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Disclaimer 
 
This document was published in September 2019 and was correct at that time. The department* reserves the right to modify 
any statement if necessary, make variations to the content or methods of delivery of programmes of study, to discontinue 
programmes, or merge or combine programmes if such actions are reasonably considered to be necessary by the College. 
Every effort will be made to keep disruption to a minimum, and to give as much notice as possible. 
 
* Please note, the term ‘department’ is used to refer to ‘departments’, ‘Centres and ‘Schools’.  Students on joint or combined 
degree programmes will receive two departmental handbooks. 
 

 
 
 
 

 
An electronic copy of this handbook can be found on the departmental website where it will be possible to 
follow the hyperlinks to relevant webpages. 
https://www.royalholloway.ac.uk/mediaarts/informationforcurrentstudents/home.aspx  
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Introduction to your department 
      
1.1 Welcome 
 
Welcome to Royal Holloway. Royal Holloway, University of London (hereafter ‘the College’) is one of the UK’s leading research-
intensive universities, with six academic schools spanning the arts and humanities, social sciences and sciences. 

 
Welcome to the Department of Media Arts.   We would like to extend a warm welcome to all our new students and to all 
students returning to us.  To those new students, we hope that you will soon feel at home.  
  
Media Arts continues to grow steadily, with more facilities and new staff as well as new students this year. Working as a team 
we will strive to develop a creative and supportive working environment.  Within the framework of the Media Arts programme 
you will be able to develop your potential, but this will require commitment, determination and inspiration. 
 
This Student Handbook is intended to help you understand the organisational structure of the Media Arts programme, and 
locate the various buildings and facilities which make up the Department of Media Arts. 
 
The Student Handbook is one way of providing information, which we hope will be helpful.  The information in it is updated for 
each New Year, and aims to provide accurate information about the programme and its rules and procedures.  If you have any 
suggestions for ways in which we might improve this handbook or our other mechanisms for communicating with you, please 
tell your personal advisor, or any other member of staff.    
 
A Message form the Course Director, Ivan Levene. 
 
Welcome to the course. MASTFiR is an innovative programme, taught over four week-long residential retreats spread over one 
year in Egham and at our recently refurbished campus in Central London. Between retreats the programme is run as distance-
learning with a website, chat room and e-tutorials. 
 
This makes it possible for those living outside the UK, and those with busy working lives like freelancers and those in the film 
and TV industries, to take time out to attend. Previous students include established actors, playwrights, theatre directors, 
comedy writers, editors, producers, commercial directors, advertising copywriters, novelists and many others. 
MASTFiR covers writing for Feature Film and Television as well as new developments such as web drama, and provides a 
creative atmosphere conducive to concentrated learning and group interaction. A core course of the programme is 
Development Lab, where students present their work in progress to the group for criticism and feedback, and experiment with 
co-writing. 
 
Students develop a range of ideas, then go on to write film and television outlines, and several drafts of either a feature film 
screenplay, a TV single drama, or a TV series or serial bible and sample episodes. 
 
They also meet and work with industry and independent producers, directors, agents, writers and actors to provide a 
production context. We have recently had guests including major feature film directors and screenwriters, as well as people 
from the BBC, the Casarotto Ramsay agency and many others. 
  
1.2 How to find us:  the Department 
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The Department of Media Arts is located on two sites.  The academic and administrative offices can be found in the Arts 
Building.  This can be found on the College campus map as building 16.  The technical facilities can be found in the Media Arts 
Centre, which comprises the Williams Building and adjacent TV Studio.  This can be found on the College campus map as 
building 11. 

Bedford Square WC1 
 The building is located on the North/East side of Bedford Square, on the corner of Montague Place and Gower Street. The 
entrance is in Montague Place. The nearest underground stations are Russell Square, Goodge St and Tottenham Court Rd.  
 
There is a common room for students in Bedford Square and a kitchen. There are also photocopying facilities (by arrangement 
with the Course Director). 
There is a computer room where you may print out material. Should you need to use a room for casting or a meeting please 
contact the Bedford Square Administrator: BedfordSquare@royalholloway.ac.uk 
Map of Bedford Square WC1 
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1.3 Map of the Egham campus  
 

 
Please note, student parking is very limited and is not available if you live in Halls or within 1.5 miles of campus. If you do live 
more than 1.5 miles away or have a particular reason why you need to come to campus by car, you must apply for a parking 
permit. If you have a motorbike or scooter you must also register the vehicle with College. Find more information about the 
Parking Permit portal here.



 
1.4 How to find us:  the staff  
 

CONTACT DETAILS 
 
Head of Department: Jonathan Powell 01784 443839 G14  
 Jonathan.l.powell@royalholloway.ac.uk 
 
Academic Staff: James Bennett 01784 443940 G9 
 James.bennett@royalholloway.ac.uk  
 Daniela Berghahn 01784 443838 G21 
 Daniela.berghan@royalholloway.ac.uk   
 Manishita Dass 01784 444034 G4 
 Manishita.dass@royalholloway.ac.uk  
 Rhys Davis 01784 414110 G10 
 Rhys.davis@royalholloway.ac.uk  
 Mike Dormer 01784 414684  G22 
 Mike.dormer@royalholloway.ac.uk  
 John Ellis 01784 443831 G9 
 John.ellis@royalholloway.ac.uk 
 Adam Ganz 01784 443147 G20 
 Adam.ganz@royalholloway.ac.uk 
 George Guo 01784 276216 F4 
 George.guo@royalholloway.ac.uk   
 Nick Hall 01784 276216 G9 
 Nick.hall@royalholloway.ac.uk  
 John Hill 01784 414684 F26 
 John.hill@royalholloway.ac.uk    
 Chris Hogg 01784  G12 
 Chris.hogg@rhul.ac.uk  
 Marc Isaacs 01784 443919 G7 
 Marc.isaacs@royalholloway.ac.uk  
 JP Kelly 01784 443005 F12 
 Jp.kelly@royalholloway.ac.uk  
 Barry Langford 01784 443833 G11 
 b.langford@royalholloway.ac.uk  
 Nick Lee 01784 F4 
 Nick.lee@rhul.ac.uk  
 Jacob Leigh 01784 414121 G5 
 Jacob.leigh@royalholloway.ac.uk  
 Ivan Levene 01784 443839 G19 
 Ivan.levene@royalholloway.ac.uk  
 Helen Littleboy 01784 443919 G7 
 Helen.littleboy@royalholloway.ac.uk 
 Victoria Mapplebeck 01784 414412 G7 
 Victoria.mapplebeck@royalholloway.ac.uk 
 Steven Marchant 01784 276376 F7 
 Steven.marchant@royalholloway.ac.uk 
 Mandy Merck 01784 414456 G17 
 Mandy.merck@royalholloway.ac.uk 
 Amanda Murphy 01784 414412 G9 
 Amanda.murphy@royalholloway.ac.uk  
 Gail Pearce 01784 414334 G17 
 G.pearce@royalholloway.ac.uk 
 John Roberts 01784 443941 G6 
 John.roberts@royalholloway.ac.uk   
 Richard Wright  G12 



9 | P a g e  
 

 Richard.wright@rhul.ac.uk  
  
Support Staff: Jackie Marty 01784 443916 G15 
 Jackie.marty@royalholloway.ac.uk 
 Michelle Rogers 01784 443734  
 m.rogers@royalholloway.ac.uk  
 
Tech Support Staff:       Keith Buckman 01784 443269 1 
 Keith.buckman@royalholloway.ac.uk  
 Helen Adams 01784 414461 23  
 Helen.adams@royalholloway.ac.uk   
 Matt McGuinness 
 matthew.mcguinness@royalholloway.ac.uk  
 Sarah Peacock 01784 414461 23 
 Sarah.peacock@royalholloway.ac.uk  
 Neil Smith 01784 414462 24 
 n.smith@royalholloway.ac.uk  
 Maeve O’Connell 01784 443845  24 
 Maeve.O’connell@rhul.ac.uk 
 
1.5 How to find us:  the School office 

 
The Department of Media Arts is located on two sites.  The academic and administrative offices can be found 
in the Arts Building.  This can be found on the College campus map as building 16.  The technical facilities can 
be found in the Media Arts Centre, which comprises the Williams Building and adjacent TV Studio.  This can 
be found on the College campus map as building 11.  

   
1.6 Staff research interests 

 
https://pure.royalholloway.ac.uk/portal/en/organisations/department-of-media-
arts(98b6ceda-133d-4f03-8df1-fb0423a663b6)/persons.html?filter=current 

2 Support and advice 
 
2.1 Student Charter 
 
The College aims to bring all students into a close, harmonious relationship with each other and with the 
wider community. The Student Charter outlines how you can support the College in achieving these goals and 
also seeks to encourage you to act as an effective ambassador for the College, during your time as a student 
and later as part of the College’s alumni  
 
This Charter is not intended to constitute a binding agreement but is offered as a framework of aspirations, 
designed to be of benefit primarily to you as a student and to underpin the College’s aim of ensuring that you 
have a highly enjoyable and rewarding experience during the course of your degree.  
 
2.2 PGT Degree Regulations  
 
The Postgraduate Taught Regulations set out the various standards that shape the regulatory framework of 
your Postgraduate Taught degree with the College. These include a variety of essential information, ranging 
from admissions to academic progression and examination. Some frequently used elements of the 
regulations are covered in this handbook.  
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2.3 Support within your department  

Your first point of reference for advice within the Department is your Personal Adviser or Jackie Marty, 
Department Manager.  Inevitably, problems will sometimes arise that Jackie is not qualified to deal with.  The 
College offers a high level of student welfare support which, includes a highly regarded Counselling Service, 
dedicated educational and disability support, as well as a wealth of student wellbeing, financial, career and 
other advice. There is also an NHS GP practice (the Health Centre) on campus located in Founder’s East.  
Further details of each service can be found on the College web on the Student Welfare page:  
https://www.royalholloway.ac.uk/students/help-support/help-and-support.aspx  

If you have a disability or specific learning difficulty, it is important that you bring it to our attention as soon as 
possible.  The Departmental Disability and Dyslexia Service (DDS) representative is Dr J P Kelly  You must also 
contact the DDS (Founders West 143; tel: +44 (0)1784 276473; email: disability-dyslexia@royalholloway.ac.uk) 
who advise on appropriate sources of help.  Further information is available on the College web on the 
Support, health and welfare page https://www.royalholloway.ac.uk/students/help-support/disabilities-and-
dyslexia/home.aspx 
 
2.4 Students’ Union Royal Holloway University of London (SURHUL)  
 
The Students' Union Royal Holloway University of London (SURHUL) is a registered charity (Registered No: 
1141998) and actively represents the students of Royal Holloway University of London. SURHUL promotes 
your needs and interests by offering employment, participation, entertainment, support and advice, your 
clubs and societies, catering, transport, volunteering, campaigning and advocacy.  
 
The SU Advice and Support Centre, situated on the first floor of the Students' Union, is a free service that 
offers you the opportunity to discuss any concerns you may have and receive impartial advice and information 
from the team of experienced and professional advisers.  Open 9.30am - 5pm, Monday – Friday, it operates an 
open door policy exclusively for students during term time. However, during vacation periods students should 
call to book an appointment. 
 
Phone:   01784 24 6700 
Email:   helpdesk@su.rhul.ac.uk  
 
Find out more about the Students’ Union 

 
2.5 Student-staff committee 
 
We want to hear your views on the way the department operates. There is a student-staff committee where 
students are represented.  Course representatives are elected by you to represent your views and ultimately, 
to help improve the quality of education provided by the College.  
 
The Students’ Unions take the lead in training and supporting course representatives, working with the 
department and professional services to help you make as many positive changes as possible. 
 
The Student- Staff Committee meets at least once a term and plays an important role in the department as a 
forum for airing student views.  For more information see the Course Reps page on the SURHUL website.  

 
You can use the Committee to raise any issues which concern students.  Notices will appear on departmental 
notice boards giving details of forthcoming elections or the names of current representatives. 
 
2.6 Student Services Centre 
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The Student Services Centre is located in the Davison Building and provides a single point of contact for all 
non-academic related queries including accommodation, fees, enrolment and graduation.  
 
Phone:   01784 27 6641 
Email:   studentservices@royalholloway.ac.uk 
 
Find out more about the Student Services Centre 
 
2.7 Support Advisory & Wellbeing 
 
The College offers a high level of student wellbeing support which includes triage and support through 
Student Wellbeing, a BACP accredited Counselling Service, dedicated disability & dyslexia support, financial 
and budgeting advice and support for international students.  There is also access to an NHS run Health 
Centre on campus.  
 
Phone:                 01784 44 3394  
Email:                   wellbeing@royalholloway.ac.uk  
 
Find out more about Support Advisory & Wellbeing 
 
2.8 Student Wellbeing 
 
Student Wellbeing provides advice and guidance to all students on personal and emotional wellbeing, to 
assist you in maintaining a healthy balanced lifestyle and to support you from transition to university and then 
in the continuation of your studies towards graduation.  The Student Wellbeing team actively encourages all 
members of the campus community to alert them to concerns or signs of vulnerability to enable proactive 
engagement with intervention.   
 
Phone                     01784 44 3395 / 44 3132 / 27 6757 
Email:                      wellbeing@royalholloway.ac.uk 
 
Find out more about Student Wellbeing 
 
2.9 Disability & Dyslexia Services (DDS) 

 
If you have a disability, long standing medical condition or specific learning difficulty, it is important that you 
bring it to the College’s attention as soon as possible.   
 
The College Disability & Dyslexia Services support dyslexic and disabled students and those with mental 
health or chronic medical conditions to demonstrate their academic abilities by arranging support packages, 
dyslexia assessments and study skills sessions.  
 
Phone:                 01784 27 6473                 
Email:                   disability-dyslexia@royalholloway.ac.uk  
 
Find out more about Disability & Dyslexia Services 
 
Your first point of contact for advice and guidance is your Disability & Dyslexia Services Network Member in 
your department: 
 
Name:  Marc Isaacs 
Phone:  01784 443005 
Email:  marc.isaacs@rhul.ac.uk  
 
You may also contact George Guo at George.guo@royalholloway.ac.uk who is PGT Director about any issues.  
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2.10 International Student Support Office (ISSO) 
 
The International Student Support Office offers advice to international students on visa issues, working in the 
UK, opening a bank account, processing federal loans and police registration.  

 
Phone:                01784 27 6168                             
Email:                 internationaladvice@royalholloway.ac.uk    
 
Find out more about the International Student Support Office 
 

2.11   Academic Skills Support 
  

The Centre for the Development of Academic Skills, CeDAS, offers a variety of courses, workshops, 1:1 
tutorials, online resources that aim to ensure all students at Royal Holloway reach their full academic 
potential in a range of areas, including academic writing, oral communication skills and maths and statistics. 

  
Whatever your needs, CeDAS is there to ensure that you can perform to the best of your ability, whether it be 
through a workshop that introduces you to a crucial academic skill, a session within your department that 
focuses on writing in the discipline, a course that develops your confidence and competence in academic 
English language, or a 1:1 tutorial with a specialist to help you master a maths technique or sharpen your 
essay skills.  

 
The CeDAS Office can be found on the ground floor of the International Building, room IN002, and you can 
follow them on Twitter: @cedasrhul. 
 
2.12   IT Services Desk 
 
The College IT Service Desk offers a range of support covering all aspects of IT services, such as email access, 
connecting to the College’s wireless network, connecting devices such as iPads and making use of College 
printing facilities.  The IT Service Desk will also be able to provide expert advice and guidance on a range of 
more specific IT issues, should you experience any problems. They also offer a range of free software, 
including Microsoft Office 365, Sofos Antivirus, NVivo and SPSS.  
 
Phone:   01784 41 4321 
Email:   itservicedesk@royalholloway.ac.uk 
In person:   Visit the IT support office in the Davison Library (ground floor) 
 
Find out more about IT Services 

 
3 Communication  
 
It is vitally important that you keep in touch with us and we keep in touch with you.  Members of staff will 
often need to contact you to inform you of changes to teaching arrangements, special preparations you may 
have to make for a class, or meetings you might be required to attend. You will need to contact members of 
the Department if, for example, you are unable to attend a class, or you wish to arrange a meeting with your 
Personal Tutor. 
 
Email to your College email address is routinely used and you should check regularly (at least daily) if any 
official communication has been sent to your email address.  Do not ignore the email as it will be assumed 
that it will have been received by you within 48 hours, excluding Saturdays and Sundays.  
 

 
3.1 Email  
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The College provides an email address for all students free of charge and stores the address in a College email 
directory (the Global Address List).  Your account is easily accessed, both on and off campus, via the campus-
wide portal, CampusNet, or direct via Outlook.com.  
 
We will routinely email you at your College address and you should therefore check your College email 
regularly (at least daily). We will not email you at a private or commercial address.  Do not ignore emails from 
us. We will assume you have received an email within 48 hours, excluding Saturdays and Sundays.   
 
If you send an email to a member of staff in the department during term time you should normally receive a 
reply within 3-4 working days of its receipt.  Please remember that there are times when members of staff are 
away from College at conferences or undertaking research. 

  
3.2 Post  
 
All post addressed to you in the Media Arts department is delivered to the student pigeonholes (alphabetical 
by surname) outside G14, Arts Building.  At the end of each term student pigeonholes are cleared of 
accumulated mail which is then destroyed.  Important information from Academic Services is often sent by 
internal post and tutors sometimes return work to you via the pigeonholes so you are advised to check them 
regularly.   

  
3.3 Your Contact Information  
 
There can be occasions when the Department needs to contact you urgently by telephone or send you a letter 
by post. It is your responsibility to ensure that your telephone number (mobile and landline) and postal 
address (term-time and forwarding) are kept up to date. Further information about maintaining your contact 
information is available here.  

 
You can find out about how the College processes your personal data by reading the Student Data Collection 
notice.   

  
3.4 Notice boards 
 
The official student notice boards are on the walls in Williams Building. Information on classes will be posted 
on Moodle and emailed out to you. 
 
It is your responsibility to check the times and venues of all class meetings and of any requirements (e.g. 
essay deadlines) relating to your courses, so, if in doubt, please ask! 

 
3.5 Personal Tutors 

 
A personal advisor is assigned to every student and regular meetings are arranged by the advisors (at least 
once a term).  These meetings will provide an opportunity for students to discuss any matters of concern, 
whether relating to their academic progress or to other aspects of their life and work in the department.  
Personal Advisors have a duty of confidentiality about issues raised by their advisees.  Your Advisor will have 
regular office hours which are usually displayed on their office door.  You should email them in the first 
instance and they will arrange a date and time they can see you. 

     
     

3.6 Questionnaires 
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Questionnaires related to courses you are taking will be distributed to students at certain points in the course.  
These evaluations provide valuable feedback to the staff of the department and time you put into filling them 
out is much appreciated.  Each year issues raised in the questionnaires are taken into account when planning 
the following year’s courses. 
  

     
4 Teaching 

          
4.1 Dates of terms 

 
Term dates for the year are as follows. 
 
Autumn term: Monday 23 September to Friday 13 December 2019 
Spring term: Monday 13 January to Friday 27 March 2020 
Summer term: Monday 27 April to Friday 12 June 2020 
 
You are expected to be in the UK and engaging with your studies during term time. In the case of an 
emergency which requires you to leave the country and/ or miss lectures/ seminars/ practicals etc., you are 
expected to inform your department and fill in a Notification of Absence Form (explained further below). 
During the summer term, after the examination period, you are expected to attend all required academic 
activities organized by the department and to be available should you be  required to meet with College staff 
for any reason. Furthermore, as Master’s programmes run for one calendar year from September to 
September you are required to engage with your studies and be available to meet with staff after the end of 
the Summer Term until your programme end date in September. For Master’s programmes there is no 
summer vacation period. 
 

 

4.2 Academic Timetable 
 
Your individual student timetable will be available via the Your Timetable page on the Student Intranet. Log 
in with your College username and password and view your timetable via the system or download to a 
personal calendar. In September you will receive communications by email about exactly how to access and 
download your timetable, so keep any eye out for these. Timetables are subject to change during the course 
of the academic year, so you should check yours regularly, (as a minimum every two days) to ensure you are 
using the most up to date timetable. The college will endeavour to notify you via an e-mail to your RHUL 
account for late changes to your timetable that will affect teaching within the next two working days, so 
please also check your emails regularly. All classes start on the hour. They end ten minutes before the hour to 
allow you to move between classes. 
 
4.3 Study weeks 
 
Not applicable to all Postgraduate Taught Programmes in Media Arts, unless advised by your course 
convenor.  
     
5 Attending classes and engaging with your studies 
 
The College has a responsibility to ensure that all students are attending classes regularly and progressing 
with their studies. We also have legal obligations placed on us under the Equality Act (2010), UK Visa and 
Immigration (UKVI) and Student Finance to ensure we monitor your attendance and engagement with 
studies. 
 
Your regular attendance in class and consistent engagement with your studies are essential to your learning 
experience with the College. If you encounter difficulties with this, do please tell your tutor or another 
member of staff as soon as you can.  They will put you in contact with Disability and Dyslexia Services (D&DS) 
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who will advise on what support can be offered.   Failure to attend and/or absence without permission from 
the College can result in serious consequences and may lead to disciplinary action, including the termination 
of your registration.   
 
5.1 Attendance requirements 
 
Your classes are the learning activities deemed essential to your programme of study. These could include a 
variety of different activities, including lectures, seminars, tutorials, workshops, field work, laboratory work, 
and meetings with your Personal Tutor.   
 
While you are expected to attend all the classes related to your programme of study, the College understands 
that emergencies may occur at any time throughout the year. In light of this, the Media Arts Department has 
set a minimum attendance level at 80%.  You should be aware that you may also study courses that have 
different and specific course attendance requirements, particularly if you are taking courses in another 
department, so it is essential that you check all programme and course handbooks to ensure you are fully 
aware of the requirements. You can find out more about attendance policy here. 

 
It is vital that you manage your time effectively, so that any paid employment, voluntary work, extracurricular 
activities or social commitments do not interfere with periods where you are required to attend classes.  The 
Postgraduate Taught Programme Regulations stipulate that the amount of paid work undertaken by a 
student enrolled with the College on a full-time basis must not exceed 20 hours per week during term time. 
You may not undertake paid work which may conflict with your responsibilities as a student of the College. 
International students must ensure that any working restrictions, as stated on their visa, are also adhered to. 
  
5.2 Monitoring attendance 

 
It is your responsibility to make sure that your attendance has been recorded. It is also essential that you 
arrive at your classes in good time, as you will be marked absent if you turn up late without good reason. 
 
We will contact you in the event that:  
 

i. you fail to attend for two weeks without providing notification of your absence; 
ii. you display a pattern of absence that the department feel is affecting or is likely to affect 

your work 
iii. you display a pattern of absence that causes concern over your wellbeing or which may 

point to an undisclosed disability  
 
5.3 Formal Warnings 

 
Should it become apparent that there are no acceptable reasons for your non-attendance and/or general lack 
of engagement with your studies, the Department may issue you with a formal warning which can escalate to 
the termination of your registration at the College. You are strongly advised to read the guidance on the 
formal warning process and the consequences of receiving such a warning in section 17 of the Postgraduate 
Taught regulations. 

 
In situations where you are experiencing documented severe difficulties the Department and College will 
make every effort to support you and counsel you as to the best course of action.   However, there may be 
cases where, although non-attendance is explained by an acceptable reason, your level of attendance falls to 
a level which compromises educational standards and/or your ability to reach the learning outcomes of the 
course. In such cases it will be necessary to implement disciplinary procedures as detailed above. 
 
5.4 Withdrawal of visa 

 
If you are sponsored by Royal Holloway on a Tier-4 (General) Student visa, should your registration at the 
College be terminated for non-attendance, general lack of engagement with your studies or any other 



16 | P a g e  
 

disciplinary matter you will be reported to the UK Visa and Immigration (UKVI) and your Tier 4 (General) 
Student visa will be withdrawn.  Alternatively, in line with the College’s legal obligations to UKVI, if you fail to 
meet the requirement of your Tier 4 (General) Student visa, including attendance and completion of 
assessments, the College may terminate your student registration without following the disciplinary 
procedures outlined in the Academic Regulations. This decision would not be open to appeal as it is part of the 
College’s obligations to the UKVI. Please see our Postgraduate Taught Regulations.   
 
 
5.5 Missing classes 
 
If you face difficulty in attending any classes or undertaking an assessment it is very important that you 
inform the department as early as possible, giving the reasons for your non-attendance. The department will 
decide whether or not to authorise your absence. If you are experiencing such difficulties on an ongoing basis, 
please contact your Personal Tutor. In addition, an extensive range of additional support, guidance and advice 
is available from the College’s Student Advisory & Wellbeing teams. As explained in section 2 above, the 
Students’ Union also operate an Advice and Support Centre. 
 
If you are unable to attend classes for whatever reason you must tell the department in which you are taking 
the course(s) in question and follow the Notification of Absence Procedure. You must submit a Notification of 
Absence Form together with any supporting documentation either before your absence begins or within five 
working days of the end of the period of absence. The exact form to submit depends on the reason for your 
absence, as explained in the on line guidance. 
 
If you are absent for a prolonged period it is essential that you keep in touch with the Department (e.g. 
through regular emails with your Personal Tutor). The Department will monitor the frequency of self-certified 
absences and the Head of Department may request a doctor’s medical certificate from you in the event of 
multiple and/or sustained instances of self-certified illness. If you are sponsored by Royal Holloway on a Tier-4 
(General) Student visa please be aware that if you do not follow the process to submit a notification of 
absence or have an acceptable reason for absence you are putting your Tier 4 visa at risk of withdrawal. 
Therefore, it is very important that you continue to communicate with the College through your Department 
and the Advisory & Wellbeing teams if you are struggling to attend. 
 
5.6 Missing an examination 

 
If you are unable to attend an exam (e.g. through reasons of sudden illness) then there are two steps to follow. 
 
Step 1 
You must notify the Student Services Centre at the earliest possibility. Wherever possible, please e-mail them 
at studentservices@royalholloway.ac.uk before the scheduled start of the exam with your name, student ID 
and confirmation of the exam that you are unable to attend. Please include a brief explanation within the 
email why you cannot attend the exam.  The Student Services Centre will then forward this information to 
your department so that we are aware of your non-attendance.  
 
Step 2 
Read the Extenuating Circumstances Guidance and, if your circumstances meet the criteria outlined in the 
guidance, complete and submit the Extenuating Circumstances application form with your supporting 
evidence. Section 8 below provides further details about Extenuating Circumstances. 

   
6 Degree Structure 
 
Full details about your programme of study, including, amongst others, the aims, learning outcomes to be 
achieved on completion, courses which make up the programme and any programme-specific regulations are 
set out in the programme specification available through the Programme Specification Repository. 
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6.1 Department Specific information about degree structure 
 
Full details about your programme of study, including, amongst others, the aims, learning outcomes to be 
achieved on completion, courses which make up the programme and any programme-specific regulations are 
set out in the programme specification available through Course Finder or the Programme Specification 
Repository  
 
6.2 Course registrations 
 
You can only register for 180 credits’ worth of courses in each academic year (this excludes courses which are 
being re-sat). You will have the option of changing courses up to the end of the second weeks after the start 
of teaching (excluding Welcome week). Any courses that you wish to take on an extracurricular basis (that is, 
not counting towards your degree) must be identified at the start of the academic year.  
 
6.3 Change of programme  
 
Where provision is made for this in the programme specification, you may transfer to another programme,   
subject to the following conditions being met before the point of transfer:  
 
(a) you must satisfy the normal conditions for admission to the new programme;  
(b) you must satisfy the requirements in respect of mandatory courses and progression specified for each 
stage of the new programme up to the proposed point of entry; 
(c) the transfer must be approved by both the department(s) responsible for teaching the new programme 
and that for which you are currently registered. 
(d) if you are a student with Tier 4 sponsorship a transfer may not be permitted by Tier 4 Immigration rules.  
(e) you may not attend a new programme of study until their transfer request has been approved. 
  
 
Further information about changing programmes is available in Section 8 of the Postgraduate Taught 
Regulations. 

  
 
7 Facilities 
           
7.1 The Library 
 
The Library is housed in the Emily Wilding Davison Building. 
 
Details, including Library Search, dedicated subject guides and opening times can be found online from the 
Library home page.  
 
The Ground Floor of the Library contains a High Use Collection which includes many of the books assigned for 
Postgraduate Taught courses. . The rest of the Library collections are on the upper floors. There are plenty of 
study areas and bookable rooms to carry out group work, as well as many areas to work on your own. The 
Library contains a large number of PCs and has laptops to borrow on the ground floor to use in other study 
areas. 
 
The Information Consultant for Media Arts is Stavroula Kiritsi, who can be contacted at  
Stavroula.Kiritsi@rhul.ac.uk  
 
The Library provides a range of training sessions designed to enhance your existing library and research skills. 
These are available in both class-based and self-study formats. For information on available sessions and to 
book a place, go to:  https://www.royalholloway.ac.uk/about-us/the-library/ 
 
Senate House Library  



18 | P a g e  
 

This is the central library of the University of London, where you can borrow up to twelve books with a library 
ticket which you can obtain using your Royal Holloway College ID card  
 
Address: Malet Street, London, WC1E 7HU 
Phone:  020 7862 8461 
 
Senate House Library website 
 
The British Library 
The British Library is the national collection and holds copies of all books published in the UK and Ireland, 
alongside an extensive collection from other countries. A Reader Pass will be issued subject to your need to see 
specific items in the collections.  Royal Holloway theses are available via Ethos , the British Library’s electronic 
theses service which contains approximately 400 000 records of UK theses including 160,000 available for 
immediate download of the full text.  

  
Address:              96 Euston Road, London, NW1 2DB 
Phone:                 020 7412 7000 
 
British Library website 
 

SCONUL access scheme  
Royal Holloway participates in this national university access scheme which allows student to use other 
university libraries in the UK. 

 
   SCONUL website 

7.2 Photocopying and Printing 
 
The departmental printers and photocopier are reserved for staff use. Copier-printers (MFDs) for students are 
located in the Library, the Computer Centre and many PC labs, which will allow you to make copies in either 
black and white or colour. Further information is available here:  
 
If you require copying to be done for a seminar presentation, you need to give these materials to your tutor to 
copy on your behalf. Please make sure that you plan ahead and give the materials to your tutor in plenty of 
time.  Many of the PC labs are open 24 hours a day, 7 days a week. Alternatively, there are computers 
available for your use in the Library, and Computer Centre. 
 
Students can copy at Senate House Library, but cannot use their RH Student cards, you will need to get a 
Senate House Library Card.  You are able to copy using your RH cards at Bedford Square 
 
  

7.3 Photocopying and Printing 
 
The departmental printers and photocopier are reserved for staff use. Copier-printers (MFDs) for students are 
located in the Library, the Computer Centre and many PC labs, which will allow you to make copies in either 
black and white or colour. Further information is available here:  
 
If you require copying to be done for a seminar presentation, you need to give these materials to your tutor to 
copy on your behalf. Please make sure that you plan ahead and give the materials to your tutor in plenty of 
time.  Many of the PC labs are open 24 hours a day, 7 days a week. Alternatively, there are computers 
available for your use in the Library, and Computer Centre. 
 

7.4 Computing 
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There are ten open access PC Labs available on campus which you can use, including three in the Computer 
Centre. For security reasons access to these PC Labs is restricted at night and at weekends by a door entry 
system operated via your College card.   
 
How to find an available PC  
 
  
8 Assessment Information 
 
8.1  Anonymous marking and cover sheets 
 
Do not put your name on any of your work you should only use your candidate number which you can get 
from Campus Connect https://campus-connect.rhul.ac.uk/cp/home/displaylogin 
 
8.2 Submission of work 
 
You must submit ALL work on the Date and at the Time typed on the assessment paper.  The Department 
submission time for all work is between 10am and 2pm.  Any work submitted after 2pm will be marked up as a 
late submission.   
 
You will complete a duplicate submission form – 1st copy to be kept in the office as a record that you handed 
in the work and the 2nd copy is retained by you. The submission of assessment work is exactly the same as 
sitting an examination.  If you do not hand in your assessment on the date and the time stipulated, your work 
will not be accepted.  The Admin Office will put all assessments into a box with receipts and these will be 
handed to the Convenor of the Course Unit.   
 
You are advised to keep a copy of all work submitted for assessment before submitting the work to be 
assessed.  It is a requirement of assessment that all submissions must be clearly labelled with your candidate 
number (instead of your name), the course code and course title and the title of your project. 
 
Make sure that you check the date and time on the assessment paper.  You must submit all components of 
the assessment for each unit.  (For example, where a practical course unit assessment is formed by a project 
mark and production paper both elements should be submitted.  Failure to do so will result in a “0” mark 
unless medical or appropriate other evidence is produced.) 
 
8.3 Stepped Marking 
 
Work submitted for assessment will be graded by using a set of marks with the pattern X2, X5 or X8. This 
means that a  piece of work awarded Merit would be awarded 62%, 65% or 68%.  This approach, which is 
called stepped marking,  has been found to help in better aligning grades with marking criteria and for 
providing greater clarity to students about the standard of their work and how close they are to lower and 
upper grade boundaries. For example, a 62% represents a low Merit, while a 68% indicates a high Merit.  
 
Assessed work which is quantitative (e.g. numerical or multiple-choice tests), where there are ‘right or wrong’ 
answers, e.g. language tests/ exercises and/ or where there is a detailed mark scheme under which each 
question is allocated a specific number of marks will be exempt from stepped marking. 

8.4 Marking criteria 
 
MA5800 Script Craft 
Reflective essay and feedback portfolio 
(30 credits) 
 
MA5801 Story and Theme 
Feature film screenplay or TV series/serial episode(s) and Bible.  
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90 credits) 
 

MA5802 Development Lab 
One film and one television project outline, character studies and sample scenes. Short web script and 
series outline. 
(30 credits)  
 
MA5803 Industry Contexts  
Visual portfolio, and budget and funding essay. 
(30 credits)  
 
1) MA5800 
 
The following descriptions of the different degree classes are used by staff as a guideline when marking 
the reflective essays.  
 
DISTINCTION – Work of an Outstanding Quality. 
82 -100% 
Research and Planning: outstanding evidence of research revealing extensive planning and ability to move 
beyond description of production process. Argument and Analysis: A coherent and cogent argument, 
showing an outstanding analysis of the creative work’s conceptual evolution in relationship to its critical 
context. Critique offers an in-depth and cogent evaluation of the creative work’s form and aesthetic style in 
terms of quality, creative aims and achievements (whether positive or negative) and narrative/conceptual 
progression. Presentation and communication: a professional standard, with fluent communication, 
grammar, punctuation, spelling and referencing/bibliography.  
 
DISTINCTION 
72 - 78% 
Research and planning: excellent evidence of research, revealing significant planning, and ability to move 
beyond description of production process. Argument and analysis: A coherent and cogent argument, 
showing an excellent analysis of the creative work’s conceptual evolution in relationship to its critical context. 
Critique: offers a clear and cogent evaluation of the creative work’s form and aesthetic style in terms of 
quality, creative aims and achievements (whether positive or negative) and narrative /conceptual progression. 
Presentation and communication: a very high standard, with few errors in grammar, punctuation, spelling 
and referencing/bibliography.  
MERIT  
62 – 68%   
Research and Planning: good evidence of research, revealing some detailed planning, and some ability to 
move beyond description of production process. Argument and analysis: A clear and considered argument, 
with some small weaknesses, showing a good analysis of the creative work’s conceptual evolution in 
relationship to its critical context. Critique offers a good, but at times inconsistent, evaluation of the creative 
work’s form and aesthetic style in terms of quality, creative aims and achievements (whether positive or 
negative) and narrative /conceptual progression. Presentation and communication: a high standard, with 
few errors in grammar, punctuation, spelling and referencing/bibliography.  
 
PASS 
52 – 58%  
Research and planning: satisfactory evidence of research, showing some planning but largely descriptive of 
the production process. Argument and analysis: An attempt at argument, with significant weaknesses, 
showing some analysis of the creative work’s conceptual evolution in relationship to its critical context, but 
may be descriptive rather than critical. Critique: a satisfactory, but often partial or inconsistent, evaluation of 
the creative work’s form and aesthetic style, often failing to link key production decisions to final aesthetic 
form. Presentation and communication: contains errors in grammar, punctuation, spelling, and 
referencing/bibliography.  
 
FAIL 
42- 48% 
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Research and planning: weak evidence of research with little evidence of planning and an entirely descriptive 
account of the production process. Argument and analysis: No clear or consistent argument or analysis as to 
the creative works conceptual evolution, with little awareness of the creative work’s critical context. Critique: 
very limited, with a weak account of the creative work’s form and aesthetic style. Presentation and 
communication: are straightforward, but contain significant errors in grammar, punctuation, spelling and 
referencing/bibliography.  
 
32- 38% 
Research and planning: No or unsatisfactory research and planning. Argument and analysis: Little or no 
argument or analysis, with no or incoherent awareness of the creative work’s relationship to critical context. 
Critique: An unsatisfactory critique of the creative work’s form and aesthetic style, which may be defensive 
and descriptive. Presentation and communication: is inadequate with major errors.  
 
12- 28% 
The work contains all the features described in the ‘marginal fail’ category, but will either be significantly 
under length and/or exhibit these deficiencies to a much greater extent.  
 
0- 8% 
Work is so short that the candidate is not deemed to have made any attempt at the work.  
 
 
The following descriptions of the different degree classes are used by staff as a guideline when marking 
the feedback portfolios.  
 
DISTINCTION – Work of an Outstanding Quality 
82 -100% 
Outstanding work which would be acceptable at a professional level in either the film or television industry. 
Demonstrates a clear, lucid and comprehensive grasp of the subject matter of the given screenplay in its 
overarching themes and concepts. Shows an incisive ability to analyse the structure of a screenplay and break 
it down into its component parts with an advanced appreciation of tone, narrative and character. It will clearly 
analyse its strengths and weaknesses and exhibits a clear and creative ability to make constructive 
suggestions and comments on areas which might be improved. Writes a clear, readable and nuanced synopsis 
which reveals the story and captures the writer’s voice. Demonstrates the ability to encapsulate the story 
crisply and write bold imaginative log lines. Flawlessly presented, written with clarity and fluency with 
comprehensively accurate language and grammar. Free of spelling or punctuation mistakes and adhering to 
the script report format.  
 
DISTINCTION 
72 - 78% 
The script report should be excellent in most respects. It should summarize the script in an engaging and 
succinct manner achieving a sense of the tone and style as well as the content of the piece. It should 
demonstrate a clear grasp of the aims of the script, the subject matter, its themes and concepts and show an 
awareness of style/tone, characterisation, and dialogue and story structure. It will show an understanding of 
the strengths and weaknesses of the script and will make some clear recommendations for improvement. 
There will be good loglines and the script report format will be adhered to. The language will be clear and will 
be accurate in areas of punctuation and spelling.  
 
MERIT  
62 – 68%  
This work will have many of the features of a Distinction class Script Report. It will provide a clear summary of 
the script story, noting the most important story points. The script comments overall will demonstrate that 
the candidate understands the principle of story structure; style/tone; genre; characterization and dialogue, 
and from these can make summary recommendations. There may be less depth in the critical comments than 
in work deemed First Class, and less consistent suggestions for improvement. However, overall a clear picture 
will emerge of the critical view of the script, and how it might be improved.The prose will be clear and the 
format reasonably neat.  
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PASS 
52 – 58%  
The Script Report may have a less clear summary of the story, possibly with some story elements missing or 
not well described. In the comments, some aspects of structure, tone, genre, character and dialogue may be 
well covered, but some areas may be either incomplete or absent. The recommendations may not give a 
totally clear sense of how the script could be best improved. Overall there will be an impression that while the 
candidate has taken on board much of the course teaching the implementation of that knowledge has been 
less than perfect.The prose may be less clear, and the format less tidy.  
 
FAIL 
42- 48% 
The Script Report demonstrates a less that adequate understanding of the task or the ideas and principles 
explored in the course. The story summary may be unclear and less well-expressed, not highlighting the main 
narrative points. In the comments, some aspects of structure, tone, genre, character and dialogue may be 
covered, but vital areas will be either incomplete or absent. Critical comments will not much illuminate the 
script, and recommendations will not lead to a clear sense of how the script may be improved. Overall, a 
sense that the candidate may not have fully understood or been able to implement the teaching of the course. 
The prose may be unclear, and general presentation poor.  
 
0 - 38%  
The Script Report will demonstrate no real understanding of the brief or its purpose. There will also be no 
evidence that the course work has been understood by the candidate. Presentation may be unacceptably 
poor. 

 
2) MA 5801/ MA 5802 
 
DISTINCTION – Work of an Outstanding Quality. 
82 -100% 
Outstanding work which would be suitable to be developed for film or television production.  Exhibiting a 
writer’s voice of striking originality at the level of both form and content.  Deploys formal elements such as 
rhythm, tone, structure, viewpoint, characterisation, dialogue, with very considerable mastery, control and 
complexity.  Contains insights of originality, or presents familiar insights in an arresting, fresh manner.  Takes 
bold, innovative risks in form and/or content and succeeds.  Engages its reader/view/listener at a complex, 
demanding and sophisticated level.  
 
DISTINCTION 
72 - 78% 
Excellent work, suitable to be developed further for film and television production.   Meets all the criteria for 
the lower grades, but exhibits substantial levels of flair, originality and sophistication.  The writer’s voice is 
strongly present, in form and content.  Takes bold risks, and succeeds to a significant degree.  Form and 
content demonstrate a substantial engagement with the reader/potential film/TV audience.  
 
MERIT  
62 – 68%  
Good work.  Meets all the criteria for the lower grades, but exhibits a greater level of control and consistency.  
Content is of greater substance and complexity, demonstrating a noticeable level of originality and insight.  
The writer’s voice is clearly discernible, though not consistent or developed.  Takes some risks with 
form/content, which are not wholly successful, or are limited in scope.  Would need revisions to be suitable for 
film or television production.  
 
PASS 
52 – 58%  
Competent work.  Where appropriate, accepted conventions of format and layout are correctly followed.  Has 
a clearly discernible story and/or theme, which is articulated with some fluency and consistency.  The forms of 
the genre/medium are understood and deployed with the beginnings of flair, but may contain hesitancy, 
uncertainty or inconsistency in deployment.  May not be particularly original, perhaps tending towards the 
routine or derivative..  Would need substantial revisions to be suitable for film or television production.  



23 | P a g e  
 

 
FAIL 
42- 48% 
Reveals an inadequate understanding of the forms of the genre/medium and proves less than competent in 
deploying them.  Story and/or theme and character are poorly developed, muddled or incoherent.  Reveals an 
unsatisfactory command of the language, expressing ideas with clumsiness or lack of clarity, and evincing 
poor grasp of the rules of grammar, spelling and punctuation. Would not in its current state be suitable for 
film or television production. 
 
0- 38% 
Ranges from serious plagiarism to work seriously short in weight or work which displays the faults of the 
preceding category in still graver form. Has no clear potential for film or television production.  
 
3) MA 5803 
 
The following descriptions of the different degree classes are used by staff as a guideline when marking 
the budget and funding essays.  
 
DISTINCTION- Work of an Outstanding Quality 
82 -100%  
The essay should be outstanding in every respect demonstrating a comprehensive understanding and 
familiarity with both the underlying creative principles and practical application of the production process. 
The portfolio must be an exemplary demonstration of how to schedule, budget, script, cast, shoot, post 
produce and cash flow an actual or example production. Where appropriate industry standard software or 
formats will have been used to present information. Both in presentation and written style it should be as near 
perfect as possible and capable of being used as a benchmark for the exercise.  
 
DISTINCTION 
72 - 78% 
The essay should be outstanding in most respects. It must demonstrate a full understanding of the creative 
and practical production process and how it operates in practice. While a good theoretical knowledge should 
be apparent it is the ability to develop a comprehensive and practical plan of implementation that must be 
demonstrated. The portfolio will need to demonstrate a full knowledge and understanding of how to 
schedule, budget, script, cast, shoot, post produce and cash flow an actual or example production. Where 
appropriate industry standard software or formats should be used when presenting information. The portfolio 
should be of an industry acceptable standard and demonstrate that the candidate has fully understood the 
process of production.  
 
MERIT  
62 – 68%  
The work will have many of the features of a Distinction Class essay. A clear demonstration that the candidate 
fully understands the production process, both in practice and theory, will compensate for some weaknesses 
in presentation and use of industry standard software and formats. Alternatively a well presented portfolio 
that enables effective production can compensate for some weakness of understanding of the underlying 
principles of the process. The work must be businesslike with no irrelevant, badly presented or ill thought out 
material.  
 
PASS 
52 – 58%  
The essay will not demonstrate a complete understanding of what is required to successfully produce a piece 
of audio visual work. Some aspects will be well covered but vital areas will be either incomplete or absent. 
Relevant software and formats will not always have been used. Overall there will be an impression that while 
the candidate has taken on board much of the course teaching it has not been fully absorbed or implemented.  
 
FAIL 
42- 48% 
The essay demonstrates a less that adequate understanding of the task or the ideas and principles explored in 
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the course. Work is likely to be poorly presented and incomplete. Industry standard software and formats will 
not have been used making the submitted material difficult to assess.  
 
0- 38% 
The essay will demonstrate no real understanding of the brief or its purpose. There will also be little evidence 
that the course work has been understood by the candidate  
 
 
8.5 Policy on the return of marked student work and feedback 
 
The full policy on the return of marked student work and feedback is available here. 
 
Return of marked student work and feedback 
 
All assessed work (other than formal examinations) should be returned with feedback within 20 working days 
of the submission deadline, except in cases where it is not appropriate to do so for exceptional and/ or 
pedagogic reasons. These may include the assessment of dissertations, final year projects, taped case studies, 
audio visual submissions, where the marking has been delayed due to staff illness and/ or where an extension 
to the submission deadline has been granted.   The deadline for the return of the marked work with feedback 
will be made clear to students when they receive their assignments. In the event that the intended deadline 
cannot be met for reasons such as those listed, the revised deadline will be communicated to students as soon 
as possible.   
 
8.6 Progression and award requirements  

 
The Regulations governing progression and award requirements are set out in your Programme Specification 
Programme Specification Repository (and also more generally in the Postgraduate Taught Regulations). 
 

 
8.7 Examination results 
  
Please see the Examinations & Assessments website for details of how you will be issued with your results.  

 
The Examinations & Assessments website is the place where you can access the “Instructions to Candidates” 
and details of the examinations appeals procedures.  
 
8.8 Penalties for late submission of work 
 
Work submitted after the published deadline will be penalised in line with Section 13, paragraph (5) of the 
College’s Postgraduate Taught Regulations.   

 
Section 13 (5) 
 
‘In the absence of acceptable extenuating cause, late submission of work will be penalised as follows: 

 
§ for work submitted up to 24 hours late, the mark will be reduced by ten percentage 

marks;* 
§ for work submitted more than 24 hours late, the mark will be zero.’ 

 
*eg. an awarded mark of 65% would be reduced to 55% and a mark of 42% would be reduced to 32%. 
 
If you believe that you will be unable to submit coursework on time because of illness or other acceptable 
causes then you should apply for an extension to allow you to submit the work late without suffering a 
penalty. If you did not request an extension but then miss a deadline due to factors which have affected your 
ability to submit work on time, then you may submit a request for extenuating circumstances to be 
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considered. Please note however that if you do so, you will have to provide convincing reasons why you had 
been unable to request an extension.  
 
8.9 Penalties for over-length work 
 
Work which is longer than the stipulated length in the assessment brief will be penalised in line with Section 
13, paragraph (6) of the College’s Postgraduate Taught Regulations:  
 
Section 13 (6) 
 
Any work (written, oral presentation, film, performance) which exceeds the upper limit set will be penalised as 
follows  
  

(a) for work which exceeds the upper limit by up to and including 10%, the mark will be reduced by ten 
percent of the mark initially awarded;   

  
(b) for work which exceeds the upper limit by more than 10% and up to and including 20% ,the mark will 

be reduced by twenty percent of the mark initially awarded;  
  

(c) for work which exceeds the upper limit by more than 20%, the mark will be reduced by thirty percent 
of the mark initially awarded.  

  
The upper limit may be a word limit in the case of written work or a time limit in the case of assessments such as 
oral work, presentations or films.   
 
In addition to the text, the word count should include quotations and footnotes.  Please note that the 
following are excluded from the word count: candidate number, title, course title, preliminary pages, 
bibliography and appendices. 
 
8.10  What to do if things go wrong – Extensions to deadlines 
 
You are expected to manage your time appropriately and hand in your coursework assessments on time. 
However, occasionally unforeseeable or unpreventable circumstances arise which prevent you from 
submitting your work on time. If this is the case you may be able to apply for an extension to your submission 
deadline without suffering a penalty. 
 
Please refer to the Extensions Policy and guidance on the College’s webpage about Applying for an Extension.  
 
Please note: - Not every assessment is eligible for an extension.  
 
8.11  What to do if things go wrong – the “Extenuating Circumstances” process. 
 
If you are unable to submit coursework because of unforeseeable or unpreventable circumstances please refer 
to section 8.9 ‘ What to do if things go wrong – Extensions to Deadlines’. If an extension is not possible, you 
may be able to apply for extenuating circumstances. 
 
The policy is explained in full in the Extenuating circumstances – Guidance for students. 
 
What is an Extenuating Circumstance? 
 
Extenuating circumstances are defined as unforeseen circumstances which are outside a student’s control and 
which may temporarily prevent a student from undertaking an assessment or have a marked/ significant 
detrimental/adverse impact on their ability to undertake assessment by coursework or examination to the 
standard normally expected. You can read more about them here. 
 
This means that such circumstances rarely occur. They are outside your control if they are:  
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• Unforeseeable - you would not have prior knowledge of the event (e.g. you cannot foresee 
whether you will be involved in a car accident);  

• Unpreventable – you could not reasonably do anything in your power to prevent such an 
event (e.g. you cannot reasonably prevent a burst appendix.) 

 
It is these short-term (temporary) circumstances that the College normally regards as extenuating 
circumstances.  
 
Absence from an examination  
 
Section 5 above explains what to do on the day you miss an examination if it was due to extenuating 
circumstances.  
 
Applying for extenuating circumstances 
 
Before going ahead, you should check that your circumstances meet the criteria. These are explained in full in 
the Extenuating circumstances – Guidance for students. You should also read the section Illness & absences 
from an examination and departmental assessments and extenuating circumstances in the Instructions to 
Candidates issued by Student Administration.  
 
If you apply for extenuating circumstances, you will need to supply a full explanation of your situation 
together with any supporting documentation.   
Deadlines for submission of extenuating circumstances 
 
Extenuating circumstances applications should be submitted as close to the affected piece of 
assessment/exam as possible.  
 
The deadlines for submitting extenuating circumstances are listed in the Instructions to Candidates and the 
College webpages for Exams, Assessments and Results 
 
Ongoing circumstances 
 
If you have ongoing circumstances that you believe are adversely affecting your performance during the year, 
these should be raised with your department and with the College’s Student Advisory & Wellbeing teams as 
soon as possible. This will allow us to consider strategies that will help you manage the situation. Examples 
might be that you have an illness that does not constitute a disability, a close family member is ill and needs 
your support, or you have suffered an adverse life event. 
 
It may be that the circumstances are severely affecting your ability to study by causing you to repeatedly miss 
scheduled teaching and/ or affecting your ability to complete assessments. If this is the case and there is no 
reasonable way to help you to manage the situation, then you may need to consider, in consultation with your 
department and Student Advisory & Wellbeing , if it would be in your best interests to interrupt until the 
issues have been resolved and you are able to fully commit to and benefit from your academic studies. 
 
Ongoing adverse circumstances do not normally constitute extenuating circumstances as they are not 
unforeseen and in some cases may be preventable.  As such, it is unlikely that the Extenuating Circumstances 
Committee will be able to take action to mitigate such circumstances. For further information, please read the 
Extenuating circumstances – Guidance for students. 
 
8.12  Support and exam access arrangements for students requiring support 

 
Some students at the College may have a  physical or mental impairment, chronic medical condition or a 
Specific Learning Difficulty (SpLD) which would count as a disability as defined by the Equality Act (2010) that 
is, “a physical or mental impairment which has a long-term and substantial effect on your ability to carry out 
normal day-to-day activities”. It is for such conditions and SpLDs that Disability and Dyslexia Services (DDS) 
can put in place adjustments, support and exam access arrangements. Please note that a “long-term” 
impairment is one that has lasted or is likely to last for 12 months or more.  
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If you have a disability or SpLD you must register with the Disability and Dyslexia Services Office for an 
assessment of your needs before adjustments, support and exam access arrangements (‘) can be put in place. 
There is a process to apply for special arrangements for your examinations – these are not automatically put 
in place.  Disability and Dyslexia Services can discuss this process with you when you register with them.  
Please see section 2 above for further guidance about registering with the Disability and Dyslexia Services 
Office. 

 
Please note that if reasonable adjustments, including exam access arrangements, have been put in place for 
you during the academic year, the Sub-board will not make further allowance in relation to your disability or 
SpLD. 
 
 
8.13 What to do if you have difficulty writing legibly 
 
It is College policy not to mark scripts which are illegible.  If you anticipate that you may have difficulty in 
writing by hand which would lead to your scripts being illegible you should contact Disability and Dyslexia 
Services. Please note the deadline for making an application for Examination Access Arrangements is in 
January each year.  Therefore it is in your interest to contact DDS as soon as you are able in the Autumn Term 
in order that you have time to get any necessary evidence required for the application.  
 
 
8.14  Academic Misconduct 
 
The College regulations on academic misconduct (also known as assessment offences) can found on the 
Attendance and Academic Regulations page of the student intranet. 

 
Academic misconduct includes, but is not limited to plagiarism (see 0below), commissioning, duplication of 
work, (that is, submitting work for assessment which has already been submitted for assessment for the same 
or another course), falsification, impersonation, deception, collusion, (for example, group working would 
constitute collusion where the discipline or the method of assessment emphasises independent study and 
collective ideas are presented as uniquely those of the individual submitting the work), failure to comply with 
the rules governing assessment, including those set out in the ‘Instructions to candidates’.    
 
The Regulations set out some of the types of academic misconduct in more detail, the procedures for 
investigation into allegations of such offences and the penalties.  Students are strongly encouraged to read 
these Regulations and to speak with their Personal Tutors or other members of staff in their department 
should they have any queries about what constitutes academic misconduct. The College treats academic 
misconduct very seriously and misunderstanding about what constitutes academic misconduct will not be 
accepted as an excuse. Similarly, extenuating circumstances cannot excuse academic misconduct.  
 
What is Plagiarism? 
 
'Plagiarism' means the presentation of another person's work in any quantity without adequately identifying it 
and citing its source in a way which is consistent with good scholarly practice in the discipline and 
commensurate with the level of professional conduct expected from the student.  The source which is 
plagiarised may take any form (including words, graphs and images, musical texts, data, source code, ideas or 
judgements) and may exist in any published or unpublished medium, including the internet. Plagiarism may 
occur in any piece of work presented by a student, including examination scripts, although standards for 
citation of sources may vary dependent on the method of assessment.   
 
Identifying plagiarism is a matter of expert academic judgement, based on a comparison across the student’s 
work and on knowledge of sources, practices and expectations for professional conduct in the discipline. 
Therefore it is possible to determine that an offence has occurred from an assessment of the student’s work 
alone, without reference to further evidence. 
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9 Careers information 
 
The College’s Careers & Employability Service is based in the Davison Building.  The careers service run a 
number of industry themed weeks and a range of standalone events during the academic year including a 
careers fair in October.  Our events are open to all students. One to one appointments are available all 
through the year where you can talk over your career ideas or get your CV, cover letter or application checked. 
You can also book a practice, in person or video interview.  
 
Our website and Careers Moodle has a wide range of help and information including interview skills, writing 
CVs and applications, assessment centres & psychometric tests. 
For more information about all Careers events and appointments visit their website or come along and speak 
to their friendly and helpful staff.  
 
10 Complaints and academic appeals procedure 
 
If you have a complaint relating to any aspect of the Department or its staff or to any academic or College 
matter, you should first discuss it informally with your Personal Tutor or with another member of staff in the 
Department.  We would hope that the majority of issues of this kind can be resolved by informal discussion.  
There are, however, procedures that can be invoked in serious cases.  These are set out in the College 
Complaints Procedures for students. You should raise your complaint as soon as possible.   

 
If the complaint concerns an academic decision, there is an academic appeals process.  Please note that an 
academic appeal can only be submitted once you have received your results via the College portal. Details of 
the appeals procedure and permitted grounds for appeal can be found on the Academic Appeals webpage.  

 
11 Health and Safety Information 
 
The Health and Safety webpage provides general information about our health and safety policies.  

11.1   Code of practice on harassment for students 
 
The College is committed to upholding the dignity of the individual and recognises that harassment can be a 
source of great stress to an individual. Personal harassment can seriously harm working, learning and social 
conditions and will be regarded and treated seriously. This could include grounds for disciplinary action, and 
possibly the termination of registration as a student. 
 
The College’s Code of Practice on personal harassment for students should be read in conjunction with the 
Student Disciplinary regulations and the Complaints procedure. 

11.2   Lone working policy and procedures 
 
The College has a ‘Lone Working Policy and Procedure’ that can be found here. 

 
Lone working is defined as working during either normal working hours at an isolated location within the 
normal workplace or when working outside of normal hours.  The Department and the type of work 
conducted by students is classified as a low risk activity and as such the following advice is relevant. 
 
Any health and safety concerns should be brought to the attention of the Departmental Health and Safety 
Coordinator or the College Health and Safety Office. 
 
It is likely that most activities will take place on College premises.  However, the principles contained in the 
above section will apply to students undertaking duties off campus.  

 
 
12 Equal Opportunities Statement and College Codes of Practice 
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12.1       Equal opportunities statement 
 
The University of London was established to provide education on the basis of merit above and without 
regard to race, creed or political belief and was the first university in the United Kingdom to admit women to 
its degrees.  

 
Royal Holloway, University of London (hereafter 'the College') is proud to continue this tradition, and to 
commit itself to equality of opportunity in employment, admissions and in its teaching, learning and research 
activities.  

 
The College is committed to ensure that:  

 
• all staff, students, applicants for employment or study, visitors and other persons in contact with 

the College are treated fairly, have equality of opportunity and do not suffer disadvantage on the 
basis of race, nationality, ethnic origin, gender, age, marital or parental status, dependants, 
disability, sexual orientation, religion, political belief or social origins  

 
• both existing staff and students, as well as, applicants for employment or admission are treated 

fairly and individuals are judged solely on merit and by reference to their skills, abilities 
qualifications, aptitude and potential  

 
• it puts in place appropriate measures to eliminate discrimination and to promote equality of 

opportunity  
 

• teaching, learning and research are free from all forms of discrimination and continually provide 
equality of opportunity  

 
• all staff, students and visitors are aware of the Equal Opportunities Statement through College 

publicity material  
 

• it creates a positive, inclusive atmosphere, based on respect for diversity within the College  
 

• it conforms to all provisions as laid out in legislation promoting equality of opportunity.  
 
 

12.2      Additional codes of practice  
 

Headphones policy  
 
All students are expected to supply and use their own headphones for location recording and use in our media 
labs. Your headphones should be of an appropriate type, normally:  
 
• Closed-back type with sealed ear cups to offer effective insulation from outside noise (earplug type 

phones are unacceptable)  
• Durable and comfortable construction to allow extended usage time  
• Cable connection with straight lead of about 3 meters length  
• Must have an adapter to fit both 3.5 mm and 6.3 mm stereo jack sockets  
• 20 Hz – 20,000 Hz frequency response  
• No artificial tonal coloration or enhancement such as bass boost, or electronic noise cancellation  
We intend to carry a limited stock of Soundlab PX712 headphones that can be purchased from the Location 
Store for £13 a pair, but we are unable to guarantee continual availability.  
 

You must bring your headphones to every practice session involving camera equipment, sound recording 
equipment or work in either of our media labs.  

12.2.1.1 Media Arts Health & Safety Policy 
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See Media Arts website for up to date Health & Safety Policy –
http://www.royalholloway.ac.uk/mediaarts/documents/pdf/healthsafetypolicy.pdf 
 
 
12.2.1.2 Media Arts Information for Students 
 
See Media Arts website for important information for Students with regards to Technical Support - 
https://www.royalholloway.ac.uk/mediaarts/informationforcurrentstudents/home.aspx  
 
 
12.2.1.3  Media Arts Filming and Actors 
The department takes very seriously the issue of providing actors with a copy of the film they worked on. 
They do not receive any payment for their services except travel expenses and so this is least you can do. In 
the past, directors have neglected to do this and it reflects very badly on both them and the department. We 
will treat this in the manner that College treats those with unpaid fees or library fines –  
You will not be allowed to graduate until the deficit has been made good. 

12.2.1.4 Media Arts Audiovisual assessment submission instructions 

https://www.royalholloway.ac.uk/mediaarts/documents/pdf/audiovisualassessmentsubmissioninstructions.p
df  

12.2.1.5 Media Arts Guide to Filming Abroad instructions 

https://www.royalholloway.ac.uk/mediaarts/documents/pdf/filmingabroadpolicy230415.pdf  

12.2.1.6 Media Arts Guide to Filming with kids instructions 

https://www.royalholloway.ac.uk/mediaarts/documents/pdf/working-with-children-policy-final-2016-17.pdf 

12.2.1.7 Media Arts Production Buddy Risk Assessment  

https://www.royalholloway.ac.uk/mediaarts/documents/pdf/production-buddy-manual-student.pdf  

 
 
 
 

 
 


