School of English, Drama and Film

Registration Checklist for English:

For the attention of all undergraduate students of English
(helpingyou register properly for your courses in English)

Overview:

Students at UCD register online for their modules each year.
This checklist is intended to help you ensure that you have completed the registration process correctly, fulfilled programme requirements and will therefore be able to graduate when you expect to do so.

It is meant to supplement the School’s Registration Policy, available on the School website.  You should read this document very carefully and ensure that you are familiar with its terms and procedures.

The School also offers the following Specific Year Registration Advice documents, updated every summer,which detail the courses in English which are available and required at each Stage and Level in the upcoming academic year. Please consult these documents carefully, in conjunction with the present Checklist and the Registration Policy which it supplements. The following documents are available on the School website, and some are sent out to students directly towards the end of June each year:

1) 2011-12 Advice for Incoming Stage 2 Students of English (these students are usually about to enter their second year of study for their BA)

2) 2011-12 Advice for Continuing Stage 2 Students of English (these students are usually about to enter their third year of study for their BA)

3) 2011-12 Undergraduate Offerings in the subject English (for all three years of BA study)

4) 2011-12 Single-Subject Major Undergraduate Offerings in the subject English (for all three years)

5) 2011-12 Module Map in the subject English (for all three years)

Minimum Preparation:

If you are a Stage One student (First Year), you should read at least documents 3 and 5 here along with this checklist;

If you are a Stage Two student, you should read at least document 1 or 2, and documents 3 and 5, along with this checklist.
Important Websites:  These contain links to all relevant information regarding registration.

UCD Registration Page: http://www.ucd.ie/students/registration.html (NB: check dates on which registration opens, on this webpage. Also access info on courses, assessment, fees, and remediation)
School of English, Drama and Film home page: http://www.ucd.ie/englishanddrama/index.html
College of Arts and Celtic Studies Programmes Office: http://www.ucd.ie/acshs/
See, also, UCD’s Curriculum Browser http://www.ucd.ie/students/course_search.htm for information on individual courses, including course descriptions, learning outcomes, assessment, pre-requisites, and remediation.
Basic Guidelines and Terms for Students taking English at UCD:
· Students at Stage One (First year) take English as a SUBJECT PATHWAY – a route of study towards a BA degree which will include English as either a MAJOR or a MINOR subject within the larger BA PROGRAMME. Once you enter Stage 2 as a major or minor student of English, you will take English courses as part of this organized BA programme, courses which gradually accumulate towards your degree.

· Your Arts degree is taught in two STAGES (Stage 1 and Stage 2).  Each separate course in the various subjects available for your degree, is called a MODULE. Each module has a certain number of CREDITS associated with it, reflecting the time that it will take you to complete the module; all modules for undergraduate English are worth 5 credits each. You must accumulate 60 credits in total at Stage 1 (across all the subjects you are taking) and 120 credits in total at Stage 2, in order to complete your degree. 

· Stage 1 and 2 English modules are categorised by LEVEL. The Level indicates the degree of difficulty of the module, including the amount of independent learning required, and the degree of specialisation of the module.  Stage 1 students of English take Level 1 modules; Stage 2 students of English  take Level 2 modules (usually in their second year of undergraduate study), and Level 3 modules (usually in their third year of undergraduate study). The module level is clear from the code. All English modules have the prefix ‘ENG’, and the first number after the prefix indicates the level. For example ‘Critical Theory’ is coded ENG20420 – a Level 2 module; ‘Reading Gender and Sexuality’ is coded ENG30480, indicating a Level 3 module. 

· Certain specified modules are central to your academic development as a student of English and are required before you can graduate: these are known as CORE modules. Within this category of required modules, there can be internal choice: where there is such choice from amidst a defined set of core modules, each possible module that the student may choose is called an OPTION module (also known as a Co-Core module). During the course of your degree study in English, certain foundational core modules will be designated as essential before you are allowed to take other (usually more specialized) modules at a later period: these are known as PRE-REQUISITE modules: you cannot progress onwards in your degree study without having taken them.

· At Stage 1 (First year), you will need at least 10 credits (made up of two specified core modules) of English programme modules, and are advised to take the full 20 credits of English which are available at Stage 1 (four modules), in order to progress to Stage 2 English the following year. At Stage 2, you will need either 20, 25, 30 or 50 credits of core and option English programme modules at Level 2 and the same again at Level 3, depending on whether you are taking English as a Minor subject, a Joint Major subject, a 60-Credit Major subject, or as a Single-Subject Major.  In other words, at Stage 2, you will need to take either4, 5, 6 or 10 modules of English, normally in each of two academic years, depending on what type of degree in English you are pursuing. 

· The remaining modules required for your degree are taken each year in your other subject(s) (except for Single-Subject MajorEnglish students), and, as ELECTIVE (free choice) modules. You must register for 10 credits (two modules) each year as electives, and these can be taken in your degree subject (known as in-programme electives), or in entirely different subject areas. 
Registration - Basic Advice and Requirements:
Check your Programme Requirements:

Stages 1 and 2, and (within Stage 2) Levels 2 and 3, each have particular requirements which must be fulfilled and completed before you will be able to graduate.  These vary depending on your degree programme – whether you are taking English in your BA degree as a Single Subject Major, as a 60-Credit Major, as a Joint Major, or as a Minor (for most of you, the particular kind of degree programme you will take in English is chosen at the end of your first year of study, but you have to take a certain number of specified courses in English during that first year of study, in order to make this choice). These English programmes will require you to take certain modules as cores, and/or to select a certain number of modules from particular lists (options).You should check the requirements for your degree programme very carefully before registering in order to ensure that you understand what you are supposed to register for. The requirements are readily available on the University and School websites. In the unlikely event that you have any questions that are not answered on the website, the Programmes Office will be happy to help you answer them.

Register Early:

The School of English, Drama and Film offers a wide range of module choices, the number of which increases at each level.  

Modules places are strictly capped, however, and are offered to students on a first-come-first-served basis.  Unfortunately, this may mean that you are not able to register for all of your preferred modules.  

You can increase your chances of being able to register for as many of your top choices as possible however by registering as early as you can.  You are encouraged to begin registration early on the morning of the day that registration opens.

The School is unable to override caps on modules or to register students manually except in the very limited circumstances detailed in the Registration Policy.   If for any other reason you find that you are not able to register for all of your preferred modules, you will need to choose and register for others.  

Check Timetabling:
The registration system allows you to see when particular modules are timetabled. You should choose modules that do not clash with one another.  The system will warn you if you have done so. In such an instance, you should immediately deregister from one of the clashing modules, and register for another module if necessary, ensuring you are meeting programme requirements. If you do not deregister from one of the clashing modules when the system informs you of the clash, you will have to do so later, when there are very limited other module choices available.
Check Cores and Pre-requisites:

You need to ensure that you have registered for all core modules. Again, check Programme requirements as you will not be able to graduate if you have not completed these. 

In order to progress from Stage 1 to Stage 2, and from Level 2 to Level 3, you will need to have complied with the pre-requisites for each Stage and Level.  This means that if you have not completed the pre-requisites, you will not be able to progress between levels, or to register.  Again, check carefully what the pre-requisites are and ensure that you have registered for essential modules.

Advice for Stage One Students

Cores, Pre-requisites and Options:

All Arts students who have nominated  English as their preferred course of study at UCD are guaranteed a place at Stage 1 English, and an assurance that they will be registered for sufficient Level 1 credits to enable progression to English at Stage 2.  This includes students entering Single Subject Major English, English and Drama, English and Film, as well asBA Omnibus Arts students who have specified English on their CAO application form.

All Stage 1 English modules are taught through a combination of large-group lectures and small-group teaching, known as workshops. 
Two of the four available Stage I English modules are Core modules, which are required (pre-requisites) before you can progress to Stage 2 in English at the end of your first year of study.  Depending on the numbers entering Stage 1 English, you will need to register either for ‘Literature in Context 1’and‘Literature in Context 2’ as these two are core modules, or for either‘Literature in Context 1’or‘Literature in Context 2’, and another Level 1 English module.  You will be informed of which combination is relevant when the time for registration comes.
The other two available modules at Stage 1 English are the Option modules, ‘Coming-of-Age Narratives’ and ‘Literary Genre’. You are strongly advised to register for these two Option modules, in addition to your core modules in English, if you plan to pursue English as a degree subject, but these are not required in order to ensure that progression.
Advice for Incoming Stage 2 Students
(usually in their Second Year) 
Choosing English; Cores and Pre-requisites:

(NB: See also yearly-updated document‘Advice for Incoming Stage 2 Students of English’)
Incoming Stage 2 students normally take all their English modules at Level 2: incoming Stage 2 students are strongly advised against registering for the more specialized Level 3 modules until the following year. Most Level 2 English modules are taught through a combination of large-group lectures and small group teaching in workshops. 

To secure a place in English as a degree subject, you must choose English as a subject, using the UCD on-line Registration system, during a specified period of about five days, usually duringthe July before you enter Stage 2. To check the dates concerned, go to the BA ProgrammesOffice homepage, http://www.ucd.ie/acshs/ . To choose English:
. Access online registration in the normal wayhttp://www.ucd.ie/students/registration.html.

. Access Module Registration.

. Choose the ‘Subject/Stream’ Tab (at the top of the page). 

. On this page the Subjects available to you (based on your Stage 1 results) will be shown. 

. Select the Subjects you wish to register for. 
By nominating English in July, you will ensure that you are registered automatically for the two Level 2 Core English modules which you must take in your incoming year at Stage 2 (usually your second year of study), and which are pre-requisites for (your later) Level 3 study in English: these two Core modules are ‘Critical Theory’ and ‘Reading the Middle Ages’. In other words, without having taken both‘Critical Theory’ and ‘Reading the Middle Ages’ at Level 2, you will not be able to register for modules at Level 3 the following year,orto graduatesubsequently in English. 

In addition to these two Level 2 core modules, you are required to register for either two, three, four  or eightother modules at Level 2 – these are your Option (co-core) modules. The number of option modules you must take depends on the type of degree in English you have chosen to pursue: Minor, Joint Major, 60-Credit Major, or Single-Subject Major (for the latter group of students, this set of other modules includes two specific Level 2 Single-Subject Major English modules, taken only by this group).

These Option modules are organized in two lists, List A for Semester One modules and List B for Semester Two modules. You must choose modules from both lists, in accordance with the number of credits you require to fulfill your programme requirements in English and to ensure a balance of work across both semesters. 

Numbers for each of these Level 2 option modules (co-cores) are strictly capped, so you should attempt to register as early as possible for your preferred modules, and have reserve modules clearly in mind.
Advice for Continuing Stage Two Students(usually in their Third Year)
(NB: See also the yearly-updated ‘Advice for Continuing Stage 2 Students of English’)
Continuing Stage 2 students normally take all their English modules at Level 3. All Level 3 English modules (apart from some Single-Subject Major modules) are Options; there are no specified required modules at Level 3 English. You must have already attempted (taken) the core Level 2 modules, ‘Critical Theory’ and ‘Reading the Middle Ages’, before you can register for any Level 3 modules. Level 3 English modules are more advanced by comparison with Level 2 modules, and focus on specialized areas of study in English. They are taught mostly through small-group seminars involvingregular student input, which is assessed separately to the end-of semester major assignment. You are strongly advised to complete all of the required number of Level 2 modules in English before you take any English modules at Level 3.

Level 3 English modules are organized in three lists, List C (modules generally dealing with pre-twentieth-century material), List D (modules dealing with material and topics from the twentieth and twenty-first centuries) and List E (specialized extended topics taught through lectures only). You are required to register for a certain number of modules from each of Lists C and D, and may choose modules from List E, to a total number of credits in accordance with your programme requirements. As part of this total, Single-Subject Major English students must take the core Level 3 English modules which are specific to their programme of study.

All Level 3 modules are strictly capped, and there is great pressure on places. It is very important that you go online and register as soon as you can on the morning that registration opens. As an English programme student, you are guaranteed a place in the number of Level 3 English modules you require, but you are not guaranteed a place in your modules of choice from among theseLevel 3 option modules.

Seeking Help:

Detailed and comprehensive instructions regarding registration are made available to you in your registration pack (Stage 1), and can also be accessed through the School and University webpages.  You should read these carefully and ensure that you understand them. If you do not understand something, then you should contact the Programme Office for assistance.  Do note, however, that any delay in registration limits the module options available to you.

In some specific and limited instances, it may be necessary to contact the School.  The instances are listed in theSchool Registration Policy which you should consult before contacting the School.  We are only able to help with the particular circumstances listed in Section J of the document. This is duplicated in the checklist below, as is the list of queries the School is unable to help with.

Please note also that all queries regarding electives should be directed to the Programmes Office, and not to the School.
Registration Checklist (Please tick the boxes provided):
Please read each of the statements below and check that you have understood your registration and have completed the registration task. If you do not understand something, please read the available material again, and check the School website, before directing your query to the Programmes Office.

I have read through the material provided in the registration pack, and on the School and University webpages. [   ]

I understand the number of credits I need to accumulate at Stage 1, and at Stage 2 (at both Levels 2 and 3) in order to be able to graduate [   ]

I have read the School’s Registration Policy, available on the School website. [   ]

I have consulted on-line module descriptors for all modules for which I plan to register [  ]
I am doing: 

English as a Stage 1 Subject Pathway  []

Single SubjectMajor in English (Stage 1 or 2) [   ]

60-Credit Major in English, with a minor in another subject (Stage 2) [   ]

Joint Major in English, with another major in another subject (Stage 2) [   ]

Minor in English, with a major in another subject (Stage 2) [   ]

I understand how many credits of English I need to accumulate in order to fulfil the requirements for the programme I have indicated above [   ]
I am aware of and have registered for all necessary core modules for my degree programme in the School of English, Drama and Film [   ]

I have selected the correct number of modules from the correct module lists (for this, it is vital that you have consulted the yearly-updated documents, ‘Advice for Incoming/ Continuing Stage 2 Students of English’) [   ]

I do not have any clashes between English, Drama and Film modules on my timetable [   ]

I have registered for the correct number of core and optional credits, as required by my degree programme [   ]

Special Needs Students only:I have contacted the Programmes Office and requested assistance in advance of the beginning of registration [   ]
Students taking Level 1 and Level 2 modules only: I have registered for the weekly Workshop / Small Group Teaching (SGTs) sessionsassociated with each of my English modules [   ]
SpecialRegistration Circumstances in which the School may be contacted for help(contact the Co-Head of Teaching & Learning in the School who deals with registration issues [either Dr. Fionnghuala Sweeney Fionnghuala.Sweeney@ucd.ie, or Dr. CatrionaClutterbuckCatriona.Clutterbuck@ucd.ie], or the School Office):
You should be able to tick at least one box before getting in touch with the School
· I have/had WX or IX status [I have been officially allowed to withdraw from or postpone completion of modules due to Extenuating Circumstances], and have completed Level 2 requirements, but am unable to register for Level 3 modules in English or Drama because programme requirements have changed. [   ]
· I have/had WX or IX status for one or more Level 2 core modules, and am therefore unable to register for Level 3 modules in English. [   ]
· I am returning to UCD following a suspension of studies, and, although I have completed Level 2, am unable to register for Level 3 modules in English because programme requirements have changed. [   ]
· I am a Level 2 student taking Joint Honours or Major/Minor in English but havean irresolvable conflict between cores and options/co-cores in different subjects on my timetable. [   ]
· I am carrying more than two modules (repeats, resits, WX, IX) from one Level to another, and am not intending to extend my total study period by one semester or more. [   ]
· I am a student with special needs who has been referred by the Programmes Office because of possible disadvantage. [   ]
· I am a Level 2 student unable to select a Workshop / Small Group Teaching  timetable slot because all slots still available clash with core lecture times, and registering to another module in either subject will not resolve this clash.  [   ] (Please contact the School office and request assistance in registering for a Workshop / SGT. )

· I attempted to register on the first day of registration, but was unable to do so because of a technical error in the university’s IT system. [   ]
Please note that in the Head of Teaching & Learning will seek confirmation from Computing Services of such errors in the system.   Students who encounter this difficulty must advise the Head of T&L of this via email on the first day of registration.   The Head of T&L may take remedial action to ameliorate disadvantage, providing  class numbers allow.   Please note that the pressure on modules places is such that it will not be possible to rectify problems of this nature that occur after the first day of registration.

Checklist for contacting School: 

I have ticked at least one box above. [   ]
I have contacted the ProgrammeOffice and completed all relevant paperwork before forwarding my query to the School. [   ]
I have also brought my situation to the attention of the relevant person in the Programmes Office or Computing Services so that the problem can be speedily resolved. [   ]
Information and help with other mattersarereadily available through the website, the Programmes Office, Computing Services or the Fees Office. See examples below for matters concerning which you should not contact the School:
If you have queries relating to programme requirements, check the registration pages of the University and School, or contact the Programmes Office, including for queries concerning.

· Core modules and Pre-requisites

· Numbers of modules to be taken from each option list at any level

· Electives, including electives in English

· Residual programme requirements
Queries relating to the operation of SIS or any related technical matters should be directed to Computing Services.

Queries relating to fees or other financial matters should be directed to the Fees Office.
Please Note that the School is unable to deal with the followingqueries:
· Timetabling inconveniences, other than the special circumstances listed above

· Queries relating to module content, where the information sought is already available in the on-line module descriptors
· Requests to “check” an individual’s registration to ensure they have met programme requirements

· Requests for access to modules that have reached capacity

· Queries as to module capacity

· Requests to over-ride programme requirements, except in those special circumstances detailed  above

· Requests to have option modules re-designated as elective modules, or vice versa

· Queries relating to university regulations on re-sit or repeat requirements

· Level 3 students with a clash on their timetable

· Queries from students who have registered for too many or too few modules

· Queries regarding the likelihood of extra places on individual modules becoming available.

