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INTRODUCTION  
Welcome to the final stage in the Master of Entrepreneurship degree. In ENTR525 you are 
expected to undertake a real-life business incubation project to plan for and assess the 
feasibility of a new venture. You may conduct the report on your own business or your 
employer’s business (e.g. if the firm wants to develop an entrepreneurial spin-off or a new 
market, or restructure or expand in some way). Another option is to carry out a project for 
an established entrepreneur or business (e.g. one of the firms in the Otago Innovation Ltd 
incubator). It is likely that the financial and other resource requirements will vary according 
to the type of project. This incubation report is partly an academic exercise and partly a 
practical exercise.  
 
We encourage you to start this report immediately after you finish your optional paper, 
commencing early will give you a head start and ensure you finish on time. It also makes 
sense from an educational perspective to start work on your report while you are studying 
the first six papers.  This will allow you to apply what you are learning directly to your 
report. The students who perform best on this report/project are typically those who start 
early and diligently manage the project through to completion. Students who procrastinate 
on the project typically find themselves scrambling to complete it at the last minute and 
then having to turn in a poorly done report. 
 
AIMS OF THE COURSE 

 To provide a focus – as well as a final academic output – for the Master of 
Entrepreneurship degree; 

 Demonstrate an ability to integrate the knowledge and skills that students have 
learned in their six 400-level ENTR papers; 

 Bridge academic (theoretical) and practical (applied) learning approaches; and 

 Provide experiences and insights that students can apply to the creation of other 
business ventures in the future. 

 
Because this report is the capstone for a Masters level university program, students will also 
need to demonstrate a number of broader skills, including: 
 

 Ability to think critically (e.g. be able to synthesise, contrast and compare 
information from different sources and be able to make considered judgments based 
on this); 

 Ability to analyse market, financial and other factual information; 

 Ability to analyse written information in research reports, academic journal articles, 
text books, websites and other data sources; 

 Ability to identify and assess new market opportunities; 

 Ability to think creatively and to initiate and develop innovative solutions; 

 Ability to think strategically and plan for growth; 

 Ability to communicate effectively (both orally and in writing); 

 Ability to network and work in teams; 

 Ability to motivate and inspire other stakeholders (staff, clients, partners, financial 
supporters, suppliers and distributors);  
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 A desire for continuous learning (e.g. now that you have completed the research for 
this report, what else will you do you need to learn?). 

WORKLOAD 

ENTR525 is the equivalent of a full time course for one semester (60 points).  As an 
approximate guide, you can expect to spend about two hours per week per 3 points for 
single-semester papers, so for ENTR525 this equates to 40 hours per week. 
 
SUGGESTED TIMETABLE 
According to the Master of Entrepreneurship course regulations, the Incubation Report 
should be carried over a 5-month period (i.e. one semester) after all the six required PGDip 
level papers (411-415) and one optional paper (420 or 421) have been completed. This 
means the work would normally be conducted over the summer break or in the following 
semester. Officially, the timetable for Dunedin class ENTR525 runs from the 19th January to 
the 29th May 2015. The paper is classified as fulltime so is eligible for Study Link. 
 
From an educational perspective it makes sense to start work on your report (particularly if 
it is a new business venture) while you are studying the first six papers. That will allow you 
to apply what you are learning in these papers in a more direct manner, will enable you to 
modify and adapt your proposal as a result of new knowledge and skills gained, and/or will 
enable you to drop an initial proposal that looks like it will not be very feasible and pick up a 
more attractive project for the formal ENTR 525 report. Starting early will also give you a 
head start and ensure that you finish the project on time. 
 
SUPERVISION & REQUIRED MEETINGS WITH SUPERVISOR 
Your supervisor will be in email contact at the start of the 525 projects to suggest ways of 
best approaching the project, and supervision options. 
 
For any further enquiries you can contact either: 
 
Professor Brendan Gray (Director of MEntr) – for academic enquiries 
Co 627a, Level 6, Commerce Building, Otago Business School, Clyde St, Dunedin.   
Office phone: 03 479 8733 
Email: brendan.gray@otago.ac.nz  
Skype: brendan.gray.otago 

 

Or 

 

Lara Valentine (Programme Coordinator) – for administrative enquiries 

Co 613, Level 6, Commerce Building, Otago Business School, Clyde St, Dunedin. 

Office phone: 03 479 5498 

Email: lara.valentine@otago.ac.nz  

 
Each student is required to meet with the supervisor four to six times during the ENTR525 
project. This is designed to help ensure the student gets the most from the project, benefits 
from advice and interactions about the project and stays on schedule. We require four to six 

mailto:brendan.gray@otago.ac.nz
mailto:lara.valentine@otago.ac.nz
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meetings to increase the quality of the project, report and experience and to reduce the 
chances that a student might fail the project. If you are not located in Dunedin, you may 
hold your meetings with the supervisor over Skype; e-mail exchanges or other sorts of 
interactions do not substitute for the four to six required meetings. 

ETHICAL APPROVAL 

Each student must complete the ethical approval form and work with the supervisor to get 
it submitted for approval. The student must receive ethical approval from the University 
prior to starting any data collection for the incubation report. Failure to get ethical 
approval before collecting data may result in a failing grade on the project. 
 
Almost all projects will fall into the category B ethical approval group, meaning that adults 
(individuals over 18) will be surveyed or interviewed, not asked to ingest any drugs or other 
substances, and not at risk of physical or psychological harm from the research.  Keep in 
mind that your feasibility study will focus on your target customers—those who will 
purchase your product or service. Thus even if your business focuses on children (e.g., 
childcare, toy products, etc.), the parents would be your purchasing customers so you would 
want to gather data from them. If for some reason you need to pursue category A ethical 
approval, it will likely take longer and it is much more difficult to get; for instance, category 
B approvals can usually be obtained within 2-4 weeks of your application (depending partly 
on whether you’ve done a good job of completing the form) whereas Category A may take 
1-3 months. If you think you need category A approval, you will likely want to work with the 
supervisor to see if your study can be redesigned to fit into Category B. 
 
Please read through the Department of Marketing Guide to Ethics Applications included at 
the end of this course outline. 

SUBMISSION 

  

 
 
 
 
 
 

 
ENTR525 is due at midday, 29th May 2015 (NZ time).  Please submit two bound hard copies 
of your 525, as well as submitting an electronic copy on Blackboard. It is compulsory to 
submit both the hard copies and the electronic copy. 
  
You can deliver the two hard copies by hand, courier or mail. If you are posting your 
ENTR525 reports they must be postmarked on or before the due date.  
 
Two bound hard copies of your report should be submitted by one of the following 
methods:  
 

Start date:  
19th January 2015 
 
Submission date:  
Noon on 29 May 2015  

 

It is possible to submit 
before these dates, & 
we encourage you to 
start work as soon as 
possible on your 525 
report. 
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 In person to Brendan Gray (room CO627a). 
 By post to Lara Valentine, Department of Marketing, P.O. Box 56, Dunedin 9054, 

New Zealand. 
 By courier to Lara Valentine, Department of Marketing, Level 6, Otago Business 

School, corner of Union and Clyde Sts, Dunedin  
 
Submitting your assignment to Blackboard will screen your work through SafeAssign to 
check for plagiarism. To submit your report to Blackboard log on and go to ENTR525 paper. 
Click on the Assignments tab and you will see a number of assignments. You must submit 
the final version of ENTR525 to the assignment: “FINAL ENTR525 Business Incubation 
Report”. Submitting a draft assignment will enable you to view the SafeAssign report but it 
will not be marked. Only assignments submitted to the FINAL assignment will be marked. 
You can only submit one document to each of these assignments so you need to combine all 
chapters of your report into one document. If you have trouble with appendices etc then 
you can just submit the main document and send the supervisor a complete email version of 
your assignment.  
 
LATE ASSIGNMENTS & EXTENSIONS 
Late assignments are not permitted; ENTR525 extends over a semester so there is no reason 
to not have the project completed, submitted and received by us prior to the due date and 
time indicated. Thus no exceptions will be made to the due date and any assignments 
submitted after the due date will not be examined or marked.  
 
In an extreme and highly unusual situation, an extension may be granted (e.g., if the 
student has documented serious and prolonged medical illness/condition that prevents him 
or her from working on and completing the project). An extension requires the written 
approval of the Pro-Vice-Chancellor of the Otago Business School and the HoD of Marketing, 
Rob Aitken.  If you believe you have a situation that requires an extension on the project, 
please contact the ENTR525 supervisor or the Academic Director as soon as possible.  Do 
not leave contacting the supervisor and/or Academic Director until near or after the 
submission date.  
 
You are expected to manage the ENTR525 project and your time to ensure project 
completion by the submission deadline. Many students in the MEntr programme have full 
time jobs, families and other commitments that make ENTR525 very challenging; however, 
they devote the essential time and effort to complete the project on time. Being unable to 
get the project done on time is NOT an acceptable reason to request an extension. If you 
think you cannot complete the project by the submission date, you have several options: 
 

a) accept a Postgraduate Diploma rather than the Master in Entrepreneurship; 
b) submit a project report that receives a failing grade, then revise and resubmit a 

much improved project report for either a “pass” or “fail” and accept that you will 
not be eligible for Credit or Distinction with your degree; 

c) figure out how you will complete a high-quality report on time. 
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CONTENT OF THE REPORT 
The main issues that the written report will address can be grouped under four broad 
sections; Introduction and Overview, Research Aim and Methodology, Feasibility Study, and 
Business Plan. 

1. Introduction, Business Model and Industry Overview  

Introduce and describe your business idea.  Provide an overview of the industry and 

describe your business model.   

2. Research Aim and Methodology  

Define the problem or critical issue that you want to answer in your market research.  Once 
you have developed a research question(s) you can explain how you are going to collect the 
required data.  

Design your research - this will be a blueprint for conducting the research project and will 

detail how the necessary information will be obtained and who it will be obtained from. You 

may wish to use both primary, e.g. interviews, focus groups and/or surveys and secondary 

sources e.g. published statistics and industry reports. You may also need to access relevant 

material (e.g. business models, research frameworks) from more academic sources such as 

journal articles or textbooks in order to conduct your research.  Describe how the 

information collected will be analysed (the data analysis will be incorporated in the latter 

two sections of the report).   

Identify and review the relevant academic literature that will be useful to you in 

understanding the results of your market research and/or developing your business idea.  

For example, it may be useful to explore various approaches to pricing or promotion 

strategies, or commercialization strategies, growth strategies.  Some other suggestions: 

Marketing plans, Risk assessment, Due diligence.  The literature should be woven into what 

you’re doing (i.e., central to your arguments) versus talked about briefly in a couple of 

paragraphs that do not really relate to the rest of the report. 

3. Feasibility Study 

 Discuss the results of your market research in depth.  In cases where many questions 
have been asked, it may be appropriate to put some of the diagrams/tables in the 
appendix.   

 Describe the target market segments, why they should adopt the proposed 
innovations, and the benefits they would derive.  

 Undertake a competitor analysis. 

 Assess the market opportunities and threats (conduct a SWOT analysis1) 

                                                           
1
 SWOT analysis refers to examining & discussing the strengths within the firm and the weaknesses within the 

firm as well as the opportunities in the external environment such as trends, technological or government 
changes and so on and threat in the external environment. A SWOT analysis is used to develop a strategy for 
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 What are the financial projections and tax implications? 
o Conduct cash flow and break even analyses. 
o Conduct sensitivity analyses (e.g. what happens if costs are greater than 

expected and/or sales are lower?). 

 Assess the marketing, financial, ethical and organisational feasibility of the proposed 
project.  

 What resources (financial, technical, human) are required to produce, distribute and 
market the new product/service and/or develop and implement the other 
innovations successfully? 

 Who (e.g. clients, staff, distributors, financial supporters, etc) can help to co-create 
value? What “sweat equity” is available? What support networks and mentors are in 
place? 

 What are appropriate sources of investment finance and working capital? How much 
money do I need to borrow and/or raise through loans and shared equity? How 
quickly can I pay back any debts? 

 Is the new venture scalable – are there international growth opportunities? 

 What is an appropriate exit strategy? 
In conclusion how feasible is this project and how attractive is it to clients, investors and 
other stakeholders? 

 If the study shows the original idea is NOT particularly feasible and/or not as 
attractive as first assumed, what adaptations or improvements can be made to make 
the project more feasible and/or attractive? 

 
Note – From an academic point of view, it does not matter if your analysis shows the original 
idea is not as attractive or feasible as originally thought. The key thing is to reflect on what 
you have learned from the exercise and to show how you might use this knowledge to 
improve this project and/or to develop more successful new ventures in the future.  
You should still complete the next section to demonstrate your ability to complete a business 
plan, whether or not you intend to proceed with the project beyond this point. 

4. Business Plan 

Develop an appropriate business plan. The business plan should include: 

 Detail your strategic vision, objectives and the key competitive and collaborative 
strategies that you intend to utilise over the next five years in the main body of the 
report. 

 Summarise the key Marketing, Human Resources, Operations and Finance tactics 
that you will implement in a 12 month action plan in the main body of the report. 

 Summarise the key capital requirements, projected revenues and costs over the next 
five years. Relevant accounting ratios (e.g. expected ROI, pay-back period) can also 
be included in the main body of the report.  

                                                                                                                                                                                     
the firm that capitalizes on the firm’s strengths, protects its weaknesses, takes advantage of opportunities in 
the environment and avoids the threats in the environment. For examples, see 
http://articles.bplans.com/swot-analysis-examples/  

http://articles.bplans.com/swot-analysis-examples/
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 Other detailed business planning sections that most financial institutions such as 
banks require can be incorporated as appendices. Summarize in brief your financials 
from the feasibility analysis section.   

 Conclude with a contingency analysis.  

 What assumptions have I made? What are market size, share and growth projections 
based on? How accurate are my costings? If accurate data is not available for my 
particular industry, can I use other indicators to make an educated guess? 

o How flexible is the plan? Can strategies and tactics be adapted if competitors 
act aggressively or customers are lukewarm? What if sales are greater than 
expected and/or new opportunities arise? What if new strategies emerge? 

As a guide you can use a template from New Zealand Trade and Enterprise, one of the major 
trading banks, or other business planning websites. Cite the source of the planning model 
you are using or adapting, and the sources for your data. 

 
REPORT STRUCTURE  
Please use the following format for your report.  The value and approximate length of each 

section is indicated. The marking guide that the examiners will use is included on pages 11-

12 because students often find that it helps to keep it handy while you work on your report; 

you can use it as a checklist to ensure you’ve covered everything you need to include. 

 

1. Executive Summary 
Summarise the key findings and conclusions. (1 page, 2%) 
 
Please note the Executive Summary should be followed by a Table of Contents which 
should, in turn, be followed by the Introduction. 
 
2. Introduction, Business Model and Industry overview  

Outline the background to the project; a brief history of the business idea, the business 
model you are going to use, an overview of the industry, summary of what you are trying to 
achieve and how the research was carried out; outline of the report. (5 – 7 pages, 10%) 
 
3. Research Aim and Methodology 

Describe the nature, focus and scope of the market research you are going to undertake.  
Discuss the methodology you will use for data collection.  Undertake a review of the 
relevant academic literature that will guide your research Discuss relevant literature, and 
appropriate theories and models that will help guide your research.  (12-15 pages, 20%) 
 
4. Feasibility Study   

Describe the critical issues that need to be addressed. Assess the marketing, financial and 
organisational feasibility of the proposed project. Conclude with how attractive the project 
is for clients, investors or other stakeholders. (15-20 pages, 35%) 
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5. Business Plan  
Describe the vision, objectives and strategies for the next five years, and tactics to be 
implemented in the next 12 months. Address resource requirements and financial 
projections. Conclude with a contingency analysis. (10-15 pages, plus appendices, 25%) 
 
6. Conclusions and Reflection  

What are your conclusions? Do you want to continue and develop the project further (e.g. in 
an incubator)? Can you justify a “go/no go” decision at this stage? Describe what you have 
learned from the project. Reflect on how you have developed as a person. How can you use 
the knowledge, skills and experiences gained in future ventures? What further research, 
knowledge, experiences and/or training do you need to succeed in the future? (2-4 pages, 
5%) 
 
7. Overall presentation  

Your report should be professionally and attractively presented. This means no spelling 
mistakes or grammatical errors.  We encourage you to have your report proof-read by an 
independent person prior to submission, this is a Masters degree and your report deserves 
it! It should also be referenced correctly using Harvard, Chicago or APA styles.  (3%) 
 
FORMATTING THE REPORT 

 The report should be printed on A4 paper, single sided 

 Include a Table of Contents 

 1.5 line spacing  

 Justified text 

 A 12 pt. serif font, preferably Times Roman  

 Spiral or strip bound 

 Harvard, Chicago or APA referencing styles should be used.  
 
Lists of tables, figures or other materials 
If the report contains charts, figures, maps, tables, or other types of materials, each of these 
should be listed separately on the page or pages immediately following the Table of 
Contents.  A list of charts should appear on one page; a list of figures on the next etc. 
 
In format, such lists should follow the general style of the Table of Contents.  The number of 
the item is given at the left-hand margin of the page under the appropriate column heading 
entitled 'Charts', 'Figures', 'Maps' or 'Tables'.  After an interval of three spaces, the number 
is followed by the title of the item, given exactly as it appears in the text of the report.  The 
number of the page on which the item appears is given at the right-hand margin of the 
page.  Tables, figures etc should be numbered according to their chapter and position in 
that chapter.  Thus figure 2.10 is the tenth figure in Chapter 2. 
 
Body of the text 
The report proper begins with the first page of the first chapter or section.  Each chapter or 
section should represent an important division of the report.  Special care should be given 
to dividing the text into paragraphs and the use of sub-headings to help the reader. Each 
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chapter should have a title identifying the subject contained therein, and it should begin on 
a new page. 
 

Referencing 

The new version of Word (2007) facilitates referencing in the Harvard, Chicago or APA styles 
– check out the References tab. For further advice on referencing we encourage you to 
purchase “Writing Guidelines for Business Students” by Lisa Emerson, Dunmore Press (3rd 
edition 2000 or a later edition).  It is available from the University Bookshop and costs 
around $25.  A full reference list should appear at the end of your project.  The references 
should be arranged alphabetically by the author or in the case of more than one title by the 
same author; they should be arranged by date or publication. 
 
Appendices 
The purpose of an appendix is to keep the text of the report from being interrupted or 
cluttered with supplementary materials.  Tables that present extensive data, or data of 
minor or ancillary importance, copies of sample questionnaires, ethical approval, etc, may 
be included as appendices if they are pertinent to the subject matter of the report and they 
cannot appropriately be incorporated into the body of the text.  Each appendix should start 
on a separate page.  Appendices should appear in the order that they referred to in the text.  
Whenever possible and appropriate, the source of material in the appendix should be given.
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ENTR 525 Business Incubation Report – Marking schedule     Student Name: 

 A range mark B range mark C range mark D-E range mark Marks 

Executive Summary (1-2 
pages)   
 

Concise summary of all the key 
findings and conclusions. Award 
1.6-2 marks. 

Summarises some of the main 
findings and conclusions.  Award 
1.3-1.5 marks. 

Limited summary of 
findings, few conclusions 
reached.  Award 1-1.2 
marks. 

Inadequate summary of findings, 
no conclusions reached.  Award 0-1 
mark. 
 

       /2 

Introduction, industry 
overview and business model 
(5 – 7 pages) 

Provides an in-depth background 
to the project; including a brief 
history, summary of goals, and how 
the research was carried out.  
Provides a detailed industry 
overview and the business model is 
clearly explained (showing revenue 
streams).  Award 8-10 marks. 

Some background to the project 
is provided.  Some industry 
overview is provided, and the 
business model is discussed.  
Award 6.5-7.9 marks. 

Little background to the 
project is provided.  Limited 
industry overview and the 
business model is not fully 
discussed.  Award 5-6.4 
marks. 

Inadequate background to the 
project.  Little or inadequate 
discussion of the business model 
and industry overview.   
Award 0-4.9 marks.   
 
 

       /10 

Research Aim and 
Methodology  
 (12-15 pages) 

Full description of the nature, focus 
and scope of the project. 
Comprehensive outline of the 
methodology used for the 
feasibility study and business plan 
sections of the report.  Strong 
review of relevant literature and 
good link to its usefulness for the 
business idea.  Award 16-20 marks. 

Some discussion of the nature, 
focus and scope of the project.  
Adequate outline of the 
methodology used for the 
feasibility study and business plan 
sections of the report.  Good 
review of the relevant literature.   
Award 13-15.8 marks.   
 
 

Minimal description of the 
nature, focus and scope of 
the project. Brief outline of 
the methodology used for 
the feasibility study and 
business plan sections of the 
report.  Limited literature 
review, lacks linkage to the 
business idea.  Award 10-
12.9 marks.   

Inadequate description of the 
nature, focus and scope of the 
project.  Inadequate or no outline 
of the methodology used for the 
feasibility study and business plan 
sections of the report.  Poor/no 
literature review.   
Award 0-9.9 marks. 

       /20 

Feasibility study 
 (15-20 pages) 

Provides a full analysis of market 
research findings.  Has undertaken 
a full competitor analysis.  Will 
include a SWOT analysis. Describes 
all the critical issues that need to 
be addressed. Full assessment of 
the marketing, financial and 
organisational feasibility of the 
proposed project. Detailed 
conclusion of how attractive the 

Provides a good analysis of the 
market research results.  Has 
undertaken a competitor 
analysis.  Should include a SWOT 
analysis. Describes some of the 
critical issues that need to be 
addressed. Some assessment of 
the marketing, financial and 
organisational feasibility of the 
proposed project.  Adequate 

Provides a good analysis of 
the market research results.  
Has undertaken a  
competitor analysis.  Should 
include a SWOT analysis. 
Describes some of the 
critical issues that need to 
be addressed. Some 
assessment of the 
marketing, financial and 

Inadequate description of the 
market research results.  
Inadequate assessment of the 
marketing, financial and 
organisational feasibility of the 
proposed project. No (or weak) 
SWOT analysis.  Weak competitor 
analysis.  No conclusion of how 
attractive the project is for clients, 
investors or other stakeholders. 

         /35 
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project is for clients, investors or 
other stakeholders.  Has shown 
how theory from the literature 
review has been used to guide 
thinking.   
Award 28-35 marks. 

conclusion of how attractive the 
project is for clients, investors or 
other stakeholders.    
Award 22.7-27.9 

organisational feasibility of 
the proposed project.  
Adequate conclusion of how 
attractive the project is for 
clients, investors or other 
stakeholders.  
Award 17.5-22.6 

Award 0-17.4  
 

Business plan 
 
(10-15 pages) 

Full description of the vision, 
objectives and strategies for the 
next five years, and tactics to be 
implemented in the next 12 
months. Comprehensively 
addresses resource requirements 
and financial projections.  
Award 20-25 marks. 

Partial description of the vision, 
objectives and strategies for the 
next five years, and tactics to be 
implemented in the next 12 
months. Addresses resource 
requirements and financial 
projections. 
Award 16.3-19.9 marks. 

Limited description of the 
vision, objectives and 
strategies for the next five 
years, and tactics to be 
implemented in the next 12 
months. Briefly addresses 
resource requirements and 
financial projections.  
Award 12.5 – 16.2 marks. 

Inadequate description of the 
vision, objectives and strategies for 
the next five years, and tactics to 
be implemented in the next 12 
months. Does not address resource 
requirements and financial 
projections.  
Award 0-12.4 marks.  

        /25 

Conclusions and Reflection 
(2-4 pages) 

Presents a full justification of the 
decision reached. Includes a broad 
description of what the student has 
learned from the project, including 
the knowledge, skills and 
experiences gained. Details further 
research, knowledge, experiences 
and/or training the student needs 
for future success. 
Award 4-5 marks. 
 

Provides some justification for 
the decision reached. Some 
discussion of what the student 
has learned from the project. 
Some discussion of further 
research, knowledge, experiences 
and/or training the student needs 
for future success. 
Award 3.2-4 marks.  

Provides limited justification 
for the decision reached. 
Includes a sketchy 
description of what the 
student has learned from 
the project. Little or no 
discussion of further 
research, knowledge, 
experiences and/or training 
the student needs for future 
success. 
Award 2.5-3.1 marks. 

Provides inadequate or no 
justification for the decision 
reached. Inadequate or no 
discussion of further research, 
knowledge, experiences and/or 
training the student needs for 
future success. 
Award 0-2.5 marks. 

          /5 

Presentation  
 

Presented attractively, correct 
Referencing , Spelling, grammar, 
good structure of the report 
(including Table of Contents, List of 
Figures/Tables) 
Award 2.4-3 marks.  

Referencing largely complete, 
minor misspellings, grammatical 
errors 
Award marks.  1.95-2.3 marks. 

Inadequate referencing, 
frequent misspellings, 
grammatical errors, 
inappropriate punctuation, 
inconsistency in fonts 
Award  1.5-1.9 marks. 

Poor presentation, many errors, 
inadequate referencing.   
Award 0-1.5 marks.   

          /3 

                
/100 
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DISHONEST PRACTICE AND PLAGIARISM 
Students should ensure that all submitted work is their own. Any student found 
responsible for dishonest practice (e.g. copying the work of others, use of unauthorized 
material in tests) in relation to any piece of work submitted for assessment shall be 
subjected to the University’s Dishonest Practice regulations. This may result in various 
penalties, including forfeiture of marks for the piece of work submitted, a zero grade for 
the paper, or in extreme cases, exclusion from the University. 
 
Plagiarism is a form of dishonest practice. Plagiarism is defined as the copying or 
paraphrasing 
another’s work, whether intentionally or through failure to take proper care, and 
presenting it as one’s own. In practice, this means plagiarism includes any attempt in any 
piece of submitted work to present as one’s own work, the work of another (whether 
another student or published authority), details at 
http://www.otago.ac.nz/study/plagiarism/. Any student found responsible for plagiarism 
shall be subject to the University’s Dishonest Practice Regulations, refer to 
http://www.otago.ac.nz/administration/policies/otago003145.html.  
 
CONFIDENTIALITY OF REPORTS 
Certain aspects of some reports may be sensitive.  The University is aware that 
confidentiality may be a concern.  When you submit your report it will only be made 
available to staff who need to see it as part of the assessment process.  Your report will 
not be made available to any other person unless you have given your permission in 
writing. 
 
THE EXAMINATION PROCESS 
All 525 reports are assessed by two examiners who are required to prepare a written 

report. The examiners will assess the reports using the marking guide contained in these 

guidelines. If the examiners’ grades differ by more than a full grade and agreement 

between the examiners cannot be reached, the Academic Leader will arrange for a third 

examiner. The supervisor will not be one of the markers to avoid a conflict of interest. 

As per the University of Otago’s general examination procedures at Master’s level, if the 

525 report is assessed as not meeting the criteria for the award of the degree, the 

examiners may recommend to the Academic Leader that it be revised and resubmitted by 

a specified date (normally not later than six months after notification of the result), or 

rejected. 

A candidate shall be permitted to revise and resubmit a report for examination once only. 

The candidate must meet twice with the supervisor after receiving the “fail” grade in 

order to be allowed to revise and resubmit. If a revised and resubmitted report is finally 

http://www.otago.ac.nz/study/plagiarism/
http://www.otago.ac.nz/administration/policies/otago003145.html
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accepted, the result shall be either ‘Pass’ or ‘Fail’ (i.e. ungraded) and without eligibility for 

the award of the degree with Credit or Distinction.  The examination process can take up 

to 6 weeks.  

 
THE RESULTS & FEEDBACK 
Your result will be submitted to the Student Records Office at the Registry and you will be 
able to see your official grade of ENTR525 on eVision. Student Records will send you a 
letter indicating the level or your award and the MEntr Programme Coordinator will e-mail 
you feedback on your incubation report provided by the examiners. 
 
GRADUATION 
The August ceremony is the main graduation ceremony. We encourage you to apply for a 
graduation ceremony when you begin ENTR525, well before you submit your report. You 
need to apply for graduation through eVision.  Late graduation applications are not 
accepted.  
 
If you prefer to graduate at a later date then visit the Graduation webpage 
www.otago.ac.nz/study/graduation for further details. 
 
 
Good luck and work hard! 
 

 

  

http://www.otago.ac.nz/study/graduation
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A Guide to Ethics Applications for the Department of 

Marketing 

1.   Introduction 

This guide has been written to help you satisfy the University’s requirements for ethical 
research. Its purpose is to remind you of the issues you should consider when completing 
your ethics applications. It is suggested that you read this alongside your Category B 
application, and use it to ensure you have considered all the issues under each section of the 
application. 

 

2.  The University’s ethics policy 

The following principles are consistent with the University’s obligations to maintain the 
highest ethical standards in the exercise of academic freedom. They apply to teaching and 
research proposals that require ethical approval. 

 

There must be: 
 

 Research or teaching merit; 
 Participants’ informed consent which is given free from any form of coercion; 
 Respect for participants’ rights of privacy and confidentiality; 
 Minimisation of the risk of harm to participants; 
 Special care for vulnerable participants; 
 Limitation of, and justification for, any deception; 
 Appropriately  qualified  supervision; 
 Avoidance of any conflict of interest; 
 Respect for societies and cultures of participants; 
 Freedom to publish the results of research, without breaching any confidentiality that 

has been agreed to. 
 

The University’s policies develop from these principles and the University expects researchers 
and, where applicable, teachers to comply with them. Further details of The University of 
Otago’s Human Ethics Committee (UOHEC) and its Terms of Reference are available at: 

http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html 
 

3.  Category A or B? 

The University of Otago Human Ethics Committee has two categories of application; 
Category A and Category B. 

 

Category A applications are considered by the Human Ethics Committee  at one of its 
monthly meetings, whereas Category B Reporting Sheets are audited by the Committee after 

                                                           
 Written by Dr. Ben Wooliscroft. Updated by Dr. Leah Watkins (Oct 2011) & Dr. Tony Garry (March 2014) 

http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html
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having been approved by the Head of Department on the Committee’s behalf. The Human Ethics 
Committee has delegated authority to Heads of Department to approve low  risk research 
involving human participants. Research falling under Category B is considered to be approved 
once the relevant Head of Department has signed it but should be sent to the Ethics Committee 
after the Head of Department approves it, but before research commences. The Committee 
normally does not comment on Category B Reporting Sheets unless it sees a misunderstanding 
of the criteria between Category A and Category B or there is a point of clarification or query 
about the research. 
 

A research or teaching proposal is within Category A if it involves any of the following: 
 

 Personal information — any information about an individual who may be identifiable 
from the data once it has been recorded in some lasting and usable format, or from any 
completed research (Note: this does not include information such as  names, 
addresses, telephone numbers, or other contact details needed for a limited time for 
practical purposes but which is unlinked from research data and destroyed once the 
details are no longer needed); 

 The taking or handling of any form of tissue or fluid sample from humans or cadavers; 
 Any form of physical or psychological stress; 
 Situations which might place the safety of participants or researchers at any risk; 
 The administration or restriction of food, fluid or a drug to a participant; 
 A potential  conflict between the  applicant’s  activities  as a researcher,  clinician or 

teacher and their interests as a professional or private individual; 
 The participation of minors or other vulnerable individuals (This is interpreted in the 

wider sense); 
 Any form of deception which might threaten an individual’s emotional or psychological 

well-being; 
 The research is being undertaken overseas by students (this does not include PhD 

qualified staff researching overseas). 

 

3.1   Consulting studies, case studies and other business-centered research 

When students undertake research for MART355, MBus or any research on behalf of an 
organisation there are several entities requiring protection: 

 

 the student 
 the client organisation 
 the subjects interviewed/surveyed for the research 
 the University of Otago 

 

Care must be taken to ensure that none of these entities are made vulnerable by the 
research. 

 

It must be made clear to subjects that the data is being collected for the benefit of the client 
organisation (as well as the student completing the project) and what form the information 
will be in when given to the client. 

 



18 

 

It can also be particularly difficult to ensure anonymity when dealing with a client organisation. 
MBus, MCom and PhDs are all deposited in the library  and are ‘publicly available’  impacting 
on confidentiality of results. MART355 are not deposited in the library. 

 

A Category B application may be possible,  but  please  discuss it  with  the  Ethics contact  at 
the soonest possible opportunity and consider how you are going to deal with the competing 
needs/rights of the individuals and organisations. 

 

Please note, the consent form, information  sheet  and  any  materials  given to  subjects may 
not have any organisation’s logo on it. The research is being completed by a University of 
Otago staff/student not the organisation. 

 

3.2  Key informants 

There is limited opportunity for Category B approval when key informants speak “on the 
record” and are identified by name, organisation, position, etc. If you wish to pursue this 
option, discuss it with the Ethics contact in the department early in the process. 

 

3.3  Research involving students’ work that is part of assessment 

This is an awkward situation and particular care must be taken to  ensure that the 
impression could not be felt, that students who don’t take part in research could in any way be 
disadvantaged in their course. While as professionals we know that this will not be the case, it 
must be clear to the prospective subjects that there is no way that the grader can identify 
whether they have agreed to take part in the research or not. 

 

3.4  Videography and photography 

The secretary of the ethics committee has indicated that at this point in time, all videography, 
that might lead to a video publication (web/conference/dvd/etc.) should be considered via the 
Category A application form. Similarly any photography that might form part of a publication 
or dissertation arising from the research, that includes images of identifiable individuals, 
should be considered via the Category A application form. 

 

When video or photography is used to record interviews, observations, etc. that will not be 
included in the final publication, and informed consent is given by all those appearing in the 
images, a Category B application is generally appropriate. 

 

3.5  The application forms 

Category A & B application forms are available at:  

http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html#forms 

Please note that if you are using Internet Explorer, you will need to right click and save to view 

http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html#forms
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If you wish to proceed with a Category A application, you may wish to discuss your application 
with the departmental Ethics Contact. 

 

4.  How long does it take? 

Completed Category B Ethics Applications should be submitted to the departmental Ethics 
contact in hard copy for approval. The normal expectation is that Category B Ethics Applications 
are considered at Departmental level and will be processed within two weeks, not including 
resubmissions or amendments. 

 

Category A applications are processed once  a month with the deadline for paper 
submissions ten days before the meeting. Note you must take seventeen copies, plus the 
signed original to Gary Witte in Office G26 on the Ground Floor of the Clocktower Building, Ext: 
8256 by 5pm on the day of the deadline. 

 

Generally, applicants are notified of their success, or otherwise, within a couple of days. The 
schedule of meetings and deadlines is available at: 
http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html#meetings 

 

5.  Filling in the Category B form 

You must attach your interview guide/survey/etc. to your application as well as your 
information sheet and/or consent form. It is possible to combine the information sheet 
and consent form, as long as all the points are covered. 

 

1-3        Staff member responsible for project and their details 

This is the lead researcher — always a University of Otago staff member, not a 
student — and person responsible for the project. Likely to be a supervisor if it is a 
student project. 

 

4.   Title of Project 

Give the full title of the project 
 

5.  Indicate type of project and names of other investigators and students: 

A list of all other staff and students involved in the research, with their status 
(staff/student including qualification or paper) in brackets. 

 

6.  When will recruitment and data collection commence and be completed? 

Commencement should never be before the date of approval. Your research 
projected start date should be two weeks after your application form is 
submitted, or later. There is no opportunity for retrospective ethics applications. 

http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html#meetings
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7.   Brief description in lay terms of the aim of the project, and outline of the 

research questions that will be answered (approx. 200 words): 

This should be a brief description of the aims of the research avoiding technical 
terms. Even Category B applications will be reviewed by members of the Ethics 
Committee who may not be familiar with the marketing discipline. 

 

8.   Brief description of the method 

This section is interested in data collection techniques rather than your method of 
analysis and should consider: 

 

 who your participants are 
 how they are recruited 
 what they are asked to do 
 whether you are interviewing/surveying/observing/etc. your subjects 
  

9.  Disclose and discuss any potential problems: (For example: medical/legal 

problems, issues with disclosure, conflict of interest, safety of the researcher, etc) 

If you are researching with people there are always ethical issues to be addressed. 
Every application should cover: 

 

 anonymity and confidentiality 
 informed consent, including a contact to allow further questions 
 voluntary participation 
 freedom to withdraw at any stage without penalty 
 data storage 
 purpose of research, particularly if it is for a client organisation 
 any conflict of interest 
 potential discomfort (including emotional) to subjects 
 ethnic data   collection, which also requires Maori consultation, if it is staff 

research:  http://www.otago.ac.nz/research/maoriconsultation/ 
 any danger to the researcher — in a wider sense 
 any alcohol involved in the research — typically a category A application   

would be required for research involving consumption of alcohol or alcohol as 
compensation 

 any close (family or friend) relationship with subjects should be noted. 
Particular care must be taken with any research involving relatives of staff. 

 

Or include a brief statement outlining how these issues have been addressed. 
 

10.  The information sheet and consent form 

http://www.otago.ac.nz/research/maoriconsultation/
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This is what participants and potential participants will see and is viewed by the 

Ethics Committee as being in the public domain and therefore representative of the 

University. For this reason it should clearly and concisely written in language 

that the target participants should understand. It should also be free of all spelling 

and grammatical errors. 

 

Important: There are various suggestions for wording particular issues within the 
template. However, the template is a guide only and you should adapt the template to 
suit your needs. Please: 

 remove the notes throughout the form in brackets 
 add the date that the data collection will start 
 the title of the project, etc. 
 you may wish to use a combined information and consent form, when appropriate 

 

10.1  The information sheet 

Issues that must be addressed in the information/consent form: 
 

 the aim of the project, in lay terms 
 who is being sought to participate, including who is excluded from participation 
 what participants will be asked to do 
 the freedom to withdraw at any stage without penalty 
 anonymity — whether there is or not. You must not “ensure” (or guarantee) 

anonymity. You should include the phrase “every attempt will be made to 
preserve my anonymity” if anonymity is being offered. 

 confidentiality 
 data storage and how it will be used; will it be published and publicly available? 
 who will have access to the data 

 
 

10.2  The case of online research 

What do we do with online questionnaires? Subjects are still entitled to be in a position 
to give their full informed consent. It is suggested that the first page of any online 
survey is the combined information/consent form covering all the information 
usually required but not necessarily using the usual headings/structure, and that a 
phrase is included that the subject acknowledges the information and consents by 
clicking the “progress to questionnaire” button. The “progress to questionnaire” 
button should not be above the information/consent material. 
 
 


