain 120 credits in each year of study, and you will normally expect to gain 60
credits in each of the two Teaching Blocks into which the teaching year is divided.

Joint School students can expect to take 60 credits in each of their subjects in the first year, although
more flexibility is allowed in subsequent years. Single Honours students take most of their credits in their
‘home” language with the remainder (20 or 40) gained from Open Units offered by other departments.
For more details consult the Open Units Booklet, at:
http://www.bristol.ac.uk/esu/edpart/progunitinfo/unit/openunits.html.

10 credit points represents approximately 100 hours of total student input (contact hours, private study,
and unit assessment). You should be aware of the criteria for the awarding of credit points prior to
commencing specific units.

Ab initio language study:

In all languages studied in the School except French, a proportion of the intake is made up of students
with no prior knowledge of the language, or who have studied it only up to GCSE. For these students, the
study of language is obviously a more urgent priority, in order to develop skills in the four major areas of
language acquisition — writing, reading, listening, and speaking — and typically they will earn 40 credit
points on language study in the first year.

TEACHING METHODS

Lectures are used to present information, ideas, interpretations and so on to large groups of students.
Sometimes you will be asked to do some reading in preparation for the lecture in order to help you
understand the topic more fully. If the lecture is on a literary text or film, it is advisable to have read or
watched the relevant set text in advance of the lecture, unless the lecture is clearly on a very general
topic for which no specific reading beforehand is necessary. You will not normally be required to
contribute in lectures, though you will be able to ask questions at a convenient time, and other types of
participation may be encouraged by individual lecturers.

You will certainly want to take notes in lectures, and you should make the time afterwards to re-read the
notes, assimilate the material, and mark anything which is not clear, so that you can ask a question about
it later, and file the notes in a systematic way for when you need to revise.

For essays and exams, you are expected to supplement the knowledge gained in lectures by further
reading, as set out in unit Reading Lists and/as indicated by the lecturer for each unit. If you have doubts
or questions, please speak to the teacher on the unit concerned, or to your personal tutor.

Seminars are smaller groups (usually 15-25 students) and are used to discuss concepts, issues or
problems in depth. You will be expected to participate actively in seminars, and in fact the success of
seminars depends on your willingness and ability to do so, based on adequate preparation and thought —
the format aims to engender debate, and success and enjoyment depend almost entirely on student
initiative and preparation. You may be given specific tasks to carry out in advance of seminars, either
reading set texts or reading on a topic. Over the course of your degree, you will be required to present
regular seminar papers to the rest of your seminar group.

You are possibly used to finding out “correct” answers to questions that have been posed by teachers.
University teachers will generally use the seminar format to encourage students to discover for
themselves what are the interesting questions arising out of a topic, issue or text, and to appreciate that
there will not always be a single clear-cut answer.
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Make sure that you understand what you are expected to prepare; plan your reading so that you have
time to complete a text, or fully research and reflect on a historical or cultural topic before the seminar;
and plan a time to tidy up your notes and think further about the discussion soon afterwards. After the first
term, teachers will generally take it for granted that substantial initial reading of set literary or cultural texts
has been undertaken in vacation, so that the term can be devoted to research, re-reading of details and
processing of information and ideas. It is often difficult to find the sustained time to read a new text
enjoyably in term-time!

For weekly language classes you will be asked to prepare, and in some cases to submit in advance of
the class, a translation or other exercise.

For further information on discipline-specific study skills, you might consult the university’s and Students’
Union websites, or a publication such as the following produced by CiLT, the Centre for Information on
Language Teaching and Research: Linda Hantrais, The Undergraduate’s Guide to Studying Languages
(1989). This is available in the Library, class mark LB2365.L4 HAN.

Independent Learning

Independent Learning is an integral part of your university course. It is neither optional nor an
extra, but a requirement placed on all students at university. Although you must of course comply
with the requirements of each unit you are registered for, an attitude of independence allows you to take
charge of your own learning because YOU CHOOSE what you want to do and when you want to do it.
This allows you to develop your learning strategies and optimise your learning opportunities, by making
you reflect on your work, how you do it, why you like or dislike doing it and, vitally, what you learn from
doing it.

Independent Learning means freedom to explore, to be curious and creative with your OWN TIME, and to
see your progress.

By Independent Learning we mean a comprehensive range of activities that YOU carry out outside
your allocated contact hours although still within the notional amount of study time allocated to a unit
(about 100 hours per 10 credit points). In language learning, such activities cover all four language
skills (listening, speaking, reading, and writing) and also grammar and vocabulary.

You can expect between 7 and 12 fixed hours in your working timetable every week. It is your
responsibility to divide the rest of your time between private study, survival and recreation. Without
planning, it is very hard to use the available time efficiently. Your private timetable needs to be flexible,
but not vague: even odd hours between two lectures can be useful if you know in advance what you aim
to achieve in them.

Long-term planning - spacing out your essay deadlines and seminar papers, and bearing in mind when
you will start work on a new text, for example - will also be essential to your well-being.
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BLACKBOARD

The University uses ‘Blackboard’ as an online learning environment. This can be access via MyBristol
(www. bristol.ac.uk/mybristol) and will hold information for all of the units you are registered on. The
Blackboard website is:

https://www.ole.bris.ac.uk/webapps/portal/frameset.jsp.

THE ASSESSMENT PROCESS

Our assessment system is thorough, tried-and-tested, and designed to ensure that all efforts are taken
to give students due credit for the achievement their work represents. We aim at all times to be
scrupulous, even-handed and consistent in carrying out all the practices that inform the assessment
process. Below is a summary of what this process involves.

For each unit, the method of assessment is outlined in the Unit details. The lecturer or lecturers in charge
of the unit will give you further information once teaching begins.

Marking and Moderation

When you submit an essay, you need to complete a green cover sheet that you can get from the School
Office. Once an essay has been submitted, it is forwarded to the tutor for whose course unit the essay
was written. He or she will then mark and annotate the essay and return it to the Student Services Office
for collection by the student. All essays are marked anonymously which is why you must put your
candidate number on the cover sheet when you hand in your work

MARKING CRITERIA

The marking criteria for all elements of language and cultural assessments can be found on the SML
website: http://www.bristol.ac.uk/sml/undergraduates/markingcriteria/

DEGREE CLASSIFICATION CRITERIA

The assessment marks you obtain in your first year do not contribute to your degree classification, but
progression to the second year is dependent on your obtaining a pass mark in all mandatory units and
obtaining 120 credit points.

Marks from later years do count towards your final degree. If you want to find out how this works look at:

» The undergraduate handbook on the Faculty of Arts website:
http://www.bristol.ac.uk/arts/current/under/handbook.html

Further information is also available on the Education Support Unit website:
http://www.bristol.ac.uk/esu/assessment/codeonline.html

FEEDBACK ON ASSESSMENT

Academic feedback is a vital element of the learning process, helping you to evaluate your current level
of performance and to identify the ways in which you need to develop your understanding, skills and/or
approach to the subject in the future. Defined in this way, it should be apparent that feedback is
intended to contribute, not just to your developing understanding within a single unit or even a single
year, but to your ongoing academic formation throughout your degree programme. But what exactly is
feedback and when do you receive it?

Feedback is ‘information’ provided to you which allows you to take into account the perspective of your
tutors on your own developing views and on your assessed work. It is provided in diverse ways (e.g. in
10
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either oral or written forms) and at various points during the academic year. Our aim is to make available
to you a range of forms of feedback within an appropriate time-frame. The precise combination of forms
in which feedback is delivered will of necessity vary from unit to unit and from programme to programme.

Typically feedback occurs in three phases:

1. Teaching: During the teaching process, as you begin to acquire an increasingly critical understanding
of the subject matter of the unit and have the opportunity to test that understanding in class
discussions—whether through questions, interactions with peers, or more direct forms of participation
(e.g. presentations) or through one-to-one contact with staff.

2. Interaction with assessment: As your ideas begin to form, you start to interact with the formal
assessment (whether formative or summative); questions arise, and ‘consultation hours’ offer you the
opportunity for one-to-one discussion with your tutor about your approach to the assessed work.
(Note: while all assessment is in a sense ‘formative’, only assessment that counts for progression
from year 1 and for the final degree classification in years 2 and 3 is described in University
documents as ‘summative’.)

3. Post-assessment: Depending upon the form of the assessed work, you will receive various kinds of
feedback. This feedback will then influence the next set of units taken by you. Types of formative
feedback differ according to the method of assessment used.

a. General contextualization of any marks assigned is provided by the publication of the marking
criteria in the Handbook.

b. In many units, there is a purely formative assessed element—types include essays, class tests,
oral presentations, book reports and on-line quizzes—and the type of feedback involved varies
accordingly. These are not moderated and are not anonymous. Tutors are expected to return
formative assignments before summative assignments are due.

c. Feedback on essays takes the form of (i) a general written comment on the feedback sheet
summarising the characteristics of the work, and (i) written comments on the work itself.
Essays are usually returned to you within three weeks, and delays are notified to you by e-mail.
You are encouraged to seek further oral feedback in consultation hours.

d. Feedback on presentations is given orally and, where necessary, in writing.

e. Feedback on class tests/practice tests is delivered orally through group feedback in class or
(where deemed necessary) through one-to-one feedback and in writing through comments on
tests, returned to you within three weeks.

More information is on the SML website:
http://www.bris.ac.uk/sml/undergraduates/stuinfo/smiquide/feedback.html.

PLAGIARISM
Plagiarism is one of the most serious forms of academic misconduct.

Passages quoted or closely paraphrased from other authors must be identified as quotations or
paraphrases, and the sources of the quoted or paraphrased material must be acknowledged. Use of
unacknowledged sources may be construed as plagiarism. More information on plagiarism can be found
at: http://www.bristol.ac.uk/esu/studentlearning/plagiarism/

It is your responsibility to ensure that you do not fall under any suspicion of plagiarism. Even when
plagiarism is the result of careless note-taking and/or inadequate referencing, it is still treated as a serious
matter and you will be penalised.

General guidance on referencing and footnoting, along with practice exercises, can be found via:
www.bris.ac.uk/arts/skills/self.html
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EXAMINATION REGULATIONS AND PROCEDURES
Examination Timetables

Exams are held in January, May and June of each year, with a re-sit examination period in September.
You will be notified via email when the examination timetable has been published. The timetables are
usually published in December (for the January exams) and at Easter (for the summer exams).
Examination timetables are made available to you via the Student Info webpage:
www.bris.ac.uk/studentinfo

You must check that you are registered for the correct examination papers. If there are any errors you
must contact the Student Services Office immediately.

Candidate Numbers
You must ensure that your examination scripts are clearly marked with your candidate number. Your

candidate number can be obtained via the Student Info website:
www. bris.ac.uk/studentinfo

Alternative arrangements

Alternative arrangements for examinations can be provided for students with medical conditions and
normally consist of extra time in the exams and/or the use of a computer. Alternative arrangements may
be requested on completion of the Alternative Arrangements form, available online at
http://www.bris.ac.uk/exams/examinations/alternative/. The deadlines for submitting an Alternative
Arrangements application will be detailed on the back of the form but they will be approximately:

= For exams up to the end of February 2012 — Alternative Arrangement deadline 18 November 2011

= For exams from 1st March 2012 onwards — Alternative Arrangement deadline is 27 January 2012.

Additional support for students with disabilities is available from the Access Unit
(http://www.bristol.ac.uk/accessunit/).

Examination Regulations

The University’s examination regulations can be found at:
www.bris.ac.uk/secretary/studentrulesregs/examregs.html

Your attention is particularly drawn to section 2.1, which states that ‘“failure to attend an examination
without reasonable cause may result in the award of no marks for that examination. It is the
responsibility of the student to be aware of the details of the examination timetable.’

Absences from Examinations
Please refer to the section on Attendance and Absences (School Procedures) for what to do if you are
absent from an examination.

Past Examination Papers
Copies of past papers can be found in the Arts and Social Sciences Library.
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PRIZES
A number of prizes have been endowed to recognise excellence in various aspects of students’ work in
the School. Full details of the awards can be found on the Faculty of Arts website:
http://www.bristol.ac.uk/arts/current/under/prizes.html

YEAR ABROAD

The third year of your programme is spent abroad. This is first and foremost an exciting opportunity to
immerse yourself completely in the language(s) and culture(s) you are studying in Bristol, but it also offers
a range of new experiences and opportunities for personal development. You can spend the year abroad
in three main ways: teaching English in a school, studying at one of Bristol’s many partner universities, or
on a work / training placement. Whatever you choose to do, you will find that the year abroad develops
many of the skills you have acquired in your first two years in Bristol, especially your independence,
initiative, cultural awareness and adaptability, and as a result this part of the programme is very
favourably regarded by employers. For more information about the options available for your year
abroad, follow the departmental links from:

http://www.bristol.ac.uk/sml/undergraduates/stuinfo/stuinfo/year3.html

NB: There will be a meeting about the year abroad that is compulsory for ALL first year students after the
end of your summer exams (exact date to be confirmed). At this meeting, representatives from the
School of Modern Languages and the University’s International Office will present your year abroad
options in more detail so that you can take some time to research these options in more depth over the
summer vacation. You will make the final arrangements for your year abroad during the second year, in
consultation with your personal tutor, departmental year abroad coordinator(s) and the staff of the
International Office as appropriate.
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ACADEMIC GUIDANCE

PRESENTATION AND LAYOUT OF WORK
e Assessed work should be submitted on A4 paper
e|t must be word-processed, single-sided and double-spaced

el eave adequate margins — for example, of at least 2.5 cm —on each side of the text for your marker’s
corrections and comments.

eUse 12 point font size

eNumber pages consecutively using Arabic numbers (1, 2, 3).
oPut the title of the essay the top of the first page

eYour name must not appear anywhere in the text of your essay.

eEach copy of each essay must be submitted with a completed cover sheet, available from the Student
Services Office or Common Room (see Essay Submission, p.37).

ESSAY LENGTH

The word-count for essays includes gquotations and footnotes or endnotes, but excludes the title
and bibliography.

Students are encouraged to produce essays more or less within 10% of the indicated length.
There is no fixed penalty tariff for under- or over-shooting.

However, work significantly under the stipulated word count is unlikely to cover adequately the topic; an
essay well in excess of the word count may well lack focus and include material not pertinent to the title.
Students may effectively penalise themselves through inattention to the word-count. In learning to
produce written assignments to a prescribed maximum length, and in the process cultivating the arts of
concision and (where necessary) excision, you will be developing highly valuable transferable skills.
Academics themselves frequently find that nothing improves a piece of work quite so much as a little
strategic trimming; in the event of your drafting an essay that overshoots the limit and requires some
editorial pruning (or a more radical hacking back), hopefully you will also discover the truth of this
reflection.

REFERENCING AND FOOTNOTING

General guidance on referencing and footnoting, along with practice exercises, can be found via:
www.bris.ac.uk/arts/skills/self.html
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RESOURCES

SCHOOL OF MODERN LANGUAGES MULTIMEDIA CENTRE

The School’s Multimedia Centre, which opened at the end of 2009, offers a range of facilities and
technologies designed to support independent learning. You can view satellite television, live and
recorded, in all the languages taught within the School, and have access to a library of 1500 DVDs, for
viewing either at PCs, on large-screen TVs or in a cinema-style 18-seater screening room. There is a
selection of current newspapers and magazines from a range of countries. A drop-in Media Suite
contains PCs and reference books such as dictionaries and grammar guides. Semi-professional voice
recorders and high definition video cameras are available to be used in conjunction with a video editing
station and sound recording studio. All PCs have headsets with microphones and can access foreign
language satellite channels.

The School strongly recommends that students take every chance to expose themselves to
authentic cultural experiences in all the languages they are studying. Reading the foreign press,
exploring web sites via foreign servers, and watching foreign films are excellent practice.

In term-time the centre is open from 8am until 9pm Mon-Thurs and until 5pm Fridays; out of term on
weekdays 9am to 5pm. During normal working hours you are supported by the Learning Technologist,
Nick Bartram.

For more information please see the Modern Languages Multimedia Centre site in Blackboard.

UNIVERSITY LIBRARY SERVICE

The Arts and Social Sciences Library (ASSL) in Tyndall Avenue houses the majority of the printed
books, journals and audio visual materials of interest to modern languages undergraduates, but your
library card entitles you to use all 10 branches of the university library. Information about locations of
the branches, opening hours and borrowing rights can be found at: http://www.bris.ac.uk/library/

Location of collections

The main modern language printed book and journal collections are held on the second floor of the
ASSL. Subjects such as history, sociology, economics and politics can be found on the first floor.
Detailed information about the location of resources can be found on the library‘s subject pages (see
Subject Resources below).

Note that high-demand books and journal articles are located in the Short Loan Collection on the
ground floor of the ASSL. For more information about this, see:
http://www.bris.ac.uk/library/using/branches/assl/collections/slc.html

Many rare and valuable items are kept in our Special Collections Department. For further details see:
http://www.bris.ac.uk/library/resources/specialcollections/

Finding printed resources
Please use the library‘s online catalogue to locate printed stock and to search for books on a subject.
The catalogue is available on the library home page or at http://www.lib.bris.ac.uk/ALEPH/.

There is a range of video tutorials about how to use the online catalogue at
http://www.bris.ac.uk/studentskills/content/ilitskills/tutorials/librarycatalogue/. Please ask a member of
library staff if you are unsure about how to use the library‘s catalogue.

A relatively small number of seldom used items in our collections, published before 1978, are not listed
on the online catalogue. To double check, it is necessary to consult the card catalogue online, which is
available via the main online catalogue.
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Finding electronic resources
MetalLib, the library‘s gateway to electronic resources, provides access to electronic journals and
databases. MetalLib is available at http://metalib.bris.ac.uk/.

The majority of electronic resources can be accessed on- or off-campus. If you intend to use them off-
campus, please visit the following web page: http://www.bristol.ac.ukl/it-
services/advice/homeusers/remote/ for information about how to do this.

Support and advice on how to use MetaLib can be found at the following web address:
http://www.bristol.ac.uk/library/resources/tools/metalib/#guides. Alternatively, please ask your subject
librarian for assistance.

Subject resources
Detailed information about library resources, printed and online, for modern languages subjects can be
found on the relevant subject pages:

[1French: http://www.bristol.ac.uk/library/support/subjects/french/
[1German: http://www.bristol.ac.uk/library/support/subjects/german/
[JHispanic, Portuguese and Latin American Studies:
http://www.bristol.ac.uk/library/support/subjects/hispanicstudies/

[ltalian: http://www.bristol.ac.uk/library/support/subjects/italian/
[1Russian: http://www.bristol.ac.uk/library/support/subjects/russianstudies/

Contacts
Subiject librarians provide advice and training for modern languages students. Their contact details are
as follows:

[1Damien McManus (French, German, Russian): damien.mcmanus@bristol.ac.uk
[JEmer Stubbs (Hispanic, Portuguese and Latin American Studies and ltalian):
emer.stubbs@bristol.ac.uk

COMPUTER ROOMS / SELF-ACCESS FACILITIES

There are two additional computer rooms, rooms G89 and G95 on the ground floor of 19 Woodland
Road. G95 is for student drop-in use only. G89 is used for teaching and can be used by students when
no classes are scheduled.

STUDENT FINANCES - BOOKS AND EQUIPMENT

All students will need to purchase some materials associated with their programme during their time at
Bristol. Depending on what subject you are studying, expenses may include basic stationery,
photocopying and printing, course material and costs involved in trips and other activities. You will
certainly be expected to buy books, and you will receive guidance from your department on
recommended purchases for your programme as a whole and for individual units. National guidance on
student finances assumes that students will spend at least £300 per year on books and other study
expenses; about £50 per 20-credit unit.

A range of set texts can be bought from Blackwells on Park Street. It may be easier and cheaper to get
them online. Some useful internet suppliers of new and/or second-hand textbooks and foreign language
literature include:
amazon.co.uk / amazon.com / amazon.fr / amazon.de / amazon.it
barnesandnoble.com / abebooks.com

Your tutors will be able to give you more specific help. If you are having trouble getting hold of
a particular text, let us know.
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BOOK SHOPS/FILM RENTAL

The following bookshops specialise in foreign language texts:

The European Bookshop Grant & Cutler Ltd

5 Warwick Street 55-57 Great Marlborough Street,
London, W1B 5LU London, W1V 2AY

Tel: 020 7734 5259 Tel: 0207 734 2012
http://www.europeanbookshop.com/ http://www.grantandcutler.com/

E-mail: direct@ebs.co.uk E-Mail: enquiries@grantandcutler.com

Specialist in Hispanic books, including Portuguese:

Dolphin Book Co (Tredwr) Ltd

Llangranog, Llandysul, Ceredigion, SA44 6BA
Tel: (01239) 654404

Fax: (01239) 654002
martin@dolphinbookco.freeserve.co.uk

Film rental:

The best selection of foreign language films available in Bristol is via 20th Century Flicks, 3 Richmond
Terrace, Queens Road, Clifton (next to the Union building). Tel: (0117) 974 2570. They will also order
films for purchase. Their catalogue is regularly updated and staff are well informed and very helpful. Art
house and foreign language films can be purchased from the Watershed Arts Centre, 1 Canon’s Road,
Bristol BS1 5TX, Tel: (0117) 921 4135. Videos and DVDs of foreign language films are also available
for viewing and/or borrowing in the Arts and Social Sciences Library.
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SUBJECT SPECIFIC INFORMATION

FRENCH

1. FIRST YEAR PROGRAMME STRUCTURE FOR ALL STUDENTS OF FRENCH

Unit Studied Who Studies it When (ie which | Credits awarded
Teaching Block)

FREN10029 ALL TB4 20

French Language

FREN10025 ALL* B2 20

Introduction to French

Literature

FREN10027 ALL* TB1 20

Shaping Contemporary

France

FREN10028 Single Honours French | TB1 20

Arts in Contemporary students

France

Two open units in Single Honours French | TB1 &/or TB2 40

another department

students

* Students studying Law with French take French Language plus either FREN10025 or FREN10027.

2. FRENCH LANGUAGE UNIT DESCRIPTION

These units are taken by ALL students of French and comprise a number of elements. You should expect
to devote approximately 7-8 hours a week to French language.

2.1 Written Language classes: All students

= Held weekly throughout the year.
= Refer to your individual timetable for your language classes.

= This class, based on dossiers to be distributed by the individual language teachers, will provide

guidance and practice in a wide variety of linguistic skills including:

- academic writing: you will develop the skills you need in order to write effectively for
academic purposes. You will learn how to tackle essay questions, construct an argument,
structure your work effectively, as well as draft and edit your French essays.

- guided writing: you will be asked to complete tasks such as reading comprehension
exercises, translation into French, rephrasing, synthesising, structured or guided
guestions relating to a text, grammar and vocabulary exercises

- translation from French into English: you will acquire an appreciation of some of the
stylistic problems involved in translating a text into English, develop translation
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techniques, and make use of basic translation theories to justify strategies you have
adopted in your translations.

- syntactical and lexical structure development through the study of authentic written
materials organised around a series of contemporary topics

2.2 Oral/Aural class: All Students
= Weekly throughout the year

Discussions will relate to current affairs and topics of general interest. You will also work on French
pronunciation and aural comprehension. This class will also help you develop fluency and confidence in
more general conversation. In the first term, the emphasis will be on student-led debate. In the second
term, you will develop your ability to construct an argument and, from there, to produce a coherent
exposeé in French in preparation for an oral examination in June.

2.3 Structures of Languages (S.0.L.): All Students

= Weekly lectures, TB1 only.
This class is on the organisation of language in general, but with a focus on French. Some students may
be dispensed from attendance by satisfactorily completing an online diagnostic test set early in the term.
Those who are not so dispensed must take an online formative test early in January on the material
covered by this unit.
2.4 Contemporary French in Context (C.F.C.)

= Lectures every other week, TB1 only.
2.5 Language Skills Development (L.S.D.): All Students

= Weekly lectures, TB2 only.
This class enables students to consolidate French grammar, and to develop a broader range of linguistic
expertise than is possible in the language class alone.
Some preparation will be involved, and some written work may be carried out and marked in class. There
will be an examination for all students early in the summer term on the material covered in this class,

which along with the other written and oral French examinations will produce the assessment mark for the
language unit as a whole.

3. CULTURAL UNIT DESCRIPTIONS
= FREN210025, Introduction to French Literature
= FREN10027, Shaping Contemporary France
= FREN10028, Arts in Contemporary France

For unit descriptions of these units please visit the French web site -
http://www.bristol.ac.uk/french/current/undergrad/infoyrlstudents - or refer to the unit handbooks.

You should note that because we frequently study modern French language, civilisation and history
through the medium of French (some of your language classes, all classes in The Arts in Contemporary
France and some in Shaping Contemporary France are given in French), and insist that you read the
literary set texts in French, all the above units also contribute to your education in the French Language,
although they have separate unit codes. It will be up to you to make the most of the possibilities for cross-
reference and enrichment arising from the combination of skills you are developing: as you read French
newspapers and web sites to research an essay on current affairs, you will of course be developing your
own linguistic expertise at the same time.
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GERMAN
1. FIRST YEAR PROGRAMME STRUCTURE FOR ALL STUDENTS OF GERMAN

1.1 German (Single Honours) — Post A-Level

Unit Studied When Credit points
GERM10009 - German Language TB4 20
GERM10013 - Introduction to German Studies TB4 40
GERM10030 - Images of Austria: Blue Danube and the Third Man TB1 20
GERM10034 - Introduction to German Children’s Literature TB2 20
Open unit in another department TB1 or TB2 20

1.2 German (Joint Honours) — Post A-Level

Unit Studied When Credit points
GERM10009 - German Language TB4 20
GERM10013 - Introduction to German Studies TB4 40

1.3 German (Joint Honours) — Ab-initio

Unit Studied When Credit points
GERM19003 - German Language TB4 40
GERM10033 - Introduction to German Studies TB4 20

1.4 German (Joint Honours with Law)

Unit Studied When Credit points
GERM10009 - German Language TB4 20
GERM10023 - Introduction to German Studies TB4 20

2. GERMAN UNIT DESCRIPTIONS

For full details on all these units, please visit the German website where the most up-to date information
is available, including reading lists, assessment and how the unit is taught:
http://www.bris.ac.uk/german/current/undergraduate/yrl/units
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3. GERMAN TIMETABLE

You should check that your personalised timetable includes the following elements.
Please remember that your timetable may change between Teaching Block 1 and 2.

GERM10009/19003 — German Language

Integrated skills

GERM10009 TB1 - 3 hours
All post A-level students TB2 — 3 hours
GERM19003

TB1 & TB2 — 5x1hr classes

All ab-initio students

GERM10013/23/33 — Introduction to German Studies

Lectures

Landeskunde | History Faust Seminar Seminar

(TB1) (TB1) (TB2) (TB1) (TB2)
GERM10013 | Y Y Y Y Y
(post A-
level)
GERM10023 | - Y - Y Y
(History
and Law)
GERM10033 | - Y Y Y (with Dr | -
(ab initio) Langer)

4. WORD PROCESSING FOR GERMANISTS

Creating foreign characters:

You will sometimes need to use German characters unavailable on British keyboards. There are some
number codes you can use but here is a shortcut:

= To produce umlauts in lower case letters: hold down together shift -+- and control -Ctrl -keys, and
press : (colon key), release shift and control keys and type the vowel required.
= To produce umlauts on capital letters: hold down the shift key when typing the required vowel.
= To produce 3: hold down shift and Ctrl keys together and press & key, release shift and Ctrl keys
and type s.
Number codes:

A= Alt + 142 a=Alt+132

O = Alt + 153 o = Alt + 148

U=Alt+ 154 0 =Alt+ 129
R = Alt + 225
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HISPANIC, PORTUGUESE AND LATIN AMERICAN STUDIES (HiPLA)

The School of Modern Languages offers the following programmes in Hispanic, Portuguese and Latin

American Studies:

= Spanish (sometimes called “Single Honours Spanish”). In the first year of this programme, you
will be required to take 80 credits of language and “culture” units in the Department, as well as a
further 40 credits worth of Open Units.*

= Hispanic Studies (Spanish with Portuguese or Catalan).

= Joint Honours (Spanish/Portuguese combined with another Modern Language - French, German,
Italian, Russian or Czech - or with another subject which is not a language — Drama, History of Art,
Music, Philosophy or Palitics).

1. FIRST YEAR PROGRAMME STRUCTURES

1.1 Spanish (Single Honours)

Unit Studied When Credit points
HISP10001 Spanish Language TB4 20
HISP11304 Introduction to Hispanic and Latin American Studies TB4 40
HISP11305 Techniques of Textual Analysis TB2 20
Two open units in another department* TB1 &or TB2 | 40
1.2 Spanish (Joint Honours — with another language or subject)
Degree Pathway Unit Studied When Credit
points
Post A level Spanish HISP10001 TB4 20
Spanish Language
HISP11304 TB4 40
Introduction to Hispanic and Latin
American Studies
Ab-initio Spanish HISP10116 B4 40
(students who do not Spanish Language
have an A level in
Spanish)
HISP11306 TB4 20
An Introductory Survey Course of
Hispanic and Latin American Studies
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1.3 Portuguese (Joint Honours —with another language or subject)

Degree Pathway Unit Studied When Credit
points
Post A level Portuguese HISP10307 TB4 20

Portuguese Language

HISP11303 TB1 20
Introduction to Portuguese & Brazilian
History

HISP11302 TB2 20
Introduction to the Literature & Culture in
Portuguese

HISP10302 TB4 40
Portuguese Language

Ab-initio Portuguese

HISP10304 TB1 10

Introduction to Portuguese & Brazilian

History

HISP10303 TB2 10

Introduction to the Literature & Culture in

Portuguese
1.4 Hispanic Studies
Unit Studied Who studies it? When Credit

points

HISP10001 Spanish Language All students TB4 20
HISP11304 Introduction to Hispanic and Latin | All students TB4 40
American Studies
HISP11305 Techniques of Textual Analysis All students TB2 20
HISP10106 Portuguese Language Portuguese route TB4 20
HISP10304 Portuguese route TB1 10
Introduction to Portuguese & Brazilian History
HISP10303 Introduction to the Literature & Portuguese route TB2 10
Culture in Portuguese
HISP10108 Catalan Language Catalan route TB4 20
HISP10305 Catalan Institutions Catalan route TB1 10
HISP10303 Literary History of Catalonia Catalan route TB2 10
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* Open units for single honours Spanish students

Depending on your interests, you may take these Open Units within Hispanic, Portuguese and Latin
American Studies — HISP10106, Portuguese Language (20 credits) and/or HISP10108, Catalan
Language (20 credits) — or elsewhere in the School of Modern Languages, or elsewhere in the University.
Further details on Open Units are given in the Open Units Catalogue
(http://www.bristol.ac.uk/esu/edpart/progunitinfo/unit/openunits.html).

Please note that it is your responsibility to register with the department offering the Open Unit you want to
study during Introductory Week. You must ensure that Studentinfo shows all the units you are
studying (120 credit points).

All information concerning timetabling, teaching and assessment of Open Units must be obtained from
the departments in which the units are taught. Before signing up for any Open Unit, check that your
timetable will allow you to fulfil all the timetabled requirements for the Open Unit.

2. HiPLA UNIT DESCRIPTIONS

Information about all the units listed above be found on the Hispanic Studies part of the School of Modern
Languages website - http://www.bristol.ac.uk/hispanic/current/undergrad/yearl/.

The Department also produces a detailed ‘GUIA DEL ESTUDIANTE’ with more information on all aspects
of the Spanish language units, and you must ensure that you obtain this in your first language classes,
and follow its advice and guidance.

3. RESOURCES

3.1 Books

It is essential to buy copies of the set texts, which are listed with the details of Literature units. If no
edition is specified, you may buy any inexpensive paperback edition. Unless clearly specified otherwise,
set texts will be studied in the order they appear in the unit information on the Hispanic Studies pages of
the School of Modern Languages website.

Throughout your programme you will also need to consult:
= a Spanish grammar book;
= atleast one bhi-lingual Spanish-English/English-Spanish dictionary;
= a monolingual Spanish dictionary;
= an English dictionary;
= a Thesaurus or dictionary of synonyms;
= aspecialised dictionary of literary terms.

While it is not essential to buy all of these reference books before coming to Bristol, as there are copies
available in the University Library, in the long term you will find it convenient to have your own copies so
that you can work at home: you are advised, therefore, to buy these as and when you can.

You may have bought some or all of your first year books during the summer vacation before you come
up to Bristol, in order to do preliminary reading. Should you have decided to wait until your arrival in
Bristol, please bear in mind that books in Spanish, Portuguese and Catalan are difficult to obtain at
short notice, except from specialist bookshops, or academic bookshops in Bristol that have our reading
lists.

Second-hand Books: It is sometimes possible to obtain second-hand copies of books in the Blackwells

bookshop in Bristol, or Grant and Cutler in London. Lists of books for sale privately are also often posted
on the students’ notice-board within the School.

3.2 Spanish, Portuguese and Catalan on the Internet
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The Hispanic section of the School website offers a variety of useful information on matters of interest to
students of Spanish, Portuguese and Latin American Studies (including details, for instance, of the
Semana Cultural), and links to interesting sites relating to the subjects taught in those fields. Those
webpages provide you with access to, for example, many on-line periodicals, as well as information on
universities in Spain with a number of interesting links to Catalonia, Portugal, and Latin America. In
addition, a number of verb-conjugation and simple language courses will also be accessible on-line to our
students, with links from our home page:

http://www.bris.ac.uk/Depts/Hispanic/

3.3 Student Societies

The department has two societies, The Hispanic Society, which arranges social events related to Latin
America and Spain, and Beleza, which arranges social events and film viewings related to the
Portuguese-speaking world.

The societies are run by and for students of Spanish and Portuguese, and anyone interested in arranging
society events this year that may need funding should contact the Student Union treasurer for
information.

3.4 Accents and Lexical Variations for Oral Presentations and Written work in Spanish

The strength of the Spanish language resides in the wide variety of peoples and cultures using it, and it
constitutes a strong bridge for communication between widely separated and hugely diverse countries
and regions. To avoid any misunderstanding, this Department has always emphasised that any authentic
regional accent or lexical variation is acceptable, both in oral presentations and all written work in
Spanish, provided that language is used correctly, intelligibly and follows the general grammatical rules
and structures currently observed and taught. Regional vocabulary or particular dialect usage must be
used with care and sensitivity — and always in the appropriate context! Similarly, the use of slang or street
neologisms must be limited to illustrate particular experiences or situations. Just as the North Americans
and British understand that a pavement and sidewalk, or elevators and lifts, are different names for the
same object, we believe serious students of Spanish should be fully aware of variations in usage and
have the capacity to employ and explain them in order to communicate with others as appropriate.

The Department has been fortunate in having professional language teachers from different parts of both
Spain and Latin America in order to reflect the wealth of cultural and linguistic variety. We believe that we
must be highly attuned to cultural difference and respect and appreciate ‘otherness’. It is not always a
simple matter of correct grammar and vocabulary; it is also extremely important to be aware of register,
whether in expressing ourselves or interpreting another’s meaning. Mastering the appropriate nuance of
register always needs practice but also awareness, knowledge and sensitivity are essential, particularly
when dealing with a foreign language.
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ITALIAN

1. SINGLE HONOURS: AB INITIO (BEGINNERS)

Your main task in Year 1 is to master the basic grammatical structures of the language and to begin to develop
skills in the four major areas of language acquisition: writing, reading, listening and speaking. Every week you
will do five hours of language, organised as follows: 3 hours of language study (mainly grammar), 1
hour of oral/aural work and 1 hour of reading skills. In the course of each Teaching Block a fair amount of
time will be dedicated to the study and revision of language through either the Multimedia Centre or CALL
(Computer Assisted Language Learning) work.

Single Honours Ab Initio candidates take ALL units listed below, including Open Units, to achieve their 120
Credit point quota.

TEACHING BLOCK 1 TEACHING BLOCK 2

ITALIAN LANGUAGE
(ITAL10002) 40 credits

CONTEMPORARY ITALY
(ITAL10021) 10 credits

MODERN ITALIAN TEXTS
(ITAL10007) 10 credits

READING MEDIEVAL CULTURE
(ITAL10025) 10 credits

POSTCOLONIAL ITALY
(ITAL10027) 10 credits

READING RENAISSANCE CULTURE
(ITAL10026) 10 credits

PROJECT WORK II
(ITAL10014) 10 credits

Open unit* 20 credits (either in TB1 or TB2; or 2x10 credit point units)

2. SINGLE HONOURS: POST A-LEVEL

Your main task in Year 1 is to revise and consolidate your knowledge of Italian grammar and to increase the
range and sophistication of your language skills. You will already possess an interesting array of Italian
grammar books among you, but the set grammar book required by the department is ECCO! Italian Grammar.
Additional language material and exercises will be provided by the Department with a selection of specially
selected authentic material. There are three language hours per week, 2 of which focus on grammar,
composition and translation, and 1 on oral/aural skills. With the aid of the CALL (Computer Assisted
Language Learning) and Multimedia Centre. facilities, we aim to improve your linguistic fluency in regard to a
whole range of language skills: writing, comprehension, summary, role-play,speaking,etc.

Single Honours Post A level candidates take ALL units listed below, including Open Units, to achieve their 120
Credit point quota.

TEACHING BLOCK 1 TEACHING BLOCK 2

ITALIAN LANGUAGE
(ITAL 10001) 20 credits

CONTEMPORARY ITALY
(ITAL10021) 10 credits

MODERN ITALIAN TEXTS
(ITAL10007) 10 credits

READING MEDIEVAL CULTURE
(ITAL10025) 10 credits

POSTCOLONIAL ITALY
(ITAL10027) 10 credits

CONTEMPORARY EUROPEAN FILM
(MODL10009) 20 credits

READING RENAISSANCE CULTURE
(ITAL10026) 10 credits

PROJECT WORK Il
(ITAL10014) 10 credits

Open unit* 20 credits (either in TB1 or TB2; or 2x10 credit point units)
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3. JOINT HONOURS: AB INITIO

Your main task in Year 1 is to master the basic grammatical structures of the language and to begin to
develop skills in the four major areas of language acquisition: writing, reading, listening and speaking.
Every week you will do five hours of language, organised as follows: 3 hours of language study
(mainly grammar), 1 hour of oral/aural work and 1 hour of reading skills. In the course of each
Teaching Block a fair amount of time will be dedicated to the study and revision of language through
either the Multimedia Centre or CALL (Computer Assisted Language Learning) work. Check the First
Year notice board for your group (the beginners form the majority of the intake and are normally divided
into groups) and your timetable.

Joint Hons Ab initio candidates take ALL MANDATORY units to achieve their quota of 60 credit points.

TEACHING BLOCK 1 TEACHING BLOCK 2

ITALIAN LANGUAGE (Mandatory)
(ITAL10002) 40 credits

CONTEMPORARY ITALY (Mandatory) MODERN ITALIAN TEXTS (Mandatory)
(ITAL10021) 10 credits (ITAL10007) 10 credits

4. JOINT HONOURS: POST A LEVEL

Your main task in Year 1 is to revise and consolidate your knowledge of Italian grammar and to increase
the range and sophistication of your language skills. You will already possess an interesting array of
Italian grammar books among you, but the set grammar book required by the department is ECCO!
Italian Grammar. Additional language material and exercises will be provided by the Department with a
selection of specially selected authentic material. There are three language hours per week, 2 of
which focus on grammar, composition and translation, and 1 on oral/aural skills. With the aid of the
CALL (Computer Assisted Language Learning) and Language Lab. facilities, we aim to improve your
linguistic fluency in regard to a whole range of language skills: writing, comprehension, summary, role-
play, speaking etc.

Joint Hons Post A’ level candidates take ALL MANDATORY units listed below, PLUS ONE out of the
three option units in Teaching Block 2 to achieve their 60 Credit point quota.

TEACHING BLOCK 1 TEACHING BLOCK 2

ITALIAN LANGUAGE (Mandatory)
(ITAL 10001) 20 credits

CONTEMPORARY ITALY (Mandatory) MODERN ITALIAN TEXTS (Mandatory)
(ITAL10021) 10 credits (ITAL10007) 10 credits
READING MEDIEVAL CULTURE (Mandatory) POSTCOLONIAL ITALY (Option)
(ITAL10025) 10 credits (ITAL10027) 10 credits

READING RENAISSANCE CULTURE (Option)
(ITAL10026) 10 credits

PROJECT WORK Il (Option)
(ITAL10014) 10 credits
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5. RESOURCES

5.1 Reading Lists
Most set texts are available in Blackwells. Some have been ordered through Foyles, Cabots Circus. Your
tutor will advise.

5.2 Ab initio Language books

The course textbook is Graziana Lazzarino et al, Prego! An Invitation to Italian (McGraw-Hill Publishing
Company), 8th edition, the book comes with the Prego workbook: it is important that you buy the right
edition. Prego comes with the workbook and they are available at Foyles, Cabots Circus at a significantly
reduced price.

A good modern dictionary, such as the most recent edition of the Oxford/ Paravia Italian Dictionary, is a
necessity.

5.3 Post A Level Language Books

The course text is ECCO! Italian Grammar, English Edition, Progetto Lingua Firenze.
A good modern dictionary, such as the most recent edition of the Oxford/Paravia Italian Dictionary, is a
necessity.

5.4 Culture Units

In the first half of the year, the core culture unit is ‘Contemporary Italy’. The recommended text for the
course is Paul Ginsborg, Italy and its Discontents 1980-2001, Penguin Books, 2001.

In the second half of the year, the core culture unit is ‘Modern ltalian Texts’. You will study a selection
of short stories supplied by the Department and the film Romanzo criminale, Warner Home Video,
2006.

A useful and readable introduction to the study of modern lItaly, though not a set text, is Tobias Jones,
The Dark Heart of Italy (2003).

5.5 Club ltalia

This committee is responsible for organising social events on an Italian theme throughout the year. This
provides an opportunity to meet fellow Italianists from other years. Keep your eyes on the Club Italia
notice board along from the Departmental notice boards. For information on events follow the link
below.http://www.bris.ac.uk/italian/clubitalia/italia.html
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RUSSIAN

Russian language is taught at two different levels in the First Year. Beginners and students with A-Level
or equivalent follow separate courses. If you have GCSE or even AS Russian, our experience suggests
that you should join the beginners’ group. However, in both cases, if you have had additional experience
of Russian (e.g. during a gap year), you may join the post-A-Level group. If you are genuine native
speaker of Russian, there are precedents for replacing the language programme in First Year with other
units. In the first instance you should ask your personal tutor for advice.

Beginners have six hours of language tuition per week in which they acquire the basics of Russian
grammar, and develop speaking, listening, reading, writing and translation skills through a variety of
practical activities. For the core classes, all First Years should have their own copy of the following
textbook (preferably with the CDs), which can be bought from the Student Services Office:

= Svetlana Le Fleming and Susan E. Kay, Colloquial Russian: The Complete Course for Beginners,
London, New York: Routledge, 2007.

Qualified entrants have four hours of language tuition per week, organised in fortnightly blocks of
classes, during which students advance their speaking, listening, reading, writing and translation skills (in
both directions), and consolidate and deepen their knowledge of grammar. The grammar class uses the
following textbook, which can be bought from the Student Services Office:

= Derek Offord, Modern Russian: An Advanced Grammar Course, Bristol: Bristol Classical Press,
1997.

Open Units and First Year Options

Single Honours students who are beginning Russian must take up to 40 credits’ worth of open units,
chosen from the Open Unit Catalogue. Single Honours students with A-Level Russian or equivalent must
take 20 credits’ and may take up to 40 credits’ worth of open units. Popular open units fill up quickly, so
you are advised to register early.

Only Single and Joint Honours students with A-Level or equivalent need to choose Russian options in
First Year. Single Honours students may take either or both RUSS10034 Contemporary Russia through
the Media (the study of the Russian media and the current representation of Russia in its own and in
overseas media) and RUSS10015 Czech 1 (beginners Czech language). Joint Honours students may
take either RUSS10035 Introduction to the Russian Novel (the study of six major nineteenth century
novels) or RUSS10015 Czech 1. Those taking RUSS10015 may then continue to study Czech as an
option in all three years, and apply for Czech government scholarships to attend summer language
school in the Czech Republic at any time during their course.

FIRST YEAR RUSSIAN PROGRAMME STRUCTURES

For more information on these units please visit the SML website —
http://www.bris.ac.uk/russian/undergrad/yearone/unitcatalog.html

Single Honours Russian (beginner)

Unit Code Credits Title Teaching
Block
RUSS10001 40 Russian Language (ab initio) One and Two
RUSS10033 20 Introduction to Russian History and Culture One and Two
RUSS10035 20 Introduction to the Russian Novel One and Two
Plus 40 Open units from the Open Unit Catalogue
29
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Single Honours Russian (post-A-Level or equivalent)

Unit Code Credits Title
RUSS10036 20 Russian Language (qualified entrants)
RUSS10033 20 Introduction to Russian History and Culture
RUSS10035 20 Introduction to the Russian Novel
Plus either
RUSS10015 20 Beginners Czech Language
RUSS10034 20 Contemporary Russia through the Media
Or
One of the 20 Open units from the Open Unit Catalogue
above plus
Or
None of the . ,
above and 40 Open units from the Open Unit Catalogue

Joint Honours Russian (beginner in Russian)

Unit Code Credits Title
RUSS10001 40 Russian Language (ab initio)
RUSS10033 20 Introduction to Russian History and Culture

Joint Honours Russian (post-A-Level or equivalent in Russian)

Unit Code Credits Title
RUSS10036 20 Russian Language (qualified entrants)
RUSS10033 20 Introduction to Russian History and Culture
Either
RUSS10035 20 Introduction to the Russian Novel
Or
RUSS10015 20 Beginners Czech Language

CZECH

Teaching
Block

One and Two
One and Two
One and Two

One and Two
Two

Teaching Block
One and Two
One and Two

Teaching
Block

One and Two
One and Two

One and Two

One and Two

The First Year programme for Joint Honours Czech student is made up of four mandatory course units
which aim to introduce you to the language, history, twentieth-century literature and contemporary Czech
society and popular culture. All students need the following language textbook and workbook, which can

be bought from the Student Services Office:

e |vana Bednafova and Magdalena Pintarova, Communicative Czech Elementary, Prague:

Univerzita Karlova, 1998.

The Student Services Office also sells copies of the best current single-volume bilingual dictionary:

e Josef Fronek, English-Czech/Czech-English Dictionary, Prague: Leda, 1999.

First Year Joint Honours Czech Programme Structure

RUSS 10015 20 Beginners Czech Language
RUSS 10024 10 Introduction to Czech History
RUSS 10025 10 Introduction to Czech Literature
RUSS 10026 20 Czech Language and Society

One and Two
One
One
One and Two
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SCHOOL PROCEDURES

COMMUNICATIONS

STUDENT SERVICES OFFICE AND STUDENT SERVICES TEAM

The Student Services Office is located in G88, 17 Woodland Road (adjacent to the Student Common
room).

Opening hours:
Term-time Monday to Friday: 8:30am — 4:30pm
Out of term-time Monday to Friday: 9am — 4:30pm (closed at lunchtime 1pm-2pm)

Email address: sml-office@bristol.ac.uk
Phone no.: 0117 331 8011

As an undergraduate student you will have most contact with the members of the Student Services
team, who are there to help you with your enquiries and provide advice and guidance where appropriate.
They are based in the Student Services Office, which will be your first port of call in many instances.
Please help the administrative staff by ensuring that you have read fully any information you are given in
this Handbook or elsewhere.

The Student Services Office is the place where you should:
= submit assessed essays, according to the specified deadlines (by 12 midday on the due date)
= hand in medical notes
= make enquiries about any of the administrative procedures or sources of support described below.

The staff in the Student Services team are there to assist you, but you can also help yourself by
regularly checking:

= your University e-mail account (please check this daily)

= the student notice boards for regular updates on unit changes, notices from staff etc.

EMAIL

Important Faculty and School information is communicated by email to your University email address.
This address will always be used rather than a private (e.g. Hotmail or Gmail) address. Since both
Faculty and School will assume that you are contactable through your university email account, you are
advised to check your email daily. Please also refer to email etiquette below.

NOTE: any appeal against an academic decision citing non-receipt of information distributed by electronic
means is unlikely to succeed if you have elected to have your email redirected.

Email Etiquette

It is now commonplace for academic and administrative staff to communicate regularly with students by
emails and to accept this as a natural means by which students can contact them for information, advice
or requests for a face-to-face meeting. More generally, the question of how to write emails and what
register to use has become an increasingly urgent concern amongst graduate recruiters and university
lecturers.

Writing emails in and for the workplace requires a different register to that used when emailing or
messaging friends, and it is important to develop good practice before graduating. Emails which indicate
professionalism and poise are bound to leave a good impression and get a quicker, more thorough
response: emails which suggest ignorance, carelessness or lack of foresight will alienate the recipient
and are likely to be less effective.

Because your correspondence says a lot about you both personally and professionally, we ask our
students to pay attention to the following guidelines when writing to staff.
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Starting & signing off your e-mails

e Do pay attention to the recipient’s name and title (including the spelling of names). For a university,
these include: Prof (for staff who hold Chairs in their field); Dr (for staff with PhDs); Mr; Miss / Ms; Mrs.
Getting such details correct suggests that you have not rushed the e-mail off. These details are easy
to check via the School website.

e Don’t address someone by their first name unless you are on quite familiar terms with them. Usually,
if someone signs off with both their first and family names, this is an indication of formality, and you
should reply by addressing that person with their title and surname. If someone signs off with just their
first name, they are probably inviting you to call them by their first name, but if in any doubt, use the
more formal form of address, or begin with ‘Dear John (if | may)'.

Do open with a polite address, i.e. ‘Dear Dr Smith’, ‘Dear John’, etc.

o Don’t begin emails with overly familiar or bizarre-sounding openers, e.g. ‘Hey John’, ‘Dear Dr John
Smith’ (makes your addressee sound like a department store...), ‘Hiya You’, ‘John Smith, hello’, etc.

o Do include a brief signature (including your degree programme and year of study) on your emails to
help the recipient understand who it is from, especially if the person is unknown to you.

¢ Don’t sign off in an overly familiar way, e.g. ‘Jonno-Boy’, ‘Jonno xx’, ‘Mwah’...

Overall Tone & Manner

e Do be polite and respectful, and use good judgement.

¢ Don’t send emails that sound curt, abusive, or demanding, or make unnecessarily personal remarks.

e Do be patient and allow around three working days for a response (any urgent matters may well
require a phone call); vacation periods may require more time, although staff continue to work full
time during the vacations with their research and administrative commitments.

¢ Don’t bombard your addressee with emails, especially at weekends when members of staff will be
out of their office.

o Do think about the message’s content before you send it out: ask yourself if the answer to your
guestion involves information that could be found online or in the SML / Departmental Handbooks.

o Don’t fire off emails without any structure, as this makes a message difficult to follow. Keep
punctuation clear and spelling sound (including a capital | for the word I!), avoid shorthand, and use
paragraphs to separate your points. Finally, always reread your message before hitting the ‘send’
button.

¢ Do make sure that the content is relevant to the recipients and ensure that it is clearly identified in the
subject line. Don’t reply to an old message in order to raise a completely different topic: it will be less
confusing to begin a new thread with its own subject line.

¢ Don’t send off an email to the first member of staff who comes into your head: whilst that person may
be known to you, they may not be the best person to contact for you to get the most appropriate
response.

NOTICE BOARDS

Departmental student notice boards are located in villas 15-21 Woodland Rd. Please get into the habit of
checking the notice boards on a regular basis. There are other, general, notice boards located on the link
corridor at the back of the villas along Woodland Road.

CHANGE OF ADDRESS

It is your responsibility to inform the University of any change in your address (either home or term-time
address). You should do this by changing your University record on-line, which you can do by visiting the
Student Info web-page: https://www.bris.ac.uk/studentinfo/

TIMETABLE

For 2011/12 online personalised student timetables will be available under the Timetable tab on MyBristol
(www.bristol.ac.uk/mybristol). This will give you an individual timetable for the specific units for which you
are registered. If any of your units (as listed on Studentinfo, www.bristol.ac.uk/studentinfo) are not
displayed on your personal timetable, you must view the relevant unit timetable by clicking on the link
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under the Timetable tab on MyBristol. A Programme of Study timetable can be displayed using the same
link. Instructions for use and FAQs are under the Timetable tab on the MyBristol portal.

Not all Schools in the University are doing student-level timetabling in 2011/12. For students studying
Politics with a Modern Language only the Modern Language units will be displayed on your personal
timetable. For the Politics timetable please refer to communications from the Politics department or view
the relevant programme/unit timetable online by following the instructions above.

If you have any queries about your timetable, please refer to the FAQs (on MyBristol) or contact the
Student Services Office.

PERSONAL TUTORS AND STUDENT REPRESENTATION

PERSONAL TUTORS

The personal tutor system is a key part of the support system for students. It makes a very important
contribution to the academic and personal growth of the individual student. Your personal tutor’s role is to
act as the first point of contact within the University from whom you can obtain general academic
guidance and pastoral support. Sometimes this support will take the form of direct support or advice;
sometimes it may involve helping you to access appropriate services.

Personal tutors provide support by:

¢ Helping you to develop effective study skills and habits
Reviewing overall academic progress and providing feedback and advice
Helping you to understand relevant University rules and regulations
Providing appropriate information, support and guidance
Helping and advising you in University processes which may affect you.

Personal tutors can be asked to provide advice on a wide range of issues, including:
problems with study skills

anxiety about exams or finances

guidance on progress and achievement

personal issues which may be affecting your academic performance.

Your personal tutor will normally make arrangements to see you either individually or in a group. All
personal tutees are asked to meet with their personal tutors during Induction week. For 1% year students
it is expected that this will be followed up by an individual meeting within the following two to three weeks.

At that meeting, the principles of Personal Development Planning should be explained to 1%-year
students. If the student wishes to approach personal development using this system, it is with the
personal tutor that targets, successes or problems will be discussed. Details of the PDP scheme are to be
found at http://www.bristol.ac.uk/arts/skills/pdp.html.

You can also arrange to see your personal tutor at other times if the need arises. Personal tutors are
available during their designated ‘consultation hour’, and details can be found on your departmental
website. If you need to see your personal tutor at another time you should email him/her to make an
appointment. Personal tutor lists can be found on the SML website -
http://www.bristol.ac.uk/sml/undergraduates/stuinfo/personaltutors.html. It is your responsibility to attend
meetings arranged with your tutor. If for any reason you cannot attend, you should let your tutor know in
advance so that alternative arrangements can be made.

It is also your responsibility to inform your personal tutor of any special circumstances which may be
affecting your academic performance. As stated in the University’s Examination Regulations, it is the
responsibility of the student to make known to the Board of Examiners in advance any special
circumstances which he or she wishes to be taken into consideration. Any such matters which could have
been raised before the meeting of the Board, but without valid reason were not raised, will not be
considered in the event of an appeal. If you wish your circumstances to be made available to the Board of
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Examiners please ensure that, in addition to your personal tutor, you also inform the Student Services
Office. All such matters are treated confidentially.

You may wish to ask your personal tutor to act as one of your referees for jobs. As a matter of courtesy
you should let your tutor know about the applications you are making.

You may ask to change your personal tutor if you feel that the process is not working for you. You do not
need to state a reason. To do this you should contact the Student Services Administrator in the Student
Services Office.

Further information about the personal tutoring system can be found on the web at:
www.bristol.ac.uk/esu/studentlearning/pt/

STUDENT REPRESENTATION AND STAFF STUDENT LIAISON COMMITTEES
Faculty and University
For details of student representation at Faculty and University level please refer to the Faculty of Arts

Undergraduate Handbook at:
www.bristol.ac.uk/arts/current/under/

Department and programme

The student representation system allows for dialogue between staff and students about degree
programmes, life in the department, and the learning facilities provided by the University. Student reps
(normally one per year group) are elected on an annual basis.

The Staff Student Liaison Committee is a vital part of the department and it provides an opportunity to
discuss matters of common interest. Student representatives sit on the Staff Student Liaison Committee
which meets at least once per teaching block. Of course, you should feel free to convey any anxieties,
problems or queries you may have to any academic tutor and/or your personal tutor at any time - but the
staff-student forum has the advantage of allowing students to pool opinions and ideas and to get their
views across in a more collective manner. It also allows lecturers to clarify any matters that might be
causing confusion to undergraduate students generally.

If you have any concerns that you would like raised, please contact one of your representatives; it
is important to make your views known to your representative so that the department can be
more effective in serving your needs as academic students.

Contact information for your representatives, and minutes of the meetings, are either posted on student
notice boards or on the SML website.
School

In addition to the Staff Student Liaison Committee system there are student representatives at the School
Plenary meeting. This meets once a term, and is an opportunity for any generic issues (not programme
or departmentally related) to be raised. Arrangements for student representatives to attend the School
Meeting are made at the beginning of the session.

SCHOOL STUDENT SOCIETIES

Each language department has its own student-run society open to all interested members of the
university, and dedicated to supporting and organizing social and cultural events connected with the
relevant culture. Details of these can be found via the School’s home page on the web:
http://www.bristol.ac.uk/sml/undergraduates/stuinfo/societies/index_html
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ATTENDANCE AND ABSENCES

ATTENDANCE REQUIREMENT

You are required to attend all scheduled classes and lectures, and to provide an explanation to your class
tutor for any absence. In cases of an absence due to illness of more than five term-time days (excluding
Saturdays and Sundays) you must complete a Student Self-Certification Form and take this, with the
University’s Medical Certificate Form, to your doctor. You should show the Student Self-Certification
Form to the doctor and ask him/her to complete the University’s Medical Certificate Form. You should
then deliver/bring both forms to the Student Services Office within TWO working days of the end of the
period of absence.

ABSENCE FROM EXAMINATIONS DUE TO ILLNESS

If you are absent from an examination due to illness, a medical note from your GP must be provided,;
without one, the absence can only be treated as a failure in assessment.

If you find yourself ill within 24 hours prior to the examination you must attend an appointment with the
doctor PRIOR to the examination and inform the Student Services Office of your non-attendance. You
must complete a Student Self-Certification Form and take this, with the University’s Medical Certificate
Form, to your doctor. You should show the Student Self-Certification Form to the doctor and ask him/her
to complete the University’s Medical Certificate Form. You should then deliver/bring both forms to the
Student Services Office within TWO working days of the end of the period of absence. If you fall ill during
an examination you should report it to the invigilator and make an appointment to see the doctor, with the
two forms as described. Students must attend an appointment with a doctor whilst they are ill as
retrospective diagnoses are not able to be made.

LEAVE OF ABSENCE

You are required to remain in residence in Bristol until the last day of each term. If you need leave of
absence for a hospital appointment, or on compassionate grounds, you should obtain this (wherever
possible in advance) from your personal tutor or the Undergraduate Officer.

Leave of absence for other than medical or compassionate reasons (for example, to undertake a work
placement or acquire other experience related to career development) must be applied for in advance
from the Undergraduate Officer and Learning (see contact details inside the front cover of this handbook).
If this type of leave of absence is granted, it is your responsibility (i) to inform your tutors of all the classes
that you will be missing; (ii) to catch up on all work missed; (iii) to meet any deadlines for the submission
of work that falls within the period of absence. The School is under no obligation to offer extensions,
arrange for resits or make any other special arrangements in these circumstances, though it may do so.

Leave of absence is not granted for family holidays or similar activities. Leave of absence is not granted
retrospectively, except on medical or compassionate grounds.

If you miss a class test or examination because of an approved absence, this will be treated as if the
absence was due to illness.
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ASSESSMENT PROCEDURES

Please read these instructions carefully as procedures must be adhered to in the interests of
fairness and efficiency.

ESSAY AND DISSERTATION SUBMISSION

Handing in work

Essays and dissertations are handed in to the Student Services Office. These must be submitted by the
prescribed date before 12 midday. All essays are submitted anonymously, and you are required to enter
your candidate number on the cover sheets as well as marking this on each page of the essay. Please
note that your name should NOT appear anywhere on the essay itself. Your 5 digit candidate number is
not the same as your student number - the candidate number is used for assessment purposes only.
Candidate numbers will be available online from mid-October via the Student Info page on the web:
https://www.bris.ac.uk/studentinfo/

The requirements for handing in work are as follows:

One copy of each piece of work must be submitted
Essays should be stapled

Complete and attach an Essay Cover Sheet

All sections of the cover sheets should be completed.

All these requirements MUST have been met BEFORE your essay(s) can be accepted as submitted.
Support staff will not be able to look-up your candidate number on the day of submission.

Copies of the cover sheets are available from the Student Common room, and you are advised to collect
these well in advance of submission to give time for completion. You are required to keep a copy of your
work for yourself.

Note: The Student Services Office gets very busy on essay hand-in days, so you are advised to
come early to avoid delays.
Extensions to the deadline

The Student Services Administrator is responsible for considering and authorising requests for extensions
to the deadline for submission of work. You must submit any request DIRECTLY to the Student Services
Office and not to your Personal or class tutor. Extensions will only be granted where there are genuine
reasons for non-submission by the due deadline, e.g. iliness or personal mitigating circumstances.

Extensions granted on the basis of illness for up to and including five term-time days (excluding
Saturdays and Sundays) must be supported by a Student Self-certification Form (available from the
Student Services Office). For illness lasting over five term-time days (excluding Saturdays and Sundays)
you must complete the Student Self-Certification Form and take this, with the University’s Medical
Certificate Form, to your doctor. You should show the Student Self-Certification Form to the doctor and
ask him/her to complete the University’'s Medical Certificate Form. You should then deliver/bring both
forms to the Student Services Office within TWO working days of the end of the period of absence. You
should notify the Student Services Office of the need for an extension before the submission deadline.

Note: submission deadlines are set well in advance and already allow for the possibility of illness;
you will not, therefore, necessarily be granted an extension for a minor illness of short duration
falling into the category of self-certification.

Extensions will not be granted for the late submission of work on the basis of computer or printer failure —
you are expected to manage your time to take account of the possibility of technical failure. You should
always back up your work; students using laptops and a separate hard drive should always back up onto
a disk or memory stick in case the laptop and hard drive are stolen together. Extensions are also not
granted for transport problems, (except where the student has been personally involved in an accident),
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or for students who already receive study and time management skills support from the Access Unit to
help them to meet deadlines.

Late submission

The penalties for unauthorised late submission are as laid down by the Faculty. Each piece of work
submitted after the deadline will have 10 marks deducted. Essays which are submitted more than one
week late will be given a mark of 0. If a piece of work has not been submitted within the week following
the deadline, and so has incurred a mark of 0, it is still necessary to submit this work and to a standard
which indicates a clear attempt at obtaining a pass mark, in order to gain credit points.

EXTRA TIME/ ALTERNATIVE ARRANGEMENTS FOR EXAMINATIONS

If you require extra time for examinations due to dyslexia or a medical condition and/or special
arrangements for your exams, such as the use of a computer, you must complete the University’s
Alternative Arrangements form, available on the Examinations Office website -
http://www.bristol.ac.uk/exams/forms-notes/forms/ - and submit this to the Student Services Office with
the relevant supporting documentation (e.g. medical note, educational psychologist’s report) by the
prescribed deadline on the form (19" November 2010 for January exams and 28" January 2011 for
May/June exams. Itis ESSENTIAL that you complete the Alternative Arrangements form by the due
deadline, otherwise alternative arrangements cannot be guaranteed for you.

SPECIAL CIRCUMSTANCES AFFECTING ACADEMIC PERFORMANCE

Any special circumstances which may have affected your academic performance should be naotified to the
Student Services Office. All such matters are treated confidentially. Any such matters which could have
been raised before the meeting of the Board of Examiners, but were not raised without good reason, will
not be considered in the event of an appeal.

PROGRAMME AND UNIT REGISTRATION

UNIT REGISTRATION

Students are automatically registered against their mandatory units in the University’s unit registration
record. Registration onto option units is undertaken through the School’s unit registration procedure.
Option choices for the second and fourth years of study are made in the preceding year (i.e. in year 1 for
second year options; in year 3 for final year options). You will be asked to register your option choices
after the Easter vacation by completing the unit option choice form for your programme. Students will be
notified by email of this commencement of this procedure and the deadline for registering choices. Every
effort will be made to place all students in their first or second choice in one or other of the Teaching
Blocks. However this is not always possible, depending on the level of demand for a particular course.
Following the allocation of choices, students will be informed by email. This information is published at
the end of the summer term.

NOTE: it is your responsibility to check that you are registered on the correct units by checking
Student Info: https://www.bris.ac.uk/studentinfo/. Failure to do so may result in the award of
insufficient credit points required for the completion of the degree.

The normal requirements for each undergraduate full-time year of study is 120 credit points. You should
notify the Student Services Office straightaway if any of your units are incorrect or missing from the ‘Unit
Registration Details’ section on Studentinfo (www.bristol.ac.uk/studentinfo).

Note: Unit registration is a formal requirement of the University, which must be undertaken through the
Academic Office. If you have changed units without following the procedure for unit transfer, you will be
considered to be attending the unit you are registered for and required to complete the assessment for
that unit. If the assessment is not submitted, you will be deemed to have failed that unit irrespective of
whether or not you have attended another unit.

School of Modern Languages Handbook 2011-2012 37


http://www.bristol.ac.uk/exams/forms-notes/forms/
https://www.bris.ac.uk/studentinfo/
http://www.bristol.ac.uk/studentinfo

SUSPENSION OF STUDIES

Ongoing medical problems or personal circumstances may affect your ability to continue with your work,
and a suspension of studies may be the most appropriate course of action in such situations. If you wish
to suspend studies you must first discuss the matter with your personal tutor and then see the Student
Services Administrator. The Student Services Administrator will liaise with the Undergraduate Officer,
who is responsible for approving suspensions on behalf of the School. If you are registered on a Joint
Honours programme with a non-Language subject, approval is also required from the other
department/School. Final approval is given by the Faculty Education Director (Undergraduate), and
students are notified of this by the Faculty Office.

TRANSFER BETWEEN DEGREE PROGRAMMES

If you wish to transfer from one programme to another within the University you should discuss the matter
first with your personal tutor and then approach the department you wish to transfer to. You should then
complete a Request to Transfer Programme form (available from the Student Services Office), and
submit it to the Student Services Office. The Undergraduate Officer considers and approves requests for
all programme transfers on behalf of the School.

WITHDRAWAL/EXTERNAL TRANSFER

If you wish to withdraw from your programme of study, or transfer to a programme of study at another
institution, you should discuss the matter first with your personal tutor. You should then complete the
Request to withdraw from Programme form (available from the Student Services Office) and submit it to
the Student Services Office. The Undergraduate Programme Officer authorises the withdrawal/transfer
on behalf of the School.

HEALTH AND SAFETY / ENVIRONMENTAL ISSUES

The School Manager is the School Health and Safety Officer and the School's Disability Representative
(see contact details in this handbook). You may contact her about any matters concerning health and
safety and/or disability and dyslexia.

HEALTH AND SAFETY
= Please take note of the Fire Regulations and First Aid arrangements as displayed on notices
throughout the building.
= Local Rules on Health and Safety (http://www.bristol.ac.uk/safety/)
= SMOKING IS FORBIDDEN throughout the building.
= Parking: no unauthorised vehicles are allowed on the forecourt or around the building.

If you have a concern about health and safety please raise this with the School Manager. In addition,
general matters concerning health and safety may be raised via your student representative(s). If you are
involved in an accident of any kind on University premises, you should report it directly to the Student
Services Office.

If the fire alarm sounds you MUST immediately evacuate the building by the nearest fire exit and
assemble outside the adjacent villa to the one you were in. Do not return to a room to collect any
personal possessions, and only re-enter the building when instructed to do so. (NB: weekly tests of the
alarm sounders will be made on Friday afternoons at 2.00pm - these tests can be distinguished from a
real fire alarm as they last for only a few seconds.)

ENVIRONMENTAL ISSUES

The School of Modern Languages has achieved the Bronze level criteria for the Green Impact Awards
http://www.bristol.ac.uk/environment/green_impact/
To help us maintain our award please find below a list of areas in which you can help:

= Blue Recycle Bins — located in each office and the Student Common Room
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= Used Stamps — the collection point is in the Student Services Office
= Used Batteries — collection point in the Student Services Office
= Public Transport — Encourage our staff and visitors to use public transport — directing them to the
following link: http://www.bristol.ac.uk/transportplan/transport/
= Plastic bottle and can recycling — a recycling bin is provided in the Student Common Room (17
Woodland Rd).
For further information on how you can help and on any of the above points, please contact Anne Payne
or a member of the Senior Management Team who act as the Environmental Champions.
http://www.bristol.ac.uk/environment/

DISCIPLINE, APPEALS AND GRIEVANCES

Details of discipline, appeals and grievances procedures are given in the Faculty of Arts Undergraduate
handbook: http://www.bris.ac.uk/arts/current/under/discipline.htm|

This includes guidance on who to approach if you have a complaint or grievance about any aspect of
University life. Within the School this includes your personal tutor and/or unit tutor in the first instance,
followed by the Undergraduate Officer and then the Deputy Head for Teaching and Learning if you feel
the matter has not been dealt with satisfactorily. Matters of concern for the student body as a whole
should be raised with your student representative(s).

If your performance is judged to be unsatisfactory in the course of the year, for example as a result of
failure to submit required work, or failure to respond to letters from the personal tutor, you will be referred
to the Undergraduate Officer who will issue a formal School warning which will be placed on your file. If
your performance does not improve you may be reported to the Faculty by the School and required to
withdraw from the programme of study.

SUPPORT SERVICES

DISABILITY SERVICES

Disability Services is often the first point of contact for prospective D/deaf and disabled students. This
includes D/deaf, visually impaired students, dyslexic and those who have mobility difficulties, Asperger
syndrome, epilepsy, chronic fatigue syndrome, severe and enduring mental health difficulty or other
unseen impairment. Students with a disability are expected to declare this at an early stage so that
appropriate and accessible support can be provided by Disability Services and the School.
www.bristol.ac.uk/disability-services

Please also refer to the Disability information found under School Procedures.

CAREERS SERVICE

The Careers Service provides advice and information on careers and postgraduate study plus
employment opportunities for students. It also offers courses on a range of topics including CV writing
and interview techniques. They are happy to see students from any year of study. You can find details of
all these services and sign up for courses on their website:

www.bris.ac.uk/careers/careers

FACULTY WRITING FELLOWS

The Royal Literary Fund Faculty Writing Fellows are available for confidential, one-to-one consultations
with anyone who has concerns about writing essays or wants to improve their writing skills. They can help
with aspects such as planning and structuring your argument, writing clear and compelling prose, or
editing, proof-reading and presenting the final version.

http://www.bris.ac.uk/arts/skills/fellow.html
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MULTIFAITH CHAPLAINCY

The Multifaith Chaplaincy provides opportunities for students to explore spirituality, faith and belief; it also
offers confidential personal support and religious advice and information. It seeks to support students of
all faiths and none.

www.bristol.ac.uk/chaplaincy/

NIGHTLINE

University of Bristol Nightline is a student-run, anonymous, confidential listening and information service.
It operates telephone and email services during term time from 8pm — 8am every night. Their telephone
number is on the back of every student card. For further information please visit the Nightline website.

www.bristol.ac.uk/nightline/

NURSERY AND CHILDCARE
The University has a Nursery which is available for use by both staff and students, subject to vacancies.

http://www.bris.ac.uk/nursery/

STUDENT COUNSELLING SERVICE

The Counselling Service is staffed by a team of professionally trained and widely experienced counsellors
who are accustomed to helping people from many backgrounds and cultures and with a wide range of
personal issues and difficulties. The service is free and available to all students of the University, both full-
time and part-time. As well as providing a short term or extended series of counselling sessions, they
also offer a Drop-in Service and one-off appointments.

www.bristol.ac.uk/student-counselling/

STUDENT FUNDING OFFICE

The Student Funding Office provides advice and support regarding all financial matters; this includes
bursaries and scholarships, budgeting advice, emergency short term loans and information regarding UK
government support.

www.bristol.ac.uk/studentfunding/

STUDENT HELP WEBSITE

Please visit the University Student Help website which provides links to support and advice on all aspects
of University life — study, personal and practical problems and much more:

www.bristol.ac.uk/studenthelp/

STUDENTS’ HEALTH SERVICE

The Students’ Health Service offers the full range of NHS General Practice treatments plus additional
medical services tailored for the student population. They are open all year.

www.bristol.ac.uk/students-health/
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STUDENTS’ UNION

The Students’ Union is located in Queens Road, approximately a 10 minute walk from the university
precinct. Amongst its many activities, the Union co-ordinates many of the societies and clubs available to
students as well as providing training and support to students.

https://www.ubu.org.uk/

STUDY SKILLS

The University provides a number of courses which will allow you to enhance your academic
performance while you are here at Bristol and will increase your chances of finding and maintaining
graduate employment when you leave.

Courses include the following:
= Essay writing skills
= Report writing
= Presentation skills
= Improved IT skills
= CV writing

For all these and more visit the on line booking form. All training is free although a refundable deposit
may be required on some courses.

http://www.bris.ac.uk/studentskills/
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PERSONAL CONTACTS

Meetings with your Personal Tutor

Date

Points of Discussion

Action to be Taken
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