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1 STUDENT SUPPORT AND TUTORING 

 

1.1 WELCOME 

 

Welcome to all newcomers to the University of Bright on and the School of Pharmacy and 

Biomolecular Sciences.  

 

It is in everyone’s interests that you enjoy your time with us and that you succeed 

academically; the University and the School of Pharmacy and Biomolecular Sciences view 

the provision of pastoral support for each student as essential.   

 

This support  can cover most issues, be they academic, financial  or personal.  It is simply a 

matter of the student asking for help, before things get out of hand.  See section 1.4  in 

this handbook  for other help that is available.   A variety of staff  are here to support you 

and assist you should you have any difficulties.  

1.2 MEET THE STAFF 

 

The main staff  you encounter will be lecturers,  followed closely by tech nical and 

administrative staff.  They are all willing to help, if at all possible, and their areas of 

responsibility are largely self -explanatory.  Use your judgement about who you should 

approach with particular queries.  You will  meet the academic staff in lectures , practical 

classes and tutorials, as appropriate for each module.  They come in various guises and fit 

into a kind of "hierarchy" which is not necessarily fixed.  

 

Administrative Staff  

The School Office ( H608 ) assists students with a wide range of enquiries;  however more 

in-depth academic  related enquiries should be made to your Personal Tutor  or Course 

Leader. 

 

Course Leaders 

These are responsible for a particular degree programm e within the university. E veryday 

queries can be handled by a specific lecturer, a module leader or personal tutor.   A course 

leader’s task is to oversee the degree programme that they are responsible for, not to 

answer questions on detailed module content .   

 

Module Leaders  

These are responsible for the overall administration and content of any particular module.  

Specific questions  about the module  should be addressed either to the person lecturing 

on a particular sub -topic within the module, or to the module leader.  

 

Personal Tutors  

A Personal Tutor  is the member of staff  who should be one of your first 

ports of call, unless the issue is best addressed by another lecturer or a 

Module Leader.  They may, or may not, also be a Module Leader or Course 

Leader! Again, use your judgement and common sense.  
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a) What is a Personal Tutor  and what do they do ? 

 

Each student is allocated a personal tutor  shortly after  enrolling on the course;  they will 

be a member of the teaching staff  in your School.  Many have been lecturers and Personal 

Tutors  f or a long time and have a lot of experience in helping students to deal with their 

problems. 

 

Due to their knowledge on the University’s procedures, your Personal Tutor  can help you 

with regards to c ourse and examination regulations and choosing your modules. In this 

respect, your Personal Tutor is always your first port of call.  If they can't help you, they 

know someone who can. 

 

b) Mitigating circumstances  procedures  

 

In cases of personal problems, aga in your Personal Tutor  is one of the first people to 

approach.  They may not be able to help directly, but will always listen and they do have 

knowledge of, or access to, other individuals or support services that might be able to 

help.  Most importantly, they are the channels through which such difficulties can be 

brought to the attention of Examination Boards etc.  For more information, see section 

3.3 in this handbook.  

 

c) Confidentiality  

 

Whilst it is essentia l that the School is made aware of problems, you can rest assured 

that your Personal Tutor  will respect confidentiality and will not normally divulge details 

of your problems without your permission.  Under VERY unusual circumstances  it is 

possible that the tutor to whom such information has been divulged feels that it needs to 

be relayed, in confidence , to a responsible third party.  You would, of course, be advised 

of this.  
 

d) How often should you see your tutor?  

 

We require all new s tudents to meet with their tutor very early in the autumn term  to 

allow them to get  to know each other and provide  an opportunity for clarification of 

issues such as course structure, mitigating circumstances procedures, assessment etc.   

All  returning stu dents must also see their tutor during the early part of the term to 

review performance in the previous year . 

All students should see their Personal Tutor  early in the 2 nd semester to discuss semester 

1 results, general feedback etc.  

 

e) What if I don't like my Personal Tutor ? 

 

With the best will in the world, occasionally there are going to be personality clashes 

between tutor and tutee.  If this does happen, please speak to your Course Leader to 

discuss and resol ve the situation.   
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f)  What is a Student Welfare  Officer?  

 

The Student Welfare  Officer is a member of academic staff  in each school who acts as a 

kind of "senior" Personal Tutor .  You can approach the Student Welfare Officer directly 

if this makes you more comfortable .  Your Student Welfare Officer is Lara Barnes, room 

C503c (Cockcroft Building) .  

 
Whatever you do, do not let your problems go on and on until your academic 
performance falls apart; please alert the School to these problems. 
 

1.3 STUDENTS WITH DISABILITIES 

 

The University is committed to equal opportunities.  Student Services  and the Student 

Union have specific responsibilities in obta ining financial  and other forms of support for 

students with disabilities.  If you have a disability, or think you might have one, please 

contact the disability and dyslexia team to make an appointment.  Depending on the 

outcome of  the meeting they will then provide you and your Course Leader with a list of 

recommendations and possible variations of assessment to assist you while you are 

studying  at the university. They will speak with you confidentially to assess your 

situation.  Click here for more information.  

 

1.4 WHAT OTHER HELP IS AVAILABLE?  

 

Although Personal Tutor s and other academic staff  are not trained 

counsellors, there are other people in the university to whom you can turn.  Even 

if they are unable to help directly, they do have extensive experience and a lot of 

knowledge about other agencies that might be able to help.  In summary, the  major points 

of contact are as follows:  

 

Student Services  

 

Student Services is a central department whose specific function is to provide a range of 

services to support you through university and to make sure you get the most from  the 

student experience. We can help with all kinds of academic and non -academic issues. You 

don’t need to feel particularly worried about anything to benefit from our services either 

– sometimes we can just help optimise an experience which you are alread y enjoying. At 

other times, we provide professional support and advice on trickier subjects and have the 

experience and expert knowledge that delivers great benefits.  

 

Below is an outline of some of the roles fulfilled by Student Services. This list is by no 

means exhaustive, but should give you an idea of what is on offer. Don’t worry if your 

particular question or difficulty doesn’t fit neatly into one of our named functions – we are 

happy to help whatever your need.  

 

http://www.brighton.ac.uk/disability/index.php?PageId=350
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Career development 

 Career planning, workshops, help with job applications and CVs  

 Volunteering and work opportunities while at university  

 Employment and further study choices  

Chaplaincy 

 Pastoral care for all faiths and none  

 Lectures, social events, worship, discussion, retreats, pilgrima ges  

Childcare 

 High quality, affordable, flexible childcare  

 Information for studying parents  

Counselling 

 A confidential service, which allows a safe space to address issues and problems  

Disability and dyslexia support 

 Help with all disability and dyslex ia issues, including funding  

 Liaison with staff to coordinate appropriate learning and teaching support  

 Screening for learning difficulties  

 Programme of support on study skills  

Health and wellbeing 

 Links with local GP surgeries  

 Sexual health,  drugs and alcohol information ( UNISEX on-line)  

 Advice on vaccinations and health issues  

Student Advice Service 

 General advice and focus on financial issues including fees, grants, bursaries, 

loans, additional funds and money management  

 International students - immigration advice and Home Office regulations. 

Pastoral care, culture shock and home sickness  

 

Get in touch 

T: 01273 642895  Moulsecoomb 

E: studentservices@brighton.ac.uk    

You can find further informatio n about our services, including opening times and common 

queries in the Student Life section of studentcentral.  

www.brighton.ac.uk/studentlife  

 

USEFUL CONTACT INFORMATION: 

 

Pharmacy and Biomolecular Sciences (PABS) School Office  

Phone: 01273 642090 or 642014  

Fax: 01273 642674  

Email: pabsschooloffice@brighton.ac.uk  

Visit: Huxley  Building Room H608  

 

University Switchboard  

Phone: 01273 600900  

mailto:studentservices@brighton.ac.uk
http://www.brighton.ac.uk/studentlife
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Accommodation Office  

Phone: 01273 600900  

Fax: 01273 642982  

Email: accommodation@brighton.ac.uk  

 

Student Services  Welfare  

Phone: 01273 642888  

 

Careers Centre  

Phone: 01273 642855  

 

Registry  

Phone: 01273 642875 or 642137  

 

1.5 INFORMATION SERVICES 

 
Information Serv ices provides computing, library and media services to support 
teaching, learning  and research at the University of Brighton.   
 

LIBRARY SERVICES & FACILITIES 

 

The University of Brighton libraries 

 

· There are five libraries at the University of Brighton ; the Aldrich, Falmer and  St 

Peter’s House libraries in Brighton and the Queenwood and Health Sciences libraries in 

Eastbourne.  

· The Aldrich Library located in the Cockcroft Building on the Moulseco omb site serves as 

the "main library" for the School. It specialises in the areas of biology, chemistry, 

biomedical sciences, pharmacy, mathematics, computing, engineering and management. 

However, a number of the other site libraries, particularly those at  Falmer and 

Eastbourne may prove useful in some subject areas. Books  can be transferred between our 

libraries on request.  

· You will have been issued with a uni card when you enrol led online.  This  enables you to 

borrow material from all U niver sity of Brighton libraries, as well  reference  access to the 

University of Sussex library.  

· NB uni cards should be carried at all times as they will be required to access parts 

of the Huxley building and to use lockers there.  If you lose your card, you must 

report it immediately to the School Office. 

 

Opening hours 

For the latest details regarding opening hours for all the site libraries, visit 

www.brighton.ac.uk/is/students  > Librari es > Opening hours. 

 

Opening hours for Aldrich Library  

 

Term time:  Monday – Thursday  08.30 – 21.00 

 Friday  08.30 – 19.00 

 Saturday & Sunday  13.00 – 17.00 

http://www.brighton.ac.uk/is/students
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Vacations:  Monday – Friday  09.00 – 17.30 

 Saturday  Closed 

 Sunday 13.00 – 17.00 (except August)  

 

The computer Pool Room, located on the Ground Floor of the library, remains open until 

02.00 every night during term time. After the library closes, access to the Ground Floor is 

via the entrance in Queensdown School Road and you will need your library card t o gain 

admittance.  

 

During exam revision  periods (2 weeks at the end of January and for the whole of May), 

the upper subject floors of the library also remain accessible for reference  purposes until 

02.00.  

 

Borrowing entitlements   

Up to 12 items can be borrowed at any one time (15 for postgraduate students and final 

year undergraduates). The standard loan period is three weeks but items designated as 

core reading  are normally issued for seven days. You w ill normally be charged a fine if you 

return a short loan item late or retain an item which has been reserved by another user 

and recalled by the library.  

 

The Desk Loan collection  

This self access collection, located to the right of the library entrance,  contains copies of 

books in heavy demand and therefore can only be borrowed for a few hours at a time. 

Desk Loan items can be booked in advance for use in the library or overnight loan. Fines 

are charged to ensure that items are returned pro mptly for the next borrower.  

 

Renewing items 

It is not always necessary to bring items into the library for renewal. If not requested by 

another user, any item may be renewed in the following ways:  

· in person at your nearest library issue desk. You will nee d to bring your uni card.  

· by phone using the renewals number 01273 642770.  When the library is closed, you can 

leave a message on the answer-phone requesting a renewal.  

· online using the My Account  tab in the library catalogue. You will need to log in with  your 

library card number.  

 

Returning items 

· When the library is open, bring your items to the library issue desk so that they can be 

discharged from your record.  

· The library has two secure book -drop bins which can be used for returning books  when 

the library is closed. These are located outside the main library entrance and on the 

ground floor adjacent to the computer pool room.  

· Items can be returned by post. However, they remain your responsibility until received 

by the library.  

 

The library catalogue   

The library catalogue is available through dedicated terminals in the Aldrich library and is 

also online via the Online Library ( http://library.brighton.ac.uk ). The catalogue provides 

information a bout the material held in all the site libraries. Use the catalogue to search 

http://library.brighton.ac.uk/
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for books , printed journals  and audio-visual items and to reserve items when all copies are 

on loan. You can also access your own borrower record t o check your current loans and 

renew items.   

 

Requesting items from other libraries 

To request an item from one of the other site libraries, complete a card at the library 

enquiry desk. If you are a final year undergraduate or a postgraduate student, we c an 

obtain books  or photocopies of journal articles which are not available within our stock 

from the British Library through the inter -library  loan service.  For more information, see 

Information Services  document 434: An Aldrich guide to requesting inter -library loans  or 

ask at the library enquiry desk.  

 

Enquiries and further help 

You can always ask for hel p at the Aldrich enquiry desk which is staffed during library 

opening hours. In addition, each Faculty is supported by a team of subject librarians led by 

an Information Adviser who can assist you with course related enquiries. Your Information 

Adviser is Joyce Storey. Her office is on the second floor of the library and she can also 

be contacted by email at AldrichPABS@brighton.ac.uk .                    

 

You can contact the Aldrich Library:  

 

By phone: 

Aldri ch Library enquiries desk:       01273 642760  

Aldrich Library renewals line:          01273 642770  

 

By email: 

General enquiries:   AskAldrich@brighton.ac.uk   

 

Library services for part-time students 

The Uni versity is a member of SCONUL Access, a co -operative venture between higher 

education libraries enabling part -time students and those on placement to borrow material 

from other member libraries in close proximity to where they live or work. To check 

whethe r the library you want to use is part of the scheme, go to 

http://www.access.sconul.ac.uk/ . 

 

You may also be eligible to join the University of Brighton’s Extended Library Scheme 

(ELS), whereby books  and photocopies are sent through the post.  

See http://www.brighton.ac.uk/is/els  for more information.  

  

The Online Library 

The Online Library (accessed via the Online Library  tab within StudentCentral or at 

www.library.brighton.ac.uk ) contains:  

 

· Library Catalogue: Links to our library catalogue, the catalogues of other local libraries 

and the British Library’s catalogue. 

 

· Journal Title Search: Use this feature to find electronic and print journals  to which we 

subscribe.  

 

http://www.brighton.ac.uk/isdocs/docdetails.php?docnumber=is434
mailto:AldrichPABS@brighton.ac.uk
mailto:AskAldrich@brighton.ac.uk
http://www.access.sconul.ac.uk/
http://www.brighton.ac.uk/is/els
http://www.library.brighton.ac.uk/
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· Browse by subject: This are contains collections of subject related links, e.g. Pharmacy 

or Physical Sciences, that have been selected by the library subject team suppor ting your 

course.  These links include databases, Internet gateways, websites produced by 

government departments and professional organisations.  

 

· Online databases. Use the databases to search for journal articles and documents 

relevant to your subject. Mos t databases only provide bibliographic details and an 

abstract or summary but some contain the full text of the documents which is indicated 

by the note Full Text. 

 

· Reference Shelf, which contains links to online reference resources. Cr edo Reference, 

for example, contains online dictionaries, encyclopaedias and thesauri covering all subject 

areas 

 

Usernames and passwords 

When you have completed your online enrolment / activation, your university username and 

password will be generated. T his will enable you to access the computers in our libraries 

and poolrooms, StudentCentral and the majority of resources available via the Online 

Library. To change your password, click on Personal Settings  within StudentCentral.  

 

Student email 

When you activate your computer account, you will be provided with a university email 

address. Please refer to Information Services  document 697:  A guide to st udentmail  for 

full details.   

Lecturers and support staff  will send email to your Brighton University address.  Email is 

used as the primary means of communication throughout your course , and you are 

expected to check your email daily . You can read your email at 

https://www.outlook.com/uni.brighton.ac.uk   

 

 

Connecting your own computer 

You can connect your own computer via the network sockets in the libraries and most halls 

of reside nce using an Ethernet cable or via wireless in selected areas on each site. Once 

connected, your computer is part of the university network and is therefore subject to 

our conditions of use. Please see Information Services  document 907: Conditions of Use of 

University of Brighton Computing Facilities including Networks .  One such condition is that 

Sophos anti -virus software be installed and this can  be downloaded from the Information 

Services website at www.brighton.ac.uk/is/students  and choosing Anti -virus software  

from the Quick Links for students  box. 
 

To connect your laptop to the network in the university libraries, follow the setup 

instructions which are available from the Aldrich library enquiry desk or can be 

downloaded from www.brighton.ac.uk/is/students  > Using your own computer  > In  libraries . 

 

For more information on connecting your computer in halls of residence and computer 

clinics go to www.brighton.ac.uk/is/students  > Computing > Using your own computer . 

 

Wireless connectivi ty is also available at Moulsecoomb in selected areas. See 

www.brighton.ac.uk/is/wireless  for the latest information as these areas are being 

http://www.brighton.ac.uk/isdocs/docdetails.php?docnumber=is697
https://www.outlook.com/uni.brighton.ac.uk
http://www.brighton.ac.uk/isdocs/docdetails.php?docnumber=is907
http://www.brighton.ac.uk/isdocs/docdetails.php?docnumber=is907
http://www.brighton.ac.uk/is/students
http://www.brighton.ac.uk/is/students
http://www.brighton.ac.uk/is/students
http://www.brighton.ac.uk/is/wireless
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expanded. Setup instructions for connecting your laptop to the university’s wireless 

network can be obtained from the library enquiry desk or from 

www.brighton.ac.uk/is/students  > Using your own computer  > Wireless . 

 

The Computer Store 

The Computer Store in th e Watts Building sells blank CDs, USB sticks, cables, software, 

computers etc.  Many items are available at discounted rates. The computer store is open 

9am – 4.30pm daily during term -time.   

 

Computing help 

For online help relating to StudentCentral, clic k on Help to access Ask Emily.  For other 

matters, Technicians and computer helpers are based in the poolrooms at advertised 

times.  See www.brighton.ac.uk/is/students  > Computing > Getting help > Using Computers. 

 

Outside of these times, phone the ICT Helpdesk on (01273) 644444 or email 

Helpdesk@brighton.ac.uk . The Aldrich library enquiry desk can assist with username and 

password problems. Guides and help sheets are available in computer poolrooms and also 

online at www.brighton.ac.uk/isdocs .   

 

Media Centres 

The Moulsecoomb Media Centre, located in the Watts Building, lends equipment such as 

camcorders, digi tal audio recorders, digital cameras, overhead projectors and also sells a 

range of IT and a/v consumables. For full details, refer to www.brighton.ac.uk/is/students  

> Media Centres . 

 

1.6 STUDENTCENTRAL AND MODULE FEEDBACK 

 

What's in studentcentral? 

Studentcentral  is a web-based learning  environment  that provides a personalised home 

page to help all students and s taff  manage their learning 

and teaching.  All electronic information and tools you will 

need such as email, on-line library services, course 

material and other University services can all be found on 

studentcentral.   

 
The home page gives you access to academic and other resources wherever you have 

internet access – at home, at work, abroad or in the university.    

 

Content areas for your school and your individual modules, containing:  

 Key information such as module descriptors and handbooks i n all areas  

 Timetables in the school area  

 Course documentation in the school area, including course handbooks – look under 

Biology, Chemistry, or M.Pharm  

 

Once you reach either a course or module page, you will have the option to personalise the 

page via Dashboard.  If you have a special need to have your pages personalised even 

further, please contact the studentcentral team.  

 

http://www.brighton.ac.uk/is/students
http://www.brighton.ac.uk/is/students
mailto:Helpdesk@brighton.ac.uk
http://www.brighton.ac.uk/isdocs
http://www.brighton.ac.uk/is/students
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Course material – text, MS Office files, images, audio or video in the module areas  

 A Learning Resources section in the module area s with your Reading Lists  

 Revision quizzes, test and surveys in module areas  

 Communications tools so you can email everyone in a module, discuss online, communicate 

in real time (video conferencing), share files in small groups, etc.  

 Studentprofile,  for y our own personal development portfolio, in the school area  

 

Further down the Study Area on the home page you will also see the Good Study Guide 

and Student Life. Please have a look around these areas plus the school area when you 

first log in.  

 

 

      

 

 

Social networking and blogging service 

 

Once described as an online school playground, Community @ Brighton is a full social 

networking and blog service for students and staff  at the University of Brighton.  

 

Community is Web 2 technology - it is shaped by the people who use it. Community is 

available to all staff  and students via studentcentral.   Staff and students are equal 

members and everyone can contribute in the same way.  

 

 

Keep a blog  

Your Blog (weblog) is your online dia ry – simply click "post an new entry" and 

fill in the boxes.  

 You can make your blog private, university -only or public.  

 You can add links and pictures.  

 Unless you make posting private, you will become famous for five 

minutes as the latest blog tops the list!  

Present 

your profile 

Your Profile is your public face, what you want people to know about you. Add 

keywords  / tags for your interests and they become links for you to find out 

who else used them. Then you can make like -minded people into your online  

friends.  

Find online 

friends 

Add people to "Your Friends"  so you can find their blog more easily.  Find your 

friends list in the right -hand panel. 

Store your 

files 

Keep your files on Community to use  in your blogs and share with your friends; 

you can store up to 10MB.  

Join 

communities 

 

  

… or create 

your own  

Join an existing community such as Public Transport Users, Gig -Addicts  or 

Grumpy Old Gits. Choose whatever matches your interests and  use the 

community blogs to discuss things. Communities can be p ublic or closed . 

 
Set up your own Community to share a group blog (and wiki) with like -minded 

people, for  

 a club or society - to announce events meetings or discuss topics of 

special interest  
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 a special interest group - to advertise or comment upon related 

external events or ideas  

 a module or project group - to share ideas, arrange meetings  

RSS feeds Use Community to receive your RSS feeds  

Portfolios 

and CVs 

Draw together information to present your CV, your online Portfolio or simply 

a small web site. Ma ke it public if you like.  

 
 

Useful web addresses  

 
For more information on accessing information services from outside, see information on 

studentcentral, or visit the Information Services  website at http://www.brighton.ac.uk/is   

 
 Information Services  web site  http://www.brighton.ac.uk/is/    

 Online Library  http: //library.brighton.ac.uk   

 student mail  http://studentmail.brighton.ac.uk   

 studentcentral  http://studentcentral.brighton.ac.uk/    

 Ask Emily  http://student.brighton.ac.uk/help/faq.php   

 P.A.B.S. Study Skills  www.brighton.ac.uk/pabsstudyskills  

 

1.7 ACADEMIC STUDY NETWORK (ASK) 

There’s lots of support available at Brighton to help you manage your time and study 

effectively. Most course handbooks include guidance on assignments  and you will also find 

the ASK online Study Guide through the "My Tools" menu on your StudentCentral 

homepage.  

In addition to course -specific guidance, online resources to help you study effectively are 

available through the ASK Study Guide on studentcentral.   You will find the link in the 

“My tools” menu on the homepage. 

ASK offers advice on how to make the most of seminars and lectures, reading and note -

making, preparing for exams, tackling stress, essay writing, oral presentations, group 

work and many other topics.   You will also find information  about the weekly Study 

Support workshops held at all university sites  and specialist services such as the Maths & 

Stats  Support Unit and English Language Support Programme.  

 

Email askstudyadvice@brighton .ac.uk for more information about study  workshops or 

individual study advice.   Remember: whatever you want to know - just ASK!  

http://www.brighton.ac.uk/is
http://www.brighton.ac.uk/is/
http://library.brighton.ac.uk/
http://studentmail.brighton.ac.uk/
http://studentcentral.brighton.ac.uk/
http://student.brighton.ac.uk/help/faq.php
http://www.brighton.ac.uk/pabsstudyskills
mailto:askstudyadvice@brighton.ac.uk
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2 THE LEARNING PROCESS 

2.1 INTRODUCTION 

 

The course of yo ur degree will be taught via formal lectures , small group seminars, clinical 

tutorials, laboratory exercises and interpretive assignments .  These aim only to provide the 

outline; greater depth of knowledge and understan ding is achieved by independent study.  In 

general you are expected to do two hours of independent study for each hour of formal 

class contact, thus for example, you should be prepared to undertake two hours of 

background/preparatory reading  for each one -hour lecture.  Each module descriptor outlines 

the indicative syllabus and provides details of recommended/guided independent study. 

These can be found on student central  by clicking on the module c ode. 

 

Remember: all guided, independent  study  is examinable as part of the module assessment . 

 

2.2 TIME MANAGEMENT 

 

It is really important that you study  regularly and make  it part of your weekly timetable .  

Studying should be a habit rather than a chore; that is what you are here to  do at the end of 

the day!  Still, it’s also important that you have a healthy balance between studying and 

relaxation.   Try t o have a weekly schedule where you have time to go to lectures , study 

independently, do the chores of everyday life and have time to relax.   It’s best to stick to 

this timetable each week, so that you develop a routine.  See appendix 1 for a blank weekly 

timetable which you can photocopy and use to plan your own time.  

 

2.3 SETTING PRIORITIES  

It might seem simple, but when you have a large work load, it is important that you prioritise 

your work s o that you can meet deadlines.  Try listing all of your assignments  and tasks that 

need to be done, and then re -write the list in order of importance.  Make a daily to -do list by 

doing the same with your daily tasks including socialisin g and chores, as well as studying .  

When do you work best – mornings, afternoons or evenings? Do your important work in the 

most productive time of the day.                  

 

 

2.4 PREPARING TO STUDY 

 Ef fective study  can only take place in the right environment .  

Make sure your place of study is warm, well ventilated, properly 

furnished for the purpose and free from distraction.  

 If you prefer studying  in the library or computer rooms, find out 

in advance the opening times and plan your study periods around 

them.  
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2.5 IMPROVING MEMORY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DEVELOPING INTEREST AND UNDERSTANDING 

 

MAINTAIN 

ATTENTION & 

INTEREST BY: 

Mulling over problems, 

you may solve them 

subconsciously. 

Try to make links 

between the subjects 

you are studying in 

different modules . 

Studying in your 

most productive 

time of da y. 

Switching attention 

within subject 

material to add 

variety.  

Cut up large tasks into 

manageable chunks. 

Removing distractions.  

DEVELOP AN 

UNDERSTANDING 

OF THE WORK BY: 

Looking for examples 

which illustrate the 

topic.  

Reviewing th e work 

which led to  the 

present material.  

Organising the material into an order which makes 

sense. 

Questioning:  

-What does the author/lecturer mean?  

-Does this knowledge challenge my old ideas?  

-Where does this knowledge lead & what are the 

consequences? 

-How can this know ledge be applied?  

-Is there anything to check with the lecturer?  

Linking subject matter 

with your previous 

knowledge & experience . 

Integrate with other 

subject areas.  

 

DEVELOP YOUR 

MEMORY BY: 

Understanding 

before attempting to 

memorise material . 

Using acronyms – 

see section 4.2  for 

details  

Committing to memory 

repeatedly then actively 

repeating memorised  

material.  

Selecting the 

important points & 

arranging these in an 

order which suits you.  

Linking with previous 

knowledge & integrating 

with other subject areas.  

Condense your 

knowledge into mind 

maps. 

Using highlighters 

to make your notes 

memorable. 

Mastering each 

topic before leaving 

it.  
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2.6 MANAGING STRESS 

There are a number of adjustments that need to be made when beginning your time at 

university. Students have to deal  with a new environment , leaving home, living in halls, 

adapting to domestic duties and responsibilities, changes in relationships with friends and 

family, new relati onships, health issues, and the academic challenges.  

 

Here are some practical tips for dealing with stress from “The Smarter Student – Study 

Skills & Strategi es for success at University” (McMillan et al., 2006, p75-76):  

 

 Try not to worry  about things over which you have no control  

 Share your problem  

 Find out more about your problem  

 Participate  [in clubs or societies].  

 Learn to prioritise  

 Put thin gs in perspective  

 Try to forget about your problems  

 Try not to be a perfectionist  

 Confront your problem  

 Do something physical  

 Don’t be afraid to have a good cry 

 Learn how to meditate  

 Change your working pattern  

 Try to manage your time better  

 Recognise that you can’t please everyone 

 Treat yourself  

 

2.7 IDENTIFYING YOUR LEARNING STYLE 

Due to our different personalities, we all have preferred styles of learning  that suit us 

best.   By discovering which learning technique s work best for you, you can apply these to 

your revision , reading , note taking etc and study  in the most effective way for you.  

 

You may want to go online and complete a survey to find out what your learni ng styles are.  

Try the following link:  

http://www.learning -styles -online.com/inventory/  

The Myers -Brigg Inventory is another helpful tool for discovering y our learning  style 

which is clearly explained in “The Smarter Student” (McMillan et al., 2006, p82-88).  As is 

the ‘C.R.E.A.M.’ (creative, reflective, effective, active, motivated) strategy for learning’ 

explained in ‘The Study Skills Handbook (Cottrell, 2003 ). 

 

Books are available in the library  and Blackwells book shop regarding study  skills  and the 

learning process.  You may also find these websites useful:  

   www.brighton.ac.uk  – click on ‘Studentcentral’, and then on ‘Good Study Guide’ 

 www.studygs.net  

 www.engageinresearch.ac.uk 

 www.bioscience.heacademy.ac.uk 

http://www.learning-styles-online.com/inventory/
http://www.brighton.ac.uk/
http://www.studygs.net/
http://www.engageinresearch.ac.uk/
http://www.bioscience.heacademy.ac.uk/
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2.8 CRITICAL THINKING 

 

“The ability to think critically is probably the most transferable of the skills you will 

develop at university – and your future employers will expect you to be able to use it 

to tackle professional challenges” (McMillan et al, 2006, p 137). 

  

A critical  approach to learning , be it lectures  or practicals, dem ands clear 

thinking.  It may be helpful to be aware of some of the common faults in thinking, 

presentation and assessments of arguments, evidence and conclusions.  

 

Causative Fallacy This is the assumption that since A and B occur 

together that A caused B o r vice versa.  

Convenient Anything can be proved by carefully selecting 

the data examples which best fit the point to be 

proved - all data should be considered, even 

negative data.  

Tautology Saying the same thing twice while giving the 

appearance of an ar gument. 

Exceeding the 

evidence 

It is very tempting to develop exotic theories 

based on evidence extended beyond its validity.  

Appealing to Authority X must be true because Y says so, or because it 

is a "well known fact", even the safest 

authorities are w rong sometimes.  

 

To avoid these pitfalls you should: 

 understand both the evidence and the theories  

 avoid statements which have no supporting evidence  

 consider all the evidence consider the topic from all viewpoints - including extreme 

conditions  

 

6 DIFFERENT STEPS INVOLVED IN CRITICAL THINKING 

Intellectual abilities, skills and knowledge have been organised into a hierarchy of six 

categories by Bloom (1956) as shown in Fig 1.  The assertion is that the higher order 

abilities depen d on a mastery of the lower order abilities.  

 

Figure 1:  Bloom's (1956) hierarchy of the cognitive domain.  

 

evaluation

synthesis

analysis

application

comprehension

knowledge
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 Knowledge concerns 'what there is to know' and would include facts, terminology, 

classifications, conventions etc.  The  skill is basically of description.   

 Comprehension or 'making sense of' consists of translating, interpreting and 

extrapolating from the knowledge attained at the first level.   

 Application refers to an ability to use the knowledge and understanding of pr inciples, 

methods and theories to a 'real world' situation.   

 Analysis involves breaking down material into its component parts and discovering and 

explaining the relationships between the parts.  This may involve inductive 

(generalising from specific situ ations) or deductive (moving from generalisations to a 

specific example) thinking.   

 Synthesis involves using the acquired knowledge in a new and unique way to solve 

problems and to predict likely consequences of actions.  Abilities involved include 

origin ality and creativity.   

 Evaluation involves making judgements about the value of various methods, ideas, 

findings, solutions etc.  Judgements should be supported by evidence from research, 

literature etc.  The basis/criteria for the stated judgements must be made explicit.   

 

In higher education much assessment within undergraduate courses will focus on the four 

higher level categories identified by Bloom.  Essays for example will ask the student more 

commonly to 'assess', 'evaluate', 'how' or 'why', rather  than 'describe' or even 'discuss'.   

Clearly knowledge is rarely the only end trying to be achieved through assessment; 

higher education is concerned with the way in which people think as well as with what 

they know .  Therefore assignments  will often be trying to develop/assess skills such as 

'critical  thinking', 'problem solving', 'independent  thinking' or the like.  In order to 

demonstrate these skills, some knowledge of the set issu e (encompassed in the 

assignment) will be required.  

 

What will I be doing and why? 

 

You will encounter a range of different assignments  within your degree course.  The 

assignments set in the modules run by the School may have varied edu cational objectives 

i.e. they will be testing a number of different things.  You need to be aware of these.  

 

What do my marks mean? 

 

 First class  >70% 

 Upper second (2:I)  60-69% 

 Lower second (2:2)  50-59% 

 Third class  40-49% 

 Fail 30-39% 

 Threshold failure   <30% 

 

How do I get these marks? 

 

Clearly, the criteria for the assessment of any particular assignment will reflect  the 

varied educational objectives trying to be achieved.  For more informat ion on the 

assessment criteria for examinations and coursework, please see sections 4.6 and 4.7 in 

this handbook.  
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What have I learned recently?  

 

Am I using the appropriate study 

techniques for the ta sk in hand? 
 

Do I have the right attitudes 

towards my learning?  
How motivated am I 

towards learning?  
 

How could I improve my 

learning? 

 

 

2.9 BEING A REFLECTIVE LEARNER 

It is important that you make time to reflect  on how you are doing with y our studies.   

Take some time to ask yourself the following questions  once in a while:  
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SECTION 3 

 

THE ESSENTIAL STUDY SKILLS 
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3 THE ESSENTIAL STUDY SKILLS 

3.1 STUDENTS’ TOP STUDY TIPS 

 

“Seriously....unplug the 

internet if you’re using the 

computer for work. I get 

easily distracted browsing on 

the internet. Don’t fall into 

the trap of lookin g on 

Facebook, Hotmail or ebay!“ 

        Marcus Williams  
 

“Book a library stu dy room and revise as a 

group. Use the boards to make notes on key 

points ; they might know so mething you 

missed.”                             Caroline Champion 
 

“Block time out in your schedule for study; set small 

achievable objective s to complete what you want to do 

in that time and then reward yourself (meet up with a 

friend, watch a favourite program - what ever floats 

your boat) when you have done it.  “ 

        Di Smith  

“When you are starting on a project, keep a file for anything relating to that project, 

which is separate from other work. This will help you to keep track of your work and not 

mix it up  with other projects that you may be working on (do the same for them if you 

have several projects on the go) .”   

Di Smith  

“Don’t leave studies until the end!” 

              Candy Koenig 

“Don’t be afraid to ask lecturers 

questions!”                         Ali Mahdi  

“Keep your files and notes organized! Know w here your material is so it does n’t take all 

day to dig up notes you need. Keep on top of your filing - thin out old semester notes, 

and keep a file for current modules or subjects being studied. ”   

Marcus Williams  
 

“Practi se questions and exam papers fully .”   Aneri Shah  
“Don't be alone - talk to 

other people on your 

course to thrash ideas 

about - it really helps! ” 

        Emma Burton 
“Find somewhere quiet, and spacious. Well lit areas are 

always good…..anywhere where distractions can ’t 

interfere with what you’re doing. I always find  some 

good music helps. Take breaks when you need them - 

don't go overboard, but do have a drink (tea is always 

good) and a snack on hand to push you through. ” 

Marcus Williams  
 

“Get into a routine - same time, same place for 

your studying, get into a good studying habit .” 

                                                     Emma Burton 

“If using a voice recorder, 

it doesn’t mean you can fall 

asleep in lectures!”  

                         Ali Mahdi  
 

“Organise a timetable for topics 

and modules and stick to it”  

         Aneri Shah  

“Make good use of your diary and enter the dates of work that have  to be submitted.  

Then work back from those dates t o plan when you need to do the work.” 

                                                                                                                            Di Smith  
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"Is this making me think?" 

"Am I getting a clearer understanding of 

the topic?" 

3.2 READING 

Use the reading list. Books suggested for the course are listed at the end of the 

syllabus for each module.  Guidance on  the books listed and other suggested reading will 

be detailed to you by individual lecturers.  Reading will be a familiar study  skill by now but 

it can still seem overwhelming when you have a large number of journals  and books to read 

in a short amount of time, so be selective.  

Consider the purpose of your reading; what is your goal?  

 Looking for a specific point? Refer to the index and scan the pages to find the 

information you need.   

 Expanding on lecture material or researching for an essay ? Take notes whilst 

you’re reading.  

 Reading out of interest in subject or with a desire to learn from an author’s 

style? Read at a more leisurely speed.  

Use markers to identify which pages a re useful.  

Underline important sentences and key words in the text from either a photocopy of the 

book, or the book itself if it is yours.  

Try reading aloud and recording yourself with a Dictaphone or tape recorder.  Then you 

can listen to the information again when you’re walking to University. 

 

Here are some more top tips:  

 

3.3 MAKING NOTES – IN LECTURES AND FROM BOOKS 

During the course of your degree you will need to take notes from a variety of sources 

including lectures , books, journals , newspapers, the Internet, videos and audio tapes.  

This may seem like a relatively simple concept but there are good and bad ways of making 

notes, as documented by Kneale (1999).  Making notes about anything requires 

concentration and thought -  if you take notes from any source of information with your 

brain only half -engaged you will not learn from the process.   

Noting is not just about getting the facts down but also identifying links between 

different pieces of information and identi fying any contradictions which may become 

apparent.  Notes should, ideally, record information in your own words rather than simply 

copying text verbatim.  They should evaluate different points of view and, ultimately, 

enhance your understanding of a topic .  Kneale (1999 p. 55) suggests two questions  that 

you should ask 

yourself when 

making notes:  

 

       

Survey Obtain a general overview of the book, chapter, notes, etc.  

Question What is required from the subject matter ? 

What point is the writer trying to make?  

What can you learn from this text?  

Is the detail in this text relevant?  

Read Read through quickly, and then  study  in detail.  

Recall Actively recall all the main ideas.  

Review Check that you have understood and can recall all the main ideas befor e 

proceeding to note taking or revising.  
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 If the answer to either of these questions  is "No" then it may be an idea to stop making 

notes until you are fully concentrating again.  

 

How do you make notes? 

 

There is no one way to make notes which suits everyone but the table below gives a few 

"Do's" and "Don'ts" which may help you to make more effective notes:  

 

 

Some Dos and Don'ts for taking notes (after Kneale, 1999 p. 57) 

 

 

Activities which assist learning 

 

Activities which slow up learning 

Leave wide margins Do loads of photocopying  

Identify what is not said  Store notes under washing  

Underline main points  Ignore handouts  

Turn complex lines into flow charts  Copy big chunks from books  

Ask questions  Share notes with friends  

Annotate handouts  Write illegibly  

Highlight main points  Write shopping lists in lectures  

Scribble ex tra questions  in margins Chat incessantly in lectures  

Take notes from TV documentaries  Copy out all OHPs 

Compare and revise notes with 

friends  

Write down everything said in lectures  

Always note referen ces in full  Ask lecturers questions  that make no 

sense 

Code references to follow up  Doodle lots  

Jot down personal ideas  Use the library for socialising  

Make short notes of main points and 

headings 

Use coloured pens for different points  

Order, file and re -read notes after 

lectures  

Sleep in lectures  
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Taking notes from lectures and presentations 

Lectures and seminars tend to contain so much information that it is often difficult to 

know where to start making notes.  Lecturing styles vary considerably, some lecturers will 

use handouts, others will use overheads, and some nothing.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Abbreviations – to make note taking quicker and easier: 

 

 
Taking notes from books and journals.  

 

e.g.  for example  

i.e.  that is, that means  

re.  regarding  

etc.  and the rest  

NB import, notice this  

p.  page (pp. =pages ) 

para. paragraph  

Ch. Chapter (Chs. = chapters)  

Edn edition    

Info.  information  

Cd could  

Wd  would  

Impt  important  

Devt  development  

Diff  difference  
 

C19 nineteenth century  

♀ woman/female  

♂ man/ male 

@ at  

/  per  

= equal to/ same as  

≈ almost equal to  

≠ not equal to  

& and 

→ this leads to/causes/produces  

w/  with  

.·.         therefore  
b/c      because 

> greater/better than  

< less/smalle r than  
 

 

TAKING NOTES IN 

LECTURES & 

PRESENTATIONS 

Only make note  of the 

important points.  

Listen to case studies and 

identify complementary 

examples. 

Highlight 

references made 

by the lecturer 

and follow them 

up. 

Note all words you don’t 

understand and follow 

them up. 

Develop your  own shorthand – 

see table of abbrev iations 

below. 

Have a file for 

each module to 

keep your notes 

organised in.  

Write up your notes after 

the lecture if they are messy 

or incomplete.  

Try using a lecture notes 

cover sheet – see appendix 

2 for  a blank copy for your  

use. 
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TAKING NOTES FROM JOURNAL ARTICLES 

1. Read the Abstract, Introduction and 

Conclusion first – is the article worth reading?  

2.  Read the rest of the article if 

you think it’s relevant . 

4.  Summarise the main 

conclusion in one sentence. 

7.  Get the full reference of the journal so you 

can refer to it properly and find it again.   See 

3.9 ‘Avoiding Plagiarism’. 

6.  Photocopy the abstract of the 

paper and take notes of key 

quantitati ve data or graphs.  

5.  What are the strong points of the article? Is this an argument I can easily agree with? 

How does this information fit with my current knowledge?  What else do I need to read to 

develop my understanding of the topic?  

3.  Summarise t he contents in two sentences.  

Making notes from books  and articles is easier than lectures  because there is time to 

think and re -read  awkward sections of text.  There is, however, the danger of writing  too 

much. 

 

Kneale (1999 p. 58) provides some tips for  reading books and book chapters:  

 

 
 

Kneale (1999 p. 58) al so provides some useful tips when reading  and summarising journal 

articles.  It won't work for all articles but is a good starting point:  

 

 

 

 

 

 

TAKING NOTES 

FROM BOOKS 

Read the relevant 

chapter one 

paragraph at a time 

making notes on key 

points as you go 

along. 

Draw quotation marks 

or a box around 

direct quotes as well 

as the page number 

to avoid accidentally 

passing it off as your 

own. 

Make note of the 

complete reference of 

the book – AUTHOR, 

TITLE, PUBLISHER, 

DATE – this information 

is vital for you to 

reference the book 

properly, avoid plagiarism 

and to be able to find the 

book again. 

Scan the table of 

content for 

relevant chapter s 

and skim read 

them.  

Don’t go over the 

top, a side of A4 is 

sufficient.  
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3.4 LISTENING – IN LECTURES, TALKS AND PRESENTATIONS 

IN LECTURES: 

Different lecturers have different styles which you will need to adapt different 

strategies to cope with , as discussed in ‘The Smarter Student’ (McMillan et al., 2006, pg 

105-6) – it’s worth a read.  

Sit in a good place that e nables you to hear the lecturer  and away from distractions . 

Prepare yourself by doing the reading  for the lecture beforehand.  

Don’t be tempted to write down every word that the lecturer is saying, try to listen as 

much as possible. 

 

IN PRESENTATIONS: 

Ponder on some of these questions  from ‘The Study Skills Handbook’ (Cottrell, 2003, 

p100): 

Do you take in what other people say?  
Do you give other people room to speak?  
Do you let other people finish before you start?  
Do you use encouraging non verbal signals? 
Do you ‘switch off’ when bored or if you dislike the person? 

 

Here are some tips for better listening skills (Cottrell, 2003, p 100):  

Consider the speaker’s feelings 

Find ways of encouraging them  

Focus on the content – think of some way this could be of value to you  

Listen for key words and jot them down  

Think of a question you could ask (when they have finished speaking)  

Link what they are saying with something you already know  

Find one positive comment you could contri bute  

 

  

3.5 TALKING – IN SEMINARS AND WORKSHOPS 

 

SEMINARS AND ACADEMIC TUTORIALS 

ü A seminar generally consists of about 6-20 students and is an opportunity to 

discuss, in a more informal setting than a lecture, a particular topic.  A tutorial  is 

slightly different in that it is smaller, usually consisting of 1 -6 students.   

ü Both types of activity involve a more informal interaction between students and 

tutor who, in a sense, acts as a chairman or agent provocateur.  Often there may be 

prior preparation of a given topic e.g. by writing  an essay, preparing notes or reading .  

Everybody is encouraged to take an activ e part in the discussions so it’s best to come 

prepared.  

ü Seminars and tutorials provide an excellent 

opportunity for you to acquire a critical 

approach to problems by debate with the tutor 

and fellow students and also for the exer cise and 

development of communication skills.  Do not be afraid to admit you do not know the 

answer to a problem or question - your fellow students may not know either or may 



 

 

School Of Pharmacy and Biomolecular Sciences Student Handbook 2011-2012  

lack the courage to speak out.  You would not be in the learning  situation if you knew 

all the answers ! 

ü Try and use the seminar/tutorial to clear up problems encountered in lectures 

and practicals.  After reading  that, you should not inf er that questions  can not be 

asked during formal lectures.  You will soon find out, from each individual lecturer, 

whether questions are preferred during or at the end of a lecture.  Above all, do not 

allow a problem to go unresolved.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TOP TIPS ON 

TALKING IN 

SEMINARS 

Turn up prepared  – 

do the reading  

Back up your opinions 

with relevant examples  

Contribute to 

the discussion  

Make notes 

during the 

seminar 

Be brave & ask 

questions 

Get to know other 

group members to 

put yourself at ease  

Listen to other s’ 

opinions – even if 

you disagree  

Act conf ident 

even if you 

don’t feel it 

Speak loudly, 

slowly and clearly  
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3.6 PRESENTATIONS – ORAL AND POSTER 

 

GIVING AN ORAL PRESENTATION 

In undergraduate work, you are most likely to be involved in giving a talk which has been 

prepared thoroughly beforehand, but which is performed  as if you are talking 

spontaneously!  It is this type of talk to which these notes refer.  

 

a) Preparation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(b) Organising the presentation 

 

 Structuring your task is critical  to success.  All tal ks should have a clear and 

relevant title and an introduction, discussion and conclusion.  A good pattern is 

for  around 25% of your presentation to be devoted to the 'beginning' and 'end'.  

 

(c) Giving the talk 

 

Introduction  

State the topic          

State t he aims or purpose      

Provide a plan of the discussion     

Outline the scope of the talk        

Discussion  

Make your case as you would in an essay    

Support your views with reasons, evidence & examples  

Keep it clear, concise & direct.        

Conclusion  

Restate the main points in different words to those used earlier  

Develop some conclusions & review implications    

Bring the talk to a clear end      

Be prepared to answer questions  afterwards  

 What is the goal of giving the 

presentation?  

 Can I use a laptop or projector?  

 How long do I have to speak for?  

 Who and how large is the audience?  
 

Tips for preparation:  

-  Include anecdotes or cartoons to 

add interest for the audience.  

-  Include one or two new and dynamic 

points; don’t include information that 

the audience already knows.  
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(d) Delivery 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Face the audien ce at all times & 

direct your attention to the less 

attentive members of the 

audience. 

Answer the 

audience’s questions 

at the end; direct 

your answers to the 

whole audience. 

Be confident & 

enthusiastic!  

Talk naturally, 

speak clearly , make 

eye contact & 

engage the 

audience. 

Use prompt cards to help 

you talk  naturally  instead 

of reading all your notes 

in a monotone voice. 
 

Write keywords on 

blackboard / over 

head for a few 

seconds at a time.  

Support your talk with 

handouts & visual aids.  

Pause for a moment 

when you put up a 

diagram etc and 

remove when 

finished with it.  
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DESIGNING EFFECTIVE POSTER DISPLAYS 

Posters are one of the most effective ways to visually present results and information, 

and are widely used by geographers, geologists and environmental scientists to display 

work at seminar s and conferences as well as to the general public.  Tutors ask you to put 

together poster  displays to demonstrate your skills of visual communication and to assess 

your ability to get ideas across clearly and concisely.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TIPS FOR DESIGNING A 

POSTER 

Check the presentation 

guidelines for max. 

poster size. Usually 1 or 

2 sides of A1.  

Think about the design and layout 

of your poster.  Put text panels in a  

logical order so that the reader can 

read them in order.  Maybe use 

arrows to link them if it isn’t clear.  

Use contrasting coloured card to 

present text panels to make them 

stand out. Alternatively, try putting 

‘headline’ material on one coloured 

paper, and secondary information on 

another.  

Don’t try to put too 

much information on to 

a poster. Shorter 

messages are required 

but remember you are 

still assessed on the 

basis of content so don’t 

be over -simplistic.  

Visual balance in a poster 

is very important. Try to 

avoid large blocks of text 

or images as they will make 

the poster look unbalanced.  

Make your poster 

interesting to the 

viewer. Use creative 

designs, eye catching 

headlines and pictures.  

Think about text size 

on your poster.  It 

should be readab le by 

someone with normal 

eyesight from a 

distance of 1 -2 metres 

away. Anything larger 

than 12 or 14 point 

should be fine.  

Check the 

audience for your 

poster. The style & 

level of detail will 

depend on who the 

target audience is.  

Think about the 

use of colour when 

designing a poster.  

Think bright, eye 

catching and 

attractive.   

Ask other people for their 

comments before you complete 

your poster.  Other people not 

taking the module might be 

able to offer some useful 

suggestions to improve it.  

Print a draft version of your 

poster panels to check the design 

and layout, and position them on the 

card before sticking them down.   
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Presenting or 'Talking To' a poster 

 

When presenting a poster , particularly bear in mind the following:  

 

 
 

3.7 WRITING ESSAYS 

GUIDE TO SCIENTIFIC WRITING (ESSAYS AND REPORTS) 

 

Here is some advice on how to write a scientific essay  or report:  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure the key points are large enough 

for the audience to be able to read or see 

them.  

Think through your 

message before 

preparing it.  Read the 

next section on giving 

oral presentations.  

Use your poster to talk around the text, 

don’t simply read the poster panels. 

Summarise key arguments/results for 

the audience.  

Point to graphs and diagrams when talking 

about them  to assist  the audience, but face 

the audience to talk.  

If working in a group, plan 

before hand who is saying what.  

GENERAL PRINCIPLES 

STRUCTURE 

Follow a clear logical 

development of 

concepts as analysis of 

the topic proceeds  

ACADEMIC SKILLS 

-Offer new insights  

-Evaluate ideas & findings  

-Explain the phenomena 

-Show what you can do with the information 

obtained; don’t just regurgitate information. 

COLLUSION & PLAGIARISM 

-See section 3.9  in this handbook for more 

information.  

-Submitting copied or shared work is 

collusion & is unacceptable.  

-Quoting directly from books and journals 

without quotation marks & reference is 

plagiarism & is unacceptable.  

STYLE 

-Cautious & objective  

-Impersonal  

-Clear & concise 
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ESSAY 

FORMATS 

Wide margins needed 

for stapling & 

assessor’s comments. 

‘Short’ essays = 1200 words 

‘Long’ essays = 2500 words 

Ideally, word processed & double 

spaced.  If hand written, must be 

legible. 

Pages should be numbered. 

Essays can include 

relevant figures, 

diagrams & tables. 

Quotations & Latin names 

of species must be 

italicised (or underlined 

if handwritten).  

On attached receipt  include 

name, course, module, group, 

essay title, tutor that essay 

is for & date of submission.  

Keep a copy of all 

submitted work.  

References & bibliography 

format – see section 3.8 in 

this handbook.  
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Have a clear argument or 

‘story line’ which relates 

explicitly to central topic.  

Avoid writin g in a ‘jumpy’ 

discontinuous way.  Try 

to link sentences and 

paragraphs smoothly. 

In scientific writi ng always present the 

evidence for your statements e.g. your own 

personal experience with supporting evidence, 

or evidence from literature.    Be careful to 

reference properly- see below. 

Provide a clear conclusion to your 

essay; give a brief summary of 

your main points and any general 

conclusion you would like to leave 

your reader with.  End with a 

clear – cut rounding off.  

Spend extra time on your 

introduction & conclusion as these 

are what people tend to remember 

the most.  

Use illustrations, diagrams 

etc if appropriate; label 

and refer to them in the 

text.  
If appropriate, include 

acknowledgements of 

people who assisted you.  

Always have an introduction, put the topic 

in context & include interesting points to 

encourage the reader to read on.  

Use subheadings to 

distinguish the 

different sections  

ESSAY 

STRUCTURE 

 

 

 

 

 

 

 

  



 

 

School Of Pharmacy and Biomolecular Sciences Student Handbook 2011-2012  

Useful tips on writing  an essay 

 

 
 

TOP TIPS ON 

WRITING 

ESSAYS 

1. Analyse the title – make sure you 

really underst and what it is asking 

you to do – see table below on 

instruction words.  

4. Use subheadings – this 

helps to dist inguish 

sections.  

3. Draft 

introduction – what 

do you aim to do in 

the essay?   

2. Read around – this is essential. 

Read the references plus others to 

supplement the list.   Generate your 

own ideas from the reading.  

10. Use paragraphs – 

Huge blocks of wri ting can 

be off putting read.  

7. Show draft to someone 

else – it always helps having 

another opinion.  

14. Save, file away and 

submit – Make sure you have 

plenty of time to print it out 

and get it in before the 

deadline. 

8. Check your spelling and 

grammar. 

6. Draft the main bones 

of the essay – you can 

flesh it out later.  

9. Vary sentence length – in 

general don’t use over long 

sentences, short sentences 

can be effective to. Try it.  

11. Avoid clichés 

– e.g. ‘very 

interesting’, ‘boils 

down to’, ‘getting 

down to it’, ‘sort 

of’ and many 

others!  

13.  Check your final 

version – read it out loud.  

12. Do not use 

abbreviations – In 

formal work it is not 

professional to use 

abbreviations and 

slang e.g. don’t, I’ve, 

we’ve etc. 

5. Save – make sure you  

save your work on disk or 

USB stick just in case your 

computer crashes.  
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Make sure you understand what the essay  title is asking you to do.  The table 

below should be help ful;  it’s taken from ‘How to write essays & assignments’ 

(McMillan et al., 2007 , p 33):  

 

 

 

INSTRUCTION WORD DEFINITION – WHAT YOU ARE EXPECTED TO DO 

Account [give an]  Describe  

Account for  Give reasons for  

Analyse Give an organised answer looking at all aspects  

Apply Put a theory into operat ion 

Assess Decide on value/ importance  

Brief account [give a]  Describe in a concise way  

Comment on Give your opinion 

Compare [with]  Discuss similarities; draw conclusions on common areas  

Compile Make up (a list/plan/outline)  

Consider Describe/give yo ur views on the subject  

Contrast  Discuss differences/ draw own view  

Criticise  Point out weak/strong points, i.e. give a balanced answer  

Define  Give the meaning of a term, concisely  

Demonstrate  Show by example/ evidence  

Describe  Narrative on process/ a ppearance/ operation/ sequence… 

Devise Make up 

Discuss Give own thoughts and support your opinion or conclusion  

Evaluate Decide on merit of situation/argument  

Exemplify  Show by giving examples  

Expand Give more information  

Explain Give reason for/ say  why 

Explain how Describe how something works  

Identify  Pinpoint/list  

Illustrate  Give examples 

Indicate  Point out, but no t  in great detail  

Justify  Support the argument for … 

List  Make an organised list, e.g. events, components, aspects  

Outline  Descri be basic factors/ limited information  

Plan Think how to organise something  

Report  Give an account of the process or event  

Review Write a report/ give facts and views on facts  

Show Demonstrate with supporting evidence  

Specify  Give details of something  

State  Give a clear account of….. 

Summarise Briefly give an account  

Trace  Provide a brief chronology of events/process  

Work out  Find a solution, e.g. as in a maths problem  
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 Have I described the key 

concepts in my own words?  

 Have I given examples to show I 

understand what the key 

concepts are?  

 Have I applied the principles and 

theories being discussed to a 

specif ic situation?  

Questions to ask yourself about your essay : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

T

 Have I analysed which factors 

cause the event or process?  

 What evidence have I cited to 

support my conclusions?  

 What evidence have I cited to 

support my conclusions?  

 

Have I evaluated the different ideas, 

opinions and techniques that are relevant?  

 

What criteria are relevant for judging the 

different ideas, opinions and techniques?  

 What can I predict 

from this study?  

 Are there any fresh 

insights to the 

phenomena I can 

offer?  
 

The most effective way to improve your writing  is to read  

good writing. Try to make a habit of reading  a ‘broadsheet’ 

newspaper or a popular science magazine such as ‘Scientific 

American’, ‘New Scientist’ and ‘Science’ 
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3.8 A GUIDE TO REFERENCING IN ACADEMIC WRITING 

A PABS ‘House Style’ 

 

Introduction  

This is not a definitive paper on academic referencing. It is produced in response to 

comments by both staff and students. Comments by staff tended to emphasise a 

tendency for students to not know why referencing is done, how to reference 

consistently through a piece of work, and what kind of references to avoid.  

 

Comments by students suggested that work they did for one lecturer would be corrected, 

they would adop t that style, only to be told to do something different by another staff 

member. Some also commented that the various papers available both within the 

university and externally are contradictory, which is not a surprise because there is no 

one correct form  of referencing, as we will see below.  

 

School Board suggested that one possible solution is to adopt a ‘house style’ for PABS, 

with perhaps two forms, one ‘Author-date’ (i.e. Harvard) and one ‘Author-number’ (i.e. 

Vancouver). This does not mean that this  is the only correct form, and a staff member 

may ask you to do something different for a specific reason, but they must make it clear 

what they want beforehand. This is a kind of ‘default setting’. 

 

Academic or Scholarly writing 

 

Many students do not seem  entirely clear about what differentiates scholarly writing 

from other forms such as journalism; fiction; documentary; advertising, student guide 

documents, etc. This is not helped by some books which define it in terms of how a 

research paper is construct ed. This is part of it, to be sure, but more fundamentally it is 

about writing which is based on very reliable evidence which can be verified. We then 

expect critical analysis and synthesis, but other writers, such as serious journalists for 

instance, would claim they also do that.  

 

In other fields the nature of this evidence may not be what we are used to. Historians 

would use documents and artefacts contemporary to the time they are studying, but in 

science we tend to use three major types of evidence (1 ) Experimental or survey results 

(2) Outputs from deductive processes (eg a mathematical model) and (3) the published 

literature.  

 

It is because we have to show that anything we refer to in the literature is, in itself, very 

reliable that we reference.  

 

So, how is that achieved? 

 

In all good quality scholarly writing, the work is peer reviewed (see your year 1 lectures). 

Briefly, the paper, monograph, abstract or whatever, is sent to two or three 

acknowledged experts in that specific subject who check it t hrough, not just for 

accuracy, but to see if the experiments were carried out correctly, the conclusions are 

reasonable and are supported by the results etc, etc. This is partly what gives this kind 

of publication reliability. Of course, this is then publi shed and other scientists read it, 
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and may criticise it further, or attempt to repeat the work and perhaps fail to do so, 

giving a further level of reliability to the work.  

 

We therefore, in reality, reference work for more than one reason. Firstly, we do it so 

that our reader is directed to work they already are aware of, to show we have evidence 

to support statements we are making; secondly, so that our reader may be able to find 

the work we are referencing so they can read it themselves and decide whethe r or not 

they think it supports our statements; and thirdly (and least often stated) if we are 

reading a paper, we tend to look at the sources cited, and decide how their quality 

reflects upon the quality of the work we are reading. For instance, a student ’s essay may 

cite only non -academic web pages- charity pages and the like. We are likely to assume this 

is not well -grounded work when compared with an essay which cites a lot of peer -

reviewed papers which we would tend to accept as a well -written essay.  

 

What referencing is not for, is to avoid accusations of plagiarism; although if you do say 

something directly from the literature and do not reference it (including diagrams) that 

will be plagiarism.  

 

A brief history of referencing 

 

Referencing as we know  it today is a relatively new idea. This is largely due to the massive 

explosion in knowledge and published papers over the last 100years or so. It is interesting 

to read a book such as William Harvey’s De Moto Cordis (the chap who discovered blood 

circula tes) in which he not only does not reference at all, but refers to previous work in 

detail in the text. So in referring to Galen’s work, for instance, he will describe that work 

actually in the text. This was largely due to the fact that there were relativ ely few 

medically educated people in Europe, and those who were interested would know about 

the previous work already.  Up to the late 19th century referencing was used, but tended 

to be of a form where various printer’s marks such as asterisks etc were put next to 

statements, and the sources were written as footnotes at the bottom of each page.  

 

The first reference, as we would recognise it today, is supposed to have been used by an 

anatomy professor at Harvard University, Prof. Edward Mark in 1881. This u sed the now 

familiar ‘Author-date’ format (e.g. [Jones and Smith, 2001]) with a full reference at the 

end of the paper. This was recognised as being extremely useful by visitors to Harvard, 

and it gradually became disseminated across the US, the UK and Eur ope, and then the 

world. This is why there is no definitive version of the so -called Harvard system, because 

it evolved as it spread.  

 

Incidentally, the original paper was about slugs.  

 

Although very useful, the Harvard system has drawbacks. The in -text re ferences tend to 

break up the flow of the text, particularly if there are several papers to cite in support 

of one statement. As a result, some authors started to use simple numbers in the text, 

either as superscripts, subscripts or just in brackets. (e.g.  Jones [3] stated that....) 

Again, this system evolved along a number of paths, particularly in medicine, but a 

meeting of the International Committee of Medical Journal Editors (ICMJE) in 

Vancouver, Canada, in 1978, tried to impose a standard system.  Thi s was known as the 

‘Uniform requirements’ of which there are now, inevitably, several forms. However, it is 
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generally accepted that the journal JAMA’s instructions are the ones people should 

adhere to in medical and related publishing (AMA system).  

 

There  are other systems of referencing used in other fields of academic writing, but we 

need not bother with them here, particularly as they are largely based upon the two 

systems above. For completeness, the other major systems are: - MLA (Modern Languages 

Association); APA (American Psychological Association); AMA (which is essentially the 

JAMA system mentioned above), ASA (American Sociological Association) and Chicago 

style.  

 

To be fair, most of these are really just Harvard or Vancouver, but have published 

definitive style documents which dictate how the citation should be done. Some are very 

flexible, for instance, Chicago allows both Harvard and Vancouver types of referencing. 

The UoB library produces a document ( IS doc 505 ) which is a guide - but it is based on 

the MLA system - which has some differences from the style we use in science.  

 

Here we must re -emphasise that no one system is ‘correct’, and when we publish 

professionally, we must read the ‘Instructions to Authors’ which all journals provide, to 

establish exactly how that journal likes its referencing done.  

 

Direct Referencing 

 

This is a matter which we are starting to see cause some diff iculty amongst students. 

Direct referencing is when you copy a whole sentence or paragraph from the literature, 

usually putting it in quotation marks, and referencing it. This is used a lot in disciplines 

such as sociology and philosophy because the point is then to dissect and analyze the 

quoted statements, often phrase -by-phrase.  

 

Direct referencing is not for stating, in another author’s words, a point you are trying to 

make, as if to give it authority. You must state the point in your own words and the n 

reference it. Direct referencing is very rarely used in scientific writing.  

 

An example where it would be acceptable might be if you quote a paragraph from a 

television website, and then you are going to dissect it to show why it is particularly good 

or poor reporting of a science issue. However, using the same paragraph simply to make 

the same statement as the website is poor practice.  

 

So, which sources should I use as references, and which should I not use? 

 

This is a surprisingly difficult question to  answer. Many of us would say simply that you 

should use only peer -reviewed material - papers, reviews (although many of these are not 

strictly speaking peer reviewed, but do review peer -reviewed papers), and reviewed 

abstracts, conference proceedings etc.  But then what should you do about patents, 

international standards etc? Generally, these are reliable, and are often reviewed by 

more reviewers than ordinary papers. ASTM Standards are sent out to 100 reviewers for 

ballot, for instance. The big question i s what to do about websites. These are hugely 

variable: some with very good information; others which are very convincing, but contain 

complete rubbish. This is a real problem, so I have devoted a section to it below.  

 

http://staffcentral.brighton.ac.uk/xpedio/groups/Public/documents/workshop_docs_IS/doc010482.pdf


 

 

School Of Pharmacy and Biomolecular Sciences Student Handbook 2011-2012  

The nuts and bolts of referencing 

 

Note: if you cite the same reference more than once in a piece of work, you use the same 

reference in the text each time (so, in Vancouver, you would use the same number each 

time, rather than assigning a new number to the same reference each time you use it ). 

 

1. Referencing research papers; reviews in academic journals; books, conference 

proceedings and similar :- 

 

In the text (a) Harvard  would require name and date, eg  

 

Alcohol has no biological activity in this system (Jones and Smith  2010); or,  

Jones and Smith (2010)  have stated that alcohol has no activity in this system  

 

If there are more than two authors, it should be written thus: - Jones, Smith et al. (2010)  

 

If you have two or more papers by the same authors in the same year, use lower case a’s 

and b’s to distinguish, eg Jones (2008a, 2008b) has stated..... 

 

In the text the (b) Vancouver system would read: - 

 

Alcohol has no biological activity in this system [1]; or  

Jones and Smith [1] have stated that alcohol has no activity in this system.  

 

In the reference list at the end of the piece of work, references should be written 

thus: - 

 

Harvard system - In alphabetical order of first author name (Thanks to Mike Lethem)  

 

 Journal articles: Pensole GL, Gissi C, Lanave C, Saccone C (1995) Glutamine 

synthetase gene evolution in bacteria. Mol Biol Evol 12:189 -197. 

 (>7 co-authors): Wilson R, Ainscough R, Anderson K, et al. (1994) 2.2 Mb of 

contiguous nucleotide sequence from chromosome III of C. elegans. Nature 

368:32 -38. 

 Books: Ingram VM (1963) The hemoglobins in  genetics and evolution. New York: 

Pubs. Columbia University Press.  

 Book chapters:/monographs Hall BG (1983) Evolution of new metabolic functions in 

laboratory organisms. In M Nei, RK Coehn, eds, Evolution of genes and proteins 

(1983) Sunderland, MA: Sinau er Associates, pp 234 -257  

 

Note: in a book ref we use: - Author(s), year, title, place of publication, publishers. If the 

book is edited by someone, and other authors have written the chapters, it should be 

written as the last reference above, with both the  editors and authors shown.  

 

Vancouver system.- In numerical order  (otherwise - as above) 

 

[1] Pensole GL, Gissi C, Lanave C, Saccone Glutamine synthetase gene evolution in 

bacteria. Mol Biol Evol 1995 12:189 -197. 
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[2] Wilson R, Ainscough R, Anderson K, et a l. 2.2 Mb of contiguous nucleotide 

sequence from chromosome III of C. elegans. Nature 2005 368:32 -38 

 

Note - technically the year goes in a different place in Harvard and Vancouver - this kind 

of trivial difference we do not care much about - just so long as you are consistent  

throughout a piece of work  

 

What if I was told something by my supervisor/tutor, which they did, but has not 

been published (yet)? 

 

If the paper is written and accepted by a journal, but not yet published, in the text -

reference as above , and in the list put: - 

Jones. K and Smith. M (2011) The effect of alcohol on ring tailed lemurs. J. 

Amus. Expts. In press.  

If it is just a result not yet written up in a paper, in the text put -  (Jones K. Pers Comm) 

 

Patents 

 

A source of information often  neglected by students, but often contains good 

information, such as synthetic pathways for drugs etc, methodologies and so on. However, 

be careful as you can write things in a patent which have not necessarily been tested 

experimentally, so are not so rel iable. But, in a patent you have to write a ‘state of the 

art’ section with refs, so you can often find some good references there if you are 

looking for a review on some subject. See, for example, www.freepa tentsonline.com  for 

structure. Just put something interesting in the search box.  

 

Referencing  - In the text, as above.  

I n the reference list at the end  of the form  

Kolobow T, Bassi G, Curto F. (2009) US patent:7503328. Mucus slurping 

endotracheal tube.  

 

Dissertations and Theses 

 

Again, sometimes there is information in a PhD thesis or dissertation which is useful, but 

has never been published. You can request such theses via inter library loans, and search 

via EthOS at http://ethos.bl.uk/Home.do     

 

Ref as : - James S.L. Mechanical haemolysis in a constant shear field. PhD 

Thesis. University of Surrey, 1981.  

 

Web references 

 

This is where we hit trouble; web referencing has not been around for long, and is 

constantly changing to meet new demands. However, you first need to grasp some 

principles.  

 

(a) Web resources are dynamic - unlike a book or journal, they can change or even 

disappear with time. Therefore, you must always put in the date accessed if you quote a 

website.  

http://www.freepatentsonline.com/
http://ethos.bl.uk/Home.do
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(b) Web of Science, Pubmed, etc are not sources; they are search engines to find 

publications in response to keywords. Do not reference the WoS or Pubmed website URL 

as your reference.  

 

(c) Many papers are available as electronic files (usually pdf ) either in addition to hard 

copy, or instead of hard copy. These may be found on services such as Science Direct, 

Highwire etc, or sometimes on the journal’s own pages, often released free to web after 

a length of time. Of course, there are also some jour nals we can access electronically 

because the University subscribes to them. In these cases the general approach is to 

reference the paper in the usual way, but add that it is available from the source used, 

but do not add the source URL (see below). For j ournals found only as electronic pages, 

obviously you have to reference the URL (and doi if available).  

 

(d) What is a doi?  This is a digital object identifier which is essentially a more 

permanent web address than the URL. The URL of a document can chang e, but if such an 

update happens, the publisher is supposed to re -link the new URL to the existing doi so 

that it can still be found. This system is an international standard, but the downside is 

that people have to pay to be part of this system, so not ev erything has a doi. However, 

with the spread of its use, it is becoming commonplace to use it in references. (it will look 

like: - doi:10/1000/186). To be a little more precise - the doi can point to a number of 

URLs, depending upon how the system is interr ogated. For instance, if you Google the 

above, you will get to a page explaining the doi handbook - on that page is the same doi 

again - but this time it points to a pdf of the actual handbook itself.  

 

(e) Be very careful about referencing actual websites - remember what has been said 

above about reliability - most websites have no peer review or any form of ensuring 

correctness. It is best to limit or exclude websites, especially in year 3 or later.  

 

(f) What about Wikipedia? This actually gets a bad pres s, and some of it is poor 

(biographies of celebrities for instance) However, the science pages are generally good, 

but they are really useful for looking up words and ideas you are unfamiliar with, or to 

find a fact which you have forgotten. Most pages hav e a lot of proper references so you 

should look for those as primary sources - do not reference Wikipedia in an academic 

piece of work. 

 

(g) Diagrams - if you download a diagram, it must be referenced - usually underneath the 

diagram as a full reference wit h web address.  

 

(h) There are a lot of guides on the web for referencing electronic material - it is still 

very flexible, with several sources all claiming to be definitive. If you have something not 

covered below, have a look on the web to see how other u niversities suggest you 

reference it. Most publish referencing guides on the web.  

 

Some examples:- 

 

A paper you found on Pubmed - then got a full - text version from Science Direct: - 
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Cone R. (2009) Barrier properties of mucus. Advanced Drug Delivery Reviews  

61 75-85. Accessed 10/1/2011 (Available at Science Direct full text database. 

doi:10.1016/j.addr.2008.09.008 ) 

 

A paper in an online journal: - 

 

Chen E, Garnica M, Wang Y, Chen C, Chin W (2011) Mucin Secretion Induced by 

Titanium Dioxide Nanoparticles.  PLoS ONE 6(1): e16198. doi: 10.1371/  

journal.pone.0016198 Accessed 10/1/2011  

 

A website: - 

 

United Nations Web Services (2006) History of the Charter, The United 

Nations. Accessed 1/10/2010.  <  http://www.un.org/aboutun/charter/history/  > 

 

Wikipedia: - 

No, don’t 

 

Lecture slides: - 

No, really, don’t. Better to take the fact and find a primary source which 

confirms it.  

 

If you get really stuck, try asking your Project Supervisor or Personal Tutor for advice.  

 

 

3.9 AVOIDING PLAGIARISM 

 

PLAGIARISM IN COURSEWORK ASSIGNMENTS 

 
"One who steals the thoughts of others  
and gives them out as   his/her own"  

 
(a) What is plagiarism?  

 

Plagiarism is using somebody else's work and either deliberately or inadvertently 

pretending it is your own.  You plagiarise when, intentionally or no t, you use another 

person or organisation’s ideas and findings without crediting or acknowledging that 

person.  This can apply to work published in the academic literature, in unpublished 

reports  and pamphlets, on the Internet, and also to the work of other students.   

 

Examples of plagiarism may include:  

 

 a student copying another student's written assignment (including work submitted in 

the past);  

 

 students working together on a piece of coursework and submitting substantially 

similar wor k when they are required to submit an individual piece of assessment  

(collusion); 

http://www.sciencedirect.com/science/journal/0169409X
http://dx.doi.org/10.1016/j.addr.2008.09.008
http://www.un.org/aboutun/charter/history/
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 a student submitting a written assignment that had been extensively copied from a 

textbook or report or article or taken from the Internet/WWW;  

 

 a student submitting a writt en assignment making a significant use of unattributed 

quotations from textbooks or reports  or articles or the Internet/WWW.  

 

You are, of course, free to use published ideas, results etc. and even quote other 

people, but your sources MUST B E APPROPRIATELY CITED AND REFERENCED.  You 

are also free to work with other students on pieces of coursework but you must take 

care that the work you submit is your own and not substantially based upon that of 

another student.   

 

 

(b) AVOIDING PLAGIARISM – A SIMPLE GUIDE 

 

1) If you want to use the exact words you find in a book then:  

-  Type a quotation mark before and after the section being used  

-  Record the words exactly as they are in the source  

-  Cite the source and page number of the quote  

 

2) If yo u are using a source for a substantial part of your work:  

-  Read through your final work and compare with the original  

-  If it’s substantially similar you are in danger of plagiarising 

-  Rewrite any paragraphs that have phrases from the original in the same 

orde r. Ensure you cite the source of the material.  

-  If you can’t put it into your own words then turn the text into a quote and 

cite as described in 1). There is more information on referencing in this 

handbook. 

 

ESSAYS ARE PUT THROUGH A COMPUTER SOFTWARE CALLED 

‘TURNITIN’ WHICH DETECTS ALL REFERENCES FROM THE 

INTERNET AND OTHER STUDENTS’ WORK. IF THESE ARE NOT 

REFERENCED PROPERLY, YOU ARE LIKELY TO FACE ACADEMIC 

MISCONDUCT CHARGES.  

 

 

(c)  How will plagiarism be dealt with? 

 

Plagiarism is a form of cheating an d as such comes within the University disciplinary 

procedure.  ALL students are expected to  read the University’s general rules on 

plagiarism and collusion in course work and be familiar with the process.  

 

Penalties 

The seriousness of the issue is evident in the procedures, which may include an 

interview with the Chair of the Examination Board and External Examiner, and can 

result in:  

 failure of degree outright  

 failure of module  
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 at the very least a note put on student record which could be passed on to 

prof essional bodies in the future.  

 

For more information on plagiarism see the ‘Good Study Guide’ on Studentcentral, 

your Student Handbook and the University of Brighton ‘Plagiarism Awareness Pack’. 

 

3.10 LAB REPORTS 

 GUIDELINES FOR THE PREPARATION OF LABORATORY REPORTS  

 

Before embarking on any coursework you must read carefully the guideline given in the 

module and take account of any advice/guidance given by staff .  I F YOU ARE UNSURE, 

DISCUSS WH AT IS REQUIRED WITH THE MODULE LEADER OR MEMBER OF STAFF RESPONSIBLE FOR 

THE ASSIGNMENT . 

 

(a) Laboratory reports 

 

Laboratory reports  can be in one of two forms:  

1. the long repo rt - a fully detailed report  

2. the short report - a brief report which focuses on the results.  

 

Although these different types of laboratory report differ in their length and degree of 

detail, they share the same general principles which should be adhered to . 

 

 

 

 

GENERAL 

PRINCIPLES FOR 

LAB REPORTS 

Read around the subject & 

include in your report . 

Keep accurate notes during the lab in your logbook.  

Include: title of experiment, date, details of any 

changes to methods, accurate results & any 

additional information.  

Produce a clear, concise account of the 

laboratory exercise . Explain the aim, 

how it was conducted, the results & 

conclusion. 

As with all submitted 

coursework, it must be 

your own work.  

Do not use abbreviations, 

naïve terminology or 

personal pronouns. 

Be concise & write in 

past tense.  
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The logbooks must be brought to all practical sessions and you may be asked to 

produce your logbook for inspection by the lecturer concerned.  Failure to keep 

an accurate logbook is likely to result in lost marks . 

 

 

 

(b)  Report formats 

 

When writing  a laboratory report, use published scientific papers as a model.  

The following is a rough guide for the formatting of your lab reports . 

 

Remember: It is important to be concise; the inclusion of margina lly relevant 

information and a report which is longer than required can lose marks . 
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THE LONG REPORT (~4-8 pages) – a fully detailed report which includes  a discussion 

of the results. It should contain the following:  

 

 

Details  Make sure you put student name, course, module, and date on 

the piece of work.  

Title  Keep it brief and informative.  

Introduction  Include the aims of the experiment and a brief overview of the 

general subject area (1 -2 paragraphs).  

Methods  Provide a full account of the experimental procedures; it’s 

usually adequate to direct the reader to the module handbook 

schedule, but note any changes to those details.  Some lecturers 

will ask you to write the method in full (see general principles 

above). 

Results Include all the experimental results, with appropriate graphs or 

tables (remember to label and number them).  Results should not 

be presented more than once.  When plotting graphs, remember 

to:  

 -include a title  

 -plot the dependent variable (i.e.  the one that changes as a result 

of alterations to the other) on the vertical axis, and the 

independent  variable on the horizontal axis.  

 -Label the axes and include units e.g. “Volume of Blood (ml)”. 

 -Plot using appropriate sca le to spread results out.  

 -Use different symbols to discriminate between different sets 

of data.  

 -Include error bars when each point represents the mean of 

number of readings.  

 -Join points on graph with a smooth curve.  

 -Using a computer based graph -plotting software is a great help 

but not essential.  

Always contain some explanatory text; this should only be a 

description of the results, not a discussion.  Refer to the tables 

and graphs. 

Discussion This is one of the most important parts of the report; the most 

additional marks  can be gained here.  Try to interpret your 

results in the light of current knowledge of the subject and draw 

appropriate conclusions.  Use lecture notes, text books  and 

research papers for the up to dat e knowledge. 

Be careful to cite all references and quotes correctly in the 

report (see references section below).  

Only include material that is relevant to the report subject.  

Note any problems with/ modifications to the experimental 

procedure and how thes e might have affected your results.  

Suggest possible improvements and additional experiments that 

could be carried out to clarify the results or expand the study . 

Remember, in the discussion you are attempting to explain your 

results with  reference  to the underlying biological mechanisms 

that is thought to be involved.  
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References  References should be listed in alphabetical order at the end of the 

report, and referred to in the text by the author’s name, and year in 

parentheses.  

There are two or three accepted formats for referencing; the 

standard format for practical reports  in this School includes: last 

names and initials of all authors, year published, title of article or book, 

name of journal (if appr opriate), volume number and inclusive pages. For 

example: 

 

Book:  Begon, M., Harper, J.L. and Townsend, C.R. (1990).  Ecology: 
individuals, populations and communities .  2nd Edition.  Pub. Blackwell 

Scientific.  

 

Journal Article:  Brown, B. and Taylor, W. ( 1991).  Effect of 

temperature on the metabolic rate of the common rough woodlouse, 

Porcellio scaber.  Journal of Invertebrate Physiology , 18: 155-161. 

 

Journal articles cited in a textbook: (i.e., cases in which you have not 

read the original reference ):   Brown, B. and Taylor, W. (1991).  Effect 

of temperature on the metabolic rate of the common rough woodlouse, 

Porcellio scaber.  Journal of Invertebrate Physiology , 18: 155-161. In: 

Begon, M., Harper, J.L. and Townsend, C.R. (1990).  Ecology: individuals, 
populations and communities . 2nd Edition.  Pub. Blackwell Scientific.  

 

 

 

THE SHORT REPORT (2-4 pages) – Similar to long reports  except with considerably 

less detail and there is more focus on the r esults rather than the interpretation. 

Sometimes several of these short reports are grouped together to form a laboratory file 

which is submitted as one piece of coursework at the end of the module. It should contain 

the following:  

 

Title  As for the long r eport.  

Introduction  As for long report; it’s really important to keep it to 1-2 

paragraphs. 

Methods  As for the long report.  

Results As for the long report; the results are the main focus.  

Discussion This contains the main differences between the long a nd short 

reports.   In a short report the discussion is very brief, normally 

just numbered points drawing the main conclusions from the 

experiment.  If written in normal text, keep to 1 -2 paragraphs.  

References  As for the long report.  
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3.11 FIELD TRIP REPORTS 

 

Another type of report, which you may be required to write, is an account of 

fieldwork.   

 

Fieldtrips provide you with an opportunity to learn about geographical and 

ecological issues in the real world, s o make the most of them.  They usually 

include a conducted component and/or some form of group investigation.  Below 

are some general points based on guidelines produced by the Geography Division.   

 

 During the fieldtrip you should listen to any guided dis cussion but also be prepared to 

make your own observations and contributions.   

 

 It is important that you take notes and make field sketches (if appropriate) whilst you 

are in the field.  Notes could include material presented by lecturers or ideas which a rise 

during discussion, plus your own reflections or questions  about an issue.  All of this 

information will be invaluable when you have to report on your experiences. 

 

 If you are carrying out an investigation, make sure that you take car eful notes of  

everything you do so that should you (or someone else) wish to repeat the investigation 

you could replicate it exactly.  

 

 Keep good notes on and during the field course so you don’t have to do it when you get 

back and have forgotten it.  

 

Reporting on conducted work or group project work requires a slightly different 

approach, and some guidelines are given below.  

 

CONDUCTED FIELDWORK COMPONENTS 

 

Conducted work is a common component of many field trips, wher e you are either given 

information about a particular topic or are guided in discussion of an issue whilst in the 

field.  When reporting on conducted activities you should include the following 

information:  

 

Introduction Include a brief account of where th e fieldwork took place, the 

overall aims of the fieldwork, and what you were investigating.  

 

Field 

Observations 

Include a detailed account of what you observed and, if required, 

some comment on it’s significance.  Include photographs and field 

sketches an d refer to other relevant research that has been 

done.  Do not provide a day by day account but try to arrange the 

material to show your understanding of what you’ve studied. To 

help with this, look out for any recurring themes.  

 

Conclusions Tie together the report with a succinct account; draw together 

the key issues as a series of bullet points.  
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GROUPWORK COMPONENTS OF FIELDWORK 

 

During some fieldcourses, particularly at later stages of your degree, you may be 

required to carry out group project work where you are either given a procedure to work 

through or devise your own investigation.  The report on this type of activity is similar to 

that required for a Final Year Project and should include the following components:  

 

Introduction 

& Aims 

Outline the issue or problem which you are investigating; concisely 

sum up the Aims and Objectives of the group work.  

 

Background 

Material 

It may be necessary to provide a brief background to the area in 

which the project work was undertaken, a map of your study  site, and 

reference  to relevant literature to set the study in context.  Don’t 

forget to reference properly!  

 

Methodology Now describe the methods used to investigate that problem.  Include 

full details of the techniques you have used together with a 

description of your sampling methods and sites if appropriate and the 

analytical or statistical techniques you have used.   

 

Results Outline and briefly describe the results using suitable tabular, 

graphical, pictorial and other methods.  All figures and tables must be 

integrated within the text of your report, although you may choose to 

present raw data as an appendix at the end of your report.   

 

Discussion After recognising the different relationships re vealed by the data, 

develop explanations for your findings with reference to other 

published work .  At the end of your discussion come to some 

conclusions regarding the original problem; or it may be inconclusive.  

The Results and Discu ssion chapters are particularly important 

because they demonstrate your ability to perceive the significant 
relationships  which exist between the different elements of the 

problem.  

 

Conclusions This is a very important part of the project report.  It show s 

whether you have understood the problem and can draw the 

appropriate conclusions.  They should be stated concisely, possibly in 

a numbered sequence if there is more than one, and may be supported 

by a Table or a Diagram.  
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4 THE EXAMINATION AND ASSESSMENT PROCESS 

Exams take place during the last 2 -3 weeks of each semester, so you should not book 

holidays or flights home during these we eks. Draft exam timetables are published 

several weeks bef ore the exams are due to start, and  whilst every effort is taken to 

avoid exams on consecutive days, these are sometimes unavoidable.  Occasionally clashes 

slip through the system, so y ou should check the timetable for any potential clashes and 

notify the School Office asap.   

4.1 PREPARING YOURSELF  

 Exams are an opportunity to pull together all of your knowledge and understanding of a 

course and give your best performance that y ou are capable 

of, in the time given.  

 Everybody knows exams are stressful, but this energy can 

actually be used positively to motivate a strong will power 

and your best efforts.  

 In order to minimise the stress that exams produce, 

Andrew Northedge in ‘The Good Study Guide’ (2005) says it is important to: 

Á prepare thoroughly 

Á Keep your worries in perspective 

Á Be aware of the expectations upon you 

 For more tips on how to cope with stress, see section 2.6 in this handbook.  

 Regular exercise and  sleep, healthy eating , and relaxation are all essential to enabling 

you to  achieve your highest potential.   

 Use the blank timetable  in the appendix of this handbook to PRODUCE A WEEKLY 

REVISION TIMETABLE (see appendix 1); add frequent breaks and enough time for  

relaxation as well as studying  and then stick to it.   

 Organise your coursework so that you know where all of your work is for each exam/ 

assessment that you have.  

 Effective revision  takes time; DO NOT LEAVE REVISION TO THE LAST MINUTE.  

It should be a continuing process throughout the year, but i t is advised to begin your 

intensive revision about four weeks before the exam.  

 Bear in mind you may have coursework to submit in the wee ks immediately preceding 

the exams.  You also need to be prepared for the possibility of exams occurring very 

close together.  

 

4.2 REVISION STRATEGIES 

 

1. MAKE A LIST OF ALL THE TOPICS that you need to revise and t ick them off as 

you go.  Be prepared by knowing the POTENTIAL RANGE of the subject material 

which the exam is likely to cover , and don’t rely on guessing what may come up! 

2. USE YOUR COURSEWORK WISELY; make summary notes which summarise al l of 

the key information.   Make sure that your lecture notes are CORRECT in content.  

3. WORK WITH A FRIEND; explain theories and concepts to each other as this will 

help to imprint the knowledge in your mind.   

4.  MAKE UP EXAM QUESTIONS with  friend s and try ans wering each others ’ 

questions.  Then try marking each others ’ answers and thinking about what else they 

could have included in their answers.  
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5. MAKE WALL POSTERS for your bedroom  by using a single sheet of paper to note 

down key words/ details for each t opic. 

6. MAKE UP ACRONYMS to help remember lists of keywords/facts/dates etc.  Do 

this by taking the first letter of each of these key words to form your own new word 

that you will be able remember more easily an d which will then trigger off the recall 

of the list of keywords.  

7. ATTEND REVISION SESSIONS. 

8. REMIND YOURSELF of the meaning of key words used in essay  questions (see 

section 3.7 Writing essays)  such as ‘discuss’, ‘analyse’ etc, so that you actually 

answer the questions properly.  

9. SEEK HELP if you have difficulties in understanding areas of work, or if you have 

performed poorly in exams in the past.  

10. DON’T CRAM LIKE CRAZY the night before your exam.  Keep it revision  free if 

possible, just refresh your memory and have a good night’s sleep! 

 

4.3 EXAM STRATEGIES 

(i)  Before entering the examination room make sure that you have the right equipment 

for the examinati on, e.g. spare pens and pencils, rubber, calculator and spare 

batteries, etc.  

 

(ii)  Read instructions carefully -  it is not uncommon for students to answer the wrong 

questions or answer wrong number of questions.  

 

(iii)  Work out a timetable.  Discipline is a key to exam success.  It is important that 

you construct a timetable and keep to it. Calculate the time you should devote to 

each question based on the total length of the exam and the 

marks allocated to each question.  You may wish to allow 10 

minutes at the start of the exam to write key points for 

exam answers or 10 minutes at the end of the exam to 

proof -read your answers  (see v below).  

 

(iv)  Read the questions carefully.  Think carefully about the meaning of the questions.  

Take note of significant  words and phrases.  Underline the key words  in each 

question.  As you look over the questions, record your thoughts immediately.  Do not 

rely on your memory.  
 

(v) Plan your answers, don't rush into writing.  Use pages in your exam answer 

booklet to compose the structure – try drawing a spider diagram to remind yourself 

of important interconnections between aspects of your answer and to rem ind you 

where case study  material or examples are relevant.  

 

(vi)  Begin with the answers you know best.  This will build your confidence and 

momentum. 

 

(vii)  Answer the question asked.  The most common mistake made by peop le is to 

answer the question they think has been asked or they wished had been asked.  

Make sure you address the question set.  Make your answers  clear, concise and 

coherent.   
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(viii)  Attempt all required questions.  If y ou are required to answer three questions in 

an exam, then only answering two automatically reduces your maximum possible 

mark by 33%.  

 

(ix)  Emphasise important points.  E.g. 'the most important matter is...' or 'a leading 

cause of ...'. Diagrams can also be useful in highlighting important matters and can 

also save time and be more appropriate than words alone.   

 

(x)  Support generalisations with key concepts and appropriate specific material. 

Although some exam questions  may be very gener al in scope, your answer should not 

be too general.  Your answer will be more compelling and will signal your 

understanding of course material much more effectively if it is supported with 

examples drawn from lectures , reading  and your own research/study  than if it 

rests solely on bald generalisations.  Make sure you are familiar with examples or 

case studies that illustrate important concepts.  

 

(xi)  Write legibly.  You will lose marks if the examiner is unable to read your answer . 
 

(xii)  Keep calm – don’t panic!  If you find yourself going blank, stop writing , try to 

relax, perhaps by breathing deeply, after a while try to gather your thoughts and 

try again.   

 

(xiii)  Proof-read completed answers.  Leaving enough time to read over your answers 

gives you a chance to check for grammatical errors and spelling mistakes.  Check 

any graphs you may have drawn, for example check that the axes have been 

properly labelled.   

 

4.4 ADVICE ON RESITTING EXAMINATIONS (end August/early September) 

You will be alerted to any module referrals via the published pass  lists around the middle 

of July.  You will then receive a letter towards the  end of July detailing the requirements 

you will have to satisfy.  Make sure you know exactly when and where the resit is to be 

held (usually end August -  start September , so don’t book holidays for that period!) and 

what the format of the paper is going to be.   

 

September resits are not automatically allowed but depend on attendance and other 

factors.  

 

If you fail a module during the year you might be allowed a second chance to pass  in 

September (you may call this a resit - the University cal ls it a referral).  This is not a 

right: i t is not automatic and not everyone is allowed a resit (referral).  If you fail a 

module at the first attempt you will not be allowed to resit the exam or coursework in 

September if your attendance has been poor.  You are required to attend all lectures , 
laboratory classes, tutorials, and seminars and to attempt all of the assessment tasks .  In 

chemistry modules, lecture attendance below 80% may result in your not being granted a 

referral and in all  subjects failure to attend a laboratory will result in your not being 

allowed a referral.  More specific advice about attendance will be given in the individual 

module documents.  Similarly , if you do not hand in coursework or you do not sit the exam 
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you may not be given a referral. It is important, therefore, that you sign registers when 

they are distributed and attempt all assessments.  Currently registers are taken in 

chemistry lectures and labs, pharmacy labs, biology labs, and all maths classes.  If y ou are 

absent from any taught session, you must complete an absence form (obtainable from the 

School Office - room H608 ) and attach a medical certificate if the absence is for more 

than five  working days.  A referral is also unlikely to be granted if your marks are very 

low. 

 

Remember that you are not the first student to fail an examination nor will you be the 

last.  Failure in an examination may have uncomfortable consequences but the situation 

can be retrieved if you take the steps outlined  below.  First , however, you will need to be 

quite honest with yourself and the staff  - were you lazy ? Having too good a time , and left  

revision  too late?  Do you know which topics you have a poor understanding of?   

 

After g iving some careful thought about the reasons for your poor performance, please 

read the following options:  

 

(a) You may wish to make arrangements to discuss your academic situation and progress 

with your personal tutor or a releva nt member of the academic staff ; in which case 

this should be done before 31 st  July.  

(b) Arrange with an appropriate member of staff  to do practi se answers during the 

summer and submit these answers in good time for marking before the ex aminations.  

You are strongly advised to commence revision /preparation immediately.  

 

While staff will help you if they can, do not expect staff to be available at any 

time to suit you over the summer vacation. Please note that you are entitled to 

clarification of your position but not entitled to further formal tuition. 

 

(c) Obtain copies of past papers but make sure the format has not changed.  

(d) Make sure your lecture notes, handouts and reference  lists  are complete and 

accurate.  If not, arrange to borrow or copy those of one of your colleagues.  

(e) Buy or borrow the relevant text books  if you do not already possess them.  

(f) Organise your summer so that you have a programme of revision  and stick to it.  

Remember that the summer is a very bad time for revision; most of your fellow 

students will be relaxing while you are studying .  Do not let that distract you.  By all 

means take a holiday - it will relax yo u and refresh  your mind - but remember that 

you must pass the examination.  

(g) Work steadily and regularly.  Do not try to cram everything in at the last minute.  If 

you can, discuss difficult topics with another student.  

(h) Ensure that you understand your notes, revise them,  and then  attempt to answer 

practi ce assessment questions .  Compare your answers  with your notes and prepare  

model answers for assessment.  

 

 

Overseas students September examination arrangements 

 

In exceptional circumstances, y ou may be able to take exams in your own country at a 

British Council (or local college if one is available to make the arrangements for you).  

Exception: Exams with practical (laboratory) components.  
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You will be required to complete an ‘Overseas Examinations Form’ which is available with 

instructions from the School Office and wil l be expected to liaise with both the School 

Office and British Council (or local college) in the run up to the resit period.  

 

4.5 EXAMINATION ROOM RULES 

 

(1) Students will be allowed to enter the examination room ten 

minutes before it is du e to begin.  

 

(2) All personal belongings  and bags must be deposited in an area 

indicated by the Principal Invigilator.  Mobile phones , iPods, 

iPhones, and all programmable devices must be switched off , and must not be on 

your desk or in your pocket.  

Studen ts will only be allowed equipment that is required for the examination on 

their desk.  

Students are not permitted the use of translation dictionaries, or electronic 

dictionaries unless explicitly allowed on validation of the component, and stated in 

the rub ric for the examination.   

 

Note:  The use of cordless, non-programmable, silent, pocket 

calculators will be permitted in examinations unless explicitly disallowed 

by an Examination Board.  Calculators will not be supplied by the 

University.   

 

 

(3) All s tudents must place their completed attendance slips in a prominent position on 

their desks.  The invigilators will use these as evidence of identity to complete the 

attendance register.   

 

(4) After entering the examination room, there must be n o communication between 

students, ie  in writing , through speech or gesture , or by any electronic devices  

(including calculators) .  

 

(5) No student may leave the examination room during the first thirty minutes of the 

examination period, or the last fi fteen minutes.  Late students will not be allowed 

into the examination later than thirty minutes after the exam has begun.  

 

(6) At the end of the exam, students must remain seated and refrain from talking until 

they are told they may leave the examination room.  All exam papers and stationery 

must be left in the room.  

 

(7) Any student in breach of these examination room rules will be reported 

immediately after the conclusion of the examination period and a hearing will be 

arranged at the earliest possible o pportunity.  For serious breaches of the rules, 

such as proved 'cheating' (see Section F of GEAR), severe penalties may be applied, 

including the withholding of an award.  
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For further information on rules for examinations please see University of Brighton ’s 

General Examination and Assessment Regulations for Taught Courses (GEAR) booklet, 

which you can obtain from Registry in Mithras House.  

 

4.6 ASSESSMENT & GRADING CRITERIA GUIDE  

Outlined below is the marking criteria used by staff  to assess your work. Hopefully this 

will help you to assess the quality of your own work. They provide a description of the 

characteristics associated with examination answers  given differ ent grades.  

 
 AN 'OUTSTANDING' FIRST CLASS HONOURS DEGREE: 80-100% (A+) 

An outstanding response to the task: All assessment criteria have been achieved to an 

exceptionally high level. Work demonstrates all of the following characteristics beyond 

that expec ted for work at the given level of study:  

Knowledge/understanding: In -depth understanding, insight and/or research, grasp of 

detail, relevant theory and literature. Evidence and integration of background 

independent study and other aspects of course.  

Structure: Originality in the way in which the work has been approached and executed. 

Exemplary organisation and standard of presentation throughout.  

Application: Consistently displays high levels of initiative, personal responsibility, 

decision-making and learning ability.  

Evaluation: Evidence of exceptionally high quality, insightful and creative analysis and/or 

critical appraisal. (At Level 3, for appropriate independent work, possibly of publishable 

quality with minor revisions).  

General: Clear, relevant an d consistently accurate citation and referencing.  

Additional Criteria: Original, creative and sophisticated - evidence of intellectual rigour 

and independence of judgement.  Striking insight and evaluation demonstrated. Evidence 

of intellectual rigour and i ndependence of judgement.  Outstanding in all areas and 

displaying originality.  

 

 AN 'EXCELLENT' FIRST CLASS HONOURS DEGREE: 75-79% (A) AND 70-74% (A-) 

An excellent response to the task: all assessment criteria have been achieved to a very 

high standard and most at an exceptionally high level. Work demonstrates all or most of 

the following characteristics expected for work at the given level of study:  

Knowledge/understanding: In -depth understanding, insight and/or research, grasp of 

detail, relevant theory an d literature.  Evidence and integration of background 

independent study and other aspects of course.  

Structure: Clear, fluent integrated and focused, high standard of organisation and 

presentation.  

Application: Demonstrates high levels of initiative, person al responsibility, decision -

making and learning ability  

Evaluation: Evidence of very high quality, insightful and creative analysis and/or critical 

appraisal.  



 

 

School Of Pharmacy and Biomolecular Sciences Student Handbook 2011-2012  

General: Clear, relevant and consistently accurate citation and referencing. Specification 

of as sessment adhered to.  Excellent in all areas and displaying some originality.  Excellent 

in all areas and displaying some originality.  

 

 A 'VERY GOOD/ COMMENDABLE' UPPER SECOND CLASS HONOURS DEGREE: 67-69% 

(B+), 64-66% (B), 60-63% (B-) 

A very good/commendable  response to the task: all assessment criteria have been met 

fully and many have been achieved at a good or very good standard. The work 

demonstrates some of the following characteristics in relation to those expected at the 

given level of study:  

Knowledge/understanding: Very good understanding and exploration, some insight/and or 

thorough research, is mostly focused on the task posed. Appropriate awareness of the 

relevant theory and literature without achieving the intellectual independence and 

originality  that distinguishes from (First/Distinction) level.  

Structure: A standard and comprehensive approach and execution of the work/ work is 

well organised and the standard of presentation is good.  

Application: Demonstrates high levels of initiative, personal r esponsibility, decision -

making and learning ability.  

Evaluation: Evidence of some good quality analysis, synthesis, evaluation and/or critical 

appraisal. 

General: Few errors; Citation and referencing relevant and mostly accurate. 

Specifications of assessme nt adhered to.  

 

 A 'GOOD/COMPETENT' LOWER SECOND CLASS HONOURS DEGREE: 57-59% (C+),  

54-56% (C), 50-53% (C-) 

A good/competent response to the task: all assessment criteria have been met and some 

may have been achieved at a good standard. The work demonstrat es some of the following 

characteristics in relation to those expected at the given level of study:  

Knowledge/understanding: Sound understanding of basic subject material/principles and 

some evidence of analysis or synthesis.  

Structure: A standard and comp rehensive approach to the devising and/or execution of 

the work. Some evidence of organisation and structure but little development.  

Application: Demonstrates good levels of initiative, personal responsibility, decision -

making and learning ability.  

Evaluation: Evidence of some quality analysis, synthesis, evaluation and/or critical 

appraisal. 

General: Occasional errors, minor inaccuracies or inconsistencies in citation.  
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 A 'SATISFACTORY' THIRD CLASS HONOURS DEGREE:47-49% (D+), 44-46% (D),  

40-43% (D-) 

A satisfactory/adequate but weak, response to the task; all assessment criteria have 

been met but at least some barely exceed the threshold standard to pass the module. 

The work demonstrates some of the following characteristics in relation to those 

expected a t the given level of study:  

Knowledge/understanding: Adequate but limited understanding of major ideas with very 

little insight and/or minimal research or synthesis.  

Structure: Very basic and/or poorly thought out approach to and execution of the work, 

disorganised. 

Application: Demonstrates some use of initiative, personal responsibility, decision -making 

and learning ability.  

Evaluation: Low quality in at least one area, generally coherent but some lack of clarity of 

thought or expression in relation to t he expectations for the given level of study.  

General: Some minor inaccuracies and/or misunderstandings and/poor standard of 

presentation and not completely focused.  

 

 A 'MARGINAL FAIL/ WEAK FAIL': 37-39% (E+), 34-36% (E), 30-33% (E-) 

An unsatisfactory res ponse to the task , because one or more of the assessment criteria 

do not reach the thresh old standard to pass the module. The work demonstrates some of 

the following characteristics in relation to those expected at the given level of study:  

Knowledge/understanding: Limited understanding and/or exploration of major ideas with 

very little insight and/or minimal research.  

Structure: Poorly thought out approach to the devising and/or execution of the work; 

some significant aberrations from the specifications fo r the assessment task; little 

attempt at organisation.  

Application: Little evidence of initiative, personal responsibility, decision making and 

learning ability.  

Evaluation: The work is too descriptive, insufficiently analytical and/or poorly performed 

in relation to the expectations for the given level of study.  

General: Some significant inaccuracies and/or misunderstandings; poor standard of 

presentation; deviations to the specification of the assessment task e.g substantial 

deviations from the word limit  and/or minor elements of the work missing; referencing 

inaccurate or inconsistent.  

 

 A'VERY WEAK FAIL': 20-29% (F+) 

An unsatisfactory response to the task , because most of the assessment criteria fail to 

reach the threshold standard to pass the module. The  work demonstrates some of the 

following characteristics in relation to those expected at the given level of study:  

Knowledge/understanding: Very limited understanding and/or exploration of major ideas 

with little or no insight and/or minimal research.  
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Structure: Very poorly thought out approach to devising and /or execution of the work; 

insufficient attention paid to several of the assessment criteria.  

Application: No evidence of initiative, personal responsibility, decision -making and 

learning ability.  

Evaluation: The work is descriptive and/or very poorly performed, with little evidence of 

analysis, synthesis, evaluation and/or critical appraisal in relation to that expected at the 

given level of study.  

General: Several significant inaccuracies and /or mi sunderstandings; poor standard of 

presentation; some deviations to the specifications for the assessment task.  e.g 

.substantial deviations from the word limit , and/or major elements of the work missing.  

 

 A'VERY WEAK FAIL':10-19% (F), 0-9% (F-) 

An unsatisfa ctory response to the task because few, if any, of the assessment criteria 

reach the threshold standard to pass the module. The work demonstrates some of the 

following characteristics in relation to those expected at the given level of study:  

Knowledge/understanding: Very limited understanding and/or exploration of major ideas 

with little or no insight and/or minimal research.  

Structure: Very poorly thought out approach to devising and/or execution of the work; 

insufficient attention paid to all or most of the assessment criteria.  

Application: No evidence of initiative, personal responsibility, decision -making and 

learning ability.  

Evaluation: The work is purely descriptive and/or very poorly performed, with no 

evidence of anal ysis, synthesis, evaluation an d/or critical appraisal in relation to that 

expected at the given level of study.  

General: Many significant inaccuracies and/or misunderstandings; very poor standard of 

presentation; significant deviations to the specifications for the assessment task, i.e . 

substantial deviations from the word limit and/or major elements of the work missing.  

 

4.7 SANDWICH MODE 

Full time students have the option available to do their degree in sandwich mode.  This 

means they may take a year out in betwe en the penultimate and final year to gain relevant 

experience in industry.  

 

Assessment of placement 

(i)  performance at interim stage (24 weeks)   

 written report from candidate  10% 

 assessment of presentation  15% 

(ii)  end of programme assessment   

 final  written report  35% 

 agreed evaluation of performance between industrial tutor 

& employer  

40% 

 

 For further information on sandwich mode please refer to student central.  
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4.8 FINDING OUT RESULTS 

 

The Examination Boards meet to determine t he results and awards or progression; the 

School Office will then process these and  then send these to you by post (to your home 

address unless you have specified otherwise to the School Office).  The School Office 

will also publish pass  list s on studentcentral, which you should check before waiting for 

your letter to arrive in case you have any referrals that you would need to revise for. If 

you are referred in a module you are strongly advised to commence revision  and 

prepar ation immediately.  Under the Data Protection Act, pass lists are published by 

student number only and results will not be given out over the phone.  Should you wish to 

discuss your academic situation and progress with your personal tutor or a relevant 

member of the academic staff , this should be done before 31st July.  Any matters raised 

after this date should be done through the School Office. Please note that you are 

entitled to clarification of your position but not entitled to further for mal tuition.  
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5 ABSENCES, ILLNESS AND MITIGATING CIRCUMSTANCES 

5.1 ABSENCES 

 

It is recognised that students may be absent from coursework and lectures  

for  a variety of genuine reasons but you must inform staff  of the reason(s) 

for any absence.  A form for this purpose may be obta ined from the School 

Office ( H608 ) and must be completed, for each element missed, as soon as 

possible after the absence.  One copy is kept in the subject area records, one in the 

School file and one copy sent to the tutor.  Students absent from an element  of 

coursework will be awarded zero marks  for that element.  Reasons for absence will be 

taken into consideration when performance in coursework is assessed.  Where a prolonged 

absence is anticipated, e.g. in cases of serious illness , it is essential that the Course 

Leader is informed and any subsequent change reported.  

 

If the absence has affected your work in any way, you must submit a Mitigating 

Circumstances form as well (see 5.3 below).  

 

5.2 ASSESSMENT OF WORK 

 

(a) Coursework 

 

 Coursework exercises are marked and contribute to your overall academic performance. 

You are required to submit all work for assessment in the manner and by the date 

notified which can be found  in your module handbooks.  It is your responsibility to 

familiarise yourself with the submission dates for appropriate coursework exercises.  

 

(b) Student self-certification of absence through illness (FORM A) 

 

Students who miss an assessme nt through illness  are normally required to produce 

independent  documentary evidence from a doctor and submit a claim for mitigating 

circumstances.  Please note that if a certificate requires payment, the student h as to pay.  

The self -certification system is intended to deal with situations which arise when medical 

practitioners are unwilling to issue medical certificates to students who are absent for a 

short period through minor illness, such as seasonal colds.  I ts intention is to deal with 

absences which affect attendance at laboratory classes, mid -semester tests, or which 

might otherwise compromise the learning  contract for a module.  It is not intended to 

deal with absence from end of semester written examinations, phase tests or 

presentations . 

 

Students will normally be allowed to provide self -certification of sickness, using standard 

forms available from the School Office, subject to the following guidelines:  

 self -certifi cation will cover an absence of no more than 5 continuous days.   A doctor’s 

certificate is needed for absences of a week or more.  

 self -certification will normally be allowed for one day’s assessment in any module. 

 the assessment should normally be worth no  more than 10% of the total assessment 

for the module.  
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 absence slip(s) should be completed within 5 days of return to University, indicating 

the nature of the illness  (e.g. flu, etc) and handed in at the School Office.  Copies of 

the form w ill be sent to the personal tutor, module leader, class supervisor and 

Courses Office.  

 a separate absence slip should be completed for each module in which an assessment 

is missed, showing clearly the session missed, the module title and code, module leade r 

and individual responsible for the class.  

 in cases where there are repeated short absences related to a chronic condition, or 

there is otherwise more than one absence during the course of a module, independent  

evidence will norm ally be required to support the absence slip(s).  

 absences related to clinical visits or other activities approved by the School are also 

to be dealt with using this system.  

 a mark of zero will be recorded in cases where no absence slip is completed.  

 abuse of the system will be dealt with through appropriate disciplinary procedures.  

 

 

(c) Application for an extension to deadline (FORM B) 

 

If you are unable to submit your coursework exercise by the due date you may apply for 

an extension to t he deadline .  Such applications should be made to the Course Leader 

using the appropriate form which can be obtained from the School Office ( H608 ).  

Applications should normally be submitted at least one full working day, sooner if possibl e, 

before the published deadline.  You should be aware that failure to submit your 

application by the due time may result in your case being considered less sympathetically.  

On rare occasions, late applications may be made by telephone and approved provis ional on 

the subsequent production of documentary evidence in support of the claim.  

 

Normally, supporting evidence will be required when you make application for an extension 

to a deadline .  This should be evidence from an independent  source such as a doctor or 

counsellor.  In instances where you are unable to provide such evidence in advance, you 

should do so as soon as it is available.  There may be some occasions when documentary 

evidence will be deemed unnecessary.  If in doubt you should discuss this matter with the 

Course Leader before submitting your application.  Any supporting evidence which you 

submit will be copied and returned to you so that, if appropriate, you may use it in support 

of any subsequent cl aim that your academic performance was affected by mitigating 

circumstances.  

 

The form “Application for extension to deadline” generates three carbon copies i.e. four 

copies in total.  Before submitting the form, you are required to comple te Part A.  You 

should ensure that all copies are legible.  On submission, the Course Leader will complete 

Part C of the form and return the bottom (green) copy to you.  Your application will then 

be considered.  

 

If your request for an extension is refused , the third copy (white) will be retained and 

the top two copies (yellow and pink) will be returned to you.  

 

If your request for an extension is granted, the top copy (yellow) will be sent to the 

member of staff  responsible for marking the ex ercise for information and the third copy 

(white) will be retained.  The second copy (pink) will be returned to you.  You must staple 
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this copy of the form to your work when it is submitted.  This form will be returned to 

you when your work is returned.  

 

 

(d) Submission of late work (FORM C) 

 

Work which is submitted late i.e. after the deadline  including any extension granted, will, 

in accordance with the General Examination and Assessment Regulations of the university 

be awarded zero marks .  However, this work will still be marked by the appropriate 

member of staff .  Feedback to the student will indicate the “raw mark” for the work as 

well as indicating that the work was submitted late and ther efore scored zero.  

 

Any work which is submitted late must be accompanied by the form ‘Identification of 

assignment submitted after the deadline ” which can be obtained from the School Office 

(Room 612).  This form generates three carbon cop ies i.e. four copies in total.  Before 

submitting the form, along with the assignment, you are required to complete Part A.  You 

should ensure that all copies are legible.  On submission, the Course Leader will complete 

Part B of the form and return the bo ttom (white) copy to you.  The assignment will then 

be passed to the appropriate member of staff  for marking who will complete Part C of 

the form.  After marking, the second copy (yellow) will be returned to you along with the 

assignment.  The remaining copies of the form (green and pink) will be retained.  

5.3 MITIGATING CIRCUMSTANCES 

 

 We can all encounter problems in our lives, and sometimes these can affect your 

performance at university. If this happens to y ou, please talk to your Personal Tutor 

or Course Leader as soon as possible.  You can always e-mail them if you feel 

embarrassed talkin g to them about personal issues.  They will then be able to 

provide you with the best support and advice to help you thro ugh whatever’s 

happened.  They will also ensure that this is noted in case of future mitigating 

circumstances.  

 So, if there are any circumstances beyond your control which have affected your 

assessed work or examination you should submit a “Mitigating Circumstances Form”.  

Examples of such circumstances include absence from an assignment, failure to 

submit or undertake work, failure to submit work by the deadline  or poor academic 

performance.  This form, which generates two carbon copies i. e. three copies in 

total, can be obtained from the School Office (Room H608 ). You should ensure that 

all copies are legible.  You will be required to attach to the form documentary 

evidence in support of your claim.  This evidence should be from an indepen dent  

source e.g. a doctor or counsellor and not from a member of your family or a close 

friend or partner.  The form will not be accepted without supporting evidence.  

 The Mitigating Circumstances Form is not confidential and may be made available to 

the Examination Board.  However, any attachments, including a supporting 

statement, are confidential and information about the precise nature of your claim 

will not be disclosed to unauthorised persons.  You may indicate the nature of your 

claim in a general way on the form and may attach a statement in support of your 

claim in a sealed envelope if you wish.   

 You should not submit a form for each and every mitigating circumstance.  Normally, 

details of mitigating circumstances will be requested each semester.  Students 
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should not submit mitigating circumstances when self -certification of absence 

through illness  (Form A ) applies.  Furthermore, it may not be appropriate to submit 

mitigating circumstances for missed coursew ork.  Please see the module leader in 

the first instance to see if the matter can be dealt with locally.   

 Students who have a disability /health condition etc and have variation of 

assessment methods are not  required to submit mitigating  circumstances unless 

they have exceptional circumstances to their condition which have not previously 

been taken into account.   

 You MUST show clearly that the dates of all assessments affected and supporting 

evidence coincide.  This is particularly impor tant with multiple submissions  

/absences.  Staff in the School Office will guide you if you have problems filling in 

the form.  Should you find that there is insufficient space on one form, you can use 

a continuation sheet, but you MUST ensure that you ind icate this clearly on the 

covering form, to ensure that all absences are noted.  Please staple the continuation 

sheet to the back of the form, in front of any other attachments.  Completed 

forms, plus supporting evidence, should be returned to the School O ffice ( H608 ) by 

the deadline  notified to you.  Please ensure that any supporting documents (or 

sealed envelopes) are also stapled to the form, to ensure that the two do not 

become separated.  Your form will be checked and receipted by the office staff  and 

you will be given the bottom (yellow) copy for your own reference . 

 

If the form is completed incorrectly, or there is a query about absence of documentary 

evidence, the application will be refused at this stage, but you will be allowed to re -

submit.  The Chair of the Mitigating Circumstances Committee  (Dr Hal Sosabowski) will 

examine the application and assess the acceptability of the supporting evidence.  

Evidence will be scrutinised and will be verified from external sources if necessary.  

Falsification of evidence is regarded a serious offence and often results in exclusion 

from the University.  The student will be notified only if the supporting evidence is in 

some way unacceptable.  If it is acceptable,  the application will be forwarded to a 

Mitigating Circumstances Committee (MCC), for consideration prior to the CEB.  

 

The MCC is a sub-committee of the CEB and comprises the Head of School (or deputy), 

the Student Welfare  Officer a nd all course leaders in the School.  It meets each 

semester to review MC submissions and judge whether individual circumstances warrant 

being brought to the attention of the CEB.  

 

If judged acceptable, the circumstances will then be flagged on the assess ment database 

for each module affected for each student.  This flagging will ensure that the CEB is 

made aware of the MCs and can make its own judgements accordingly.  

 

You can rest assured that your MCs will remain confidential and will not be discussed 

outside the MCC and CEB. In extreme circumstances, knowledge of the detailed nature of 

the MCs can be restricted to a minimum number of staff  (e.g. Course Leader and Student 

Welfare  Officer or Personal Tutor ). 

 

Examples of acceptable mitigating circumstances 
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It is impossible to produce complete lists of acceptable and unacceptable MCs, so the 

following lists must be seen only as a guideline.  They do, however, show the types of 

issues involved. 
 

(a)  Acceptable  

 personal illness  

 illness of close family  

 death of family member or close friend  

 personal/psychological problems  

 severe family problems  

 some legal issues 

 

 

(b)  Unacceptable  

 paid employment  

 Other University dea dlines  

 car breakdown  

 late lift to university  

 overslept, missed train, bus etc  

 computer failure  

 misunderstood timetable  

 did not know there was a test  

 job interview  

 

(c)  Borderline  

 

Some issues would generally be viewed as unacceptable b ut, under certain circumstances 

of severity and/or timing, might be viewed sympathetically. Particular examples might 

include accommodation or finance. Again, however, you must provide acceptable evidence 

of your difficulties.  

 

(d)  Evidence 

 

Definitive lis ts are impossible, but some examples include:  

 

Acceptable 

 death certificate  

 medical certificate  

 GP letter, hospital letter  

 counsellor's letter  

 solicitor's letter  

 

Unacceptable 

 self -certificate  

 unsupported letter from family or friend  

 personal statement  

 r ail fare or tyre receipt  

 nothing, anything undated or without your name  
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(e) Filling in the form  

 

It is essential that the form is completed correctly and accurately. Failure to do so may 

result in the automatic rejection of your application. Please ensure  that your name, course 

and stage (year of study ) are completed.  

 

(i)  Under "Component title and code"  

Please give the correct title of the module affected together with the correct code e.g. 

BY104: Human Physiology 1. 

 

(ii)  Under "Assignm ent or examination affected"  

Give details of the assignment or examination affected. For example, "test" or 

"assignment" is not sufficient - please state which test/exam or coursework/assignment 

is affected and give the date on which it would have taken pl ace or should have b een 

handed in e.g. Phase Test 11/11/ 11 or Exam 2/2/ 12. 

 

If a number of components are affected then these must all be shown separately.  It is 

not acceptable to write, for example, "all modules affected".  Remember to indicate 

clearly i f you have used additional sheets or forms.  

 

(iii)  Nature of circumstances  

It is essential that you clearly explain HOW your performance was affected by your 

circumstances and the period of time affected.  

 

N.B. Frivolous submission of trivial MCs is simpl y a waste of everyone's time and will be 

treated accordingly.  

 

(f)  Late submission of mitigating circumstances  

 

You must submit mitigating circumstances by the deadline published by the School 

Office.  Failure to do so means that your miti gating circumstances will not be considered 

by the Course Examination Board and you will have to go through the formal appeal 

procedure as stated in the University student handbook.  

 

Should you submit your mitigating circumstances late, you will be requir ed to complete a 

form stating clear and substantial reasons for why the form was submitted late.  You will 

then be required to attend an initial interview with the Student Welfare  Officer to state 

your case and evidence.  The Studen t Welfare Officer will then pass  your case to the 

Chair of the Course Examination Board in line with the formal appeal process.   

 

(g) DO NOT ABUSE THE SYSTEM 

 

If in doubt, speak to your Personal Tutor , Course Leader, St udent Welfare  Officer or 

staff  in the School Office.  Remember that you are asking the examination board to 

exercise leniency and it is incumbent upon you to comply with the guidelines.  The School 

will not actively se ek evidence.  
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5.4  APPEALS PROCESS 

 

Any student wishing to discuss the academic appeals process should contact the PABS 

School Office via e -mail: PabsSchoolOffice@brighton.ac.uk   or on 01273 642199.   If you 

want to lodge a formal appeal you must submit it in writing to the School Office, together 

with independent supporting documentary evidence no later than:  

29 th   July 20 11   Final year students  

5 th   August 20 11   All other students  

 

A summary of reas onable grounds for appeal is given below, but you can also download the 

full text from GEAR, Section H  which is available either on the School of Pharmacy and 

Biomolecular Sciences study skills website, or on studentcentral.  

An appeal is a request for a re view of a decision of an Examination Board. A student may 

only request a review of the decision of an Examination Board on the following grounds:  

 that a student had submitted evidence of mitigating circumstances which were not 

considered by the Examination  Board 

 that the Examination Board was not aware of mitigating circumstances affecting the 

student's performance because the student had been unable, or for valid reasons 

unwilling, to divulge them before the Examination Board reached its decision. It is on ly 

in exceptional circumstances that an appeal will be heard on the basis of evidence 

submitted after the meeting of an Examination Board, and the attention of students is 

drawn to the importance of notifying their Head of School or Course Leader, in writi ng, 

of any circumstances extraneous to the course which might be prejudicial to their 

performance, as soon as possible, preferably before the examination and in any event 

before the examiners meet  

 that the examination procedures were not followed in accord ance with the regulations, 

resulting in an error in the student's assessment  

 that some other material irregularity led to a breach of the procedures or regulations 

resulting in a decision detrimental to the students.  

 

 There is no right of appeal against de cisions of an Examination Board which are  

matters of academic judgement.  

mailto:PabsSchoolOffice@brighton.ac.uk
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6 SAFETY 

Remember that SAFETY  is the concern of us all.  Everyone has the responsibility 

towards him or herself and to others.  Consciousness of safety should be a part of 

everyone’s awareness whether at work or outside. W hatever your future career, 

safety management is likely to be one of your responsi bilities, and it is important 

that in your course you understand and follow safe practices.  

6.1 UNIVERSITY INFORMATION 

1. General 

 

University Surgery:  Telephone 2864 (Doctor/Nurse)  

 

Nearest Hospitals:  Royal Sussex County Hospital, 

Eastern Road 

  Sussex Eye Hospital, Eastern Road  

 

2. Fire 

When a general fire alarm is raised by the sounding of the fire alarm klaxons, 

make your apparatus safe (i.e. switch off electric power, turn off gas, etc.) and 

proceed in an orderly manner to the car park on the south sid e of the building via 

the nearest stair case.  Do not run.  Do not re -enter the building unti l informed by 

the Building Fire Controller  that it is safe to do so.  

 

N.B.  The lifts will only be available to the fire brigade 

 

If you discover a fire, no matter  how small, immediately operate the nearest fire 

alarm switch (located opposite each staircase and the middle of the corridor).  

Report the location of the fire to the s by telephone.  (Telephone 2222 - the 

Switchboard will relay the message to the s). 

 

3. Accidents 

In the event of an accident use any telephone and dial 2222 (this connects you 

immediately with the Switchboard).  Ask the operator for a First Aider and give 

details of the accident.  

6.2 SCHOOL INFORMATION 

 

1. General 

School Safety Advisor:  Dr K J Rutt  

2. Minor emergencies and first aid 

 All accidents and incidents to personnel must be reported immediately to 

the Lecturer in Charge.   An Accident or Incident Form, obtained from the 

School Office  (H608 ), must be complet ed as soon as possible after the 

incident by the person attending the injury.  The completed form should be 

given to the Technical Manager ( H604 ). 
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3. Minor fire 

 Switch off electricity, gas, etc.  Use Carbon Dioxide (CO2) extinguisher to 

put out the fire .  The location of the used fire extinguisher must be 

reported to the Technical Manager.  Used extinguishers must not be hung 

back on the wall until their contents have been checked or a replacement 

has been obtained.   

 Report the incident to the Lecturer in Charge or to a Technician.  

 If the fire occurred in a fume cupboard, immediately contact the 

Site Manager, telephone 2704, or the Duty , Huxley , telephone 

1818. 

4. Eye injury from chemicals - speed is vital 

 Thoroughly wash the affected eye(s) with wate r from a tap fitted with a 

shower spray and then with Sterile Water if available.  (It is better for 

another person to do this).  The casualty should be taken to the Eye 

Hospital for examination and further treatment , if necessary.  

5. Skin damage from chemicals 

 Immediately wash well with water and consult the Lecturer in Charge.  

6. Minor burns 

 Rinse affected areas with cold water.  Do not burst blisters.  

7. Minor cuts 

 Rinse under cold water and ensure that any glass in the cut is 

removed. 

8. Pregnancy 

If y ou think there is the slightest possibility that you are pregnant please 

consult the School Safety Advisor as soon as possible. All meetings will be 

treated as confidential.  

9. Temporary disabilities 

If you have reduced mobility (e.g. an injured ankle requiri ng you to use 

crutches) or any other problem that could interfere with your exiting the 

building via the stairs in an emergency, you must inform the  School Safety 

Advisor as soon as possible. Alternative arrangements can then be made to 

ensure your safety in the event of a forced evacuation of the building due to 

fire.  

10. Personal electrical equipment 

All portable electrical equipment (plugs, socket extension leads for 

chargers, laptops etc) must be checked by a qualified person and labelled as 

safe to use bef ore plugging into any of the School electrical sockets. Many 

of the technical staff are qualified, and you should ask them to check it  for 

you. 

 

 

 ALL ACCIDENTS OF MORE THAN A TRIVIAL NATURE TO PERSONNEL 

SHOULD BE REFERRED TO A HOSPITAL. 

 

ALL ACCIDENTS MUST BE REPORTED AND AN ACCIDENT REPORT 

FORM COMPLETED 

 

ACCIDENTS CAN BE AVOIDED - WORK CAREFULLY - WORK SAFELY 
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6.3 LABORATORY SAFETY RULES 

 

1. (a) Students are not allowed in laboratories without their lecturer’s 

permission. 

 (b) Laboratory work is only permitted during scheduled periods.  

 (c) A student is not allowed to work unsupervised in a laboratory.  

 (d) Unauthorised work of any kind in the laboratories  is strictly forbidden.  

 

2. Eating and drinking is NOT permitted in the laboratories.  

 

3. LABORATORY COATS AND SAFETY  SPECTACLES are to be worn in the 

laboratories at all times unless the laboratory is being used for a 

seminar and no other person is working in that laboratory; in this 

event the statutory door notices should be covered but for the 

duration of the seminar only.  

 

4. ALL personal belongs, other than  articles required for 

practical work , must be put in the locker s on Level 2 of the 

Huxley building, and not be brought into laboratories or left in corridors.  

For security reasons, any items left in corridors/under chairs, etc, will be 

removed and discarded.  

 

5. Know the location of the Fire Extinguishers in the labo ratory where you are 

working and how to operate them in an emergency.  

 

6. Know the location of the first aid boxes and eye wash points.  

 

7. Many operations normally carried out in the laboratories are potentially 

dangerous.  The greatest care should be tak en at all times to ensure your  

safety and that of others in the laboratory.  

 

8. Follow carefully the procedure given in the Schedule or Instruction sheets.  

Students should not carry out experiments or make innovations without the 

approval of their supervi sor.  Ask if you do not fully understand the 

instructions.  

 

9. Solutions should not be pipetted by mouth, use a pipette filler.  

 

10. Experiments involving the use of, or production of, obnoxious or toxic 

chemicals, or any hazardous operation must be perfor med in a fume 

cupboard. 

 

11. The fume cupboards or a safety screen should be used with apparatus under 

vacuum or pressure.  

 

12. Highly flammable materials must not be heated in open vessels.  When 

heating such materials (e.g.  acetone, alcohol, ether, etc. ) use: 
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(a) a preheated waterbath,  or  

(b) an electrically heated waterbath, or  

(c)  an electric heating mantle.  

  

Ensure that any naked flames in vicinity are extinguished.  

 

13. Clearly label ALL vessels which contain chemicals with:  

 

(a) the name of the chemical,  

(b) your name and course, 

(c) date,  

(d) hazard - explosive,  toxic, flammable, corrosive, 

oxidising, radioactive or harmful.  

 

14. Do not leave a laboratory experiment unattended without first consulting 

your supervisor,  

 

15. Do not leave water t aps running unattended, particularly water vacuum 

pumps.  Ensure that the sink waste is not restricted by waste material, 

filter paper, etc.  

 

16. Disposal  of chemicals - ask the Lecturer in Charge or the Technician.  

 

17. Solid matter, water -immiscible sol vents or liquid nitrogen must not be 

poured down sinks. 

 

18. Waste solvents should be poured into the appropriate bottles provided, not 

down the sink.  Chlorinated solvents must not be mixed with other solvents.  

 

19. Waste material, solid or paper, should be placed in the bins provided, use 

the specially indicated bins only for glass.  

 

20. Do not leave broken glass in the sink or on the bench.  Place it in the 

appropriate bin for glass.  

 

21. All unwanted biological tissue should be placed in the bucket whic h will be 

found on the side bench in the pharmacology laboratory.  Biological tissue 

must not be placed in any other waste bins.  

 

22. Mop up spillage of chemicals immediately.  Refer to the BDH Spillage Chart 

and seek technical help if necessary.  

 

23. Mop up spillage of water on the bench or on the floor immediately.  This can 

be a serious safety hazard.  If help is required ask the technician.  

 

24. Students are responsible for the cleanliness of their work benches, which 

should be left clean, dry and free  from apparatus at the end of the 

practical period.  
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25. All chemicals and appar atus should be returned to the proper place after 

use.  

 

26. Used glassware must be rinsed with water before it is handed in for 

cleaning, thereby ensuring that the glassware c leaners are not exposed to 

any risk.  

 

27. Always wash your hands after working in the laboratory.  It is important to 

wash your hands both before and after going to the toilet after working in a 

laboratory.  

 

28. It is expressly forbidden to remove any chemicals or  solvents from the 

School. 

 

29. Apparatus left running overnight or for long periods  

 

(a) Obtain your supervisor’s permission. 

(b) Complete the appropriate Equipment On Notice (Document Safety 5), 

available from all preparation rooms for display on or adjacent  to the 

apparatus.  

(c) The Caretaker s must be informed of the details of the experiment and 

its location.  

(d) Condenser or cooling water tubing must be secured by wire or clips to 

the tap and to the apparatus, and the drain tube securely located in the 

sink or waste pipe.  Alternatively , suitable air condensers may be used.  

 

30. Personnel working outside normal working hours  

 

(a) Final year students doing project work may, in exceptional cases, work 

outside normal timetabled project hours.  They may only do so with their 

supervisor’s permission and must arrange completion of a permit-to -work 

(Safety Document 20).  This must be given to the principal technician or 

researcher responsible for the laboratory you are going to work in 

before you start.  The document i s available from your supervisor and 

should be obtained in good time to arrange for supervision and the 

signing of the permit.  

(b) Research workers may only work alone out of hours if a satisfactory risk 

assessment has been carried out and supervisor perm ission obtained.  

(c) All persons present in the building after 5.30 p.m. on weekdays or on 

Saturday mornings must sign into the Caretakers’ ‘Late Book’ and sign 

out on leaving the building if this is before the building is closed.  When 

the building is clo sed, per sons entering via the  swipe-card system at the 

rear entrance are automatically logged in and out.  

 

COSHH and risk assessments 

 

Regulations for the Control of Substances Hazardous to Health require that no 

work is carried out with these substances u nless an assessment of risks has been 

made.  The Management of Health and Safety at Work Regulations similarly 
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require that an assessment of risk is carried out.  All scheduled undergraduate 

experiments have been formally assessed and students must abide b y all the 

safety precautions given.  Final Year project students and research workers must 

ensure that risk assessments are made for all experiments, and that decisions on 

appropriate safety measures are taken before the work commences.  Supervisors 

will advise and arrange for documentation of assessments.  

6.4 GENERAL LABORATORY RULES 

 

1. Faulty or damaged laboratory services or equipment should be reported to 

the Lecturer in Charge, or a Technician.  

 

 DO IT YOURSELF REPAIRS ARE FORBIDDEN 

 

2. All instruments and their accessories should be used with care 

and their operating instructions followed exactly.  

 

 IF IN DOUBT - ASK 

 

3. Centrifuges may only be operated after instruction in their use by a 

competent person.  

 

4. Large glass bottles (Winc hesters) of acids or solvents must only be carried 

in approved polythene carriers, obtainable from the stores.  

 

5. Burettes should be filled using a beaker and a funnel and NOT directly from 

the Winchester.  

 

6. Analytical balances should be left clean.  

 

7. Protect wooden bench surfaces from hot objects by using the insulated 

sheets provided.  

 

8. Gas cylinders are charged to a very high pressure, the following rules apply:  

(a) No gas cylinder may be operated until instructions on their use have 

been obtained  from the Lecturer or a Technician.  

(b) Gas cylinders must be secured in an upright position using an approved 

cylinder support or mounted on a cylinder trolley.  

(c) Do not place cylinders near a radiator or any other source of heat.  

(d) Cylinders must onl y be moved with the aid of a trolley and the main 

cylinder valve must be closed.  

(e) After use, turn off the main cylinder valve and release the pressure in 

the regulator.  

(f) IMMEDIATELY report if a cylinder is leaking.  Do not overtighten the 

main cylinder valve.  Do not attempt to use damaged regulators.  

 

9. Liquid ni trogen can cause severe burns, gloves and facemasks as well as 

laboratory coats should be worn.  
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10. Compressed air can be dangerous; do not connect the service line direct to 

glass apparatus without using a suitable safety vent.  

 

11. Windows may only be opened with the poles provided.  It is forbidden to 

stand on the benches.  

 

12. Do not climb ladders or scaffolding unless it is absolutely safe to do so and 

another person is assisting.  

 

13. A student is responsible for the apparatus and equipment that he or she 

uses and may be charged for breakage or damage.  

 

 

6.5 THE LABORATORY HANDLING OF BLOOD PRODUCTS, BLOOD, OTHER 

BODY FLUIDS AND TISSUES FROM HUMAN SOURCES 

 

The occurrence of AIDS has dr awn the matter of laboratory safety 

to the forefront when dealing with samples of human origin.  AIDS is a 

disease that damages the immune system of the body.  This results in 

susceptibility to a variety of infective agents and some unusual forms 

of cancer .  The human immunodeficiency virus may be transmitted by the 

percutaneous inoculation of blood.  However, there are also other infectious 

diseases that may be transmitted when handling specimens in the laboratory.  

Bacterial, fungal and viral agents may c ause infections with tuberculosis, hepatitis 

and enteric diseases.  

 

The major routes of acquisition of laboratory infection include aerosol, mucous 

membrane (including enteric) and percutaneous.  Such exposure can be minimised 

by following certain laborato ry safety procedures.  

 

This notice outlines the procedures which MUST be adopted when handling 

specimens of human origin in the laboratories of the School of Pharmacy and 

Biomolecular Sciences, University of Brighton.  Such specimens are obtained 

essential ly from two sources, which are:  

 

 student volunteers in the form of blood following finger puncture and of 

urine.  

  commercial suppliers and local hospitals, referred to as provided samples.  

 

1. Obtaining blood samples by finger puncture  

 

(a) Students MUST N OT puncture other students’ fingers. 

(b) Students MUST ONLY handle their own blood.  

(c) Immediately after use, all disposable items, i.e. swabs and lancets, must 

be placed in the container provided (e.g. a Cinbin).  Under no 

circumstances should these item s be placed on bench surfaces.  

(d) Immediately after use, all glassware, i.e. blood diluting pipettes, 

haemocytometer chambers, cover slips and cuvettes, must be placed in 
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the lidded bucket containing decontaminant (0.05% sodium 

hypochlorite).  Under no ci rcumstances should these items be placed on 

bench surfaces.  

(e) If blood is inadvertently spilled on any laboratory surface, the student 

must don a pair of disposable gloves and swab the affected area with 

0.05% sodium hypochlorite solution.  All swabs tog ether with the gloves 

should be placed in the container provided (e.g. a Cinbin).  

(f) The contamination of ANY instrument e.g. spectrophotometer, must be 

reported to a member of the academic staff  IMMEDIATELY so that 

decontamination procedure s may be instituted.  

 

2. Handling of urine samples provided by student volunteers  

 

(a) It is permissible to handle urine samples provided by students other 

than yourself.  

(b) Disposable gloves MUST be worn whenever such samples 

are being handled.   

(c) Aft er use, disposable gloves must be placed in the 

container provided (e.g. a Cinbin) and not placed on bench 

surfaces.  

(d) Any urine which is surplus to requirements must be flushed down the 

toilet as soon as possible and not left standing on bench surfaces.  

(e) All glassware must be treated as in 1(d) above.   

(f) All spillages must be treated as in 1(e) above.  

(g) The contamination of any instrument must be treated as in 1(f) above.  

(h) Any student who becomes contaminated MUST inform a member of the 

academic staff  IMMEDIATELY so that decontamination procedures may 

be instituted.  

(i) Any process of centrifugation may require the use of either sealed 

buckets or sealed centrifuge tubes.  You will be advised accordingly by a 

member of the academic staff . 

(j) Always perform as many procedures as possible in a biological safety 

cabinet.  You will be advised accordingly by a member of the academic 

staff . 

(k) Before leaving the laboratory hands should be thoroughly washed wit h 

soap and water.  

 

3. Handling of provided samples  

 

(a) Always assume that provided samples are potentially infectious and 

therefore wear disposable gloves at all times.  

(b) All disposable gloves must be treated as in 1(c) above.  

(c) All glassware must be  treated as in 1(d) above.  

(d) All spillages must be treated as in 1(e) above.  

(e) Any residual sample which is surplus to requirements 

must be re -sealed and placed in the lidded bucket  

containing decontaminant (0.05% sodium hypochlorite).  

(f) The contami nation of any instrument must be treated as in 1(f) above.  
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(g) Any process of centrifugation may require the use of either sealed 

buckets or sealed centrifuge tubes.  You will be advised accordingly by a 

member of the academic staff . 

 

(h) Always perform as many procedures as possible in a biological safety 

cabinet.  You will be advised accordingly by a member of the academic 

staff . 

(i) Before leaving the laboratory, disposable gloves must be placed in the 

container provided (a Ci nbin) and hands should be thoroughly washed 

with soap and water.  

 

6.6  SAFETY IN MICROBIOLOGY 

 

The organisms that you will handle in the laboratory are regarded 

either  as non pathogenic (non disease -producing) e.g. brewers yeast 

and lactob acilli which cause souring of milk, or have a low probability 

of initiating an infection unless introduced in large numbers into the 

body by contamination of open cuts on the skin, splashing into the eyes or 

swallowing.  However, potentially more hazardous  organisms are used for research 

and other purposes in the School, and such cultures will be located in the 

microbiology preparation room ( H617) and adjacent laboratories.  

 

There is a very slight risk of cultures used for teaching being mislabelled or 

cont aminated with either organisms used for research or by organisms originating 

from teaching or technical staff  who may have an asymptomatic infection.  

 

This risk, however slight, cannot be ignored so ALL CULTURES THAT YOU 

HANDLE MUST BE REGARDED AS POTENTIALLY HAZARDOUS.  

 

To minimise the risk of accident or spillage, the following rules must be observed 

by all people working in the microbiology labs, even if they are only reading  

results.  

 

1. Briefcases, bags and outdoor coats must be put in lockers outside the 

laboratory to minimise clutter on the floor.  

2. A clean white coat must be worn at all times and it must be buttoned up;  

it should be free from major holes and tears.  The coat should be removed 

at all times when leaving the laboratory.  

3. Long hair must be tied back so that it does not fall into open culture vessels.  

4. Watches and jewellery should be removed.  

 

Remember, it is the responsibility of the person in charge of the class to 

decontaminate the personal belongings  of any student if they come in to contact 

with the cultures in use in the lab.  This may only be achieved by exposure to 

steam or immersion in disinfectant.  Such treatment may obviously damage 

watches, articles of clothing, books , etc and t he University could not accept 

liability if the action was necessitated by carelessness or disregard for safety 
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instructions or other instructions, either written or verbal, regarding the hand ling 

of cultures.  

 

5. Hands should be washed after all lab work and the bench swabbed with 

disinfectant.  

6. No cultures or contaminated liquids should be poured down the sink.  

7. No specimen, slides, cultures or other items may be removed as souvenirs.  

8. All contaminated items should be discarded in the disinfectant j ars, 

autoclave bags or placed on the trolley designated for the purpose; they do 

not go into the waste bins.  

9. All containers must be appropriately labelled with waterproof marker pens.  

10. Any spillages of contaminated liquid, either on the skin or on in animate 

objects or work  surfaces, must be swabbed with disinfectant and cotton 

wool.  Larger spillages must be brought to the attention of the person in 

charge of the lab.  

11. Contamination of cuts and grazes, swallowing or introduction of cultures into 

th e mouth or eyes must be reported immediately.  

 

Many accidents or spillages result from the following practices which are best 

avoided. 

 

1. The use of unsuitable or malfunctioning pipette fillers.  Ensure that you 

know how to use a pipette  filler and that i t is working properly before you 

begin. 

2. Incompletely labelled or unlabelled containers.  

3. Attempting to hold too ma ny test tubes in the hand at once.  Ensure that 

you have an appropriate test tube rack.  

4. Walking around the lab holding containers of c ontaminated material; keep 

these on the bench as much as possible.  

5. Removing rubber teats from pipettes tends to squirt the last drop of liquid 

out of the pipette.  Ensure that it is pointing into a disinfectant jar before 

removing the teat.  

 

 

 

ANY STUDENT WHO FAILS TO ABIDE BY ANY OF THE ABOVE 

REGULATIONS WILL BE DISMISSED FROM THE LABORATORY 

IMMEDIATELY AND MAY CONSEQUENTLY FAIL THE MODULE 
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7 USEFUL INFORMATION 

7.1  COMPUTING SERVICES 

Computer poolrooms for students are provided throughout the 

University, especially in libraries. Opening times are online at 

http://www.brighton.ac.uk/is/ .  During term -time these are:  

 

 weekdays weekends 

Aldrich computer room 8:30 am – 2 am  1 pm – 2 am 

Mithras Annexe 8.30 am – 2 am closed 

 

For information regarding internet access, email addresses,  and computer 

software available, please see http:/ /www.brighton.ac.uk/is/  or student central.  

 

7.2 FINANCIAL ADVICE 

Need advice on financial support available to you? 

For more information on student loans, tuition fees, bursaries, scholarships, 

claiming benefits , dealing with deb ts  and managing your money, please visit the 

following web pages:  

http://www.brighton.ac.uk/studentlife/money/  or  

https://studentcentral.br ighton.ac.uk/  and click on ‘student life’ followed by 

‘money’. 

  

Thinking of leaving? 

The University's policy in relation to students leaving the University early is set 

out on the web link: ht tp://student.brighton.ac.uk/thinkingofleaving/  and in 

relation to fee liability is referred to at: 

http://student.brighton.ac.uk/thinkingofleaving/leaving_fees.htm . 

 

7.3 CAREERS ADVICE 

The Careers Centre offers all students information, support and guidance in the 

career planning process; there are careers centres based at all four University 

campuses.  You need to take the first step in going to see them.   You can do this by 

either booking an appointment for a careers interview, or by calling in between 12 

and 2 at the lunchtime drop -in sessions. 

 

The Careers Centre on Moulsecoomb campus is open from 9.30am to 5.00pm 

(Monday to Thursday) and from 9.30am to  4.30pm (Friday) and can be contacted 

via: 

Tel:  01273 642855  

Email :  careers@bton.ac.uk  

Internet :  http://www.brighton.ac.uk/hubs/ss/careers.htm  

Intranet:  http://student.bton.ac.uk/s tudserv/careers/welcome.htm  

 

Please see the Careers Centre website above for more information on the services 

available to you.  

http://www.brighton.ac.uk/is/
http://www.brighton.ac.uk/is/
http://www.brighton.ac.uk/studentlife/money/
https://studentcentral.brighton.ac.uk/
http://student.brighton.ac.uk/thinkingofleaving/
http://student.brighton.ac.uk/thinkingofleaving/leaving_fees.htm
http://student.bton.ac.uk/studserv/careers/welcome.htm
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7.4 REFERENCES FOR JOBS 

When applying for jobs or post -graduate programmes you will need a letter of 

reference  from your Course Leader, Personal Tutor  or Project Supervisor.  Ensure 

you do the following to make sure you have a good reference:  

 Ask permission from someone appropriate who will be enthusiastic about 

you. 

 Give your referee ple nty of time as they will probably be busy.  

 Provide your referee with your CV and details about the position you are 

applying for to help them.  

 Include a stamped and addressed envelope for sending in the reference  or 

for the returning it  to you.  

 If you should need to obtain an extra transcript there will a cha rge of £20  

for a simple copy (please check with School Office for price of  transcript 

with full curriculum details ). 

 

7.5 REGISTERING WITH A DOCTOR 

You are strongly advised to regist er with a university doctor or local doctor as 

soon as possible after you arrive as failure to do so could delay your treatment in 

an emergency. Go online to the following link:  

http://www.bright on.ac.uk/studentlife/health/    

 

You should register with a surgery nearest to where you live. An onsite surgery is 

available in Cockcroft – see: 

http://www.brighton.ac. uk/studentlife/health/moulsecoomb.php?PageId=405   

 

http://www.brighton.ac.uk/studentlife/health/
http://www.brighton.ac.uk/studentlife/health/moulsecoomb.php?PageId=405
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APPENDIX 1 – BLANK WEEKLY TIMETABLE

  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY 

06.00 - 08.00               

08.00 - 10.00               

10.00 - 12.00               

12.00 - 14.00               

14.00 - 16.00               

16.00 - 18.00               

18.00 - 20.00               

20.00 - 22.00               

22.00 - 00.00               
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APPENDIX 2 – LECTURE NOTES COVER SHEET 

 

SUBJECT AREA:     YEAR: 

 

SUBJECT OF LECTURE:     LECTURER: 

 

PREPARATION: Do you have any questions or ideas prompted from the preparatory 

reading done prior to the lecture? 
 

 

 

 

 

THEME OF LECTURE: 

 

 

 

 

MAIN POINTS MADE IN LECTURE: Use extra paper if needed 

 

 

 

 

 

 

 

 

 

 

 

 

QUESTIONS RAISED BY LECTURE: 

 

 

 

 

 

 

 

 

 

 

 

REFERENCES TO BOOKS ETC: 
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