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The Structure of the University

Welcome to the University of Aberdeen!  You are joining a long tradition of Post-Graduate Research students at the University.
The University consists of three colleges.  Within the College of Arts and Social Sciences (CASS), the School of Law is one of six schools.  The other Schools in the College are the School of Divinity, History and Philosophy; the School of Education; the School of Language and Literature; the School of Social Science; and Aberdeen Business School.  
By your enrolment within the School of Law, you are invited to certain College events as well as Law School events.  Some examples are:  the College Induction Programme for new research students (usually in October and repeated in February), the College Research Student Conference (usually in July), and the Law School Research Seminars throughout the year.
The College is headed by Professor Chris Gane (Head of College), who is based in the College Office in Powis Gate.  Further information about the Law School and Law School contacts is set out below.  
Finding your Way around the Campus

You can find a very useful map of the Old Aberdeen campus on the University web site at http://www.abdn.ac.uk/maps/old-aberdeen.php.

Registration and Identity Cards

Upon arrival to Aberdeen, you need to register with the University as a research student.  You should do this by firstly visiting the Law School to confirm your study programme and then by going to Student Reception in Registry, located in the main University Office.  
Once you have registered, you will be given a University identity card.  You may be called upon to produce this card at any time by security staff, although it is not presently compulsory to display your card openly.  The identification card is also your library card.  If you are visiting the Queen Mother Library, you will also need your identity card to gain access to the building.  Cards are not needed at present to access the Taylor Law Library (where most legal materials are stored), but they are needed in order to borrow books.    

The Law School Staff

You can find details of the Law School staff and their research interests on our web site: www.abdn.ac.uk/law/staff.php.

The Head of the Law School is Professor Margaret Ross.  Her contact details as well as other key contact details are set out at the back of this booklet.

The Law School office is in room C41 of the Taylor Building.  Between 9.00 and 14.00, Ms Louise Middleton will be happy to help you at the reception desk.  The office opening times are generally 

Mon – Thurs:  9.00 – 17.00

Fri:  9.00 – 16.00

These hours may vary occasionally.  Notice for such change will be posted on the door.  
Ms Caroline Ransom, our Graduate Programmes Coordinator, also deals with postgraduate queries.  She is in office D57.  
Ms Sarah Duncan, the Administrative Officer for the Law School, is also available to answer general queries.  She is in office C35.
Dr Catherine Ng is the Director of the Research Student Training Programme.  If you have a query or problem, and you are unsure about whom you should talk to about it, please feel free to contact her in the first instance.  Please note, however, that Dr Ng is on sabbatical leave during the second half-session of 2009-2010.
The Structure of the Academic Year

Although you are not registering for a taught programme, you may find it helpful to understand how the academic year is organised at this University, as you may wish to audit certain LL.M. or Honours courses.  If you do, please first seek permission to audit from the coordinator of the course.  You will NOT be assessed on these courses.
Teaching takes place over two semesters, referred to as “half-sessions”.  The first semester or half-session runs from September to December.  There is then a break of three weeks for Christmas and New Year.  The courses taught during the first half-session are examined when the University re-opens in January.  
The second semester or half-session commences at the end of January.  Teaching continues until the end of March at which point there is a break of three weeks for Easter.  Teaching resumes in April and the courses taught in the second half-session are examined at the end of May.

The relevant dates for the academic year 2009-10 are:

	22 September – 12 December 2009
	First half-session

	21 December 2009 – 3 January 2010
	Christmas vacation

	January 2010
	First half-session examinations

	1 February 2010
	Second half-session begins

	29 March – 16 April 2010
	Easter vacation

	End May 2010
	Second half-session examinations

	5 – 9 July 2010
	Graduation week


Facilities for Research Students
All full time PhD students who are within their supervised study period are entitled to:

· A designated desk
  in a shared office with a telephone (for incoming and internal calls)

· Access to a computer or laptop connected to the University network

· Unlimited free access to the internet

· A university e-mail account (which must be used for all university related communication)
· A limited amount of free photocopying (for which you will require your student ID card)

· 10 free inter-library loans per year
All other research students will have access to all of the above except for a designated desk in a shared office. Instead, they will have access to computing facilities in a dedicated hotdesk room.
The photocopier is located in Taylor Building, room C29A.  The room is kept locked but the code for the door can be obtained from Ms Duncan, Ms Ransom or Dr Ng.

If you wish to order an item through inter-library loan, you need to obtain an order form from the Taylor Library.  This form should be signed by either of your supervisors and taken to Law School Reception in C41 to be stamped by Carol Lawie there, before you hand in the form at the Taylor Library issue desk.

There is a postgraduate student noticeboard located half way along D corridor in the Taylor Building.  

Incoming mail for research students is placed in the pigeonholes located to the left of the door to Law School Reception.  They are arranged in alphabetical order of surname (e.g. if your name is Catherine Ng, your mail will be placed in the pigeonhole labelled ‘N’).

There is an e-mail mailing list for research students in the School of Law.  If you wish to send an email to all registered research students in law, the e-mail address for the list is law-post@abdn.ac.uk.  Most important information for research students is circulated on the law-post mailing list, so if you think that you have not been included on this list, please speak to Ms Ransom, who maintains it.  All e-mails sent through this list are monitored by Law School staff.
The Law School has a web site that can be found at www.abdn.ac.uk/law.  Here, among other things, you can find the Law School’s research student web pages.  These contain a list of research students in the Law School, along with their room number, e-mail address and short biographical detail (you can find these at www.abdn.ac.uk/law/researchstudents).  The web pages are maintained by Dr Ng.  If your name does not appear on the web pages and you would like it to, or if you wish to revise the information about you on the web pages, please contact Dr Ng.  For ideas about what to say, you can look at some of the staff entries at:  http://www.abdn.ac.uk/law/staff.php
Research Student Training Programme

The Law School runs a compulsory and comprehensive research student training programme approved by the UK Arts and Humanities Research Council.  All students receive training in core generic skills by attending either the Core Skills for PhD Students or Core Skills for Research LLM Students course, depending on registration.  In October and in January of each year (other than January 2010), a research student conference takes place, at which all 1st year PhD research students and some LLM research students make a short presentation and to which CASS staff and research students may be invited. Due to the sabbatical leave of Dr Ng, the next Core Skills course will begin in October 2010. The course will run for 12 weeks and classes meet on a bi-weekly basis. Attendance is compulsory for all first year students.
In addition to the compulsory Core Skills courses, students are welcome to take advantage of other training opportunities either within the Law School, the College, or the University.  The University runs classes on computing, language skills and other generic skills such as project management and teaching skills. For information, see www.abdn.ac.uk/aspire.  As mentioned earlier (see The Structure of the Academic Year), research students may also audit courses within the Law School. 
Supervision Arrangements

Research students should normally be allocated two supervisors: a first and second supervisor.  If you are allocated joint supervisors as first supervisors you will not normally have a second supervisor assigned to you.  The second supervisor is intended to provide additional support to you, and is not intended to be a substitute for your first supervisor. The second supervisor will primarily be involved at the progression stages between year 1 and year 2, and between year 2 and year 3. The second supervisor will also normally comment on a full draft of your thesis before final submission.  In the event that either supervisor is not available or responsive to address your work-related issues within a reasonable or an agreed time-frame, please notify Professor Evans Jones as set out below.
You should maintain regular contact with your first supervisor through supervisory meetings (or by electronic means if you are off campus).  The frequency of meetings will vary, depending on the style of the supervision and the point you have reached in your work.  Nonetheless, it is reasonable to expect to meet (or communicate electronically with) your supervisor every two months, at the very least. However, for international students on a tier 4 visa, face-to-face on-campus supervision meetings must take place on a monthly basis. 
Meetings between students and supervisors should be documented using the Skills Forge system (currently only applicable to students who started their studies in October 2009 or later).

If you are not satisfied with the quality of your supervision, it is very important that you bring this to the attention of the Law School.  We want to make sure that your experience here as a research student is a productive and pleasant one, but can only do so if you tell us about any problems you are experiencing.  Any difficulties should be brought to the attention of Professor Evans Jones, the person who has overall responsibility for research students within the Law School or Dr Angus Campbell, the deputy Postgraduate Officer (research).  Their contact details can be found at the end of this booklet.
Procedures to Monitor Progress

Research students who started prior to October 2009; your progress will be monitored on a six-monthly basis by means of a paper research student assessment form.  The form is completed every six months by you and your supervisor(s) and is then reviewed by the School’s Postgraduate Officer and the CASS Graduate School Director.
Students who started their studies in October 2009 or later will complete these 6-monthly monitoring forms online through the Skills Forge system.

In the future, the Skills Forge system will be used to monitor progress of all students, regardless of start date.

The form asks you to review progress towards objectives set in the previous evaluation form (where applicable) and to set targets for the next six months.  If there are problems with progress, they should be highlighted and consideration given to what might be done to overcome them.

In addition to this, prior to progression to year 2 of their studies, all PhD students must successfully complete the Core Skills for Research Students end of year 1 assessment. This assessment consists of a presentation to CASS staff and students and a 10,000 word capstone paper. Full details on the end of year 1 progress assessment will be given during the Core Skills course.
A further assessment for progression from year 2 to year 3 is currently under review.

Students will not be able to register at the start of each academic year without the approval of the School of Law.

Regulations

A copy of the University’s formal regulations governing research degrees can be found at www.abdn.ac.uk/registry/calendar (click on “postgraduate degrees”).  They include information about minimum and maximum periods of study, the rules on the appointment of examiners and the requirements for a successful thesis.  

Academic Quality Guide

The University has produced an academic quality guide that sets out what you are entitled to expect as a research student in the University.  Section 8 is particularly relevant for research students.  It contains the Code of Practice for Research Students, a description of the procedures, guidance and support you can expect as a research student and a guide to the University’s complaints and disciplinary procedure.  You can find section 8 of the academic quality guide at 
www.abdn.ac.uk/registry/quality/section8.
Funding

Information on sources of funding to which students can apply to support their studies once they have actually registered is on the Law School’s webpages for current research students: http://www.abdn.ac.uk/law/research/currentfunding 

Legal Research Student Society (LRS)

The Law School benefits from an excellent Legal Research Society that arranges social and academic events for research students throughout the year.  Membership is open to all research LLM students and PhD students.  

Further information is available at www.law-research.blogspot.com or through one of the organising committee members: 

Yin Bo (r01by7@abdn.ac.uk); 

Khaled Bashir (r04kb7@abdn.ac.uk).

Security and Safety Matters

Security can be contacted on a 24-hour basis on telephone extension 3327.  There are regular security patrols in the Taylor Building (as in others).  Outside daytime working hours, security staff will be happy to escort you from your office to car parking areas or the main road.

Please do not leave your office unlocked and unattended.  If you are working in your office in evenings and at weekends it is advisable to lock your office from the inside, and to let security know that you are in.  Please call extension 3939 if you see anyone acting suspiciously, or who appears to have no legitimate reason for being in the building (in the interests of personal safety do not approach the individual personally).

In the event of a fire alarm, please leave the building at the nearest available exit.  Do NOT use the lift.

Key Law School contacts
Head of School: Professor Margaret Ross
Room C38 Taylor Building
Email: m.l.ross@abdn.ac.uk

Telephone extension: 2421
Postgraduate officer (research students): Professor Robin Evans Jones
Professor Evans Jones has overall responsibility for research students within the Law School.

Room C33 Taylor Building
Email: revansj@abdn.ac.uk
Telephone extension: 2420
Deputy Postgraduate officer (research students): Dr Angus Campbell  

Room C44 Taylor Building

Email: a.campbell@abdn.ac.uk
Telephone extension: 2435
Director of the research student training programme: Dr Catherine Ng
Dr Ng has responsibility for research student induction and for the research student training programme.

Room D44 Taylor Building
Email: c.w.ng@abdn.ac.uk

Telephone extension: 3897
Admissions selector for research degrees: Dr Kathryn Whitby Last
Dr Whitby Last is in charge of the admissions process for research students.

Room C50 Taylor Building

Email: Kathryn.last@abdn.ac.uk

Telephone extension: 2556
Administrative officer for the Law School: Ms Sarah Duncan
Room: C35 Taylor Building

Email: sarah_duncan@abdn.ac.uk

Telephone extension: 2440

Graduate Programmes Coordinator: Ms Caroline Ransom

Room D57, Taylor Building

Email: c.ransom@abdn.ac.uk

Telephone extension: 2429

Senior Secretary for the Law School: Ms Carol Lawie

Law School Reception, C41 Taylor Building

Email: carol.lawie@abdn.ac.uk 

Telephone extension: 2441

Postgraduate Secretary: Ms Claire Hebden

Law School Reception, C41 Taylor Building

Email: c.hebden@abdn.ac.uk 

Telephone extension: 2443

Key University contacts
College of Arts and Social Sciences
Director of the CASS Graduate School: Professor William Naphy

Email: w.g.naphy@abdn.ac.uk

Telephone extension: 2080

CASS Research Student Administrator: Mrs Jo George

Email: j.a.george@abdn.ac.uk

Telephone extension: 2334

Computer Helpdesk

If you have technical difficulties with your computer, you should contact the University’s Computer Helpdesk.

E-mail: helpdesk@abdn.ac.uk

Telephone extension: 3636

Emergency security number

The emergency number of the University Security Service is extension 3939. This number should be used in emergencies only.
ASPIRE

ASPIRE provide training courses for research students on a wide range of skills. For information see

http://www.abdn.ac.uk/aspire/

Student Support Services

Student Support offers a whole range of support to students on a variety of issues from visas and immigration to disabilities. For a full list see:
www.abdn.ac.uk/studenthelpguide 

The University Counselling Service

The University Counselling Service is a free and confidential counselling service open to all students.  It can help you with personal and work related problems and stresses.

E-mail: counselling@abdn.ac.uk

Telephone extension: 2139

Money Advice Centre

The Hub

E-mail: nesma@globalnet.co.uk

Telephone extension: 2965

Registry

University Office

E-mail: registry@abdn.ac.uk

Telephone extension: 3507

Student Association

The Students Association is elected and run by students. As well as coordinating a range of interest and sports societies, it is a source of neutral advice and support.

The Hub

Email: infoadvice@abdn.ac.uk
www.ausa.org.uk
Additionally, you can find e-mail and telephone directories for all staff and students within the University at www.abdn.ac.uk/central/contacts/.

� The postgraduate research student desk allocation policy is currently under review by the College of Arts and Social Sciences. The Law School cannot guarantee that all students (both LLM and PhD) will have a permanent desk allocated to them for the entire term of their studies, regardless of when they began their studies.
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