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THE PURPOSE OF THE HANDBOOK AND ITS ORGANISATION 
 

The aim of this Handbook is to provide information, guidance, and a point of reference for research 

Masters’ students and those contemplating thesis research.   

 

The University of Otago offers a wide range of Masters’ degrees, each with its own requirements.  

A Master’s degree with a thesis component is referred to as a research Master’s degree.   

 

The Handbook should be seen as complementary to any material, brochures or handbooks made 

available by Schools or Departments which provide specific information about individual research 

Masters’ degree programmes.  It is inevitable that there will be some content which is not 

applicable to individual degree courses. 

 

The Handbook will not reproduce all of the various policy and other documents relating to research 

Masters’ degrees.  The formal regulations for degrees and other University matters are published in 

the University Calendar, and these regulations, rather than the descriptive material in this 

Handbook, take precedence. 

 

It is expected that students and staff alike will consult the Handbook and it is hoped that it will 

serve as a stimulus for orientation and induction, as well as a useful reference.    

 

The Handbook is divided into four parts: 

 

 Section A provides a general overview of research Masters’ degrees, the nature of research at 

Master’s level and the administrative processes that support these degrees.   

 

 Section B deals with the many activities involved in the pursuit of a research Master’s degree. 

This section has been organised as far as possible to follow the "chronology" of a research 

Master’s degree from the moment first contact is made with the University right through to 

graduation.   

 

 Section C concerns important practical issues ranging from the payment of fees, to sources of 

financial and other support, and the mechanisms by which the University ensures that the 

research Master’s experience is of good quality.   

 

 Section D provides information about other services which may be of use to research 

Master’s degree students. 

 

Some of the information presented in certain sections of the Handbook also appears in other 

sections.  This duplication is intentional so that the reader may view in one place all of the relevant 

information related to a particular topic. 

 

At Otago, it is customary to refer to enrolled research Masters’ students as “candidates”.  For 

purposes of this Handbook, however, “student” is used interchangeably with “candidate”. 

 

The Handbook is frequently revised and available on the University website at the following 

address: www.otago.ac.nz/study/masters/ 

http://www.otago.ac.nz/study/masters/
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SECTION A: OVERVIEW 

 

A1: THE NATURE OF RESEARCH AT MASTER’S LEVEL 
 

Masters’ degrees introduce students to research at the frontiers of knowledge and analysis, and train 

them in relevant techniques appropriate to the discipline and the objectives of the programme. 

 

Depending upon the degree concerned, the structure of a research Master’s programme at the 

University of Otago may involve:- 

 

 a period of research and the submission of a thesis (Master’s degree by thesis only); or 

 

 the successful completion of prescribed papers followed by a period of research and the 

submission of a thesis (Master’s degree by papers and thesis) 

 

A Master’s thesis is defined as follows by the Committee for University Academic Programmes 

(CUAP) of the New Zealand Vice-Chancellors Committee (NZVCC) (see the CUAP Handbook at 

http://www.nzvcc.ac.nz/aboutus/sc/cuap): 

 

“A master’s thesis is the outcome of independent research, scholarship and/or creative activity 

conducted under supervision.  

 

It is distinguished by the relevance of the arguments or creative work to the student’s discipline, the 

quality of the evidence collected or the design or performative principles deployed and the light the 

thesis sheds on current disciplinary concerns and interests.  

 

The work entailed in producing a thesis shall be a sustained effort constituting a course weight of 90 

credits (0.75 EFTS) or greater [see Note below].  

 

A master’s thesis, as is relevant to the discipline, must demonstrate the student’s ability to:  

 

 master theoretically sophisticated subject matter  

 identify and evaluate critically the findings and discussions in scholarly literature and other 

forms of information;  

 design a well-structured, relevant and integrated plan of research;  

 carry out such research using appropriate methods of investigation and analysis;  

 analyse, argue and reach conclusions which are informed by independent enquiry and other 

available information  

 engage in rigorous intellectual analysis, criticism and problem solving  

 in addition to the demonstration of research and scholarship, mastery in design, creative and 

performative arts may also involve a demonstration of virtuosity, i.e. the mastery of the 

medium of production of the discipline  

 

The thesis shall be presented in a clear and accurate form suitable for examination, whether oral or 

written. For design, creative and performative works, the student should include a written 

commentary on the work.” 

 

NOTE: At Otago, a Master’s thesis normally comprises at least 12 months full-time academic study 

(or equivalent) accounting for at least 50% of the final result.  The thesis should normally be limited 

to 40,000 words of text, excluding appendices, footnotes and bibliographies. 

 

 

http://www.nzvcc.ac.nz/aboutus/sc/cuap
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A2: OVERVIEW OF THE ADMINISTRATION OF RESEARCH MASTERS’ DEGREES 

 

Please note that the following is intended only as a brief overview of the administration of research 

Masters’ degrees.  For further details, please refer to the appropriate sections in this Handbook and 

consult the Office or Department concerned.  Please also note that there may be some variation to 

these administrative details, depending on the type of degree. 

 

The Divisional Office of the Division in which the degree is offered or the relevant School is 

responsible for: 

 having applications for admission to Masters’ programmes considered by the Department or 

Board of Studies, which must make decisions within the conditions set down in the 

Programme Regulations published in the University Calendar   

 informing applicants of the result of their applications 

 keeping a record of: - successful applicants 

 - the papers to be taken (if any) 

 - their topics of research study 

 - their supervisors for the research study 

 writing formally to external assessors/examiners who are nominated by Heads of Departments 

in consultation with supervisors 

 informing Student Administration of final results 

 

Departments/Schools are responsible for: 

 considering applications for Masters’ studies referred to them by the Divisional Office 

 appointing appropriate supervisor(s) 

 receiving a submitted thesis 

 checking that a student is enrolled before accepting the thesis 

 sending a completed Thesis Submission Form to Student Records within three working days 

of the submission 

 nominating examiners/assessors for approval by the Pro-Vice-Chancellor 

 expediting examiners’/assessors’ reports by the due dates 

 making copies of examiners’ reports available to the student (after removing the names of 

examiners and any section specifically confidential) 

 

Students are responsible for: 

 submitting for examination the appropriate number of copies (usually three) of the thesis: 

- in Dunedin, to the student’s Department  

- in Christchurch, to the Manager, Academic Programmes, in the Dean’s Department 

(except for Master of Public Health theses which should be submitted to the Department 

of Public Health and General Practice) 

- in Wellington, to the Postgraduate Liaison Officer in the Postgraduate Office 

the copies should be temporarily bound at first submission as the examiners may require 

amendments to be made before final hard bound copies are submitted prior to the degree being 

formally conferred 

 being continuously enrolled until submission or applying formally to withdraw from study 

either temporarily or permanently  

 notifying, and seeking approval for changes regarding admission details 

 

Student Administration is responsible for: 

 recording that the thesis has been submitted 

 receiving and recording the final result and notifying the student of the result 

 paying the external assessor/examiner 

 receiving final bound copies of the thesis from the student/Department 



 6 

 lodging two bound copies of the finally bound thesis in the University Library (three bound 

copies are however requested for the degree of Master of Science in Marine Science) 

 

Archiving of Records 

Departmental, Divisional, and Student Administration files with paper records of each student’s 

thesis topic, supervisor(s), examination details, and other appropriate information (including paper 

copies of relevant email communications), shall be archived for a period of at least five years.  Any 

information that is stored electronically and is not in hard copy on the student’s paper files should 

also be appropriately archived for a period of at least five years. 

 

A3: ROLE OF THE DIRECTOR, GRADUATE RESEARCH SERVICES 

 

The Director, Graduate Research Services reports to the Deputy Vice-Chancellor (Research & 

Enterprise). 

 

The Director’s prime functions are to provide: 

 leadership in the area of research-only higher degree education in the University 

 advice on policy initiatives related to graduate research 

 appropriate support for graduate research students and their supervisors 

 

The Director is available for private consultation by candidates or staff on matters related to 

postgraduate research study.  To make an appointment with the Director, please contact his 

Executive Assistant at: 

 

Tel: +64 3 479 5737 

Email: gradresearch@otago.ac.nz 
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SECTION B: FROM BEGINNING TO END 
 

B1: INITIAL ENQUIRIES 

 

A qualified person who is interested in being accepted by the University as a candidate for a 

research Master’s degree should supply the following information: 

 

 certified copy of full academic record (if not an Otago graduate) 

 curriculum vitae 

 details of any professional experience relevant to the proposed Master’s course 

 the proposed area of research (with as much detail as is possible so that the relevant academic 

Department can assess whether expert supervision can be offered for the proposed topic) 

 details of any funding support which has already been obtained, or which is being sought. 

 

Initial enquiries from intending students who are New Zealand or Australian citizens or who have 

permanent residency status in New Zealand should be addressed to: 

 

either 
 

The appropriate Department (in the first instance) or Divisional Office 

 

or  (if the Department or Division in which the degree is offered is not known to the  

 prospective student) 

 

Student Information Centre 

University of Otago 

P O Box 56 

Dunedin 

 

Free phone: 0800 80 80 98 

E-Mail: university@otago.ac.nz 

 

Enquiries from international students (i.e. individuals who are not New Zealand or Australian 

citizens or permanent residents) should be addressed to: 

 

International Enquiries Co-ordinator 

International Office, Clocktower Building 

University of Otago 

P O Box 56 

Dunedin 9054 

New Zealand 

Tel: 64 3 479 8344 

Fax: 64 3 479 8367 

E-Mail: international.admissions@otago.ac.nz 

 

Prospective students may also visit the Student Information Centre in the Information Services 

Building or the International Office in the Clocktower Building. 
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University Response to Enquiries 
Acknowledgement of initial enquiries will be accompanied by general material about the 

University, information about tuition fees, and the relevant application form for admission to the 

programme.  Enquiries will then be sent to the Head of the appropriate Department or the 

Programme Director for academic assessment. 

 

The Head of the Department or Programme Director will respond to the student supplying details of 

the research interests and expertise of departmental staff, other departmental information as 

appropriate, and, if possible at this stage, a preliminary indication as to the suitability of the 

student’s background for Master’s study and whether adequate supervision might be available in the 

proposed area of research. 

 

Should a student’s academic background and the proposed area of research appear acceptable to the 

Department concerned, a number of matters will then be investigated. 
 

B2: ADMISSION, ENROLMENT AND TUITION FEES 

 

ADMISSION 

All Masters’ degrees students must be formally admitted to the programme. 

 

Admission is the mechanism by which the Division, Faculty or School which offers the programme 

reviews a student’s application and formally accepts the student as a candidate for the degree.  It is 

completed only once, prior to the student’s initial enrolment as a Master’s student. 

 

The general guidelines governing admission are as follows: 

 

 To be admitted to a Master’s degree by papers and thesis, or by papers only, a student must 

normally have completed at least an ordinary Bachelor’s degree or a Diploma for Graduates 

course in the subject concerned or in a related subject. 

 

 To be admitted to a Master’s degree by thesis only a student must normally have completed an 

Honours degree or Postgraduate Diploma or equivalent in the subject concerned or a related 

subject.  Only in exceptional circumstances will completion of a Diploma for Graduates 

course qualify a student for admission to a Master’s degree by thesis only. 

 

 To be admitted to a Master’s degree a student must normally have attained an average grade 

of B or better for all papers in the final year of study for the qualifying degree or its 

equivalent.  This is the normal minimum requirement.  A higher standard may be required for 

some degrees or by some Departments.  Some Departments may be interested particularly in 

the grades that students attained for their major subjects. 

 

Any student who is uncertain of the admission process for a particular course should contact the 

Department or Division concerned, or the Student Information Centre in the Information Services 

Building. 

 

Applications for admission to a Master’s programme should, in most cases, be submitted by 10 

December for study beginning at the start of the following academic year, or by 1 June for study 

beginning in Semester 2.  Late applications can be considered for most Masters’ programmes. 

 

 

 

 

 



 9 

OFF-CAMPUS MASTER’S STUDY 

Master’s study normally requires that the student be based on-campus in Dunedin, or at the 

Christchurch or Wellington Schools of Medicine and Health Sciences.  Apart from the need to 

attend lectures for programmes which comprise papers as well as a thesis, this requirement relates 

to the University’s concern that adequate research supervision is best achieved through regular 

contact between student and supervisor. 

 

For the following degrees, however, special arrangements concerning off-campus study are 

possible: 

 Master of General Practice (MGP) 

 Master of Clinical Pharmacy (MClinPharm) 

 Master of Consumer and Applied Sciences (MCApSc) in Community and Family Studies 

 

ENROLMENT 
Enrolment follows admission to a programme, and is a separate procedure. 

 

Depending upon a student’s circumstances, and with the agreement of the School or Department 

concerned, enrolment may be either full-time or part-time. 

 

Masters’ students are required to enrol and pay the prescribed fees each year until the requirements 

of the degree have been met, unless a period of formal withdrawal has been approved (see Section 

B7 and Section B9).  Students should note the minimum and maximum periods of enrolment that 

are allowed for their particular degree. 

 

Once a thesis is submitted formally for examination a student’s obligation to enrol ceases.  This 

includes any period during which supervised revisions to the thesis are made at the request of the 

examiners.  If major amendments are required, the University may require the student to enrol. 

 

Any exceptions to these enrolment requirements can be considered only when made in writing to 

the Manager, Student Administration with the support of the Head of Department and Dean (where 

applicable) concerned and exceptional circumstances are involved (for example, unexpected 

equipment failure; absence overseas of supervisor etc). 
 

TUITION FEES    

Tuition fees are subject to annual review and changes in Government policy.  Full details 

concerning current tuition fee levels are available from the Revenue Management Office in the 

Clocktower Building. 

 

The Revenue Management Office can be contacted at: 

Tel: +64 3 479 9006 

Fax: +64 3 479 9035 

website: www.otago.ac.nz/study/fees 

 

In addition to tuition fees, Masters’ students are also required to pay the Welfare Services and 

Recreation Levy and the Otago University Students’ Association (OUSA) General Levy and the 

OUSA Building Levy.  An exemption or a reduced levy or fee is possible in certain circumstances.  
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B3: ROLES AND RESPONSIBILITIES 

 

UNIVERSITY POLICY 

A student preparing a Master’s thesis shall have one or more supervisors, at least one of whom shall 

be a member of staff of the University.  Supervisor(s) shall be appointed, and thesis topics 

approved, by the Pro-Vice-Chancellor on the recommendation of the Head of Department and Dean 

(where applicable) concerned.  The purpose of this guideline is to ensure that Pro-Vice-Chancellors 

know and approve the topics being researched by students for Masters’ degrees within their 

Divisions, and are satisfied that the Department concerned has appropriate expertise and resources 

for the project. 

 

In approving the topic of a Master’s thesis, Heads of Departments, Deans and Pro-Vice-Chancellors 

must be assured that adequate resources to pursue the topic are available to the student, and that an 

acceptable thesis could be written on the topic by a diligent and competent student in not less than 

twelve months of full-time study or its equivalent in part-time study.  The possibility of subsequent 

upgrading to PhD registration does not invalidate this guideline. 

 

Note:  The precise title of the thesis should be decided when examiners are nominated. 

 

Divisional offices keep comprehensive records of all students for Masters’ degrees, their topics and 

their supervisor(s). 
 

Stimulating and successful Master’s research depends very much on the establishment and 

maintenance of a good working relationship between student and supervisor(s). 
 

At the stage where a student is seeking a supervisor or supervisors, a process of mutual assessment 

should take place.  Because of the commitment required of both student and supervisor(s), a half-

hearted or casual approach is not satisfactory.  Both student and supervisor(s) should feel free, after 

an initial exploratory period, to withdraw from further involvement. 
 

A supervisor will be formally appointed before the research work begins.  In the case of a student 

undertaking a two year Master’s degree by papers and thesis, the supervisor will be appointed as 

early as practicable in the first year. 
 

Students are encouraged to have an appropriate co-supervisor wherever possible as such an 

arrangement will broaden the advice and guidance received, and minimise any delays which might 

be caused by a supervisor being absent from the University for a period of time. 
 

If the sole supervisor of a Master’s thesis takes a period of study leave, a second supervisor will be 

appointed.  The appointment of a second supervisor does not preclude the student from maintaining 

contact with a supervisor who is on leave. 
 

Supervisors and candidates are alerted to the conflict of interest provisions in the Ethical Behaviour 

Policy (http://www.otago.ac.nz/humanresources/policies/EthicalBehaviour/index.php) which state 

that any family or personal relationship between a supervisor and a student must be declared to the 

department as a conflict of interest or a potential conflict of interest.  Arrangements to manage or 

remove the conflict of interest will then be put in place by the department. 

The conflict of interest provisions also state that “the University strongly discourages, and staff 

should avoid entering into, an intimate personal relationship with a student at the university, 

particularly a student for whom they have responsibility.” 

Failure by a staff member to disclose a conflict of interest may be considered a disciplinary matter 

by the University. 

While these provisions apply specifically to staff, candidates are alerted to them because they may 

suffer disadvantage and distress from any conflict of interest which is not managed in accordance 

with the policy. 

http://www.otago.ac.nz/humanresources/policies/EthicalBehaviour/index.php
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ESTABLISHING THE SUPERVISORY RELATIONSHIP 

The following points of reference are designed to be used in early discussions between supervisor(s) 

and a graduate research student.  They summarise the points that need to be discussed and agreed 

upon.   

 

University Regulations 

The University’s regulations regarding research study should be carefully considered.  See Section 

C4.  In particular: 

 

1 The student should be familiar with the regulations for the specific degree as printed in the 

University Calendar 

   Are there any points which need clarification? 

 

2 Ethics  

   Are ethical issues raised by the thesis or research project? 

   Is ethical clearance required from an appropriate University committee? 

 

3 What University procedures are available in the event that a student is not happy with the 

progress of the supervision?  See Section C3. 
 

Supervisor/Student Understandings 

1 Expectations regarding a Master’s thesis 

 Issues to discuss might include: 

   Are the student’s background and performance adequate for the proposed topic and 

level of investigation?  Past records and references may be required, especially for 

students from outside the University. 

   Is the topic or area of investigation appropriate to the proposed supervisor?  If it is well 

outside the supervisor’s own areas of research, the work involved in adequate 

supervision may tend to be neglected or lead to considerable frustration.  Staff may wish 

to consider suggesting alternative topics, or alternative institutions with expertise in the 

original topic. 

   Are available financial and physical resources likely to be adequate for the proposed 

research?  If a grant or other form of support is required, who will seek this, and how 

likely is it that support will be forthcoming? 

   Does the proposed supervisor have adequate time to take on this research student?  

   What form should the thesis proposal take? 

   What is the appropriate structure of the thesis? 

   What is the appropriate length? 

   What referencing conventions should be followed?   

   What are the general expectations for successful theses? 

   What are good examples in this field? 

   Examiners of Masters’ theses are given the following information. Do any of these 

statements require discussion or clarification?:  "For your information, a thesis 

submitted for a Master’s degree should contain the results of a piece of independent 

research which might reasonably be expected of a diligent and competent student after 

not less than twelve months of full-time study.  The thesis should demonstrate that the 

student has the ability to carry out research and/or the ability to carry out constructive 

criticism, and to report the results of such work clearly, accurately and succinctly.  It is 

not a requirement that the results should necessarily represent a substantial contribution 

to knowledge in the field." 

   If publications arise from the research, what are the expectations regarding who will be 

listed as author(s) and in what order? 
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2 Meetings 

 Issues to discuss might include: 

   What is the intended frequency of meetings? 

   Will the student have access to the supervisor outside scheduled meeting times? 

   Who has responsibility to initiate meetings if they are not scheduled regularly? 

   What should happen when one person can’t make it to a meeting? 

 

3 Absence of supervisor 

 Is it likely that the supervisor will be absent on leave during the project?  If so, who will be 

the alternative supervisor? 

 

4 Advice and support 

 Issues to discuss might include: 

   Development of the research proposal: how much input will there be from the 

supervisor? 

   How often, how detailed and how rapid should feedback from the supervisor on the 

general progress of the project be? 

   Is the student likely to need special assistance with specific aspects of the project or 

during the writing up stage? 

   Are there relevant personal circumstances that might make the completion of the thesis 

difficult? 

 

5 Time-frame 

What is the time-frame for the project, i.e. what is expected to be completed at the end of each 

3 month (or as agreed) period? 

 

6 Any other supervisor/student issues 

 

Departmental Expectations and Resources 

1 What access does the student have to: 

   a study place? 

   computing and/or laboratory facilities? 

   tea/coffee facilities? 

   photocopying, interloan fees etc? 

   paid work e.g. tutoring? 

   funding/research grants? 

 

2 Does the Department expect the student: 

 to give seminar presentations of work-in-progress? 

 to meet any other expectations? 

 

General 

A written Memorandum of Understanding is encouraged so that student and supervisor expectations 

are clarified and realistic.  The Memorandum of Understanding should probably include the 

following: 

 frequency of meetings 

 progress reports to be provided by the student 

 the nature, promptness and limits of feedback on written work 

 involvement in presenting seminars on the research while in progress 

 financial support, if any, to be available to the student once the tenure of any scholarship has 

ended 

 target dates for various stages of the research 

 principles for establishing authorship of any resulting publications 
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A Memorandum of Understanding is a statement of intent only and may need to be reviewed as the 

research proceeds.  A template Memorandum of Understanding is available on the web at 

www.otago.ac.nz/study/masters 

 

RESPONSIBILITIES OF SUPERVISORS 

In general terms, it is critical that students and supervisors meet frequently, that each understands 

how the other views the progress of the research, and that there is a cooperative personal and 

academic partnership. 

 

In accepting a student for Master’s study it would normally be expected that the supervisor(s) and 

Head of Department  

 

 had ensured that the research interests and expertise of the supervisor(s) were well matched to 

the student’s needs and to those of the research 

 

 had given careful consideration to the need for co-supervision and/or an Advisory Panel in 

addition to the principal supervisor, and would endeavour to foster a collegial approach 

amongst those members of staff charged with assisting with the research 

 

 had determined that the supervisor(s) was not already over-committed and would remain fully 

conversant with issues and the literature relating to the research 

 

 had ensured that the student's previous level of academic attainment and experience were 

appropriate for the proposed research 

 

 had ensured that any funding or technical assistance essential for the research was available 

 

 were well informed about any necessary ethical clearance for the research and legal, 

professional or safety implications 

 

 would be sensitive to cultural, political or gender issues relating to the research topic or the 

student 

 

 would encourage the student to participate fully in setting the timetable for the research and 

would regularly review the progress of the research and its timetable 

 

 would hold regular formal supervision meetings – normally, at least once a month  - and 

would provide quality, focused and uninterrupted attention to the student and the research at 

such meetings (supervisors should also provide assistance outside such scheduled meeting 

times should particular difficulties arise) 

 

 would provide full, prompt and informative feedback to the student on work in progress 

 

 would be a reliable and well-informed source of guidance in all matters of sound research 

practice and would foster the student’s development of independent approaches to learning. 

While students are expected to accept advice and guidance, they are not expected to work as 

‘technicians’ or ‘secretaries’ for their supervisor(s) 

 

 would assist in integrating the student into the academic and social life of the Department 

 

http://www.otago.ac.nz/study/masters
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 would provide a collaborative research environment and would encourage open 

communication, remaining open to the possibility that, in some aspects of the topic at least, 

the student’s level of knowledge might eventually exceed that of the supervisor(s) 

 

 would ensure that adequate alternative supervision arrangements were put in place should the 

supervisor be absent for a period on leave (this might also include continued contact with the 

supervisor by e-mail) 

 would encourage the student to make seminar/conference presentations and to publish 

material as appropriate 

 

 would ensure that work submitted was that of the student and that the data was plausible. 

 

RESPONSIBILITIES OF STUDENTS 

Students also have a vital role to play in the supervisor-student relationship.  Students should be 

prepared to work towards their own intellectual independence from within a supportive relationship 

with their supervisor(s). 

 

Some of the main factors which will contribute to a successful research Master’s candidacy are: 

 

 being committed to the research and developing an early appreciation of the depth of study 

and the time requirement that Master’s research entails 

 

 accepting that the principal responsibility for the research and its progress rests with the 

student 

 

 helping to maintain frequent and regular contact with supervisors, which is particularly 

important in the early stages of the candidacy 

 

 seeking and accepting advice from supervisors and Advisory Panels (where appropriate) 

 

 being prepared to acknowledge and discuss any academic or personal difficulties which might 

arise 

 

 being well organised and capable of setting and meeting deadlines for various phases of the 

research 

 

 establishing and maintaining a clear vision as to the overall aim of the research and of the 

intermediate goals 

 

 advising the supervisor immediately should the student become aware of any impediments or 

delays that may affect research gathering or time-frames. 

 

 starting to write-up early and continuing to write sections of the work throughout the 

candidacy 

 

 providing supervisors with draft written work at regular intervals 

 

 ensuring that the work of others is appropriately acknowledged and accurately cited and that 

the bibliography is accurate and complete  

 

 presenting seminars as the occasions arise, and participating in the academic, professional and 

social life of the Department 
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 as appropriate, attending and presenting papers at conferences and publishing sections of the 

work 

 

 taking the initiative in finding out from staff and others about life and career prospects as a 

Master’s graduate 

 

CHECKLIST 

A sample checklist for students and their supervisor/s is provided at 

www.otago.ac.nz/study/masters.  The purpose of the checklist is to remind all concerned about 

important admission, ongoing and submission requirements. 

 

B4: PERSPECTIVES ON QUALITY SUPERVISION 

 

The following perspectives on quality supervision and problems encountered in supervision were 

identified by a group of 40 Otago postgraduate students.  The research was funded by the 

Committee for the Advancement of Learning and Teaching (CALT) and conducted by Dr Anna 

Janssen who completed her PhD in 2004. 

 

The 10 Most Important Qualities of the Ideal Graduate Research Supervisor  

 

1.  Support 

 Supportiveness is the quality that PhD students value most highly in supervisors. This 

involves supervisors being encouraging, mentoring, and aware that students’ lives extend 

beyond the PhD. Supportive supervisors make an effort to understand how the student prefers 

to work. In addition, such supervisors attend to the student as a whole person, rather than 

purely as a research student.  

 

2.  Availability 

 Students value availability in their supervisors. This involves supervisors meeting with 

students regularly, setting aside adequate time for students, and being contactable through 

several media (e.g., email, phone) – particularly if they are not physically present. 

 

3. Interest and Enthusiasm  

 Students portrayed the ideal supervisor as someone who is interested and enthusiastic about 

the student’s work. This is achieved by supervisors who are positive, empowering, 

motivational, and committed. Such supervisors are often in the vicinity of their students and 

are likely to show an interest in the student’s progress. 

 

4.  Knowledge and Expertise in the Field Surrounding the PhD 

 Ideal supervisors are those who have expertise in the field surrounding the student’s research. 

Students value highly a supervisor who can use their knowledge of the area to understand and 

demonstrate how the student’s research topic fits within the wider field. Students do not 

necessarily expect the supervisor to have expertise in the precise topic of their research, 

however. Having a supervisor with expertise in the methodologies required in their research is 

particularly important.  

 

5. Interest in the Student’s Career 

 Ideal supervisors are likely to show an interest in the student’s career. They help to provide 

support for the establishment of the student’s career in several ways. These include having 

good contacts and introducing students to their network of colleagues, looking out for and 

informing students of conferences and seminars relevant to their research and career, and 

encouraging and facilitating the publication of the student’s research.  
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6. Good Communication 

  Ideal supervisors have good communication skills. In particular: good listening skills; the 

tendency to maintain an open dialogue about the project, its progress and problems; the ability 

to communicate in an open, honest, and fair manner about issues that arise as they arise; and 

making expectations clear with regard to matters such as the process of completing a PhD or 

Master’s thesis, budget considerations, and the role each party must play in performing the 

project research.     

 

7.  Constructive Feedback 

 Students see an ideal supervisor as one who provides feedback and criticism of their work that 

is constructive and prompt. In addition students value consistency in the feedback given. 

Some valued consistency across time. This is often a sign that the supervisor and student 

share the same focus regarding the project. In addition, where more than one supervisor is 

responsible for providing feedback, consistency between supervisors is important.  

 

8. Provides Direction and Structure 

 The ideal supervisor is perceived to be one who provides an appropriate amount of direction 

and structure to the student’s research project. She or he is prepared to create deadlines, 

challenge, and push the student a little when required. Such a supervisor is informative and 

helpful when it comes to areas of uncertainty. Further, the ideal supervisor helps to encourage 

good work habits in the student, thereby helping the student to help her or himself achieve the 

desired outcomes from their research.  

 

9.  Approachability and Rapport  

 The ideal supervisor is approachable and works to establish a good rapport with their students. 

 

10. Experience and Interest in Supervision 

 Part of being experienced and interested in supervision, a key quality of an ideal supervisor, is 

having a complete understanding of the requirements and process of completing a thesis. In 

addition, students value supervisors who consider the needs of particular subgroups of the 

student population (e.g., international students, those with children, those with disabilities, 

and those with cultural differences). It is important that supervisors recognise the individual 

supervisory needs of each student. These vary between students and between different stages 

of their studies. 

 

The 10 Most Substantial Problems Faced by Students in Graduate Research Supervision 

 

1. The Supervisor is too busy to be Effective in their Role  

 The most common supervisor-related problem that PhD students face is having a supervisor 

whose extensive commitments make them too difficult to get hold of. This comes as a result 

of supervisors having too many other students and commitments. The consequences arising 

from this are numerous. Students see this as the main barrier to receiving optimal supervision. 

It is also a likely cause of many of the additional problems students emphasise (see below). 

   

2. Poor Feedback 

 Feedback which conflicts with previous feedback given, too little feedback, delayed and 

infrequent feedback, illegible feedback, and too much negative feedback relative to 

encouraging and positive comments are all problematic issues for students.   

 

 

3.  The Supervisor Lacks Commitment and Interest 

 A supervisor who lacks commitment to, or interest in, research poses problems for graduate 

research students. Such supervisors fail to show an interest by their lack of presence and their 
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lack of enquiry into the progress of the work. They tend to make little or no effort to 

encourage or motivate the student, fail to give guidance and direction on issues and questions 

raised, and don’t cooperate well with the student or help the student to develop skills to help 

her or himself.  

 

4. Tensions or Conflicting Perspectives from within the Supervisory Panel  

 Having to manage the relationship between co-supervisors who do not get along with each 

other is a substantial problem for students. Similarly, students find it problematic when they 

receive conflicting advice and opinions from each supervisor. 

 

5. Poor Communication and Disagreements about the Project 

 Problems arise for students when they feel unclear or in disagreement with their supervisors 

about what the aims of the project are or how to best use and interpret their findings. A failure 

to discuss the direction and progress of the research poses problems for the student and their 

research. 

 

6.  Conflicting or Unrealistic Expectations of Each Other  

 Students face problems where there is poor communication with their supervisors about what 

each person expects of the other. Consequences include misunderstandings between parties, 

wasting time, and one or more parties getting frustrated. Another serious consequence is the 

student possibly being faced with a project that is too large to be completed in reasonable 

timeframe. 

 

7. Selfishness and Disrespectfulness 

 Some supervisors display selfishness and a lack of respect for their students. Students find it 

difficult to work with supervisors who only look at their own gains from the student’s 

research, push the research down paths that interest them but not necessarily the student, treat 

the student as “their property”, and expect students to do work that extends beyond the realms 

of their PhD or Master’s research. Students also find it concerning when they are not treated 

as colleagues, despite being at the final stages of their studies. Students struggle when their 

supervisors fail to recognise and respect that they have lives that extend beyond their thesis 

work. 

 

8. The Supervisor is not Up-to-Date with the Field 

 The problem of a supervisor who is not up to date with the field means supervisors are unable 

to help problem-solve and advise. This is particularly problematic for students who also lack 

access to those who do maintain a current knowledge of the literature. In some areas, being 

out-of-date with the field means supervisors are ignorant of the optimal techniques and 

theories that exist. This has implications for the quality of research that can be performed.  

 

9. The Supervisor Lacks Experience in Research and / or Supervision 

 A lack of experience in research or supervision results in problems for students. Students 

commented that an inexperienced supervisor is unclear about the amount and quality of 

research that is sufficient for a PhD or Master’s. Such supervisors are more likely to allow the 

student to do far too much research or to submit the thesis despite it failing to meet the 

required standards. In addition, a supervisor who lacks research experience is likely to allow 

the conduct of research that is badly-planned. 

 

10. Personality Clashes 

 Students find clashes of personality with their supervisors to be problematic for all concerned. 

The majority of students saw a personality clash as the reason most likely to drive them to 

abandon their studies or to change supervisors. 



 18 

B5: PERSPECTIVES ON QUALITY CANDIDATES 

 

The following perspectives present a summary of the results from a survey of supervisors conducted 

in 2008 at the University of Otago.  Supervisors of PhD and thesis Masters candidates were asked to 

list the most important qualities of the ideal graduate research candidate and the most substantial 

shortcomings that affect satisfactory progress.  

 

The research was conducted by Julie Dlaskova and Romain Mirosa of the University’s Quality 

Advancement Unit, with the assistance of Dr Tamar Murachver of the Department of Psychology. 

 

The 10 Most Important Qualities of the Ideal Graduate Research Candidate 

 

1. Intelligence 

 Intelligence (including academic ability, intellect, brightness and common sense) was the 

most common quality associated with the ideal graduate research candidate. 

 “They need to be bright with a good dose of common sense for work in a research 

laboratory.” 

 “The best students are those who are bright enough and motivated enough to work 

independently and submit high quality prose.”  

 

2. Independence / Confidence 

 The ability to work and think independently is one of the basic prerequisites for studying a 

research degree. Qualities associated with independence were confidence, initiative and the 

ability to take responsibility. 

 “They should be able to work with minimal supervision, but that does not mean that the 

supervisor is not available for discussions on the research being undertaken.”  

 “Independence of thought is a key attribute that has to develop as the PhD progresses” 

 “The student should ideally be able to work independently and develop their own questions 

and pursue their own lines of thought.” 

 

3. Commitment 

 Almost half of the supervisors mentioned commitment (to gain knowledge, to complete work 

or to do well) as the key to successful research degree completion. Other expressions 

illustrating commitment were perseverance, persistence, determination, dedication, tenacity, 

resilience and endurance.  

 “The most important qualities a PhD candidate will need are perseverance and commitment, 

probably more so than raw intelligence.” 

 “All of the qualities are important for the student to get the most out of their research degree; 

but if they have a high level of commitment (I REALLY want to do this, and well) then the rest 

will usually follow”. 

 

4. Literacy / numeracy 

 Literacy, mostly described as good writing and language skills as well as the ability to express 

and organise ideas, is highly valued by most supervisors. Some supervisors also require their 

students to have essential statistical and mathematical skills. 

 “I think that writing ability is very important - it wastes a lot of my time (and the student’s) if 

we have to spend a lot of effort and time on correcting drafts.” 

 “Literacy is on the list simply because time pressures don’t allow a student the luxury of a 

lack of writing skill to start with, however writing can be taught.”  
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5. Time management / organisational skills 

 The ideal research degree student is organised, can plan their work, meets deadlines, pays 

attention to detail and meets regularly with supervisors. Overall they have good study and 

work habits.  

 “A good student is one who works hard, plans their programme of work (with advice) and has 

the imagination to see the beauty and fascination of a research topic and then to write clearly 

and precisely about what he or she has discovered”. 

 

6. Curiosity / ability to learn 

 A valued quality in research degree students is intellectual curiosity and the willingness and 

ability to learn new things. This curiosity includes having an inquiring and open mind, as well 

as flexibility and adaptability. 

 “A good graduate student is not necessarily the one with the top grades but the one who is 

willing to ask questions, to challenge what they are told but is also [able] to take advice”. 

 “The best students will also have real intrinsic curiosity about the world and about their 

project.” 

 “The ideal thesis student for me is someone who brings a strong sense of intellectual curiosity 

to their project and who is willing and able to translate that curiosity into a dedicated course 

of study”. 

  

7. Enthusiasm and passion 

 A successful student is enthusiastic, passionate and has a deep interest in the subject or 

research. 

 “For me, the desire to do research and a passion for the field of inquiry are key, but they are 

not the only things needed.”  

 “Although academic background is essential it is not sufficient in the absence of dedication 

and enthusiasm and communication skill”. 

 “In my opinion the most important properties are a commitment to work hard, and when 

problems are encountered to be able to look at them from many angles and find logical 

solutions. Generally these traits will only come with a strong passion for the work they are 

doing”. 

 

8. Ability to think 

 The ability to think refers to the capacity to develop necessary research skills including the 

ability to analyze, synthesize, conceptualise, develop an argument and think critically. Ideal 

students can think broadly (‘get the big picture’), laterally and logically.  

 “An ideal student is marked by an ability to think, ask questions, and look for the answers in 

research, and be prepared to write and argue about them (in writing and with supervisors)”. 

 “The student should be able to think both at the metalevel and at the object level, in other 

words both about the general coarse-grained aspects of relevance and broad patterns, and at 

the fine-grained level of intricate details”. 

 

9. Hard working/ diligence 

 Studying a research degree requires diligence and hard work. Strong work ethics, discipline, 

focus, efficiency and professionalism are all necessary for successful study and research. 

 “PG study is hard work and dedication. Having a life while studying is also important. The 

best students have a balance to their lives where they work hard but enjoy their time at 

university too.”  

 “Hard working and paying attention to supervisors’ advice are highly required.” 

 

10. Motivation 

 Good research students have strong reasons for pursuing a PhD or Master’s degree; they are 

ambitious and highly motivated to learn new things and get a graduate degree. 



 20 

 “I think one reason why so many students take too long to complete is because they are not 

pursuing a PhD for the right reason (or for any reason at all)” 

 “Self-motivation is the essential ingredient that will help make even the more challenged 

students successful.” 

 “Although high-intelligence (good exam marks) are required prior to commencing graduate 

research I would rate motivation as the most important factor.” 

 “A candidate for a PhD must WANT to do it, and be a self-starter.” 

   

 The 10 Most Substantial Shortcomings Affecting Satisfactory Progress 

 

1. Lack of commitment and focus 

 Lack of commitment or over commitment (with outside interests or employment) are 

considered the most serious shortcomings in students’ study progress. Staying focused on the 

goal, staying directed, dedicated and determined are fundamental prerequisites to successful 

research degree completion according to more than half of the supervisors surveyed.  

 “It is very frustrating to have an able student who is overcommitted or poorly organised.” 

 

2. Doesn’t take advice / communicate with a supervisor 

 Supervisors appreciate the importance of communication with their students and seek to 

provide them with valuable feedback and advice. Not following their advice, not accepting 

constructive criticism and avoiding feedback are characteristics supervisors believe impede 

the students’ quality of work and overall study progress.  

 “I have had students confuse constructive criticism with ‘positive comments.’ It is hard to 

hear negative things about your work, but the best students take these on board and try to 

improve.”  

 “Poor interaction with others including with their supervisor. This could be on either side, of 

course, but students who become ‘hermits’ and refuse to interact or discuss their work are at 

a major disadvantage.” 

 

3. Poor writing and language skills / inadequate numeracy skills 

 Poor writing and language skills are often problematic, especially at the later stages of the 

research process. Almost half of the supervisors highlighted the importance of competent 

writing skills for successful research degree completion.  

 “I think anyone can be a good thesis student if they really want to and if they are prepared to 

commit the time to acquiring the necessary prerequisite skills – including the ability to 

write.” 

 “lack of ability to write well in English is a big problem for social science research.” 

 

4. Lack of independence 

 Students are required to take ownership of their projects, be proactive and work 

independently. Failure to do so is perceived as a substantial shortcoming to successful degree 

completion. This lack of independence goes hand in hand with characteristics such as lack of 

confidence and initiative, reliance on others, fear of failure or defensiveness.  

 “The most difficult students to work with for me are those who shy away from complex 

questions, who are unable to develop their own projects and expect to be spoon-fed by their 

supervisors in all aspects of the process (topic formation, literature review, argument, 

structure, etc.), and who do not meet deadlines and are generally unreliable and 

disengaged.” 

 

5. Poor time management and organisational skills 

 An important part of pursuing a PhD or Master’s degree is the ability to plan and prioritise 

work, meet deadlines and deliver work on time. Other valued organisational skills include 
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paying attention to detail, setting clear goals and good record keeping habits. A lack of these 

skills is perceived of as a significant shortcoming to effective research degree study. 

 “Time management skills and enthusiasm are the attributes that really separate the excellent 

thesis students from the rest”. 

 “Limited time management skills will halt the most intelligent person.”  

 

6. Laziness and procrastination 

 Avoidance, procrastination, laziness, bare-minimum approach, lack of self-discipline, 

inability to work consistently, expecting results without great effort, poor work ethic, and not 

progressing steadily are all characteristics identified by supervisors as common impediments 

to degree completion. Steady and dedicated work habits are very important to successful 

research degree study. 

 “It is difficult to deal with a student who says they will do the work but ends up socialising 

instead. Students don’t understand that they must drive their project forward.”  

 “Research is tough and the student has to work hard to make progress. People who can’t 

work with those around them or who struggle to communicate find it hard.” 

 

7. Lack of or wrong motivation 

 The message from supervisors was clear: pursuing a research degree without the right 

motivation can negatively affect the students’ desire and drive to complete the work.  

 “If what the student wants to achieve by enrolling for postgrad study is not clear it can be 

hard to motivate the student to complete in a timely fashion.”  

 “Often students who are in school for reasons other than a strong commitment to academic 

life (e.g. parents told them to come; only want a qualification/job but not to do the required 

work; haven’t got anything better to do, so decide to go to ‘grad school’; etc) are the ones 

who falter. Students with a clear goal (e.g. to get a PhD and become an academic, for 

example) and reason (e.g. because they truly love XX) seem to do better because they are self-

motivated”. 

 

8. Lack of intelligence / academic ability 

 Studying towards a research degree is perceived as an advanced step in an academic career; 

not all students have the ability and skills to take such a step. Academic ability and 

intelligence are a “must” for successful research degree completion.  

 “Some students have scraped through an undergrad degree but don’t have what it takes to 

manage a large amount of material and a data base for research purposes”. 

 

9. Lack of curiosity and ability to learn 

 Supervisors appreciate students who are willing to learn. Narrow vision, rigid thinking, lack 

of curiosity, a closed mind, not being able to think broadly and intellectual inflexibility are all 

seen as factors that constrain the research process.  

 “Lack of initiative in going beyond the original topic and supervisors’ ideas, to see new 

opportunities for discovery.” 

 “Many students seem to think that their supervisor somehow has the answer. If we did, the 

question probably wouldn’t be worth asking. The project belongs to them and they need to 

take responsibility for it.” 

 

10. Lack of enthusiasm and passion  

 Lack of enthusiasm and drive, loss of interest in the topic or fading motivation all impact on 

students’ desire and ability to complete their research degree successfully.  

 “Lack or loss of interest is definitely the biggie here” 

 “All graduate students (and their supervisors) have low periods when things go poorly and 

motivation is lower. But if the student is genuine in their desire to conduct research they can 

get through these." 



 22 

B6: THE EARLY PHASE OF THE RESEARCH 
 

INITIAL RESEARCH PROPOSAL 

Once a student and supervisor(s) have agreed to proceed, a more detailed preliminary investigation 

of the research should be undertaken.  This would involve further discussion of the topic between 

student and supervisor(s) and the preparation of a brief research proposal, which may be circulated 

within the Department for comment.   

 

GETTING UNDER WAY 

The early phase of the research should contain all or most of the following: 

 

 Expansion of the initial proposal into a detailed written proposal.  This should include specific 

aims and target dates for the various stages of the research, and it should be discussed with the 

supervisors(s).  Agreement should be reached as to whether or not the aims are realistic and 

achievable with the resources available within an appropriate period of time.  Thorough 

planning at this stage will help ensure that the work is completed within the desired time-

frame. 

 

 A thorough initial search of the relevant literature. 

 

 Monitoring of the research student’s progress by the supervisor(s).  This will usually require 

the holding of regular meetings. 

 

 Formal presentation of the work to a larger audience, perhaps through research seminars.  

 

 Preparation of a financial budget for the research. 

 

 It is important, however, that planning remain flexible and be able to accommodate 

unexpected events that may have an effect on the progress and direction of the research. 

 

 Students are strongly encouraged to begin writing up as early as possible, while still engaged 

in planning, data gathering and/or data analysis. (see Section B8) 
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B7: ETHICAL APPROVAL 

 

The University requires that any research involving human participants and/or animals is conducted 

in accordance with the highest ethical standards.  Supervisors must ensure that the student’s 

research project complies with all of the requirements of the University’s ethics policy.  Where 

appropriate, compliance includes ethical approval from the relevant ethics committee.  In addition, 

any importation or development of new organisms, including all organisms or cell lines modified 

through the use of recombinant DNA techniques (GMOs), requires approval under the Hazardous 

Substances and New Organisms (HSNO) Act 1996. 

 

RESEARCH INVOLVING HUMAN PARTICIPANTS 

 

Differences between Category A and B Proposals 

A research or teaching proposal is within Category A if it involves: 

 

• 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; 

• 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 

his or her interests as a professional or private individual;  

• the participation of minors or other vulnerable individuals; 

• any form of deception which might threaten an individual’s emotional or psychological well-

being. 

 

The current application form used for approval of Category A proposals is available at: 

http://www.otago.ac.nz/administration/committees/otago000864.html 

 

A research or teaching proposal is within Category B if: 

 

• the proposal does not involve any of the issues raised in Category A.  In such a case, a Head of 

Department or departmental ethical review body may evaluate the proposal using the principles 

set out in The Policy on Ethical Practices in Research and Teaching involving Human 

Participants. Processes that Departments establish for this purpose must ensure that only 

persons with an appropriate degree of independence and expertise evaluate proposals.  

Departments may consider only proposals that do not fall within the jurisdiction of the Ethics 

Committee. 

 

The University of Otago Human Ethics Committee and the Regional Ethics Committee  

Category A proposals will normally need to be submitted in full to the University’s Human Ethics 

Committee for consideration.  The Committee meets monthly except for December. 

 

A research proposal must go to the appropriate Regional Ethics Committee for approval if it is a 

health-related proposal which involves Health Authority patients, the records of patients, or any 

health providers employed by the Health Authority. 

 

By mutual agreement, most proposals from the Dunedin School of Medicine, the School of 

Dentistry, the School of Pharmacy and the School of Physiotherapy that could be deemed to be 

clinical in nature must be submitted to the Otago Regional Ethics Committee (P O Box 5849, 

Dunedin, telephone 03 474 8562).   

http://www.otago.ac.nz/administration/committees/otago000864.html
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Similarly, clinical proposals from the Christchurch or Wellington Schools of Medicine and Health 

Sciences must be submitted to the appropriate Health Authority Ethics Committee. 

 

Please note that the Otago Regional Ethics Committee application form can be accessed from the 

University’s Academic Committee’s web address provided below. 

 

Further Information 

The web site maintained by the Manager, Academic Committees provides all of the above 

information, along with much more and is available at: 

http://www.otago.ac.nz/administration/committees/otago000864.html 

 

 

RESEARCH INVOLVING ANIMALS 

The Animal Welfare Act 1999 Part 6 provides for the use of animals* in research, testing and 

teaching.  To comply with this legislation, any research that involves the use of any animals must be 

approved by the Animal Ethics Committee. 

 

Further information, including the appropriate forms, is available from the Director of Animal 

Welfare, telephone 03 479 5976 or from one of the following secretarial staff of the Animal Ethics 

Committee: 

- in Christchurch: telephone 03 364 0237 

- in Dunedin: telephone 03 479 7422 

- in Wellington: telephone 04 385 5576 

 

The Animal Welfare Office was established in 2001 to assist scientists with their use of animals in 

research, testing and teaching.  The Director of Animal Welfare is a veterinarian with specialist 

qualifications in laboratory animal medicine.  Researchers are encouraged to discuss their proposed 

animal model with the veterinarian, prior to submitting an Animal Ethics Committee application 

form.  For further details please visit the website http://awo.otago.ac.nz.  

 

*Animals are defined to include mammals, birds, reptiles, amphibians, fishes, crabs, squid, octopus, 

lobster and crayfish, and embryos of mammals, birds and reptiles in the second half of their 

gestation or incubation period, and marsupial pouch young. 

 

IMPORTATION OR DEVELOPMENT OF NEW ORGANISMS 

Any importation or development of new organisms, including all organisms or cell lines modified 

through the use of recombinant DNA techniques (GMOs), requires approval under the Hazardous 

Substances and New Organisms (HSNO) Act 1996. 

 

All applications for the importation or development of new organisms must be considered by the 

Institutional Biological Safety Committee (IBSC) in the first instance.  For the importation of new 

organisms, approval from the Environmental Risk Management Authority (ERMA) is then 

required, as is a permit from the Ministry of Agriculture and Forestry (MAF). 

 

Further information is available from the Secretary of the Institutional Biological Safety 

Committee, telephone 03 479 5614 or the Biological Compliance website 

(http://biologicalcompliance.otago.ac.nz/). (ask your supervisor for the username and password). 

 

For information about University Health and Safety policies and procedures, including Hazardous 

Substances and New Organisms (HSNO), please consult the following website: 

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

 

 

http://www.otago.ac.nz/administration/committees/otago000864.html
http://awo.otago.ac.nz/
http://biologicalcompliance.otago.ac.nz/
http://www.otago.ac.nz/healthandsafety/
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Notes: 

• It is the responsibility of the Departments and supervisors to advise candidates on ethical 

matters and to ensure that any required approvals are granted before the research proceeds in 

earnest. 

 

•  The process of obtaining ethical approval may include consultation with Mäori when 

appropriate. 

 

• If a substantial and/or significant change in research direction and/or thesis title occurs, 

candidates may need to seek new ethical approval.  In this respect, candidates are also 

referred to Section B12. 

 

•  International candidates are alerted to the fact that ethical approval policies and procedures in 

New Zealand are different to those in other countries. 

 

B8: INTELLECTUAL PROPERTY 

 

It is the University’s desire to encourage and reward innovative research work within the University 

which leads to the creation of intellectual property (IP).  

 

To encourage such research within the graduate research student community (i.e. thesis Masters’ 

and PhD students), and following extensive consultation with these students, the University adopted 

a Policy for Intellectual Property Rights of Graduate Research Students in 2003 with the purpose of: 

(a) acknowledging the partnership between student and University in the creation of IP during, and 

directly related to, the course of the student's studies; 

(b) protecting the respective interests, including legal rights, of both parties; and 

(c) providing a mechanism for the appropriate sharing, in a mutually beneficial manner, of the 

financial benefits obtained from the commercial exploitation of the resultant IP. 

 

The intent of the Policy is not for the University to automatically assume that it owns all the IP 

created by its graduate research students or to require students to protect and share in the financial 

benefits of IP when they do not wish to do so.  The intent of the Policy is to allow students to 

choose whether they wish to protect the IP arising from their research. 

 

The essential objective of the Policy is to protect the interests of students and the University when 

the student wishes to commercially exploit the IP by the development of an appropriate IP 

Agreement, including University and student ownership of the IP, that is tailored to the particular 

circumstances of the IP that the student has created or anticipates creating.  The University's view is 

that, as such IP is produced with the assistance of the University through its staff and other 

resources; the University has a part-ownership of the IP.  If it wishes to exercise a claim on 

ownership of the IP, the University will enter into an agreement with the respective student, in 

accordance with the Policy, to share the financial benefits that may arise.  Should the University 

waive ownership, the student is free to make his or her own arrangements regarding the IP. 

 

Students who are also staff and whose staff roles do not include a research component will be 

considered as students and this Policy will apply provided that the IP which has been created has 

arisen as part of their graduate research studies.  The Staff Intellectual Property Rights Policy will 

apply to those students who are also members of the academic staff and whose staff roles include a 

bona fide research component. 
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When using the IP created by a graduate research student, the supervisor concerned, has an 

obligation to declare both the supervisor's and the student's respective roles in creating the IP.  A 

supervisor may not commercially exploit the IP created with a student without the express written 

agreement of both the student and the University. 

 

The full Policy is available at http://www.otago.ac.nz/administration/policies/otago003228.html. 

 

Please note that special IP arrangements are normally required when third parties are involved with 

the research or its funding. 

 

Queries about IP should be directed to the Enterprise Office in the Research Division. 

 

B9: CHANGES TO ADMISSION DETAILS 

 

Formal approval is required for most changes which may become necessary regarding the details of 

a student’s admission.  Typical examples of such change include: 

 

SIGNIFICANT CHANGE OF TOPIC 

A request for a significant change to a topic shall be considered and approved, if appropriate, by the 

Pro-Vice-Chancellor on the recommendation of the Head of Department and Dean (if applicable) 

concerned before any work on the revised topic commences.  The precise title of the thesis should 

be submitted only when examiners are nominated. 

 

CHANGE OF A SUPERVISOR 

In certain circumstances (for example, upon a supervisor resigning from the University), a new or 

additional supervisor will have to be appointed.  A request for such a change shall be considered 

and approved, if appropriate, by the Pro-Vice-Chancellor on the recommendation of the Head of 

Department and Dean (if applicable). 

 

PERIOD OF TEMPORARY WITHDRAWAL 

Students are required to be continuously enrolled until submission of their thesis.  Circumstances, 

however, may make it necessary for a student to withdraw from Master’s study for a period of time. 

 

Students must apply in writing for temporary withdrawal through their supervisor, Head of 

Department and Dean (where applicable) to the Pro-Vice-Chancellor.  A form is available for this 

purpose at www.otago.ac.nz/study/masters.   The reason for, and a specific start and end date of, the 

temporary withdrawal shall be recorded on the form.  During the period of withdrawal, the clock is 

stopped and the deadline for submission of the thesis is extended accordingly. 

 

Wherever possible, approval for a period of temporary withdrawal shall be sought in advance.   

 

If the approved withdrawal affects a student’s current enrolment (e.g. an enrolment change from full 

year to one semester), then a Change of Course form must be completed by the student as well. 

 

The student has no right to any services or support from the University during the period of 

withdrawal. 

 

PERMANENT WITHDRAWAL 

Any decision to withdraw permanently from a Master’s programme should be made only after 

careful consideration of all the factors involved, and after discussion with appropriate parties, 

including the Head of Department. 
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The appropriate Divisional Office and the Student Records Office, Student Administration should 

be informed in writing. 

 

The regulations of some Masters’ degrees make provision, in the case of withdrawal, for papers 

already passed to be credited towards a Postgraduate Diploma or a Diploma for Graduates.  

Students should consult their Head of Department in the first instance. 

 

EXTENSION OF TIME 

The regulations of Masters’ degrees normally define a maximum period of time within which the 

degree must be completed and students should be aware of any such time limit. 

 

In exceptional circumstances an extension of time in which to complete the requirements of the 

degree may be approved by the appropriate Pro-Vice-Chancellor.  A request for an extension of 

time should be made in writing and be supported by the Head of Department and Dean (where 

applicable). 

 

CHANGE TO FULL-TIME OR PART-TIME 

At the beginning of the academic year, the student may change his or her status simply by amending 

the enrolment form accordingly, and by obtaining the signature of the supervisor as Adviser of 

Studies.  If the status is to change at the beginning of the second semester a Change of Course form 

must be completed. 

 

UPGRADING TO A PhD 

In certain exceptional circumstances, students enrolled in a University of Otago research master’s 

degree may be permitted to upgrade their studies to a PhD degree.  An upgrade may only occur if it 

is fully supported in writing by the student’s supervisor and approved by the Head of the 

Department, the Pro-Vice-Chancellor and the Graduate Research Committee.   

 

In order to be considered for an upgrade, applicants must supply a completed direct admission form 

(http://www.otago.ac.nz/study/phd/docs/Direct_Admission.pdf ) including the required 

accompanying documentation; supervisors must also provide an upgrade support form 

(http://www.otago.ac.nz/study/phd/docs/Upgrade_Support_Form.pdf ). 

 

Objective evidence of the candidate’s ability to satisfactorily complete a PhD degree will be 

required.  This evidence may include aspects such as the publication of a paper in a journal or a 

presentation at a conference or an address at a departmental seminar.  In other words, for a transfer 

to occur, while the opinion of a supervisor is highly valued, there does need to be additional 

support. 

 

In assessing an application for a transfer, the Graduate Research Committee will consider whether 

the applicant has: 

 

 chosen an appropriate PhD research topic of sufficient scope 

 gained satisfactory knowledge of the background literature and is able to relate the project to 

existing scholarship and research in the field 

 started to work at a PhD level, especially in terms of theoretical insights and conceptual 

frameworks 

 the ability to exercise independent critical powers 

 the ability to make a significant contribution to subject knowledge in the research field 

 adequate training in research techniques and methodology 

 planned a suitable research programme likely to achieve a PhD conclusion 

 

http://www.otago.ac.nz/study/phd/docs/Direct_Admission.pdf
http://www.otago.ac.nz/study/phd/docs/Upgrade_Support_Form.pdf
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Backdating of admission to a PhD degree for students transferring from a Master’s degree will be 

considered only in exceptional circumstances.  This does not mean that students may not use their 

Masters’ work for their PhD studies.  Where backdating has not been granted, the Graduate 

Research Committee will consider a request from the student close to the time of actual submission 

for early submission of the thesis.  The supervisor(s) and the Head of Department must support an 

application for early submission.  Master’s upgrades will not normally be considered until at least 

12 months of Master’s thesis work has been completed. 

 

B10: FORMAT OF THE THESIS 
 

WRITING THE THESIS 
Students are strongly encouraged to begin writing up while still engaged in planning, data gathering 

and/or data analysis.  This reduces the often daunting task facing the student if writing up is delayed 

until it is the only remaining task.  The bibliography should also be prepared and updated 

throughout, not left until the final writing-up of the thesis. 

 

The format of the final thesis should be discussed and agreed, with later amendments if necessary.  

 

Target dates should be decided and monitored. 

 

Drafts of all chapters should be submitted to the supervisor(s) for comment.  Reasonably prompt 

feedback should be provided on substantive issues.  Most supervisors also give feedback on style, 

grammar, etc, but students are encouraged to seek additional feedback from other readers. 

 

Word processing (with computerised document storage) should be used wherever possible, to allow 

revisions to be made more easily. 

 

LANGUAGE 

Theses will normally be written in English and must conform to proper standards of linguistic 

presentation.  Should the examiners find that the thesis falls short of such standards, they may 

request that it be corrected before the examination proper is undertaken.  Candidates intending to 

write their thesis in Mäori should contact their Divisional Office for advice.  Candidates wishing to 

write their thesis in a language other than English or Mäori will need to seek approval, at the time of 

admission, from their Divisional Office.  Such approval will only be given in exceptional 

circumstances. 

 

FORMAT OF THE THESIS 

The format of the thesis should be agreed to by the Department, supervisor and the student, during 

the earlier stages of the writing.  Any changes which may need to be made later should be agreed to 

again by these parties. 

 

There are certain physical requirements to be adhered to which are set out in thesis information 

pamphlets available from the Central Library or Departments and in the regulations pertaining to 

the presentation of theses.  The following two documents provide further information about the 

presentation of theses: 

 Thesis information guide  (http://otago.libguides.com/thesisinformation) Presentation of 

theses regulations (http://www.otago.ac.nz/administration/policies/otago003249.html) 

 

Masters’ theses should normally be limited to 40,000 words of text, excluding appendices, footnotes 

and bibliographies.  Different word limits may apply to Masters’ degrees which involve the 

preparation of a research report, a project report or a dissertation. 

 

http://otago.libguides.com/thesisinformation
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Illustrative materials (such as maps, computer disks and CDs) may be submitted with the thesis.  

They must either be bound with the thesis or placed in a pocket inside the cover.  Extensive or 

bulky material relevant to the thesis may be bound separately as an appendix. 

 

CITING OF REFERENCES 

There are three principal methods of citing references in a text: footnotes, the author-date and the 

reference-number system.  Supervisors should be consulted as to the method favoured in the 

particular subject area.  There are particular rules for each, and it is important to be consistent in the 

application of the method decided upon. 

 

Footnotes may be used for purposes other than citing references, namely to provide cross-

references, to acknowledge indebtedness and to explain or supplement material that is included in 

the text. 

 

Bibliographic style is important, and considerable time will be saved if all the necessary data for 

each citation are collected at the time of consulting the works concerned.  Various styles are 

acceptable; the important point again to remember is that, having decided on a particular style, 

students should retain this style throughout the bibliography.   There may be a preferred method 

within a discipline; students should check with their supervisor(s).  

 

The Library contains various authorities for consultation on styles of footnoting and bibliographies. 

 

PLAGIARISM 

Plagiarism (including  being party to someone else’s plagiarism) is a form of dishonest practice.  It 

is is defined as copying or paraphrasing another's work, whether intentionally or otherwise,  and 

presenting it as one's own.   

 

In practice this means that plagiarism includes: 

 any attempt to present as one's own work the work of another (whether of another student or 

a published authority);  

 quoting word-for-word, or near to it, from a source and failing to insert quotation marks 

around the quoted passage(s).  In such cases of direct copying, it it not adequate to merely 

cite the source; 

 using data or interpretative material without acknowledging the sources or the collaborators. 

 

Thesis candidates should note that the Introduction/Literature Review in their thesis must 

demonstrate evidence of their own scholarly work.  In a PhD thesis, the Literature Review goes 

beyond a mere literature ‘survey’ and candidates should avoid therefore the temptation of merely 

regurgitating the work of others or of piecing together sections of the work of others into a new 

whole.  Research is not summarising or repeating uncritically the ideas of others. 

 

Candidates should also be extremely cautious about depending heavily on review articles for their 

Literature Review.  While these are often very helpful, they can also lead to undue reliance upon 

both the ideas and actual words of other workers. 

 

Students have a responsibility to be aware of acceptable academic practice in relation to the use of 

material prepared by others, and for taking all steps reasonably necessary to ensure that no breach 

of acceptable practice occurs. 

 

Any student found responsible for plagiarism shall be subject to the University's dishonest practice 

regulations which may result in various penalties including, in extreme cases, exclusion from the 

University.  
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The University’s Dishonest Practice Guidelines are available at 

www.otago.ac.nz/study/plagiarism . 

 

Further information about plagiarism is available at www.turnitin.com. 

 

INCLUSION OF PUBLISHED PAPERS 

Students wishing to include relevant papers they may have published previously and which are 

relevant to their Master’s research topic may include these papers as a separate appendix in the 

thesis. 

 

B11: THESIS SUBMISSION DATES AND PRO RATA FEES 

 

A student is required to be enrolled at the time of submitting a thesis.   

 

This means that if the student does not submit the thesis by the end of that semester for which he or 

she is enrolled, he or she will be required to (1) enrol for the next semester and (2) pay the full fees 

for that semester.  It will not be possible for the thesis to be accepted for examination until that is 

done. 

 

If the thesis is submitted before the end of a semester, the student will receive a pro rata fees refund 

for the portion of the semester that remains after he or she has submitted calculated on a monthly 

basis. 

 

For example, if a student submits on 30 April, he or she will receive a pro rata refund based on the 

two months (May and June) that remain of the first semester.  In other words, the clock stops as 

soon as the thesis is submitted.   

 

The pro rata refund will be calculated based on full months only.  This means that if the thesis is 

submitted on say 16 April, the calculation date will be considered as 30 April and the student will 

receive a pro rata refund based on the two months that remain after 30 April. 

 

Please note that if a student has a student loan, the pro rata fees refund will be made directly to the 

Department of Work and Income. 

 

Pro rata fees apply only to those Masters’ students who are required to submit a thesis (not a 

dissertation or a research project) as part of their studies. 

 

As the clock stops when a thesis is submitted, it is important that it be submitted to the appropriate 

University staff member (see Section B12). 

http://www.otago.ac.nz/study/plagiarism
http://www.turnitin.com/


 31 

OTHER IMPORTANT INFORMATION 

It is also important that students are aware of the following: 

 

 Full-time students enrolled for the first semester only should remember that the maximum 

number of weeks that StudyLink allows for receiving a student allowance is 20 weeks per 

semester.  If a student suspects that he or she will not submit the thesis during the semester 

enrolled for, it would be advisable to enrol for the entire year to ensure continuity of a student 

allowance.  A student should remember that he or she will receive a pro rata fees refund for 

any portion of the year that remains after submission of the thesis. 

 

 There is a minimum enrolment level of one full-time equivalent year required for the thesis 

component of a Master’s degree.  Pro rata fees refunds will apply only if the minimum 

enrolment level has been reached. 

 

 A student is required to be continuously enrolled for the entire period of his or her candidacy. 

However, a student may apply to withdraw temporarily from study for a short period due to 

personal reasons beyond his or her control.  The appropriate approval should be sought in 

advance (where possible) through the student’s Head of Department and Dean (if applicable) 

to the Pro-Vice-Chancellor  (see also Section B9). 

 

An approved period of withdrawal will mean that the student will be credited at a future date 

with the pro rata fees for that period.   For example, if the student is away for a month, then he 

or she will be credited with one month’s fees. 

 

 The fees of a new student enrolling for the first time will be calculated on a pro rata basis, 

also based on full months only.  For example, a student officially enrolling from 10 October 

will be charged fees calculated from 1 October until the end of the year, namely three months.   

 

 Students may apply for a refund of the Welfare Services and Recreation Fee on a pro-rata 

basis provided that their thesis has been submitted.  Candidates who receive a refund will be 

required to surrender their University ID Card at the time of application. 

 

 University regulations require a Master’s student to be enrolled at the time of submitting 

thesis. 
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B12: THE EXAMINATION PROCESS 

 

NOMINATION OF EXAMINERS 

Masters’ theses are normally examined by two examiners:  an examiner external to the University 

and an internal examiner. 

 

It is advisable for Departments to begin the process of informally contacting and then nominating 

examiners in advance of the proposed submission date of the thesis.  If this process is begun six to 

eight weeks before submission then it is likely that examiners will have been approved, and 

formally invited to act as examiners, by the time the thesis is submitted. 

 

Examiners of a Master’s thesis are appointed by the Pro-Vice-Chancellor after consultation with the 

supervisor(s).  External examiners should normally be from New Zealand or Australia, and need not 

be the external assessors of undergraduate examinations.  A fee amounting to half that paid to the 

external examiners of doctoral theses will be paid to external examiners of Masters’ theses, whether 

or not they are members of staff in New Zealand universities. 

 

A supervisor will not be appointed as one of the examiners, but may make a report on the work of 

the student to the Head of Department concerned. 

 

SUBMISSION OF THESIS 

The student and supervisor(s) should normally agree as to when sufficient work has been done to 

enable the writing up of the thesis to be completed and the thesis to be submitted. 

 

If a student wishes to submit a thesis about which a supervisor still has significant reservations, 

those reservations should be fully explained to the student and included in the supervisor’s report.  

A supervisor cannot veto the submission of a thesis because of reservations about it. 

 

The thesis should be submitted in soft bound format as this makes later correction or amendment 

much easier.  Many successful students are required to make minor corrections before the thesis can 

be finally accepted and the degree awarded.  Enquiries concerning this form of binding can be made 

in Dunedin to the Bindery Department, University Library.  In Christchurch, enquiries can be made 

to the Manager, Academic Programmes, Dean’s Department.  In Wellington, they can be made to 

the Postgraduate Liaison Officer, Postgraduate Office. 

 

For the purposes of the examination, students are required to prepare three copies of the thesis.  

However, consideration should be given to producing additional copies if, for instance, a student 

would like to ensure that a supervisor receives a personal copy as a permanent record.  Students 

should note that for certain degrees four copies of the thesis may be requested (please check with 

the Department). 

 

Soft bound copies of the thesis must include a signed declaration that the work was done by the 

candidate personally and that the material has not previously been accepted in whole, or in part, for 

any other degree or diploma.  (The declaration form is available at www.otago.ac.nz/study/masters). 

 

The submission process is as follows:- 

 

 Three copies of the thesis should be presented to: 

- in Dunedin, to the student’s Department 

- in Christchurch, to the Manager, Academic Programmes, in the Dean’s Department 

(except for Master of Public Health theses which should be submitted to the Department 

of Public Health and General Practice) 
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- in Wellington, to the Postgraduate Liaison Officer in the Postgraduate Office 

 

 The receiving staff member will formally record the date of the submission and send a 

completed Thesis Submission form to the Student Records Office within three working days 

of submission. 

 

 Ideally a student will have contacted the Graduation Office several months prior to 

submission to enquire about graduation (subject to a successful outcome of the examination 

process).  If this has not been done previously, then enquiries should certainly be made when 

the thesis is submitted. 

 

 The Department concerned is responsible for forwarding copies of the thesis to the external 

and internal examiners. 

 

Students are strongly advised to retain any data or essential material relating to the research at least 

until the examination process has been completed. 

 

EXAMINATION PROCEDURES 

Some details of the examination process for specific degrees are set out in the relevant degree 

regulations and in Divisionally approved policies but general examination procedures at Master’s 

level are as follows: 

 

 Written reports are required from all internal and external examiners.  The external examiner 

will forward his or her report on the thesis directly to the Head of the Department concerned.   

 

 Once the reports of both the external and internal examiners have been received and 

considered, the Head of the Department, through the Dean (where applicable), shall forward a 

final recommendation on the grade for the thesis and the level of award of the degree to the 

appropriate Pro-Vice-Chancellor for approval, and transmission to the Student Records 

Office.  

 

 Where examiners cannot agree on a result, the Head of Department should so report to the 

Pro-Vice-Chancellor, who shall arrive at a decision after consulting a referee who should 

normally be external to the University. 

 

 If a thesis is assessed as not meeting the criteria for the award of the degree, the examiners 

may recommend to the Head of the Department 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 thesis for examination once only. 

 

 If a revised and resubmitted thesis is finally 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.  

Note: This provision applies only to students who first enrol for the degree in 2009 or 

subsequently. 

 

 Once the final result has been approved, the Student Records Office (not the Department) will 

inform the student in writing. 

 

 Departments are responsible for making copies of the examiners’ comments made on the 

thesis available to students (after removing the names of the examiners and any sections 

specifically confidential). 
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 If the award of the degree has been approved, two permanently bound copies of the thesis, 

together with the standard Author Declaration Form (available at 

www.otago.ac.nz/study/masters) must be forwarded to the Student Records Office.  The 

conditions set out in the form may be altered only in the most exceptional circumstances by 

the Pro-Vice-Chancellor after consultation with the Deputy Vice-Chancellor (Research & 

Enterprise). 

 

 The two permanently bound copies will be sent to the Library where one will be retained as 

the University’s permanent record of the research, and the second copy will be returned to the 

Department in which the research was conducted. 

 

INFORMATION FOR THE GUIDANCE OF EXAMINERS OF A MASTER’S THESIS 

 
Letters inviting examiners to assess a Master’s thesis normally include the following information: 

 

The Thesis 

 
A thesis submitted for a Master’s degree at the University of Otago should contain the results of a 

piece of independent research, conducted under supervision, which might reasonably be expected of 

a diligent and competent candidate after not less than twelve months of full-time study.  

 
A Master’s thesis is distinguished by the relevance of the arguments or creative work to the 

student’s discipline, the quality of the evidence collected or the design or performative principles 

deployed and the light the thesis sheds on current disciplinary concerns and interests. 

 
A Master’s thesis, as is relevant to the discipline, must demonstrate the student’s ability to: 

 master theoretically sophisticated subject matter 

 identify and evaluate critically the findings and discussions in scholarly literature and other 

forms of information; 

 design a well-structured, relevant and integrated plan of research; 

 carry out such research using appropriate methods of investigation and analysis; 

 analyse, argue and reach conclusions which are informed by independent enquiry and other 

available information 

 engage in rigorous intellectual analysis, criticism and problem solving 

 in addition to the demonstration of research and scholarship, mastery in design, creative and 

performative arts may also involve a demonstration of virtuosity, i.e. the mastery of the 

medium of production of the discipline 
 

A Master’s thesis should normally be limited to 40,000 words of text, excluding appendices, 

footnotes and bibliographies. 
 

Examination 

 

Each thesis is assessed independently by two examiners, one of whom is external to the University.  

The supervisor is not an examiner.   

 

Where there is no significant difference in marks between examiners, the final mark for the thesis is 

normally an average of the marks recommended by the two examiners. 

 

Where there is a significant difference in marks between examiners, the examiners are requested to 

consult, through the Head of Department (or nominee), and arrive at a final mark.  Differences are 
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considered to be significant when the marks differ by more than 10%, or fall either side of an award 

grade (distinction, credit or pass).    

 

If a significant difference in marks cannot be resolved by consultation, the thesis and anonymised 

copies of the examiners’ reports will be sent to a third person who will act as a referee. 

 

Where the examiners have recommended that the thesis should be revised and resubmitted, the 

same examiners are requested to re-examine the revised thesis.  A specific date will be set for the 

resubmission of the revised thesis (normally not more than six months from when the candidate is 

advised of the result).   

 

Examiners’ Reports 
 

Examiners are asked to provide (1) a written report on their assessment of the thesis as well as (2) 

a recommendation including a grade and mark.   

 

(1) Written Report 
The examiner’s written report should provide comments about the thesis for the benefit of the 

candidate.  It is most useful if the comments in the report could be presented in three sections: 

 Major 

 Minor 

 Recommended corrections/amendments/revisions (corrections may also be marked in pencil on 

the thesis itself) 

 

If options (c) or (d) are chosen (see below), the report should contain details of the major 

deficiencies that must be corrected before resubmission of the thesis is allowed (option (c)) or the 

reasons why the thesis is unacceptable and cannot be considered for resubmission (option (d)). 

 

The name of the examiner is regarded as confidential and will not be released to the candidate.  It is 

the policy of the University, however, once the examination process is complete, to release to the 

candidate the content of each report except any section which is specifically and clearly marked as 

confidential. 

 

(2) Recommendation, Grade and Mark 
Examiners are requested to recommend one of the following four options on the Examiner’s 

Recommendation Form: 

 

(a) The thesis should be accepted without amendments; or  

(b) The thesis should be accepted subject to amendments as indicated being made at the discretion, 

and to the satisfaction, of the Head of Department concerned; or 

(c) The thesis does not meet the criteria for the award of the degree (ie it fails), but may be revised 

as indicated and resubmitted for examination by a specified date; or 

(d) The thesis does not meet the criteria for the award of the degree (ie it fails), and should be 

rejected without right of resubmission.   

 

One of the above options should be chosen on the basis of the thesis as submitted. 

 

In addition to recommending one of the above four options, examiners are also asked to award a 

mark and grade on the basis of the thesis as submitted.  A mark and grade should be awarded 

irrespective of the particular option recommended by the examiner (for example, if option (d) is 

recommended, a mark and grade must also be awarded).  The following cutting marks and grades 

are used at the University of Otago: 
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A+ 90 - 100 B+ 75 - 79 C+ 60 – 64 Fail D 40 – 49 

A 85 - 89 B 70 - 74 C 55 – 59 Fail E Below 40 

A- 80 - 84 B- 65 - 69 C- 50 - 54 

 

The University awards a Master’s degree with distinction (equivalent to First Class Honours) to a 

candidate whose overall mark (including papers where taken) falls in the range 80 to 100 (A-, A, 

A+), and with credit to a student whose overall mark falls in the range 70 to 79. 

 

RIGHT OF APPEAL 
A Master’s student may seek leave to appeal against the decision of the examiners under the 

University’s “Regulations Relating to Student Appeals to the University Council” as published in 

the University of Otago Calendar. 

 

IMPORTANT NOTES ABOUT THE EXAMINATION PROCESS 

 It is important that thesis students understand that, as a result of the examination of their 

thesis, revisions may be required.  Sometimes these are relatively straightforward and will not 

take very long to complete.  However, examiners may decide that more substantial work has 

to be undertaken.  

 

 The examination of a thesis is similar to the critical scrutiny that academic work receives 

when it is submitted for publication in a scholarly journal or by scholarly publishers.  When 

work is submitted for publication, there will be two to three critical readers of the work.  It 

would be unusual for work to be accepted without revision.  Often the revisions required can 

be very substantial before the article or chapter will be accepted for publication.  In that case 

there is a choice: either the revisions are done to the satisfaction of the reviewers and editor, 

or the work is not published.  The examination of theses is similar to the processes involved in 

peer review for scientific journals. 

 

 Students should be aware that when they submit their thesis for examination it is read and 

critically evaluated by at least two examiners.  There is no guarantee of the outcome of any 

examination process.  A thesis may pass; it may fail; it may require revision.  When a thesis is 

submitted, the student and supervisor may believe that it is ready to be examined.  However, 

submitting the thesis for examination does not mean that the thesis has been "completed".   It 

means that the point has been reached where the student and supervisor believe that the work 

is ready to be scrutinised by people knowledgeable in the field of study. 
 

 If revisions are required, students should remember that this is part of the process of being a 

thesis student.  The revisions will make the thesis a better thesis.  This means that the quality 

of the final version will be higher than that of the thesis as initially submitted.  That is good 

for both the completed thesis on the library shelf and for the student’s training as a researcher. 

 

 If revisions are required, then this may affect when students are able to graduate.  It is 

important to be realistic about that.  A thesis will not be passed unless, in the view of the 

examiners, it reaches the standard required for a university degree. 

 

 It is difficult to estimate the length of time that might be required for the examination process.  

Examiners will always have other commitments to meet and the time of year at which the 

thesis is submitted can also be a factor.  In general, there may be approximately 12 weeks 

between submitting the thesis and receiving notification of the final result. 
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B13: GRADUATION 

 

If a student is hoping to have the degree conferred at the next Graduation Ceremony following the 

submission of the thesis then it is important that an application form is requested from the Student 

Information Centre in the Information Services Building several months prior to submission and 

certainly no later than the time when the thesis is submitted.  The form can also be requested by 

emailing graduation@otago.ac.nz.  The application form should be completed and returned to 

Student Administration as soon as possible and preferably well in advance of the closing date for 

that ceremony as listed in the University Calendar to maximise the chances of being accepted for a 

particular ceremony. 

 

The academic dress for Masters’ graduates of the University of Otago consists of a black gown, a 

black hood lined with silk using the colours specified for that degree (see the University Calendar 

under Academic Dress) and a black trencher. 

 

B14: ACCESS TO THE COMPLETED THESIS 
 

In situations where the thesis has been funded or helped by external research grants, the interests of 

the Sponsor may require the completed thesis to be placed under an embargo, or access to it to be 

restricted, for a period of time.  This will be permitted only in the most exceptional circumstances 

and requires the permission of the Deputy Vice-Chancellor (Research & Enterprise) in consultation 

with the appropriate Pro-Vice-Chancellor and, where appropriate, after consultation with the 

Director, Enterprise. 

mailto:graduation@otago.ac.nz
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SECTION C: RESOURCES AND SUPPORT 
 

C1: SOURCES OF FUNDING 

 

SOURCES OF FUNDING AND SCHOLARSHIP SUPPORT 

A summary printout of all sources of funding and scholarships is available on the web at:  

www.otago.ac.nz/study/scholarships/ or on request from the Scholarship Administrators, whose 

office is located on the ground floor of the Clocktower Building, Room G03.  Contact details are: 

 

Tel: +64 3 479 5292 or 479 5291   

Fax: +64 3 479 5650   

Email: scholarships@otago.ac.nz 

 

An ongoing display of this material is also set up in the Clocktower Building.  

 

UNIVERSITY OF OTAGO POSTGRADUATE SCHOLARSHIPS 

Each year the University offers a number of its own Postgraduate Scholarships for Master’s study at 

thesis level.   Application forms are available from the Scholarships Office from August onwards..   

The closing date for applications is 1 November. 

 

Scholarships for Master’s study are tenable for the thesis year only and provide for payment of 

tuition fees in addition to an annual emolument. 

 

SCIENCES  DIVISIONAL AWARDS 

Each year the Sciences  Division considers offering Divisional Awards to students whose 

applications for a Scholarship or Award have not been successful.  The relevant details of the 

unsuccessful applicants are forwarded to the Division Office for consideration. 

 

UNIVERSITY GUIDELINES FOR THE ACCEPTANCE OF EXTERNAL RESEARCH 

GRANTS  

Prospective Masters’ students should be familiar with the University’s Guidelines for the 

Acceptance of External Research Grants Involving Undergraduate or Postgraduate Students. 

 

These guidelines seek to protect the integrity of the University and the interests of the students 

involved in externally-funded or externally-supported projects.  External funding of a research 

project can raise issues relating to the ownership of the research findings.  The University’s general 

policy is that researchers must be able to publish and make presentations of the results of their 

research, including externally sponsored research.  In some cases, a delay in the publication of the 

results may be required, or special arrangements for the secure examination of a thesis may have to 

be made, to ensure that the commercial interests of the Sponsor and the University are protected.  

This being the case, various procedures should be followed: 

 

 Before the University’s acceptance of the thesis topic, the student should be fully informed, in 

writing, of any agreement into which the University has entered, and which may restrict their 

publication rights. 

 Where a student is an employee of an organisation which may claim ownership of some or all 

of the research, a formal agreement must be entered into by the University and the Employer.  

This agreement shall set out that the student has the right to submit, present and publish his or 

her thesis. 

 Exceptional circumstances may necessitate a modification of the normal examination process, 

in which case the University will arrange for commercial-in-confidence agreements to be 

completed by all prospective examiners before they receive the thesis for examination. 
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 Any delay in publication must be formally agreed to, setting out how many months 

beforehand the Sponsor must be presented with a copy or copies of the intended publication.  

The agreement must also set out time limits and the procedure for objections by the Sponsor. 

 Access to the thesis in the University Library may, for a period of time, be restricted to certain 

persons. 

 

UNIVERSITY RESEARCH FUNDING 

Further information concerning other funding sources is obtained from the staff of the Department 

concerned.   

 

POSTGRADUATE PUBLISHING BURSARIES 

 

These are bursaries awarded to Master’s candidates whose theses are under examination so as to 

continue with their student research by preparing papers to the submission stage for publication in 

journals of international standing.  Further details are available on the research Master’s web page 

at: http://www.otago.ac.nz/study/masters/#Publishing_Bursaries 
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C2: RESOURCES FOR GRADUATE RESEARCH CANDIDATES 

1. The University recognises the importance of providing appropriate resources for graduate 

research candidates to enhance the quality of their training. 

 

2. Prior to either (a) accepting a graduate research candidate or (b) approving a major change of 

topic and/or methodology during candidature, the Department/School concerned should assess 

the feasibility of the proposed research project in terms of the resources likely to be required for 

the successful completion of the project.  

 

3. The acceptance of a graduate research candidate represents the Department’s/School’s 

commitment to support his/her research project by providing the following resources: 

3.1  access to appropriate resources to undertake the candidate’s research project (for example:  

equipment, materials, facilities, and funding for fieldwork or data collection or other 

activities considered essential to the successful completion of the project); 

 

3.2 an appropriately equipped working and quiet study/writing space, including secure storage; 

 

3.3 after-hours access to departmental facilities, provided both safety and security requirements 

are met; 

 

3.4 access to appropriate computing resources; 

 

3.5 access to e-mail and appropriate internet communications; 

 

3.6 access to library facilities including interloans and database searching;  

 

3.7 access to a telephone; and 

 

3.8 for doctoral candidates, support to present at one major international conference at least 

(each Division is required to establish a policy about the level of support), in addition to 

support from Departments and Divisions to attend other conferences where appropriate and 

feasible.  

 

4. Comments by doctoral candidates and their supervisors on the adequacy and level of support 

received shall be included in their annual progress reports. 

 

Notes: 

(a)  The resources referred to in this policy do not include human resources such as supervisory    

knowledge and skills. These human resources are covered by separate regulations and policies. 

(b)  The University encourages candidates and their supervisors to apply for funding from other 

sources to support appropriate aspects of their research projects. Irrespective of the funding 

source, however, Departments and Schools remain accountable for ensuring that (i) appropriate 

resources are provided and (ii) students are informed about where and how to access the 

resources. 

(c)  Where circumstances beyond the direct control of the student, supervisor and 

Department/School necessitate an alteration of the research project’s cost structure, the 

Department/School is responsible for ensuring that the project continues to be appropriately 

resourced. 
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C3: RESOLVING PROBLEMS AND DISPUTES 
 
The University is committed to providing an environment conducive to scholarship through 

excellence in teaching, research and service.  It aims to provide a stimulating environment for both 

students and staff.  Nevertheless, during the course of your study, problems may arise.  These may 

include a problem with your supervisor or with other post-graduate students in your area.  These 

problems need not become a barrier to your study and research and, indeed, they can become a 

valuable part of the learning experience.   

 

The University’s Ethical Behaviour Policy undertakes to provide an environment of “safety, 

respect and dignity” for all members of the University community and it expects that everyone will 

contribute to the creation of that environment.   

 

If you experience problems it is best to deal with them early and with the person most directly 

concerned.  You can do this yourself or you can seek advice and support if you are unsure of how to 

proceed.  Most problems are able to be resolved informally once both people are aware of the issues 

and concerns, and the University strongly encourages informal resolution of concerns. 

 

One of the reasons people are sometimes reluctant to raise a concern is that they think it will be 

perceived as a criticism or an attack.  Adopting a problem-solving approach from the outset 

increases the chances that the other person will do the same.  “This isn’t working for me and I’d like 

to discuss what ways there might be of changing things” or something similar is a good first 

approach. 

 

If you wish, or if informal methods haven’t worked, you have the option of making a formal 

complaint under the Ethical Behaviour Policy.  The full text of the policy is available at 

www.otago.ac.nz/humanresources/policies/EthicalBehaviour 

 

There are a number of people whom you might want to contact to discuss your concerns or to seek 

advice: 

 Your supervisor 

 Your Head of Department, 

 The Director, Graduate Research Services  

 The University Mediator – mediation@otago.ac.nz or phone 479 5679 

 A member of the Ethical Behaviour Contact Network – see the posters or go to 

http://www.otago.ac.nz/mediation/about.html 

 

Any approach you make to the Director, the Mediator or the Contact Network will be confidential 

and you may request a confidential discussion with your supervisor or the head of Department 

 

ACADEMIC GRIEVANCE PROCEDURE 

In addition to the Ethical Behaviour Policy, the University has adopted an Academic Grievance 

Procedure for Students. 

 

An academic grievance means any grievance which a student has against a staff member because of 

a claim that he or she has sustained academic disadvantage as a result of that staff member’s: error; 

failure to observe an established rule or guideline without reasonable cause; unfair treatment of the 

student; or providing the student with teaching of a quality which falls below the standard that any 

reasonable teacher would be expected to provide. 

 

The objectives of the Academic Grievance Procedure are to minimise the chances of minor 

grievances escalating into major problems, to foster procedural consistency across Departments, 

Schools and Divisions, and to encourage good practice on the part of both students and staff. 

http://www.otago.ac.nz/humanresources/policies/EthicalBehaviour
mailto:mediation@otago.ac.nz
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Full details of the Academic Grievance Procedure are available at: 

(http://www.otago.ac.nz/administration/policies/otago002982.html  

 

C4: POLICY STATEMENTS AND REGULATIONS 

 

Masters’ programmes and other student affairs are governed by a number of policy statements and 

regulations.  These statements and regulations will not be reproduced in this Handbook although 

those wishing to be sure on points of detail should consult them.  The relevant policy statements and 

regulations include:   

 

• Academic grievance procedure for students 

• Admission to the University regulations 

• Alcohol at student functions 

• Computer regulations 

• Computer server policy 

• Discipline regulations 

• Dishonest practice guidelines 

• Electronic directories 

• Eligibility to use the library 

• Email policy 

• Enrolment regulations 

• Equal educational opportunities policy 

• Ethical behaviour policy 

• Examination regulations 

• Fees regulations 

• Guidelines for the acceptance of external research grants involving undergraduate or 

postgraduate students 

• Guidelines for responsible practice in research and procedures for dealing with allegations of 

misconduct in research 

• Intellectual property policy 

• Library regulations 

• Notes on the presentation of theses 

• Policy on ethical practices in research and teaching 

• Policy on credit 

• Presentation of thesis regulations 

• Regulations and notes for postgraduate scholarships and awards 

• Regulations relating to student appeals to the University Council 

• Senate policy on assessment of student performance  

• Use of premises regulations 

 

The policies and regulations referred to above are available on the University’s website in the 

policy database at the following address: http://www.otago.ac.nz/administration/policies/index.html.  

The University’s main website is situated at http://www.otago.ac.nz. 

 

Notes:  

 The above list of policies and regulations is not an exhaustive list of all policies and 

regulations related to student affairs at the University. 

 Additional policies and regulations may be added, and existing policies and regulations 

amended, from time to time. 

 Masters’ students should familiarise themselves with the regulations for their particular 

degree, as printed in the University Calendar.  Copies of the University Calendar may be 

consulted in the University Library, Divisional Offices, or the Student Information Centre, 

http://www.otago.ac.nz/administration/policies/index.html
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or may be purchased from major booksellers.  Copies of degree regulations may also be 

obtained from the Department or School in which the degree is offered, and are frequently 

included in material made available to students by Departments. 
 

C5: RELEVANT COMMITTEES 

 

BOARD OF GRADUATE STUDIES 

The Board of Graduate Studies is a committee of the Senate.  It meets once a month from February 

to November and is responsible for advising the Senate on policy and procedures relating to higher 

degrees, including masters’ degrees, doctorates and higher doctorates, including the introduction 

and design of new programmes and subjects, major revisions of existing postgraduate programmes 

and subjects, matters relevant to admission, assessment or examination of students and matters 

pertaining to academic standards.   

 

GRADUATE RESEARCH STUDENT LIAISON COMMITTEE 

This committee meets four times a year.  The committee has a purely advisory function, discussing 

current issues relating to research students.   

 

The Committee reports to the Graduate Research Committee and may make recommendations for 

changes to any appropriate processes or regulations.  Any recommendations or proposed actions 

will be discussed by the Graduate Research Committee, which will take further action where 

appropriate. 

 

The constitution of the Committee is as follows: 

 

 Director, Graduate Research Services (Convener) 

 Deputy Vice-Chancellor (Research and Enterprise) 

 One other academic member of the Graduate Research Committee 

 One representative of the Doctoral and Scholarships Office 

 Two student representatives from each of the teaching Divisions of the Dunedin campus 

 One student representative from the Wellington School of Medicine and Health Science 

 One student representative from the Christchurch School of Medicine and Health Science 

 Two representatives of Mäori students 

 Two representatives of Pacific Islands students 

 Two international students 

 The OUSA Postgraduate Student Representative 

 

The Committee represents thesis Masters and PhD students. 
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SECTION D: OTHER SERVICES AND CONTACTS 
 

D1: OTHER SUPPORT AND SERVICES 

 

The University aims to provide as much help as possible to its students in order that they may utilise 

their time at the University to their fullest potential.  There are many different ways to make use of 

this help; from the academic, to accommodation, career advice, childcare and more. 

 

ACCOMMODATION 

The Accommodation Office exists to provide help in locating accommodation for students.  The 

staff can provide lists of all available accommodation to interested parties.  The Accommodation 

Office can also arrange temporary accommodation or permanent accommodation for international 

students, which can be pre-booked through the Office.  For pre-booked accommodation, a student 

has the following options: 

 

• Residential halls and colleges, including Abbey College, the University’s postgraduate residence 

• Toroa International House 

• Privately owned flats/houses 

• Temporary accommodation 

 

The Accommodation Office can be contacted at: 

Tel: +64 3 479 8950 

Fax: +64 3 479 8249 

Email: accommodation@otago.ac.nz 

Website: www.otago.ac.nz/about/accommodation  

 

CAREERS ADVISORY SERVICE 

The Careers Advisory Service has many resources for students to use in researching employment 

prospects.  It runs seminars and tutorials on interviewing and CV techniques.  It holds information 

on current recruitment programmes.  Its staff will also meet individual students to provide 

additional help. They can be contacted at: 

Tel: +64 3 479 8244 

Fax: +64 3 479 9148 

Email: careers@otago.ac.nz 

Website: www.otago.ac.nz/careers  

 

CHAPLAINS 

The Chaplains associated with the University have offices on the top floor of the University Union.  

They are available to all members of the University, whatever their beliefs, and will be glad to make 

time for anyone who wants to talk over something in confidence. 
 
Tel: +64 3 479 8497 (Ecumenical Chaplain) or  

 +64 3 479 5348 (Catholic Chaplain) 

Email: chaplains@otago.ac.nz 

Website: www.otago.ac.nz/chaplain  
 
CHILDCARE 

Childcare at the University is provided by the Otago University Childcare Association.  The service 

is available to all tertiary student and staff parents.  Early enrolment is advisable. 
 
The Association operates four Centres.  Full-time care is available in all Childcare Centres.  The 

Nursery and Preschool Centres also take children on an hourly basis.  The Out of School Care and 

Recreation (OSCAR) programme provides afterschool and holiday care for children from five to ten 

years of age. 

http://www.otago.ac.nz/about/accommodation
http://www.otago.ac.nz/careers
http://www.otago.ac.nz/chaplain
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As this is a user pays service, fees are charged.  The Childcare Subsidy, administered by the Work 

and Income (WINZ), which is a department of the Ministry of Social Development, is available to 

families who use 3 hours or more per week and meet the income qualifying criteria.  An OSCAR 

subsidy is available to working parents on limited incomes. 
 
For further information contact: 
 
The Director 

Otago University Childcare Centres 

523 - 525 Great King Street 

P O Box 6162 

Dunedin 
 
Tel: +64 3 477 6098 

Fax: +64 3 477 6018 

Email: childcare@otago.ac.nz  

Website : http://www.otago.ac.nz/services/childcare/index.html  

 

DISABILITY INFORMATION AND SUPPORT  

Students are encouraged to seek support if they find they are having difficulty with their studies due 

to a disability, temporary or permanent impairment, injury, chronic illness or Deafness. 

  

The Disability Information and Support office can be contacted at: 

 

Tel: +64 3 479 8235 

Email: disabilities@otago.ac.nz 

Website: www.otago.ac.nz/disabilities 

 

disABILITY 

disABILITY is made up of staff and students (with and without disabilities) who provide support 

and advocacy for each other and run various educational and social activities during the year.  It is a 

good idea to join disABILITY when you come to University because, as most disABILITY 

members were also once new students, they can offer support, friendship, and advice about how to 

be most successful in your University studies as well as in your campus life generally.  disABILITY 

is also a good place to meet new students with whom you can share your first University 

experiences.  disABILITY is informal but takes seriously its role of advocacy and support for 

students with disabilities.  disABILITY meets monthly during the academic year at the Clubs and 

Societies Building and, in conjunction with the Disability Information and Support Office, produces 

a regular newsletter. 

 

For further information contact: 
 
Tel: +64 3 479 8235 

 

INFORMATION TECHNOLOGY SERVICES (ITS) 

Computers are an integral part of University life and are heavily relied on by most departments.  

Many resources are now distributed electronically using the software known as Blackboard and it 

has become an important method of student/staff communication for half the student population. 
 
Student Computing Services manages 18 Computer Resource Rooms (CPRs) spread across the 

Dunedin Campus.  All enrolled students may use these facilities.  These rooms have networked 

Macintosh and PC computers and resources such as Word Processing, Spreadsheets, Computer 

Aided Learning (CAL), and Blackboard.  Full internet access and laser printing are available in all 

resource rooms.  Free training in the use of computers is provided through optional New Users 

mailto:childcare@otago.ac.nz
http://www.otago.ac.nz/services/childcare/index.html
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seminars, hands-on classes and one-to-one teaching material.  Self-teach materials are also available 

in the resource rooms.  For more advanced computer training students can book a class run by ITS 

Training for a small fee. 
 
Students may get computing help by visiting the Tutor-Supervisor on duty in a CRR or by 

telephoning the Student Computing Hotline (telephone 479 5170 during semester time 9am - 11pm 

weekdays and at weekends) or by contacting the ITS HelpDesk (see below for details).  Most CRRs 

are open 24 hours, 7 days a week and all enrolled students have after hours access to the CRRs.  

After hours access is gained by using a current University of Otago ID card and PIN.  Further 

information can be found by visiting the website http://www.otago.ac.nz/teach/. 

 
 
The ITS HelpDesk is situated on the ground floor of the Computing Services Building.  In 

particular, the HelpDesk can assist students with issues relating to access to the student computing 

system, Blackboard CourseInfo, email forwarding and quota, and remote access to the Library 

database.  
 
The contact details for the HelpDesk are: 
 
Tel:  +64 3 479 8888 

Fax:  +64 3 479 8577 

Free Phone: 0800 479 888 

Email:  helpdesk@otago.ac.nz  

Website: http://www.otago.ac.nz/its   
 
 
ITS Training offers a wide range of computing training courses covering everything from a basic 

introduction to computing through to advanced technical training. 
 
Further information can be found by visiting the IT training website 

http://www.otago.ac.nz/its/training   

 

INTERNATIONAL OFFICE 

 

The International Office processes all international student applications and makes offers of 

admission to the University of Otago.  Once you’ve received your offer of a place,  the International 

Office is the place to go for information and advice regarding arriving in Dunedin,  immigration, 

insurance and pastoral care matters.  No appointments are required, with a ‘drop-in’ service offered 

Monday through to Friday on the Dunedin campus.  If you’re based in Wellington or Christchurch, 

international student advisors will visit regularly to assist with pastoral care issues and immigration 

matters, and can be contacted at all other times by email or phone. 

 
 
Tel:                +64 3 479 8344 

Fax:                +64 3 479 8367 

Email:          international.admissions@otago.ac.nz 

                     international.insurance@otago.ac.nz 

                     student.visa@otago.ac.nz 

                     international.support@otago.ac.nz 

Website:      www.otago.ac.nz/international 

 

 

 

 

 

http://www.otago.ac.nz/teach/
mailto:helpdesk@otago.ac.nz
http://www.otago.ac.nz/its
http://www.otago.ac.nz/its/training
mailto:international.admissions@otago.ac.nz
mailto:international.insurance@otago.ac.nz
mailto:student.visa@otago.ac.nz
mailto:international.support@otago.ac.nz
http://www.otago.ac.nz/international
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LIBRARIES 

The use of the University Library is an essential part of all students' study. The University Library 

consists of the Central Library (Arts, Humanities, Commerce, Social Sciences, Theology, Physical 

Education and general reference), the Hocken Library (New Zealand and Pacific collections), the 

Medical (Health Sciences material, including Pharmacology, Physiotherapy and Medicine) and 

Dental Libraries, the Sir Robert Stout Law Library, the Science Library, The Bill Robertson Library 

(Education), Leith Street Lending I (lesser used resources) and Leith Street Lending 2 (Bindery and 

lesser used resources). 

All branches offer assistance on accessing and using the Library and print and electronic 

information resources. Contact your subject’s Liaison Librarian for research support with your 

studies.  Resources available include books, journals, audiovisual collections, databases, copying 

and scanning facilities. Your student ID card is your library card.  Student IT Services support is 

based in Central Library. 

Always feel free to ask the Library staff. They are there to help you. 

Tel +64 3 479 8910  

Fax +64 3 479 8327  

All Enquiries: ask.library@otago.ac.nz 

Website http://www.library.otago.ac.nz 

 

MÄORI CENTRE – TE HUNGA MÄTAURANGA 

The Mäori Centre encourages Mäori students to participate and succeed at tertiary education.  It 

offers support for both academic and social needs from Registration through to Graduation. 

 

The Centre operates from a Kaupapa Mäori base to provide services such as: 

 

Academic Support 

• tutorials across all disciplines and subjects 

• study skills seminars 

• essay writing and examination  preparation 

• departmental seminars and study groups 

• time management 

• scholarship advice 

• departmental seminars/hui and study groups 

 

RESOURCES 

• small library 

• examination papers and lecture notes 

• video library 

• seminar, study and tutorial rooms 

• computers 

• television/video 

 

Liaison 

• advice about welfare, finance and health issues 

• Iwi networks 

• counselling and advocacy 

• school visits 

• support groups 

• referrals 

• course advice 

 

mailto:ask.library@otago.ac.nz
http://www.library.otago.ac.nz/
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The Mäori Centre is located at 519/533 Castle Street North, Dunedin and is open between 8:30am 

to 5:00pm from Monday to Friday.  After hours access can be arranged for personal study or study 

groups on request. 

 

So come on over to a relaxed atmosphere and meet the friendly kaimahi at the Mäori Centre, other 

tauira Mäori and you may even meet whanaunga.  For further information please contact the 

following: 

 

Manager 

Tel: +64 3 479 5762 

 

Kaiwhakahaere/Office Administrator 

Tel: +64 3 479 8305 

 

Kaitakawaenga Mäori/Mäori Community Liaison Officer 

Tel: +64 3 479 8505 

 

Fax: +64 3 479 8490 

Email: maori-centre@otago.ac.nz 

Website: http://www.otago.ac.nz/maoricentre 

 

OTAGO UNIVERSITY STUDENTS’ ASSOCIATION 

The Otago University Students’ Association (OUSA) is a student-run, student-funded organisation.  

Its main purposes are to represent the interests of and to provide services for its members, who 

include postgraduate students.  Students are elected to the OUSA Executive and are responsible for 

running the Association.  They are the team which organise and spearhead student representation at 

a university, local and national level.  Some of the services offered by OUSA include the Clubs and 

Societies Centre, an advocacy service, Radio One, a number of publications including the student 

newspaper, Critic and a gym.  If you ever need support or advice on any matter, academic or 

otherwise, come and see us.  OUSA is its members. 

 

Upon enrolment, postgraduate students become members of OUSA and have their own 

representative on OUSA’s Executive. 

Tel: +64 3 479 5332 

Fax: +64 3 479 5346 

Email: postgraduate@ousa.org.nz   

Website: http://www.ousa.org.nz 

 

PACIFIC ISLANDS CENTRE 

The Pacific Islands Centre provides:   

• Academic Support 

• Extra tutorials 

• Academin Mentoring Program 

• Information on accommodation 

• Scholarships information 

• Cultural/Pastoral Support 

• Course/s information advice 

• Orientation 

• Assistance for NZAID and international students from the Pacific 

• Fellowships 

• Church groups information 

mailto:maori-centre@otago.ac.nz
http://www.otago.ac.nz/maoricentre
mailto:postgraduate@ousa.org.nz
http://www.ousa.org.nz/


 49 

• Pacific Islands Community Network 

• Advocacy 

• Career advice 

• And lots more… 

 

Tel: +64 3 479 8278 

Email: pacific@otago.ac.nz 

Website: http://www.otago.ac.nz/pacific 

 

PROCTOR 

The role of Proctor at the University of Otago is an important one for almost everyone.  The campus 

and the surrounding suburb is a vibrant community which requires a sense of order.  One of the 

Proctor’s main roles is to work closely with the Police and local authorities in fostering the unique 

"town-gown" relationship which exists at Otago, as it relates to student behaviour.  The Proctor 

operates an open door policy and welcomes enquiries, questions and requests for information and 

advice on all matters relating to his area of responsibility (and a few that are not!).  The same also 

applies to the campus policeman.  They can be found in the Information Services Building.  The 

Proctor plays an important role in the day to day life of the campus and his existence is an 

indication of Otago’s commitment to the welfare and safe passage of its students through their 

academic career. 

 

Tel: +64 3 479 8206 

Fax: +64 3 479 3941 

Email: proctors.office@otago.ac.nz  

Website: http://www.otago.ac.nz/ proctor  

 

RECREATION SERVICES 

One of the great things about studying and working at Otago is the unique campus lifestyle, where 

sport, recreation and having fun play a major part. Recreation Services are in the serious business of 

helping students and staff have fun in their spare time. 

 

The Unipol Sports Centre is your campus sports and recreation centre and caters for a variety of 

fitness needs with cardio and weights rooms, fitness classes and gym space for basketball, 

badminton, table tennis and more. Take a fitness class during your lunch hour or get your friends 

together and enter a team in the sport for fun competition. 

 

At Unipol you can also find out more about the many activities and courses on offer. Whether you 

are into crafts, relaxation, or outdoor activities - there will be something in our recreation 

programme for you. We also organise a number of trips around the South Island - 

skiing/snowboarding, cycle tours, sea kayaking, wine tours and more. 

 

A large pool of sporting and recreation equipment is available at reasonable rates - aquatic, 

tramping and camping, sports gear, skis and snowboards, BBQs and more. We also offer a range of 

information and advice about recreation and leisure options around Dunedin and beyond. 

 

UNIPOL SPORTS CENTRE  

Tel: +64 3 479 5888 

Fax: +64 3 477 7333 

Email:  recreation-services@otago.ac.nz or unipol@otago.ac.nz 

Website: http://www.otago.ac.nz/recreation or http://www.unipol.co.nz 
 
 
 

mailto:pacific-islands-centre@otago.ac.nz
http://www.otago.ac.nz/pacific
mailto:proctors.office@otago.ac.nz
http://www.otago.ac.nz/%20proctor
mailto:recreation-services@otago.ac.nz
mailto:unipol@otago.ac.nz
http://www.otago.ac.nz/recreation
http://www.unipol.co.nz/
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REVENUE MANAGEMENT OFFICE 

The  Revenue Management Office offers information on tuition fees, budgeting advice and the 

University’s student assistance fund.  Government student allowances and Government student 

loans are now processed and paid by StudyLink.  The Revenue Management Office can be 

contacted at: 
 
Tel:  +64 3 479 9006 

Fax:  +64 3 479 9035 

Email: student.finance@otago.ac.nz 

Website: http://www.otago.ac.nz/financialservices/studentfinance.html 

 

STUDENT HEALTH SERVICES 

This service provides a comprehensive, professional, friendly and positive approach to all health 

matters including counselling.  A standard consultation costs $6.50 (in 2008) for students who have 

a current Community Services Card. 

 

3 Walsh Street, Student Services 
 
All health enquiries (including counselling) can be made to: 

Tel: +64 3 479 8212 

Fax: +64 3 479 8106 
 
Email: student-health@otago.ac.nz 

Website: http://www.otago.ac.nz/studenthealth 

 

UNIVERSITY INFORMATION CENTRE 

The University Information Centre is situated just inside the Cumberland Street entrance of the 

Information Services Building (which also houses the Central Library). 

 

The opening hours of the Centre are 8:30am to 5:30pm, Monday to Friday. 

 

General enquiries can also be directed to the University of Otago Helpline between 8.30am until 

5.00pm on: 

Tel: +64 3 479 7000 

Free phone:  0800 80 80 98 

Email: university@otago.ac.nz  

 

 

STUDENT LEARNING CENTRE 

The Student Learning Centre is a free and confidential service to support all students at all levels of 

study. 

 

Included in the Centre’s services are: 
 
• Programme of workshops on a wide range of topics, including PhD orientation, designed to help 

students improve their skills and strategies to become more effective and efficient learners.  

Workshops are designed to be interactive, relaxed and informal. 

• A collection of books and videos on study skills and personal development, and a quiet space in 

which to peruse them. 

• Individual appointments for students to discuss any study-related concerns or receive some 

practical guidance. 

 

Tel: +64 3 479 5786 

Fax: +64 3 479 5787 

mailto:student.finance@otago.ac.nz
mailto:student-health@otago.ac.nz
http://www.otago.ac.nz/studenthealth
mailto:university@otago.ac.nz
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Email:  student-learning-centre@otago.ac.nz  

Website: http://hedc.otago.ac.nz/hedc/sld.html 

 

UNIVERSITY OF OTAGO LANGUAGE CENTRE  

To attend the University of Otago (in a Postgraduate capacity), if English or Mäori is not your first 

language, you will be asked to provide evidence of competence and understanding of written and 

spoken English.  If you have not yet reached this level, you may take pre-sessional courses in 

English at the University of Otago Language Centre, which offers courses in general English, 

English for academic purposes and English for Otago.  For further information, please refer to the 

University of Otago Language Centre Prospectus, available from: 

 

University of Otago Language Centre 

PO Box 56 

Dunedin 9054 

New Zealand 
 
Located at St David Street II (Level 2, 75 St David Street) 
 
Tel:      +64 3 479 5250 

Fax: +64 3 479 5251 

Email: foundation-studies@otago.ac.nz  

Website:  http://www.otago.ac.nz/foundationstudies 
 
UNIVERSITY OF OTAGO UNION 

The University of Otago Union provides a wide range of catering and social facilities, focusing 

primarily on the provision of food and beverage services to students and staff of the University.  

Services provided are listed below: 
 
Campus Cafés and Restaurants 

This includes the Food Court consisting of several outlets in the main University Union Building 

(open 11.30am till 2pm weekdays during semester time) and Cumberlands (open 10am till 3pm 

weekdays during semester time) and Cafe Albany (open 8am till 10pm weekdays during semester 

time) in the Link (the atrium between the new Information Services Building and the Union) 

providing a diverse range of foods and drinks.  The Union Grill, adjacent to the Food Court, is open 

7am till 8pm all year round, offers breakfast, lunch and evening meals. The St David Café in the St 

David Lecture Theatre Building also offers an array of food from 8am to 4pm weekdays all year 

round. 

 

The Hunter Cafe is located opposite the Dental School on Great King Street and is open weekdays 

7.30am until 4.00pm during semester time. 

 

Conferences and Events 

Locations including the historic University Staff Club, the Union Hall and the Gazebo Lounge  are 

catered for by Conferences and Events and  are fully licensed.  These locations range in size to cater 

for 30 guests to 2,000 guests in a variety of styles and with an extensive menu selection to suit all 

customer requirements.  An experienced team is available to help organise any event, ranging from 

student hops and conferences, to weddings and formal dinners. 

 

These locations also serve an array of food as well as alcoholic and non-alcoholic beverages 

weekdays during semester time. 

 

Retail Outlets 

There are two shops in the Link between the ISB and the main Union Building and shop@com is 

located in the Commerce Building.  Both outlets provide a wide selection of pre-prepared foods and 

mailto:student-learning-centre@otago.ac.nz
mailto:foundation-studies@otago.ac.nz
http://www.otago.ac.nz/foundationstudies/uolc/index.html
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drinks, stationery, apparel, and other merchandise and are open from 8am to 5pm weekdays during 

semester time. 

 

The College Shop is located within the University of Otago College of Education, selling food and 

drinks. 

  

D2: USEFUL CONTACTS 

 

Outside the University there are various places which may be useful to students coming to Dunedin 

for the first time. 

 

DUNEDIN PUBLIC LIBRARY 

Another place which students may find useful to be familiar with is the Dunedin Public Library.  It 

is a great place to study, as well as providing several floors of fictional and non-fictional works.  

The library also features the McNab collection, an extensive collection of rare New Zealand works.  

The Library is situated in Moray Place, but if you are not living in the central Dunedin area, there 

are also libraries at Port Chalmers and Mosgiel.  For the Dunedin Library: 

 

Tel: +64 3 474 3690 

Fax: +64 3 474 3660 

Email: library@dcc.govt.nz  

Website: www.CityofDunedin.com/library/catalogue 

 

IMMIGRATION REQUIREMENTS 

International students are required to obtain student visas and study permits in order to study in 

New Zealand.  All enquiries concerning applications for these should be directed to the nearest New 

Zealand Embassy or High Commission.  International students are expected to maintain a full 

academic load to maintain their full-time student visa status.  Information and application forms are 

also available from http://www.immigration.govt.nz/  

 

OUSA DISCOUNT 

Many stores around Dunedin offer an OUSA discount, which is usually around 10% off the 

purchase price.  This discount is available upon presentation of your student ID card.  There are 

signs which indicate where the discount is available, but it may pay to ask anyway. 

  

STA TRAVEL 

STA Travel offers great savings for any travel you may wish to do, both domestically and 

internationally.  To qualify for the discounted airfares, you must apply for an ISIC card.  

Application forms for this may be picked up from the STA Travel Store which is located inside 

Starbucks on George Street.  You must bring along to STA Travel a passport-sized photo, and have 

both this and the form stamped by the University.  The fee for the ISIC card is $25.  

 

STA Travel’s address is: 

Starbucks Coffee Shop 

207a George Street 

Dunedin 

 

 STA can be contacted at: 

Tel: +64 3 474 0146 

Fax: +64 3 477 2741 

Email: dunedin@statravel.co.nz  

Web site: http://www.statravel.co.nz 

 

mailto:library@dcc.govt.nz
http://www.cityofdunedin.com/library/catalogue
http://www.immigration.govt.nz/
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THE VISITOR’S CENTRE 

This is located in the Octagon (at number 48) beside the Civic Centre, and it is a good place to go to 

find out about the local attractions and tours, as a way of exploring Dunedin.  Spots such as Larnach 

Castle, Olveston and the Albatross Colony are well known and well worth a visit, but there are 

many more things to see and do, including walking tracks, wildlife sites, and beaches.  

The phone number for the Visitor's Centre is: 

 

Tel: +64 3 474 3300 

Fax: +64 3 474 3311 

Email: visitor.centre@dcc.govt.nz 

Websites: www.visit-dunedin.co.nz  and http://www.cityofdunedin.com 

http://www.visit-dunedin.co.nz/
http://www.cityofdunedin.com/

