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Welcome to the Department of Human Geography at Macquarie University.  This 
document outlines departmental policies covering research postgraduates and provides 
links to other administrative units within Macquarie that you may need during your 
candidature. The guide does not cover every question that may arise whilst you are a 
research postgraduate, but it does provide signposts to who you may contact. In 
particular, this guide does not provide detail on university rules and forms regarding 
enrolment and change of program as it expects you to become familiar with these. In 
addition, it does not address issues of teaching and other casual employment within the 
department. These are the responsibility of yourselves, the Head of Department and 
individual members of academic staff. 
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PART A CONTACTS AND SOURCES OF INFORMATION 
 
Depart ment al Post graduat e Coord inat or : (Robyn Dowling, ext .7477; email  

rd owling@els.mq.edu.au) is t he coor dinat or of  Post graduat e St udies f or t he 
depart ment .  Cont act  Robyn wit h genera l quest ions you have about  depart ment al 
policies, scholarships, progress report s et c. The Post graduat e Coord inat or can also 
be cont act ed t o discuss mat t ers  you f eel you cannot  ra ise wit h your superv isor .   

ELS Cent re  and Websit e (Level 1, Building E7A; www.els.mq.edu.au): houses divisional 
f inance of f icers , an enquiry  desk and t he Dean of  Division. The ELS int ranet  and G: 
driv e are  maint ained f rom her e.   

ELS I T HelpDesk (ht t p:/ / www.els.mq.edu.au/ st af f / index.ht m): f or t roubleshoot ing of  
PC/ Email  problems. 

Head of  Depart ment  of  Human Geography (Prof  Richie Howit t ; ext  8386; email  
rh owit t @els.mq.edu.au): r esponsible f or allocat ion of  space and ot her resources, as 
well as f inal signing aut horit y on some univers it y f orms. Head of  Depart ment  can 
also be cont act ed t o discuss mat t ers  you f eel you cannot  ra ise wit h your superv isor .   

Higher Degree Researc h Of f ice (ext . 7987; ht t p:/ / www.researc h.mq.edu.au/ st udent s; 
email  hdrenq@vc.mq.edu.au): t he administ ra t ive unit  responsible f or t he over sight  
of  candidat ure, scholarships, and post graduat e researc h policy in t he univers it y. 
Any enquirie s about  candidat ure t hat  cannot  be resolved by your superv isor should 
go t he HDRU. Relevant  f orms f or candidat ure, scholarship, t hesis submission, et c. 
can be f ound on t he websit e. There  is a comprehensive guide t o HDR processes at  
Macquarie  at : 
ht t p:/ / www.researc h.mq.edu.au/ st udent s/ curre nt _st udent s/ hdrguide  

Human Geography of f ice (ext .8382; email  humgeog@els.mq.edu.au): can answer genera l 
quest ions about  st at ionery , purchases and liaison wit h t he ELS Cent re .   

MUPRA (Macquarie  Univers it y Post graduat e Repre sent at ive Associat ion 
(ht t p:/ / www.mq.edu.au/ mupra/ ): t he post graduat e st udent  represent at ive body on 
campus.  

 
 
 
PART B CANDIDATURE AND CANDIDATURE MANAGEMENT 
 
(i) Super visor  and St udent  Responsibilit ies 
I t  is t he responsibil it y of  t he supervisor t o: ensure t hat  a candidat e maint ains 
sat isf act ory  progress wit hin t he specif ied t erms of  his/ her  candidat ure; t hat  



appropria t e advice on t he cont ent  and f orm of  t he t hesis is of f ered; and t hat  work 
t oward s t he t hesis is subj ect  t o regular and const ruc t ive crit ical review.  
 
Macquarie  Univers it y has a code of  superv isory  pract ice t o which all depart ment s must  
adhere . The det ails of  t his code are  not  out lined here , but  can be f ound at : 
ht t p:/ / www.researc h.mq.edu.au/ st udent s/ curre nt _st udent s/ hdrguide/ a/ pract ice/ mq_co
de   
When you f irs t  enr oll, you and your superv isor should discuss t he code. Pay part icular 
at t ent ion t o t he guidelines pert aining t o ' agreement  bet ween candidat e and superv isor' , 
' regular meet ings bet ween candidat e and superv isor t o discuss pr ogress'  and 
' procedures f or dealing wit h problems of  superv ision or progress' . Superv isor and 
st udent  responsibil it ies and re lat ions wil l also be discussed at  progress int erv iews. Your 
superv isor should be your f irs t  cont act  wit h any querie s.  
 
I t  is t he r esponsibil it y of  t he student t o: become f amil iar wit h univers it y rul es 
regard ing t heir enro lment ; complet e t he degree wit hin t he specif ied t ime perio d; and 
complet e researc h at  a suf f icient  st andard . St udent s are  also required t o complet e t he 
f ormal monit orin g processes describ ed below.  
 

(ii) Changes t o Candidat ur e 
You may need t o change t he det ails of  your candidat ure Ð f rom f ull-t ime t o par t -t ime, 
t ake a leave of  absence, et c. Such changes should be discussed wit h your superv isor.  
Forms can be f ound on t he HDRU websit e. 
 

(iii) Commencement  Pr ogr am 
Univers it y and depart ment al commencement  programs are  compulsory  f or all new 
researc h st udent s. Univers it y commencement  programs are  held in Febr uary  and J uly; 
det ails are  on t he HDRU websit e. There  is a web-based vers ion f or t hose unable t o 
at t end in person. 
 
The depart ment al commencement  program is held in lat e February / earl y March and is 
held in conj unct ion wit h t he ELS program. I t  is compulsory  f or new st udent s.  
 

(iii) Pr esent at ion of  Pr oposal 
At  t he end of  your f irs t  six  mont hs of  candidat ure (pro-rat a f or par t -t ime) you are  
required t o present  a researc h proposal t o t he depart ment  along wit h a report  on 
progress t hus f ar and goals f or t he next  year.   The researc h present at ion wil l be 
f ollowed by anot her meet ing bet ween yourself , your superv isor,  t he Head of  Depart ment  
and t he Post graduat e Coord inat or in which we wil l review superv isory  arra ngement s, your 
progress so f ar,  and out line goals f or t he subsequent  year.  I f  progress is deemed t o be 



unsat isf act ory , f urt her goals and t imelines wil l be est ablished, and a f urt her review 
dat e est ablished.   
 

(iv) Annual Monit or ing of  Pr ogr ess 
I t  is import ant  t o t he depart ment  and t o yourselves t hat  you complet e your st udies 
wit hin t he t imef rame set  by t he Federa l Government  Ð f our years  f or a f ull-t ime PhD, 
eight  years  f or part -t ime. The depart ment  and univers it y t hus have in place a set  of  
procedures f or ensuring t imely complet ion. I t  is a univers it y requirement  t hat  every  
post graduat e st udent  complet e an annual progress report . Sat isf act ory  progress on t his 
report  wil l not  be at t ained unless t he depart ment al review procedures are  sat isf act oril y 
met , and t he t wo post graduat e works hops successf ully complet ed. 
 
The depart ment  requires you t o complet e annual review document s (at t ached t o t his 
guide) and an associat ed int erv iew. These document s ask you t o out line your t hesis are a, 
progress in t he previous year (wit h re f erence t o previous goals), and your goals and 
t imet able f or t he next  year.  A meet ing wil l t hen be held wit h a review panel (yourself , 
your superv isor,  t he post graduat e coord inat or,  and Head of  Depart ment ). The aim of  
t his meet ing is t o discuss your report . Delays (if  any) in achieving goals are  ident if ied by 
t he st udent  in consult at ion wit h t he review panel. These delays are  discussed wit h t he 
review panel and mechanisms f or ensuri ng t imely complet ion developed. I f  t he review 
panel believes t hat  insuf f icient  progress has been made (e.g. pers ist ent ly not  meet ing 
deadlines by 3 mont hs or more ), t hen t he r ecommendat ion f or anot her re view in 6 
mont hs is made.  At  t he end of  t his meet ing you wil l receive an agreed upon record  of  
t he meet ing and an out line of  goals f or t he subsequent  year.   
 
During t he meet ing you wil l also be asked t o comment  on t he quant it y and qualit y of  
superv ision. Your super visor wil l be absent  during t his phase of  t he int erv iew.  This is 
part  of  our commit ment  t o achieving excellence in superv ision.  Please remember t hat  
t his meet ing is not  an inquisit ion, but  an opport unit y t o re f lect  on t he past  year,  
commend sat isf act ory  progress and/ or ident if y possible dif f icult ies and at t empt  t o 
rect if y t hem. 
 
 

(v) Annual Post gr aduat e Wor kshop 
Alt hough researc h in t he social sciences and humanit ies is of t en an individual pursuit , 
st udent s and t he depart ment  benef it  f rom discussing issues as a group. Each year,  t wo 
compulsory  works hops wil l be held. The f irs t  wil l be in May, coverin g genera l researc h 
issues. These include re searc h design and planning; f ieldwork issues; writ ing st ra t egies; 
and employment  opport unit ies f or graduat es. 
 



 
Summary of Compulsory Activities 
 
Completion of university and departmental commencement programs (Year 1 only) 
Completion of HGEO806 and HGEO807 (Year 1 only) 
Presentation of Research Proposal 
Attendance at May Postgraduate Workshop (yearly) 
Presentation of Research to Department or Peers (dates vary) 
Completion of Annual Departmental Progress Interview and Associated Documentation 
(October of each year) 
 
 
PART C FACILITIES 
 
 
Space: Univers it y policy on space is t hat  f ull-t ime post graduat es should receive 1/ 3 of  

an of f ice; part -t ime st udent s are  ineligib le f or of f ice space. However,  all Human 
Geography researc h post graduat es wil l be given of f ice space f or t he 4 years  of  
candidat ure (8 years  part -t ime), but  af t er t hat  is dependent  on availabil it y. Of f ice 
space is shared wit h ot her post graduat es and we expect  usual sharin g et iquet t e t o 
be f ollowed.    

Desktop Computing: each post graduat e wil l have access t o a net worke d comput er t hat  is 
no less t han 2 years  old at  t he beginning of  t heir candidat ure. All of f ices house a 
comput er t o allow access t o email  and t he web. The Divisional I T group helpdesk is 
your f irs t  st ep in t roubleshoot ing: ht t p:/ / www.els.mq.edu.au/ I T-Helpdesk/ def ault -
t ext .ht ml.  

Qualitative Data Analysis Software: t he univers it y has a sit e licence f or NVivo which is 
available f or post graduat e use on univers it y comput ers  on campus.  

Quantitative Data Analysis Software: t he univers it y has a sit e licence f or SPSS which is 
available f or post graduat e use on univers it y comput ers  on campus.  

Photocopying: There  is also a depart ment  phot ocopier in E7A level 6. Phot ocopy charges 
are  t o be budget ed f or and paid f rom your HDR account . 

Email: email  account s can be est ablished by Phil  I ngram (ext . 8401; email 
pingram@els.mq.edu.au .   

GIS Laboratory: post graduat e st udent s have access t o t he GI S researc h laborat ory  
wit h indust ry  st andard  sof t ware .  See Mike Poulsen (ext . 8407; email 
mpoulsen@els.mq.edu.au) f or assist ance. 

Multimedia and design: The Depart ment  operat es mult imedia and design f acil it y t o which 
Post graduat e st udent s can gain access by cont act ing J udy Davis (ext . 8473; email  



jdavis@els.mq.edu.au). You are  especially encouraged t o creat e and maint ain a 
websit e f or your r esearc h. 

Items available from the Departmental Pool of Equipment 
I t  is recognised t hat  you may need some it ems f or only some it ems (e.g. t ranscrip t ion 
machines, sof t ware , digit al cameras). Some of  t hese are  available f or hire  f rom t he 
Depart ment , and you should see your super visor f or det ails. 
 
 
PART D RESEARCH FUNDING: INDIVIDUAL HDRU ACCOUNTS 
 
The Univers it y and Depart ment  of f er generous f inancial support  t o researc h 
post graduat es: $4,000 per annum f or f ull-t ime st udent s; $ 2,000 per annum f or part -
t ime st udent s. This suppor t  wil l be available f or up t o 3!  f or f ull-t ime PhD st udent s; up 
t o 7 years  f or part -t ime PhD st udent s; up t o 2 years  f or f ull-t ime MPhil  st udent s; and 
up t o 4 years  f or part -t ime MPhil  ast ers  by Researc h st udent s.  These f unds wil l be 
made available at  t he beginning of  each year.  You wil l be given an account  number,  and 
name.  I n t his guide and t he f ollowing discussion of  policies f or expendit ure, t hese are  
called ÔHDR account sÕ.  
 
Appropriate Expenditure 
A range of  act ivit ies could be support ed wit h t his sum. The guiding principal is that the 
money must be used to facilitate the student's research and timely completion.  Likely 
expenses include (t hough t his is not  exhaust ive):  

¥ Fieldwork expenses Ð e.g. t ravel, accommodat ion, purchase of  dat a 
¥ Fieldwork equipment  Ð e.g. t ape record er s, t ranscrib ers  
¥ Researc h associat ed expenses Ð e.g. t ranscrip t ion of  int erv iews 
¥ Genera l maint enance expenses Ð phot ocopying, prin t ing, document  charges 
¥ Conf er ence expenses 

All it ems purchased t hrough HDR account s remain univers it y propert y. 
 
Budgeting and Approval 
Each November you are  required t o prepar e a budget  f or t he next  year . These should 
t ake t he f orm provided in t he Appendix .  You should work closely wit h your superv isor in 
preparin g t he budget .  
Arranging and Managing Expenses 
When making a purchase, t ravel booking, et c., you must  f il l in t he approval f orm and have 
your superv isor sign it . All purchases et c are  handled by t he Finance Of f icer s in t he ELS 
Cent re . The curre nt  Human Geography of f icer is Mere dit h McGregor.   Once you have 
your superv isorsÕ approval, you should f ollow t he procedures specif ied by t he ELS Cent re  
t o arra nge t he purchase, or t ravel et c.  



 
St at ement s of  expendit ure on your account s can be prin t ed out  f or you by t he Human 
Geography Of f ice. Remember,  t hough, it  is your responsibil it y t o keep t rack of  how 
much you have spent . You must  budget  t o spend your HDR f unds in t he calendar year f or 
which t hey are  provided. 
 

PART E CONFERENCE AND TRAVEL FUNDING 
 
Macquarie University Postgraduate Research Fund : Once in t heir perio d of  candidat ure 
st udent s are  eligib le t o apply f or t his.  Commonly t hese f unds are  used f or an 
int ernat ional conf erence, t hough in special circ umst ances researc h cost s can be 
support ed. Funds are  allocat ed accord ing t o merit  and are  based on an applicat ion.  More  
det ails are  available f rom t he Researc h Of f ice at  
ht t p:/ / www.researc h.mq.edu.au/ st udent s/ curre nt _st udent s/ pgrf . Seek advice f rom 
Robyn Dowling bef or e submit t ing your applicat ion. 
 
Institute of Australian Geographers: t his nat ional organizat ion of  geographers  of f ers  
t ravel grant s t o post graduat es present ing a paper at  an I AG Annual Conf erence.  You can 
obt ain more  inf ormat ion f rom your super visor and/ or t he I AG web page at  
http://www.iag.org.au/ . 
 
Macquarie University International Office: of f ers  t ravel grant s t o st udent s conducing 
f ieldwork or at t ending conf erences overseas. Vario us deadlines and crit eria  apply; see 
ht t p:/ / www.int ernat ional.mq.edu.au/ scholarships/ t ravel_grant s.  
 
Questions? 
As a depart ment  it  is our goal t o creat e an inclusive and st imulat ing post graduat e 
experie nce. I f  you have any queri es or concerns please cont act  Robyn Dowling. 
 
 
 
 
 



 Depar t ment  of  Human Geogr aphy Ð Request  t o Use Funds in I ndividual 
HDRU Account  

 
 
St udent  name: _______________________________  I D: ___________ 
 
 
Amount : $ __________________    A/ C: ___________ 
 
Det ails:____________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________ 
 
 
Approved by superv isor:  ________________________ Dat e: __________ 
 
 
Annual Budget  f or 200_ at t ached and sight ed by superv isor



Annual Review Year :  _______ 
 

Name ____________________________________  FT/PT: 
Degree___________ 
Thesis Title_________________________________________________________________ 
Estimated Completion Date:___________________________________ 
Four Year (F/T equiv) Completion Date: ___________________ 
Leave of Absences during Candidature:_________________________________________________ 
Supervisor_________________________________________________________________________ 
Assoc. Supervisor_________________________________________________________________ 
List any employment during year ______________________________________________________ 
___________________________________________________________________________________ 
Research Funding Used ($) ___________________________________________________________ 
 
TANGIBLE ACHIEVEMENTS 
 
Research Activities (include here ethics processes, fieldwork, interviews etc.) 
 
 
 
 
 
 
 
Written papers/chapters (give titles and dates of submission to journals, supervisors etc.)   
  
 
 
 
 
 
Oral Papers (give author, title, name of conference, place and date of conference) 
 
 
 
 
 
 
 
 
Community service (include talks to local groups etc. consulting relevant to research) 
 
 
 


