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 Introduction and Welcome               

On behalf of the Department of Geography, the Postgraduate Committee warmly welcomes 

you to the department and to another academic year. We are pleased that you have chosen to 

continue your studies with us and to contribute to the vibrant community of Geographers at 

Otago. The Department is committed to achieving excellence in teaching, research and 

service to the community in a broad range of sub-disciplines and we value the contributions 

that our postgraduate students make through tutoring, contributions to research and the 

connections and networks developed with people and organisations in the university 

community and beyond.  

  

Some of you have been in the Department for a number of years and will be familiar with 

procedures from an undergraduate perspective, but your role in the Department changes as a 

postgraduate student. You are now responsible for shaping your particular programme and 

taking ownership of your research and learning.  

  

This booklet is designed to give you information specific to the Department of Geography on 

the requirements, facilities and activities for postgraduates in our department. It does not 

replace the University handbooks for Research Masters’ Degrees or PhD study to which you 

should turn for details of relevant regulations and requirements. These are available on the 

University website:  

  

http://www.otago.ac.nz/graduate-research/study/researchmaster/index.html 

http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html 

  

Best wishes as you begin, continue or complete your graduate career with us. We hope that 

you will, from the beginning, contribute to the academic and social activities of the 

department.  

  
  

  

  
Dr Sean Connelly  

Chair – Postgraduate Committee  

Department of Geography  
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The Postgraduate Community in the Department  

As a postgraduate student, you are about to embark on or continue a process of research and 

learning in your chosen field. The department seeks to provide an environment where you 

receive support, attention and training through directed reading, mentorship, coursework and 

seminars that will foster your creative, intellectual and personal goals. As you progress 

through your program, the kinds of support you will require will change and we hope that you 

will be able to share your experiences with newer students. While your personal motivation 

for pursuing your interests at the postgraduate level is important, there are a number of 

people, resources and events in the Department that are designed to ensure that your 

postgraduate experience is stimulating, challenging and most importantly enjoyable.  

 

 2.1 Your Fellow Students  

Your fellow postgraduate students are a fabulous resource to draw on for support and advice. 

They are a peer group and support network that are likely to have experienced similar 

uncertainties, anxieties and successes in navigating postgraduate studies.  

  

 2.2 Your Research Supervisor  

Your research supervisor will provide academic guidance and practical support throughout 

your postgraduate studies. It is important to negotiate the nature of your supervisory 

relationship and mutual expectations at the commencement of your studies. Issues to discuss 

include ways of communicating, frequency and duration of meetings, expectations on 

student/supervisor feedback, co-authorship, etc. All supervisors and students are required to 

fill out a postgraduate supervisory agreement:  

http://www.otago.ac.nz/geography/study/Postgraduate/otago491202.docx 

The supervisory agreement provides a framework within which students and supervisors can 

discuss how they will work together over the course of the supervision and it provides a 

record of that agreement for the staff member, the student and the Postgraduate Committee. It 

is important to revisit the supervisory agreement. Occasionally, either party to the 

relationship may need to use the problem solving mechanisms in the Department or in the 

wider University. These mechanisms exist to support students and to address any concerns 

that may arise.  

  

 2.3 Postgraduate Committee  

Key matters associated with postgraduate studies in Geography are administered by the 

Postgraduate Committee. The Committee is responsible for ensuring that your application for 

admission is processed, that you have appropriate supervision and that you progress 

efficiently though your studies/research. The Committee plays an active role in facilitating an 

active and supportive postgraduate environment and is open to new ideas and initiatives. 

Student participation in the formal committee occurs through four student representatives 

  

http://www.otago.ac.nz/geography/study/Postgraduate/otago491202.docx
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(PhD, Masters, MPlan and CSAFE PhD students). The Committee will address suggestions 

and issues raised by the postgraduate students in general (conveyed via the student 

representatives).  

  

 2.4 Postgraduate Student Representatives for Staff Meetings  

Four individuals are nominated by students at the beginning of each year to represent the 

group’s interest at staff meetings. These individuals represent respectively: PhD students; 

MA, PGDipArts, BA (Hons) students; MSc, MAppSc, PGDipSci, PGDipAppSci, BSc 

(Hons),  

BAppSc (Hons) students and MPlan students. Student representatives are invited to attend, 

and suggest agenda items for regular staff meetings where students are also encouraged to 

participate fully in the deliberations. Postgraduate representatives are also sought for other 

departmental committees (Research, Teaching and Learning, Health and Safety). These roles 

provide valuable input into the functioning of the Department and can provide the 

postgraduate representatives with useful insight into how organisations and committees work 

that is good experiences for CV’s. Regular meetings are also held between staff and student 

representative within the MPlan programme to discuss issues that arise with respect to that 

programme.  

  

 2.5 Postgraduate Academic Development Seminars  

The Department of Geography runs a series of academic development seminars for all 

postgraduate students. These cover research and career development related topics and are 

typically scheduled on Friday afternoons. In addition, the Graduate Research School offers a 

series of workshops, seminars and events that may be of interest to postgraduate students.  

http://www.otago.ac.nz/graduate-research/community/events/ 

 

 2.6 Departmental Seminar Series  

The Department of Geography runs a seminar series where staff and external visitors to the 

department present their research. These seminars are a valuable resource for observing the 

range of theoretical and methodological approaches to research and techniques and styles for 

presenting results. The programme also aims to give students an opportunity to present their 

work, and discuss research related questions with staff and other postgraduate students.  

  

 2.7 The Research Symposium  

In Semester Two a one day symposium is held at which all postgraduate students are required 

to present a brief summary of their research to student colleagues and staff. There will be a 

poster session for dissertation students, and verbal presentations for Masters and PhD 

http://www.otago.ac.nz/graduate-research/community/events/
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students. All postgraduate students and staff are expected to attend – this is our celebration of 

the quality and level of achievement of our postgraduate community.  

 2.8 Noticeboards and Email  

There is a noticeboard specifically for all postgraduate students on the fifth floor that can be 

used to post announcements about events, job announcements or to highlight publications and 

successes. Email is the most effective way to make contact with staff and fellow postgrads.  

  

 2.9 Channels of Communication  

There will be times when you need to discuss your concerns or problems with other people. 

Those concerns or problems might arise from your studies, or your other activities in the 

Department, or they might be caused by outside factors, but may affect your work and your 

general well-being as a student. In either case, you are welcome to talk to whomever in the 

Department that can provide support and assistance. A number of possible channels exist:  

• Your Research Supervisor  

Your research supervisor is often your first port of call.  

  

• The Postgraduate Committee  

You should feel free to approach the Chair or individual members of the Postgraduate 

Committee if you have any particular issues or concerns that may be addressed 

through your supervisor. You may also approach any staff member with whom you 

feel comfortable to discuss any problems that you might have.  

  

• Head of Department  

The Head of Department is available if other channels of communication are not 

practical or effective. An appointment should be made through the main office.  
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Academic Interest Groups  

 3.1 New Zealand Geographical Society (NZGS) – Otago Branch  

The NZGS is an association open to everyone with an interest in Geography and members 

include students, teachers, academics, other practising geographers, retired geographers, and 

those who simply have an interest in the discipline. The Otago Branch is now one of the 

fastest growing branches in the country. Students are warmly encouraged to become 

members, and to participate in the affairs of the Branch by volunteering to serve on the 

Branch Committee. Student membership is available at a reduced fee and entitles you to 

receive copies of the New Zealand Geographer. The Otago Branch organises regular events, 

which are open to everyone such as talks, slide shows, teacher-academic contact, meetings 

and field trips. The Branch also sponsors prizes (including an award for the best third year 

student in Geography). For more information about the Branch and how to apply talk to 

anyone of the following Branch  

Committee members: Associate Professor Mike Hilton (Chair), Dr Christina Ergler (Vice-

Chair), Dr Sean Connelly (Secretary), and Dr Ralf Ohlemuller (Treasurer).  

  

 3.2 NZ Planning Institute (NZPI) and (NZPI – Otago)  

Planning students are encouraged to apply, through the coordinator of the Planning 

Programme, for student membership of the NZPI. Student members receive many of the 

benefits of full membership including regular newsletters, planning publications and 

conference privileges.  
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Sources of Funding  

Undertaking postgraduate study is not cheap but neither is it more expensive than full-time 

undergraduate study. You will, however, incur some additional costs associated with your 

project or thesis, the scale of which will depend on the nature of research undertaken. We 

wish to emphasize, that at the Honours/Postgraduate Diploma and Masters’ levels, in 

particular, the likely costs associated with respective research programmes are important 

considerations which you must raise in preliminary discussions with prospective supervisors 

and the Postgraduate Committee.  

The Department provides a range of funding opportunities open to all postgraduate students, 

including research assistant positions ($7,500 – based on 8 hours per week for up to 40 

weeks) and teaching assistant positions ($2,500 – 8 hours per week for 13 weeks per 

semester). In addition, $350 (Dissertation) / $500 (Masters) / $1,500 (PhD) is provided per 

annum for research related expenses, and students can apply for Ron Lister Travel Grants (up 

to $2,000) and Hugh Kidd Grants (up to $1,000) to cover specific research and travel 

expenses. Further funding support is available through University scholarships and supervisor 

research budgets.  

  

4.1 Departmental Research Support Funds  

Departments include in their annual budgets a small allowance for each student involved in 

postgraduate research and writing to help cover some of the routine costs involved. The 

Department of Geography is able to provide limited funds for costs incurred by you as a 

fulltime student as follows:  

• For a minimum of one year for Masters’ research  

• For three years for the PhD  

You should discuss the question of research costs with your supervisor within one month of 

registering to do research. The Postgraduate Committee will then contact your supervisor to 

collate this information for all research students and allocate funds, to the extent that the 

Department budget allows. Un-spent funds for PhD students only carry forward to the next 

year. In some instances, your supervisor may have additional research funds and some of 

these may be available to support your own research.  

  

4.2 Scholarships and Awards  

For those of you who are embarking upon the thesis year of a Masters’ degree in 2016, or 

thinking of a PhD, and who achieved grades in the A range at 400-level, there are several 

scholarships that you should consider applying for. For further details you should contact the 

University Scholarships Office:  

http://www.otago.ac.nz/graduate-research/about/index.html  

  

http://www.otago.ac.nz/graduate-research/about/index.html
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 Note: scholarships for Masters’ and doctoral-level study at the University of Otago can be 

applied for at any time during the year.  

The University administers a wide range of scholarships, some of which cover living costs, 

others covering field trip costs, and some helping with conference costs. There is a list of 

scholarships on the University website at:  

http://www.otago.ac.nz/graduate-research/scholarships/  

  

4.3 The Ron Lister Research Grants  

Students in the Department are able to apply for Ron Lister Research Grants. They are an 

initiative of the Ron Lister Trust which is named after the first Professor of Geography at the 

University of Otago. They provide financial assistance of up to $2,000 to carry out thesis 

fieldwork in Asia. The application form is available from the departmental website. 

Dissertation, Masters’, and PhD students are eligible to apply. Up to two of these grants will 

be allocated each year. Applications must be submitted to the Ron Lister Trust, C/O 

Departmental Administrator, Department of Geography by 1st November.   

http://www.otago.ac.nz/geography/study/scholarships/otago091045.html  

  

4.4 The Hugh Kidd Research Grants  

These Field Research Grants are named after Mr Hugh Kidd who is a geography graduate 

and for many years was employed as a Technician in the Department of Geography. These 

grants provide financial assistance for research students to carry out thesis fieldwork for 

geographical research in southern New Zealand.  

http://www.otago.ac.nz/geography/study/scholarships/otago091055.html  

  

4.5 Tutoring / Demonstrating  

Postgraduate students are employed by the Department of Geography to undertake various 

tasks associated with the undergraduate teaching programme. The types of tasks involved 

include the provision of logistical help to staff in lecturing programmes, supervision of lab 

exercises, small group tutoring, assisting with field trips and marking assignments. Qualities 

required for being a successful tutor/demonstrator are competence in the subject matter, and 

the ability to empathise with and communicate well with undergraduate students. To be able 

to state that you have operated successfully as a tutor and/or demonstrator is a useful addition 

to your CV. When you apply you should include a summary of your academic record, work 

experience, interests, a brief outline of your proposed study/research commitments for the 

year and a brief statement of your reasons for applying for such a role.  

Once a list is made, students are allocated to tutoring or demonstrating positions according to 

the needs of the paper and the particular skills of the student. This is carried out by teaching 

staff in consultation with the Departmental Administrator.  

http://www.otago.ac.nz/study/scholarships/
http://www.otago.ac.nz/graduate-research/scholarships/
http://www.otago.ac.nz/geography/study/scholarships/otago091045.html
http://www.otago.ac.nz/geography/study/scholarships/otago091045.html
http://www.otago.ac.nz/geography/study/scholarships/otago091055.html
http://www.otago.ac.nz/geography/study/scholarships/otago091055.html
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4.6 Other Sources  

Two scholarships of up to $1,000 are specially available for student members of the NZ 

Planning Institute who are studying for the MPlan degree. Applications must be made 

through the MPlan coordinator before 31st March. MPlan students may also apply for the 

Resource Management Law Association Graduate Scholarship (up to $7,000). Forms are 

available from the Doctorial Office.  

  

4.7 Support from Outside Agencies  

The research of postgraduate students is frequently of interest to agencies outside of the 

University (e.g. Regional and District Councils, Crown Research Institutes, Government 

departments, SOE’s, consultancy firms and other private companies). On occasion, such 

agencies may seek to establish an association for the duration of the research project (even 

beyond) and may offer financial and/or logistical support. Such associations typically operate 

to the benefit of the student and the outside agency. However, collaboration with external 

agencies must be undertaken with great care. Without exception, you must first discuss any 

possible association with your supervisor. Application should then be made to the 

Postgraduate Committee for departmental approval.  

There are two reasons why care is needed regarding associations with outside agencies. First, 

there is the issue of possible liability for incorrect advice or research results provided by an 

individual employed by or associated with the University. Second, the expectations which 

external agencies may have of the research project to which they are contributing to are often 

quite different from the academic requirements of the research. It is the responsibility of your 

supervisor and the Postgraduate Committee to ensure that you are not unduly torn between 

what can be conflicting objectives.  

Individual staff members may be funded by outside agencies, and this can provide 

opportunities for postgraduate students to work on particular topics as part of a larger 

research programme, support in part by research funds.  
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Departmental Resources Available  

What is available? In accordance with Senate ‘Resources for Graduate Research Candidates’ 

policy the Department aims to provide the best possible facilities to support teaching and 

research at a graduate level. This includes access to a work space within the Department, 

access to computing facilities, limited financial support for routine research activities (e.g. 

photocopying) and support for field and laboratory based work. However, resources are 

limited and some restrictions apply.  

  

 5.1 Study Space  

Where possible, postgraduates are offered office space within the department to use while 

they study. Office space is limited, and each student is permitted a limited period of office 

occupancy:  

• PhD students are, where possible, given office space for three years.  

• Masters’ students are, where possible, given office space for one year.  

• Tutors and Demonstrators are, where possible, provided with office space for an 

additional period.  

Offices are generally shared amongst four or five students and come equipped with desks, 

filing cabinets and shelving.  

If you go away on fieldwork for more than four weeks, you are requested to clear your 

belongings into storage boxes, leaving the space available for other students. See the  

Departmental Administrator who can provide storage space for confidential or non-

confidential material. If there is a waiting list for office space then it is possible that you will 

not return to the same study space that you occupied prior to fieldwork; if your fieldwork is 

of a particularly long duration you may have to go on the waiting list again.  

In some instances we can arrange desk space in the Humanities Postgraduate Suite located on 

the first floor of the Student Union Building. A space in the Humanities Suite could be 

particularly useful when you are in the writing up stage of your thesis as there are possibly 

fewer distractions there. Please see the Departmental Administrator to discuss this option.  

At the end of the year, when vacating your office space, all rubbish and personal items should 

be removed. Note: any items left in the room will be disposed of.  

  

 5.2 Room 4N5 (Map Library)  

Room 4N5 has multiple uses. It provides designated study space for 400-level tutors or 

demonstrators where they may be contacted by members of the tutorial or laboratory groups, 

and open workspace for small group study. It houses the Departments map collection and the 

thesis collection, journals published by the NZ Geographical Society, and other items which 

are used on an occasional basis for teaching and research (such as boxes containing essential 

readings). Because there are many users of this space it is essential that you respect the rights 



13               
  

of others. Conversations should be kept to a minimum and conducted quietly, and food and 

drink must not be consumed. Note: non-spill water bottles are allowed.  

 

 

 5.3 The Departmental Map Collection  

You are free to consult maps from the extensive collection held in room 4N5. If you have any 

difficulty finding the map you need, you should in the first instance, contact reception. You 

should not remove maps from room 4N5 without express permission from your supervisor 

and Marlene Robertson. Aerial photos are also made available via Marlene’s assistance.  

  

 5.4 The Thesis Collection  

A copy of each thesis and dissertation produced in the Department since its foundation is 

held in room 4N1 and is available to be viewed in the thesis library or at your work space 

BUT cannot be removed from the Department. For access enquiries please ask at reception.  

  

 5.5 Online Thesis and Dissertation Catalogue  

By accessing the Departmental website, you can now view the collection of theses and 

dissertations held in room 4N1. This allows you to search past literature produced by 

Geography students in this department on topics relevant to your own research interests in a 

similar fashion to that of other University Libraries. This system works on a ‘Key Word’ 

basis in either a ‘Title’ or ‘Key Word’ field relevant to the material you are interested in. A 

capital letter must be used at the beginning of each word and the search field can be narrowed 

to a specific degree. Additionally, topics can be searched by a specific year. The site for this 

catalogue is: http://www.otago.ac.nz/geog/thesisAdmin/index.php?option=home   

  

 5.6 Planning Resources  

Plans, Regional Policy statements, Conservation Management strategies and other planning 

literature are available in the Planning Studio, room 5C22. These materials are to be used 

within this room. Any exceptions to this must be arranged with the programme coordinator. 

Please note that this room is used for teaching so check the room booking sheet outside the 

door (or with Office staff) before entering.  

  

 5.7 Telephone and Faxes  

Students cannot be contacted through the Department Office phone. Messages will be taken 

for students in emergencies only. Please note that ALL phone calls are charged at business 

rates to the Department by time. Research related faxes may be sent from the Department by 

arrangement with a staff member.  

http://www.otago.ac.nz/geog/thesisAdmin/index.php?option=home
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  5.8 Postal Service  

Private mail should not be sent to the Department. The only exception is mail for 

international students in their first few months of their stay when they may not have a 

permanent local address. The postgraduate student mailbox is located in the Department 

Office.  

 

 5.9 Photocopying  

As a postgraduate student you should photocopy material in the Central Library. If you have 

a research grant and/or a departmental allowance, funds can be loaded onto your student ID 

card electronically (contact Marlene Robertson).  

Limited amounts of photocopying may also be undertaken within the Department (obtain a 

PIN number from Office Staff). If you need to prepare copies for a class presentation (or for 

other teaching purposes) you should discuss this with the lecturer responsible for the paper. 

This use is extended to the copying of final versions of theses, dissertations, research reports 

(GEOG470) and PLAN590 Research Projects. If a task involves a considerable amount of 

photocopying, please consult with Office Staff to determine the most appropriate time to 

complete the job.  

  

 5.10 Stationery  

Letterhead paper is for official University use only. Research related letters to members of 

the public should be on letterhead paper and must be approved and co-signed by the 

supervisor before being sent out. Photocopied letterhead paper should be used for large mail-

outs, such as in association with questionnaires, but only with approval of the supervisor and 

if the letter is consigned. In principle, all correspondence with courses and research should be 

vetted by a member of staff, whether the letter is on letterhead paper or not.  

Only plain envelopes are to be used by postgraduate students (envelopes bearing the 

University of Otago crest are not to be used). Envelopes must be stamped with the ‘PERMIT 

POST’ and Departmental Stamps. Reply ‘FREE POST’ envelopes required for the return of 

surveys are available from the main office. All envelopes must be initialled for easy 

identification of the surveyor. Postage costs will be billed against your allowance.  

  

 5.11 Computing  

The Department, in combination with Information Technology Services (ITS) provides 

extensive computing facilities. These include applications for word processing, statistical 

analysis, mathematical modelling, spreadsheets, databases, email, internet access, graphical 

and spatial information. Postgraduates are provided with access to both software and 

hardware within the Department and ITS resource rooms. ITS resource room computers may 

be used free of charge except for printing, but you will first have to obtain a licence. Refer to 

information posted in the ITS resource rooms for details.  
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Guidelines for the use of computing facilities  

• Computer equipment is to be used for coursework and thesis research purposes only.  

These facilities are not for personal use.  

• Students are not permitted access to staff computer accounts.  

• Some software manuals, where available, can be borrowed for short periods, contact 

Christine Bradshaw.  

• Software installed on University systems must not be copied for personal use.  

 

 

5.12 Cartography/Illustrative Software/Special Equipment  

Cartography: If you require cartography, GIS or graphic support, contact Chris Garden.  

  

Illustrative Software: You have access to illustrative software (Freehand) through the Student 

Computing Service. Use is on a-teach-yourself basis. Other software, such as GIS, is 

available on the Departmental System – for further information please see Marlene 

Robertson.  

Special Equipment: The Department owns and maintains a comprehensive range of technical 

equipment for human and physical geography field research. Your equipment needs should 

be discussed with, and approved by, your supervisor and Nigel McDonald. Email: 

equipment@geography.otago.ac.nz. Please email 10 working days before the item is 

required. In your email please state your name, your Richardson Building room number, what 

you require, how many of each item, and when you will be needing the items.  

   

 5.13 Health & Safety & Research  

If your research has a fieldwork component then a Health & Safety plan must be submitted 

and approved before you venture out. As a general principle, you are required to make 

yourself aware of the relevant sections of the University’s Health and Safety manual before 

using the Departmental vehicle or undertaking research in the field. A copy of the manual is 

held by Sarah Mager. For Research: Those wishing to use a vehicle other than a car will be 

required to do a driver assessment. A 4WD course must be taken if your research requires 

off-road driving.  

http://www.otago.ac.nz/geography/study/health/otago079285.html 

  

  

5.14 Departmental Vehicle  

The Department has a 4-wheel drive vehicle for use when undertaking research in the field. If 

you are likely to require such transport during your research programme you should discuss 

this with your supervisor and with Marlene Robertson, who is responsible for the vehicle. In 

addition to confirming that you have an up to date clean driving licence, Marlene will inform 

you of the conditions under which the vehicle may be hired. Note that there is a mileage 

charge for the use of the vehicle. Those wishing to carry passengers or do off-road driving 

will be required to attend a driving course.  

http://www.otago.ac.nz/geography/study/health/otago079285.html


16               
  

Laboratory Use  

If your research entails laboratory analysis, you should first discuss the implications with your 

supervisor. You will be required to demonstrate that you are aware of the strict laboratory 

procedures employed in the Department, and to affirm in writing that you will abide by them 

at all times. You will do this by demonstrating your understanding of the University policy on 

laboratory safety and the Departments Laboratory policy.  

You will need the specific approval of your supervisor and Julie Clark (Laboratory Manager) 

before you may use the Geography Laboratory for research purposes, and you must give at 

least four-weeks-notice of your intention to undertake laboratory work. It may be prudent to 

give longer notice as some non-stocked commodities may take 6 weeks or longer to arrive. A 

Laboratory Booking Sheet must be completed detailing the nature and timing of work, 

methods to be followed and consumables required. For Health and Safety reasons laboratories 

cannot be used outside normal working hours. For clarification of these and other matters 

relating to laboratory use you should, in the first instance, contact Julie Clark.  
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Access and Security  

If you require a key for any reason (access, desk etc.) please see Marlene Robertson. A $50 

key bond is required, payable to Marlene which will be refunded on the return of the key(s).  

While the Department seeks to create a welcoming and open working environment for all, it 

is important that everyone shares in the responsibility for keeping it safe. Unfortunately, 

personal items, money and equipment are sometimes stolen from rooms in all the 

University’s buildings, including the Richardson. There a several things that everyone can do 

to help make the Geography workspace more secure:  

• Make sure that doors are kept locked at appropriate times, and do not leave valuables 

unattended in non-secured areas.  

• If you see anyone behaving suspiciously in the building, especially in the evening and 

at weekends, or you discover a theft or identify some other emergency after hours 

contact the Security Office immediately by phoning extension 5000.  

• If working late, always do so with a ‘buddy’. When leaving the building late at night, 

always arrange to do so with someone else.  

The Campus Security Office telephone number is 5000 (if you are off campus 479 5000) and 

operates 24 hours a day.  

Note: from 5:15pm to 8:30am the Department’s corridors will be locked. As a postgraduate 

student you will need a ‘security access code’ loaded onto your student ID card to gain access 

to the building and corridors after hours (contact Marlene Robertson). Please do not prop 

open any door for others coming later – this defeats the purpose of having secure access 

areas.  
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University Library Services  

As a PhD or Masters student you automatically receive extended borrowing privileges from 

the University Library. You are also able to inter-loan material from other libraries in New 

Zealand, subject to some constraints. Please get an order from Marlene Robertson before you 

apply for an inter-loan.  

How to survive the information jungle: Library skills are vital to your postgraduate studies 

including knowing the location of, how to access, search, retrieve, evaluate, store and manage 

information found in print and/or electronic resources, e.g. catalogues, databases, e-journals, 

exam papers, subject guides, citation style guides, thesis preparation, and other web tutorials 

and resources.  

Library information desk staff are available to help you with improving your research skills 

and your daily research enquiries, so do call in.  

Specialised free workshops are tailored to assist you with effective database search, through 

to checking the national catalogue (Te Puna) before placing a document delivery request for 

material that is not held locally.  

Contact Siobhan Smith (Robertson Library Subject Specialist for Human Geography – 

extension 7935) or Justin Farquhar (Central Library Subject Specialist for Physical 

Geography – extension 7825) for workshop bookings and subject specialised help. The 

following library guides offer good starting points:  

• http://otago.libguides.com/geography_human  

• http://otago.libguides.com/physicalgeography   

• http://otago.libguides.com/planning  

  

  

 
  

  

http://otago.libguides.com/geography_human
http://otago.libguides.com/geography_human
http://otago.libguides.com/physicalgeography
http://otago.libguides.com/physicalgeography
http://otago.libguides.com/planning
http://otago.libguides.com/planning
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Student and Study Support  

Student Learning Centre  

Ground Floor, Information Services Building  

 http://www.otago.ac.nz/SLC  

  

Accommodation   

The Accommodation Office has lists with rooms in flats available – Check the classified 

 http:///www.otago.ac.nz/otagobulletin/  

 

Emergency Medical Care  

Dunedin Urgent Doctors and Accident Centre 

95 Hanover Street, Dunedin 

Telephone: 474 0999 (24 hours) 

 

Emergency Psychiatric Services 

GP/Nursing Services – Counselling Services 

Corner Walsh and Albany Street 

Telephone: 479 8212 

 

Student Support 

OUSA Student Support Centre 

Telephone: 479 5448 

help@OUSA.org,nz / http://www.ousa.org.nz/  

Student wellbeing, advocacy, flatting issues, gay support, food bank, thrive workshops 

 

Disability Information and Support 

Telephone: 479 8245 

http://www.otago.ac.nz/disabilities/  

 

Chaplaincy Office – Greg Hughson 

Telephone: 479 8497 

Email: greg.hughson@otago.ac.nz  

 

Unipol: Sports Facilities and Recreation Services 

Provides sport classes, showers and changing rooms, cardio room, space for ball games, 

aerobic classes, arts, crafts and leisure, physiotherapy. They also organise courses, outings 

(skiing and tramping) and hire out equipment. 

 http://www.otago.ac.nz/SLC   

 http://www.otago.ac.nz/recreation/  

    

  

http://www.otago.ac.nz/SLC
http://www.otago.ac.nz/SLC
http://www.otago.ac.nz/otagobulletin/
mailto:help@OUSA.org,nz
http://www.ousa.org.nz/
http://www.otago.ac.nz/disabilities/
mailto:greg.hughson@otago.ac.nz
http://www.otago.ac.nz/SLC
http://www.otago.ac.nz/SLC
http://www.otago.ac.nz/recreation/
http://www.otago.ac.nz/recreation/
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The following   Information and forms are available from the  

Department front Office or on the Departmental website.  
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Notes: 
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Postgraduate Options  
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Minimum Expectations for Postgraduate Research  

Table 1: outlines the minimum expectations of students embarking on postgraduate studies in 

Geography. As such it has two functions.  

1. Students can identify where the emphasis should be within their own programme by 

comparing the different stage in the research process by looking down the columns.  

2. Students can compare the expectations between different programmes and the standard 

required to meet the basic expectations of postgraduate research by looking across the 

columns.  

  

Table 1: Comparative emphasis within Geography programmes  

  

    Honours  MPlan Project  MPlan Thesis  Masters  PhD  

Identifying 

Topic  
Originality of 

Research  
*  *  **  **  *****  

  Significance of 

Research  
*  **  ***  ***  *****  

Context  

  
  **  **  ***  ***  *****  

Research 

questions  
  ***  ***  ****  ****  *****  

Devise 

programme  
  **  **  ***  ***^  *****  

Implement  

  
  ***  ***  ***^  ****  *****  

Analyse    

  

**  **  ***  ***  *****  

Discuss  

  
  **  ***  ****  ****  *****  

Conclude  

  
  **  ***  ***^  ***^  *****  

Communicate  

  
  ***  ****  ****  ****  *****  

  

Key   *  *****  

    

Basic Competency/Understanding  International Standard  
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 Definitions  

1. Identifying topic  

Ability to identify and define a problem/research area/topic. Problem area should be clear, well 

stated and able to consistently drive the research project. Problem area should relate to and inform 

abstract concepts and have varying degrees of originality and significance according to the degree 

being sought.  

  

2. Context  

Ability to place topic in theoretical context/framework. Ability to identify key debates/current 

research and appropriate methodological perspectives.  

  

3. Research questions  

Specify research questions and/or focus research upon identifiable themes. ‘Discovery’ type 

questions should be avoided.  

  

4. Implement  

Implement research programmes in ethical professional and effective ways.  

  

5. Devise programme  

Identify information needs. Evaluate appropriate methods/techniques. Design practical data 

collection programme/sampling scheme incorporating equipment specification and design.  

  

6. Analyse  

Analyse using appropriate techniques to organise/interpret information against research 

questions/themes (see 3 above).  

  

7. Discuss  

Discuss findings in relation to theory and comparative studies (see 2 above). Discuss implications of 

research and reflect on research process.  

  

8. Conclude  

Distil key research outcomes and their relevance to original research area (see 1 above). Discuss 

ramifications and potential benefits of research (academic and non-academic) and potential areas of 

further research.  

  

9. Communication  

Clear ability to communicate effectively in verbal and written forms (including maps and diagrams).  
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Postgraduate Research Reviews: Progress Report Form  

(To be completed by each Masters and Dissertation student in consultation with their supervisor, by the end of the 

first week of Semester Two)  

Student’s Name:  _______________________________________________________________  

  

Principal  

Supervisor:  _______________________________________________________________  

  

Thesis Working  

Title:  _______________________________________________________________  

  

1. Please complete the following summary of progress by checking one box in each row  

  

  Completed  Underway but not yet 

completed (please indicate 

date of expected completion)  

Not yet begun  Not applicable to 

this student  

The research problem field has  
been adequately defined  

  

        

Appropriate research questions 

have been developed  
  

        

Exploration of possible literature 

sources has been  
  

        

Review of literature with 

bibliographic details has been 

written and submitted for comment  

        

Appropriate research method has 

been designed  
  

        

Chapter outline for thesis has been 

drafted  
  

        

Data collection has been        

  

  

  

Techniques for data analysis have 

been determined  
  

        

Data analyse has been  

  

  

        

The final writing up process has 

been  
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2. Comment on overall progress to date:  

_________________________________________________________________________________  

_________________________________________________________________________________ 

_________________________________________________________________________________  

  

3. Agreed areas of student work requiring more attention, if any:  

_________________________________________________________________________________  

_________________________________________________________________________________ 

_________________________________________________________________________________  

  

4. Areas where student requires more guidance from supervisor, if any:  

_________________________________________________________________________________  

_________________________________________________________________________________ 

_________________________________________________________________________________  

  

5. Is the student on target to complete the thesis by the originally agreed date? If not, what 

procedures are in place to define an appropriate new submission date, and to ensure that this new 

date is met?  

_________________________________________________________________________________  

_________________________________________________________________________________ 

_________________________________________________________________________________  

 Please attach the student’s timeline for completion of the thesis. If the student is into the last six 

months of the candidature, please include:  

- proposed dates for the submission chapters  

- proposed dates for the completion of figures and tables, and  

- the expected date for a full draft to be presented for supervisor’s comments  

  

Signed: __________________________    ______________________________     ______________    

              (STUDENT)                                      (SUPERVISOR)                                        (DATE)  

  

Received by Postgraduate Committee:                                                                        ______________  

                                                                                                                                           (DATE)        
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Laboratory Booking Sheet for Individual Users  

If an individual user or independent group of user’s wishes to use the physical laboratories, they must submit 

this form at least four weeks before they intending beginning labwork. This is to enable technical staff to 

allocate the student space, apparatus, and to allow for any chemicals and consumables which need to be 

ordered or prepared. The student will be required to meet with the Laboratory Manager to discuss their 

proposed methods and the safety implications. A student is required to undertake specific HSNO laboratory 

training to become an authorised user of the laboratory. This training gives swipe card access. The swipe card 

allows the student to work unsupervised in the laboratory and have out of hour’s access, but only after specific 

training for the analysis required.  

  

Student’s Name: 

___________________________________________________________________________  

  

Cost Centre Code: ____________________________________________________  

  

Student’s Contact Home Ph. No: __________________   & email address: 

_____________________________  

  

Student’s/Staff Number for Lab Access: ____________________________________  

  

Student’s Supervisor(s): _________________________________________________________________  

  

Intended Dates of Lab Use: ___________________________________________________________  

  

Authorised User Training:   Date _______________________________________________________  

  

  

Soil/Sediment Analysis Method  Number of Samples to be Analysed  

  

Soil/Sediment Preparation- air drying, grinding/Hydrogen peroxide, 

Sodium Hydroxide treatment.   
  

  

New Method ICPOES set-up  

  
  

Soil Moisture  

  
  

pH in Soil  

  

Deionised Water    

Calcium Chloride  

  
  

Organic matter/Ash  

  

Muffle Furnace  

  
  

Wet Oxidation  

  
  

Total Carbon and / Total Organic 

Carbon  

  Combustion  
Elemental Analysis  

  

Total Nitrogen/Total Sulphur  
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Soluble Salts/Conductivity  

  

Conductivity Meter    

Available Phosphate in Soil  

  

F.I.A: Truog/Olsen P    

Heavy Metals- Aqua regia/Nitric  

  

Waterbath/ultrasonic ICP-OES    

Trace and Cations (30-40 possible 

elements)  
  

ICP-OES  
  

Base Cations (Mg, Ca, Na, K)   

  

Silver Thiourea ICP-OES    

Base Cations (Mg, Ca, Na, K)   

  

Ammonium Acetate ICP-OES    

Ammonia-N in Soil Sum of 

Nitrate & Nitrite in Soil  
  

KCI extract F.I.A  
  

Particle Size Analysis (any 

pretreatment required?)   
  

Laser Diffraction  
  

Particle Size Analysis (any 

pretreatment required?)                  

Soil Physical Analysis  
  

  

Sieve analysis  

  

Particle Size Analysis (any 

pretreatment required?)                  

Soil Physical Analysis                     

Total Microbial Activity   
  

Pipette method    

Hydrometer Method    

Porosity/Macroporosity  

  
Spectrophometer  

  

  

KCL – 40 S extraction  

  

ICP-OES    

    

  

  

Water /Ice Analysis Method    Number of Samples  
to be Analysed  

  

Water Sampling and Preservation  
(Containers/acid/gloves/filters/Transitional Sample?)   

  

   

New Method ICPOES set-up  

  
   

What water analysis Field Equipment do you wish to 

use?   

  

 YSI/(Multiparameters)    
pH/orp  

Conductivity/Dissolved Oxygen  

Turbidity   

  

Filters (0.45um) for dissolved   

  
 Lab filter or / field filter    
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Total Suspended Solids 105oC 

   
 Glass Filters 0.7um  Proweigh 

1.5um  
  

Alkalinity Kit  

  
 Acid/Indicators    

Total Phosphorus / Total Reactive Phosphorus   

  
 

F.I.A – unfiltered    

Colilert Microbiological Analysis  

  
 Quanti-tray method 18Hr or 24Hr    

Ammonium-N  

  
 F.I.A     

Sum of Nitrate and Nitrite or only Nitrite   

  
 F.I.A     

Total Oxidized Nitrogen  

  
 F.I.A – unfiltered    

Total Dissolved Nitrogen  

  
 F.I.A – filtered    

Ortho-phosphate/Total Dissolved phosphorus   

  
 F.I.A – filtered ortho Total    

Major Cation or some Anions 

and Trace Analysis  
What Metal Fraction to Analyse?  

 Total Recoverable? ICP-OES 

Acid Soluble?  
Soluble or Dissolved?   

  

  

Major Cations and Anions   IC  

  
  

Major Anions   IC  

  
  

Chloride   F.I.A / or IC  

  
  

Silicon   F.I.A  

  
  

  
F.I.A – Flow Injection Analyser  
ICP-OES – Inductively-coupled plasma Optical Emission Spectrometry  
IC – Ion Chromatography  
If you wish to use another/other procedure(s), state briefly what you are analysing for and provide details of the method 

on a separate sheet. Details must include chemicals, concentrations and special equipment if required. In this event, you 

will need to meet with your supervisor and the laboratory technician to get approval for your method.  Standards 

(concentration range and matrix) required:  

  
 Standards (concentration range and matrix) required if known:  

  

Analysis performed in other depts.?   

  
Chemistry/Geology/Zoology  

  

Approx. cost    

  

  

  

 

 

  

Total Costs   
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I will receive and understanding information regarding the safety of procedures, apparatus and chemicals I will use in the 

lab and field and undertake to use the safety equipment provided and methods as discussed.  

  

  

  

Student/Staff Signature: __________________________________________________                                Date       /      /  

  

  
Supervisors Signature: ____________________________________________________                               Date       /      /  

  

  
Laboratory Manager: _____________________________________________________                              Date       /      /  
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Examination of Dissertations, Projects and Theses  

Dissertations, research projects and theses are examined by subject experts – some in the 

Department, some from elsewhere in the University, some from another New Zealand University and 

some, as described later in this document, may be from outside the country. This is to ensure 

consistently high standards and reflects the importance that the University places on research.  

  

Because unique expectations are held for dissertations and theses, they are examined differently. The 

following terms will make the next section clearer: a CANDIDATE is the person who submits a 

dissertation or a thesis for examination; a SUPERVISOR is a member of staff who advises a 

candidate on the research and its formal presentation; an INTERNAL EXAMINER is a person with 

expert knowledge of the candidates research field and an EXTERNAL EXAMINER is a subject 

expert, who need not be a University member of staff, from outside the University of Otago.  

  

Examination of a Dissertation  

A dissertation counts as two of the required papers for the final year of the Bachelor Degree with 

Honours or the Postgraduate Diploma. A candidate ideally starts work on their dissertation late the 

previous year and is required to submit to the Department 3 copies of the dissertation by 18 October 

of the year of registration for the paper. A dissertation should be limited to 20,000 words of text, 

exclusive of illustrations and supporting material. It should not be bound.  

  

As soon as the dissertation is deposited at the Department Office, copies of the dissertation are given 

to the supervisor and one or two other Departmental staff to examine. Each of the latter two is asked 

to recommend a letter grade and mark, and to report in writing on the dissertation under the 

following headings:  

  

• Statement of research objectives  

• Research design  

• Awareness of previous work  

• Analysis and discussion of results  

• Conclusions and recommendations  

• Supervisor’s involvement  

• General comments  

  

At the departmental examiners meeting, which involves all members of the teaching staff and is 

normally held before the middle of November, the supervisor comments briefly on the supervision 

experience, the two departmental readers of the dissertation then summarise their reports for the 

entire group, agree on a mark and identify particular matters for the attention of the external 

examiner. A summary report is later prepared by the Head of Department and sent with a copy of the 

dissertation to the external examiner. In most cases, the departmental readers have little difficulty 

agreeing on a mark for the dissertation, but where there is a disagreement the grounds for that are 

conveyed in the report to the external examiner.  

  

The external examiner is typically a senior academic of another university Department of 

Geography.  
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The external examiners views are conveyed to the Department when the external examiner reports 

back to the department around the middle of November and usually discussions take place between 

the external examiner and departmental staff before a final grade is decided. Like each of the 

required papers, a dissertation is given a letter grade (A+, A, A– ...E) and a corresponding mark out 

of 100. The letter grade is recorded by the University on the candidate’s academic record.  

  

Candidates who are interested in knowing the examiners comments on their dissertations are invited 

to approach the Head of Department. Unless an examiner consents, the written report is treated as 

confidential but an oral summary of its contents may be given.  

  

Examination of Planning Research Projects  

Research projects must not exceed 25,000 words in length and 3 copies must be handed, unbound to 

the Planning Secretary by 5pm, 1 October of the second year of the Planning degree. The project will 

be examined by one internal and one external examiner. The two examiners are required to assess the 

project, recommend a letter grade and mark, and provide a written report. That information will be 

tabled for discussion during the Examiners’ meeting – which is chaired by the Head of Department – 

and a final result determined.  

Examination of Planning Theses  

The thesis contributes 108 of the 264 points required for the Planning degree. In late September, the 

Director of the Planning programme will request a title and abstract for each planning thesis. The 

Director and supervisor will then decide on internal and external examiners for the thesis and inform 

the Head of Department of their recommendations. The internal examiner will normally be a member 

of staff at the University of Otago and the external examiner will normally be an academic planner in 

a New Zealand University.   

Three unbound copies of the thesis must be submitted for examination to the Secretary of the 

Planning programme by 5pm, 1 November, or the first business day thereafter. The text should not 

be longer than 40,000 words. A full-time candidate for the degree must complete the thesis in the 

second year of studies, but a part-time candidate may negotiate alternative arrangements with the 

Director provided all requirements for the degree are completed within four years of commencing the 

course.  

Copies of the thesis will be sent to the external and internal examiners, and the supervisor may 

submit a report for the examiners to consider. The two examiners are required to assess the thesis, 

recommend a letter grade and a mark, and provide a written report. In the event of disagreement 

between the two formal assessments of the thesis, the Head of Department, after consulting with the 

Director, will inform the Associate Dean of Graduate Studies, Humanities and recommend that the 

thesis be sent to a third examiner outside the University for assessment. The internal and external 

examiners may require changes to the thesis before it is accepted. The Director is often delegated 

responsibility for ensuring that changes are made to a satisfactory level. Alternatively, the revised 

thesis may have to be returned to the original examiners. If changes are needed, the candidate will 

inevitably experience delay in completing all requirements for the degree.  

A candidate receives annotated copies of the examiner’s reports for the thesis, and may lodge a 

written appeal with the Assistant Vice Chancellor of Humanities.  
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 Examination of a Master’s Degree Thesis  

Typically about three months before the supervisor and candidate agree that the thesis is ready to 

submit, there will be a discussion about the final title of the thesis and contents of the abstract. The 

supervisor will then identify two or three subject experts – who are typically staff members of a 

University – who might be asked to examine the thesis. The Head of Department makes an informal 

approach to at least one of the nominated external examiners before writing to the Assistant Vice 

Chancellor to recommend who should be invited to serve as external examiner. At the same time, the 

internal examiner will be named by the Head of Department.  

A candidate submits three soft bound copies of the thesis to the departmental Administrator. Two 

copies are then sent to the external examiner and the internal examiner, respectively. The two 

examiners are required to recommend a letter grade and a mark out of 100 for the thesis, and are 

requested to submit a written report justifying their recommended grade and listing any matters in 

need of attention. The supervisor can submit to the Head of Department a report on the work of the 

candidate but is not viewed by the University as an examiner of the thesis.   

All written reports are sent to the Head of Department. In the event of disagreement between the two 

principal examiners, the Head of Department will check to see whether both are able to agree on a 

final result in the light of all the reports on the thesis. If that is not successful, the Head of 

Department will inform the Assistant Vice Chancellor and recommend that the thesis be sent to a 

further subject expert for examination.  

Once the internal and external examiners agree on a final result, they sign a form and the details are 

later recorded by the University n the candidate’s academic transcript. It is not unusual for the 

examiners to require that a number of corrections or changes be made to the thesis before the degree 

is granted. The details have to be specified by the examiner, and the usual pattern is for the internal 

examiner to read the revised thesis then to certify in writing to the Head of Department that the 

required changes have been made.  

Candidates receive copies of examiner’s comments on their thesis after they have received their 

results. If a candidate disagrees with the outcome of the examination process, he or she may appeal 

in writing to the Assistant Vice Chancellor.  

The standard University cutting grades are used, but Masters are awarded with DISTINCTION (80 – 

100), with CREDIT (73 – 79) with a PASS (50 – 72) or as a fail (- 50).  

  

Examination of the Doctoral Thesis (PhD)  

The thesis may be submitted after at least 2.5 full-time years of study.  The University expects, as a 

norm, that a PhD will take three years of full-time study to complete.  A successful PhD thesis will 

demonstrate the candidate's ability to conduct original research and to present the findings of that 

research to a professional standard. The thesis should give evidence that the candidate has made a 

significant contribution to knowledge in the particular field.   

Candidates are requested to advise their supervisors of the intention to submit the thesis at least two 

months prior to submission. This will prompt the supervisors to nominate examiners and to submit 

an application for a Postgraduate Publishing Award if applicable.  
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PhD theses are normally examined by three examiners:  

• one from outside New Zealand (“Overseas External”);  

• one from within New Zealand but external to the University (“New Zealand External”); and  

• one internal to the University (“Internal”).  

The nominations for examiners are made by the Head of Department after consultation with the 

supervisors. The nominations are submitted to the Doctoral and Scholarships Office. The Graduate 

Research Committee, under the delegated authority of the Senate, appoints examiners and an 

examination convener. When the thesis is submitted for examination, the supervisors provide a brief 

report on the work of the candidate.   

The identities of the examiners are not divulged to one another until after their reports have been 

submitted.  Their identities will be divulged at the time of the oral examination.  Each of the 

examiners is requested to furnish a written report on the thesis together with an assessment of its 

acceptability in line with the University's five-point scale:  

(i) Accept, or accept with minor editorial corrections  

(ii) Accept after amendments have been made to the satisfaction of the Convener of Examiners in 

consultation with the internal examiner  

(iii) Revise and resubmit for examination  

(iv) Reject and refer to the appropriate authority within the University for consideration of the award 

of another degree  

(v) Reject with no right of resubmission  

Please note that while it is customary in the Department of Geography for oral examinations to be 

held for all PhD candidates, University policy now requires oral examinations for all PhD students 

who have enrolled in January 2014 and onwards.  It is chaired by the examination convener and is 

held after the examiners' reports have been submitted. If the examination is held at the University, it 

will be attended by the Internal Examiner and the New Zealand External Examiner. In cases when 

this arrangement proves impractical or impossible, at the discretion of the Convener the oral 

examination will be conducted by audio or video conference. Under these circumstances, the Internal 

Examiner and at least one of the other examiners will be involved in the examination.  

The result of the examination is decided by the University's Graduate Research Committee under 

delegated authority of the Senate after receipt of the examiners' recommendation from the Convener.  

In cases where the examiners are unable to reach a unanimous recommendation on a thesis, the 

Convener should report this to the Director, Graduate Research Services who will initiate 

arrangements to appoint a referee to make a final recommendation. The referee will normally be a 

person of international academic standing.  

Once the result is decided, the Doctoral and Scholarships Office will officially communicate this to 

the candidate.  Under no circumstances should a candidate enter into direct contact with the 

examiners during the examination process (including the amending and revising process), apart from 

during the oral examination.  A PhD candidate may seek leave to appeal the decision of the 
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examiners under the University's "Regulations Relating to Student Appeals to the University 

Council" as described in the University of Otago Calendar.  
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Notes:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



37               
  

 

 

 

 

  

  

  

  

  

    


