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School of English, Drama and Film

Registration Policy for English
This policy sets outs the School’s policy on registration for undergraduate modules at each Level, and for all groups of students of the subject English.  It confirms areas of student responsibility in ensuring the registration process is properly completed, and specifies the circumstances in which students with registration difficulties should contact the School .  It details the role of the Head of Teaching and Learning, or his/her nominee, and the School Office in the registration process.  It provides advice to School staff in receipt of queries from students  around registration.   Students should also consult the Undergraduate Registration Checklist for English.

The following areas are covered in the sections noted.  Students should read the Policy carefully, with particular attention to sections A and I, and any others of specific relevance. 
A. Student Requirements and useful websites
B. Stage 1/Level 1

C. Stage 2/ Level 2

D. Stage 2/ Level 3

E. WX and IX students

F. Stage 2X students

G. Students with special Needs

H. JYA and International Students

J.
i. Referral to the Head of Teaching and Learning or his/her nominee, 

ii. Requesting assistance from the School Office

iii. Queries that should not be directed to School staff

K. 
Graduate Students seeking access to undergraduate seminar modules

L. 
Note for Students Changing their Major/Minor to Joint Major or vice versa

M.
 Single-Subject Major Students
Appendix A: Recommendations to School Staff

A. Student Requirements: 
1. It is the responsibility of each student to familiarize him/herself with the registration process.  This includes:  ensuring that s/he is aware of the date and time at which registration begins and ends; ensuring his/her registration is completed in a timely manner; ensuring s/he has sufficient IT skills or such support as is necessary to enable registration using the online system.

2. It is the responsibility of each student to ensure they have read and understood the programme requirements for each Stage and Level of their undergraduate degree in English before registration begins.  This includes ensuring full knowledge of compulsory modules at each Level, prerequisites for each Level, the numbers of modules to be selected from each option list at each Level, and the total number of in-programme option modules that need to be completed at each Level before the student will be allowed to graduate. Students should consult the following documents, available on the School website: ‘Undergraduate Registration Checklist for English’, as well as the yearly-updated documents, ‘Advice for Incoming Stage 2 Students of English’; ‘Advice for Continuing Stage Two Students of English’; ‘Undergraduate Offerings in the Subject English’; ‘Single-Subject Major Undergraduate Offerings in the subject English’, and the Module map.

3. Students must refer to the module lists appropriate to their programme in English: English 60-Credit Major, English Joint Major, English Minor, orSingle Subject Major English; and may only choose from modules appearing on the relevant lists.
4. Students should note that, even when advice is sought from the Programmes Office, and help given, it is still the responsibility of the student to ensure that s/he has met programme requirements.  

5. Students should note that the credit calculator on the SIS registration screen does not distinguish between Levels 2 and 3.  Students are advised to check that they are fulfilling the optioncredit requirements at Levels 2 and 3 against the instruction given on the university and School webpages, even if the calculator is showing that Stage 2 requirements have been fulfilled.

6. Students must consider their overall timetable before registering and ensure as far as possible that they do not have clashes on their timetable.  Students who discover they have a  timetable clash other than that stipulated in Ii and Iii below, must change their registration themselves, choosing from modules that remain available.  Access will not be granted in these circumstances to modules that have reached capacity. 

7. In addition, students are responsible for ensuring they have registered for sufficient elective modules at each Level such as to allow them to graduate at the end of their third year.

8. Stage 2X students should read section F as well as section C below.

9. Students should note that Level 3 modules and Level 2 Workshops  (Small Group Teaching sessions) fill very quickly, and that many modules and classes are full within a couple of hours of registration opening.  As such, the School will consider students who are unable to select their preferred modules to have suffered no significant disadvantage, unless those students have attempted to register on the day registration opens, but have been prevented from doing so due to circumstances relating to the internal UCD system which are outside the student’s control.  Students who encounter technical difficulties with the system should refer to section Ii below. 

10. Students should note that extra places on modules do very occasionally become available.  Such places are released at 15.00hrs each day.

11. Students who register for more than the required number of optional modules are depriving other students of a place on those modules, and run the risk of incurring a substantial registration fee if they exceed the module quota stipulated for their degree.

12. Once registration closes, no further changes to registration will be possible until registration reopens in January.

13. Important Websites:  These contain links to all relevant information regarding registration.

UCD Registration Page: http://www.ucd.ie/students/registration.html
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/
UCD Curriculum Browser: http://www.ucd.ie/students/course_search.htm
B. Stage 1: Level 1

The School recognizes its obligations to first year entrants to all its degree programmes.  The School will honour all offers made to Arts students who have nominated English as their preferred course of study at UCD, and ensure that they are registered for sufficient Level 1 credits to enable progression to English at Level 2.  This includes students entering Single Subject Major English, English and Drama, English and Film, and DN500 students who have specified English on their CAO application form.

Level 1 students of English are currently required to register for two core modules: Literature in Context 1 and Literature in Context 2, and to complete these modules before they can progress to study English at Stage 2.   Level 1 module capacity is currently capped at 505.  In the event that the population of students at Level 1 does not exceed the cap, students with denominated entry will be automatically registered for these core modules.   In the event that the population of Level 1 students with denominated entry exceeds the cap, students will be automatically registered for at least one core module, and to such other core and co-core modules as are needed to meet the credit requirements for Level 1.  Progression will not be affected. 

In the event of the cap being reached or exceeded, no places on core modules will be available to students who have not nominated English on their CAO form.

In the event that the population of Level 1 students with denominated entry does not exceed the cap, places on English modules will be offered to Arts Omnibus students on a first-come-first-served basis until the modules are at capacity.  Once modules are at capacity, no further registrations will be allowed.   

Students who plan to study English as a degree subject at Stage 2, are advised to take the two Option modules available at Level 1 English, in addition to their two core modules in English.

Registration for these Option modules and for Elective modules remains the responsibility of the student.

C. Stage 2: Level 2

Registration for students entering Stage 2 Level 2 at the beginning of the academic session occurs in two parts.  

Part 1 occurs in July.  Students, other than those already registered for Single-Subject Major English, English and Drama, or English and Film, must confirm their intention to take English at Stage 2.

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 during the 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. 
Part 2 occurs in mid-August.  Students who complete Part 1 of the process in a timely manner are guaranteed a place on the two core Level 2 modules: Critical Theory and Reading the Middle Ages.  Students should note that attempting these two modules is a prerequisite to registration for all Level 3 modules.  Students who have not taken these modules will be unable to register for any Level 3 modules in English.
Students who have not completed Part 1 of the registration process will not be automatically registered for the two core Level 2 modules.  A cap will be placed on numbers able to register for these modules. Students who have not completed Part 1 of the registration process will be able to register themselves to any remaining places on these modules on a first-come-first served basis, until the modules reach capacity.  Once core modules are at capacity, no further registrations will be allowed.  Assuming the student will progress as normal to Stage 2 at the end of two semesters of study, if that student does not declare for English as a degree subject in the July before they begin their second year of study, that student risks not being able to take English as a degree subject at all. See also Section A8 above.

D. Stage 2: Level 3
Registration for Level 3 normally begins in mid-August.  Caps are placed on all modules, and places on modules are available on a first-come-first-served-basis.  Once a module has reached capacity, no further registrations will be allowed.  Students are therefore advised to register as early as possible on the morning on which registration begins.
Level 3 studentsshould also note the following:
· When registering, students should double check that by the end of the session they will have fulfilled all the programme requirements for their degree.  They should therefore check that they have fulfilled the programme and electiverequirements for Levels 2 and 3.  Students who have not fulfilled these requirements will be unable to graduate at the end of the session. Note: registration for elective modules opens at a later date than registration for programme modules. See the UCD Registration Website for information.

· Students should note the distinction between subject option requirements and elective requirements, and ensure that they are registered for the correct number of each.  

· Under no circumstances will the School countenance the redesignation of modules initially selected as programme options to elective options during the registration process.
· Students should not approach module convenors to request admission to particular modules.  
E. WX and IX Students:

Students with WX or IX status should contact the Programmes Office for assistance with registering.  WX and IX students should also read section Ii below.

F. Stage 2X Students:

Students who begin Stage 2 in the Spring rather than in the Autumn semester of the academic yearshould note that they will be unable to register for any Level 3 modules the following Spring, until they have taken the required Level 2 Pre-requisites, Critical Theory and Reading the Middle Ages.  
Students intending to progress to Stage 2 in the Spring semester will be able to register for Level 2 in January, upon publication of their provisional results from Stage 1.  Stage 2X students registering in January can only register for modules which are available in Semester 2. Students progressing to Level 2 in January should register for all available core and pre-requisite modules in semester 2 in order to ensure that they are able to progress to Level 3 in the Spring semester of the next session.

Students entering their second semester at Stage 2 in the Autumn, should ensure they are registered in semester 1 (that Autumn) for sufficient modules such as to ensure that they will have completed the programme and elective requirements for Level 2 by Christmas. It is recommended that students who, having registered for sufficient credits to ensure they will have completed the requirements for Level 2, and who are still registered for fewer than 30 programme credits in semester 1, should bring their credit load up to 30 in that semester by registering for Level 2 and 3 electives.

Having completed programme pre-requisites, Continuing Stage 2X students will be able to register for Level 3 modules during the January registration period.  Stage 2X students will need to be manually registered through the School office and must choose modules on which places remain available. 

G. Students with Special Needs:

Students with special needs should contact the Programmes Office in advance of the registration period  to ensure they have appropriate support.  Students with special needs who for some reason have not contacted the Programmes Office in advance of registration should contact the PO as soon as they are able to do so in order to ensure that they are provided with appropriate support.

H. JYA, Erasmus and International Students:
The School is committed to allowing access to its undergraduate modules to JYA, Erasmus and International students.  A total of 2 JYA and 1 International or Erasmus place will be allocated on all Level 3 seminar modules, and a total of 10 JYA, Erasmus or International places will be allocated on Level 3 lecture-only modules in order to ensure this.   A proportional number of places will be allocated on Level 2 Option modules.  Places will also be made available on Level 1 Option modules, providing the population of students with denominated entry to English does not prevent this.  JYA and International students must be manually registered by the JYA, Erasmus and International officers respectively.
J. 
Referral to the Head of Teaching and Learning or his/her nominee, or the School Office:

i. The Head of Teaching and Learning and the School Office can deal with queries from students in the following circumstancesonly:
· Students with WX or IX status who completed Level 2 requirements but are unable to register for Level 3 modules in English because programme requirements have changed.

· Students with WX or IX status for one or more Level 2 core modules, and who are therefore unable to register for Level 3 modules in English.

· Students who are returning to UCD following a suspension of studies, and, although they have completed Level 2, are unable to register for Level 3 modules in English because programme requirements have changed. 

· Level 2 Students taking Joint Major or Major/Minor in English who have an irresolvable conflict between cores and co-cores on their timetable.

· Students carrying more than two modules (repeats, resits, WX, IX) from one Level to another, and not intending to extend their total study period by one semester or more.

· Students with Special Needs who have been referred by the Programmes Office because of possible disadvantage.

· Students who attempted to register on the first day of registration, but were unable to do so because of a technical error in the university’s IT system. (See section A9 above.) The Head of T&L 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 occurring after the first day of registration.

Students in any of the above circumstances should also ensure that they have contacted the Programmes Office and completed all relevant paperwork before forwarding their query to the School.  Students with any of the above difficulties should bring their difficulties to the attention of the relevant person in the Programmes Office or Computing Services as soon as possible so that the problem can be speedily resolved. While an effort will be made to redress the disadvantage involved for students who genuinely are affected by the exceptional circumstances listed above, access to modules that have reached capacity is not guaranteed, and such students should have a reserve list of proposed modules prepared.

ii. The School Office can deal with queries from students in the following circumstances only:

· Level 2 students who are unable to select a Workshop (SGT) timetable slot because all slots still available clash with core lecture times, and for whom registering to another module in either subject would not resolve this clash.  Students in this position should contact the School office and request assistance in registering for a Workshop (SGT). 

iii. Examples of queries that should not be directed to the Head of Teaching and Learning, or the School Office, are listed below.  Students with any of these queries should consult Section A of the School’s Registration Policy.  The list is not exhaustive.
· Queries relating to programme requirements, details of which are available on the university and school webpages, (see Section A  13 above,) including queries relating to:

· Core modules and prerequisites

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

· Electives, including electives in English

· Residual programme requirements
· Timetabling inconveniences, other than those detailed in Ii above

· Queries relating to the operation of SIS or any related technical matters

· Queries relating to module content, where the information sought is already available in the on-line module descriptors

· Queries relating to fees or other financial matters

· Requests to “check” an individual’s registration to ensure they have met programme requirements

· Requests for access to modules that have reached capacity, other than in the exceptional circumstances detailed in Section I(i) above

· Queries as to module capacity

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

· Requests to have optional modules redesignated elective modules, or vice versa
· Queries relating to university regulations on resit 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.
K. 
Graduate Students seeking access to undergraduate seminar modules:

Graduate students seeking access to Level 3 seminars should contact the module convenor and the Head of T&L with an initial request.  Permission to audit seminar modules may be given providing the module capacity allows, and an appropriate code of conduct is followed. The decision of the Head of T&L is final in this matter. 

Please note:  It is not possible for graduate students to take undergraduate seminar modules for credit, or to submit for assessment or feedback any form of written work that forms part of the assessment requirements. 

L.
Note for Students Changing their Major/Minor to Joint Honours, or vice versa

Students deciding to change their programme from Joint Major English to Major/Minor  English or vice versa should note that they must abide by the programme requirements at Levels 2 and 3, and ensure that they have completed the correct number of modules from each Level and from each option list.  Failure to do so may result in the inability to graduate at the end of Year 3, and the payment of a registration fee in order to be able to complete the degree. 
M.
Single Subject Major Students:

Places on Single Subject Major English core modules are reserved for Single-Subject Major students. The list of core modules appears on the first section on the registration page. Single-Subject Major English Students should select all core modules as part of the registration process, and should choose their remaining modules from the designated lists. 
Appendix A: Advice to School Staff during registration

· Colleagues who receive queries from students regarding registration should immediately refer the student to the School’s documents on registration: the Undergraduate Registration Checklist, the Registration Policy, and (for Stage 2 students), either the Advice for Incoming Stage 2 Students of English for the current year, or, the Advice for Continuing Stage 2Students of English. Staff should suggest that the student follow the advice provided therein.

· Colleagues who are approached by undergraduate students requesting access to modules should refer students to the School’s Registration Policy.  It may be useful to know that modules that are showing as full on the SIS system are actually at capacity, although it appears that there are apparently fewer students registered than the proposed module capacity suggests.  This is because students who have been manually registered are not yet showing on the system, or because places have had to be reserved for specific categories of students. 

· Colleagues who are approached by postgraduate students requesting permission to audit seminar modules can either refer the student to the Head of T&L, or give provisional permission to the individual to attend the module - space and other considerations permitting, and refer the student to the Head of T&L to formalize this.

