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Employable design graduates need a breadth and 
depth of understanding of what’s current in their 
field of practice.

Here you’ll continue your personal development 
planning while researching the breadth of current 
practice and debate associated with graphic 
communication in both national and international 
contexts. You’ll develop self-promotional material 
and you’ll be encouraged to instigate opportunities 
for professional work experience. You’ll also 
review work from all modules through portfolio 
presentation and set goals for the next stage. 
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This module handbook is designed to support 
your studies. It contains important information 
which will help you understand the structure of 
the module and what kind of experience you can 
expect. It is also a useful resource document 
which will give you helpful general advice on how 
to get the most out of this module.

The aims of the module
To develop your understanding of professional 
aspects of graphic practice including the client 
audience and market in the context of design 
responsibility and ethical issues.

To extend your understanding of current 
issues and debates in graphic design and 
communication in both national and 
international contexts.

To further develop your skills in reflective 
practice, enabling recognition of links between 
graphic practice, career opportunities and 
personal and professional aspirations, interests 
and aptitudes.

To further develop your practical graphic skills as 
well as skills in research, self-management, 
team-working and communication.

To encourage you to promote yourself and your 
work appropriately and effectively.

 

Welcome to Professional Development 1

“Be culturally literate, 

because if you don’t 

have any understanding 

of the world you live 

in and the culture you 

live in, you’re not going 

to express anything to 

anybody else.”

PAULA SCHER 
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Learning Outcomes
On successful completion of this module you 
will be able to:

Knowledge and Understanding
Demonstrate a developed knowledge of project 
management

Demonstrate a developed knowledge of current 
issues in graphic communication

Cognitive and Intellectual Skills
Find and manage information from a range of 
sources to formulate supported arguments

Practical & Professional Skills
Demonstrate resourcefulness and the use of 
opportunities for personal development and 
professional practice

Key Transferable Skills
Use your learning plan to explore personal 
interests, aptitudes and career aspirations

Select and use appropriate methods and skills to 
communicate 
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Indicative Content
Key skills analysis
Goal setting & planning
Professional study visits
Client, user & audience
Enterprise, innovation & opportunities
Preparation for work experience
Developing promotional materials
Project management
Preparing a cv
Reflective practice & analysis
Portfolio preparation, presentation & review

Overviews of current themes and issues such as:
The business contexts for design
Globalisation and design practice
Design responsibility and ethics
Consumer culture 
The concept of sustainability in design
The impact of new technologies
The rise and rise of branding
Designer as ‘author’
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Learning Strategy
Personal and professional evaluation is used 
throughout the module to enable you to record 
and update information about personal and 
professional skills, strengths, goals, plans and 
career aspirations. This begins with a skills 
analysis and continues through your independent 
use of a personal learning log. The reflective 
process culminates in portfolio review sessions 
where you present your work from all modules 
to your tutors and peers for discussion and 
formative feedback.

Meanwhile, there are scene-setting lectures, 
seminar sessions, opportunities for study visits 
(with an international visit where possible), a 
careers conference and advice sessions that 
are all intended to extend your knowledge and 
understanding of professional graphic practices, 
current issues and debates in the field and how 
to prepare for work experience opportunities. 

Your written analysis of some of this material will 
form part of a summatively assessed 
‘careers portfolio’.

You will also engage in a substantial amount of 
creative project work for the careers portfolio 
including the production of self-promotional 
materials and a cv. Here there will be briefings 
group tutorials and critiques for formative 
feedback and a final session where you present 
your work for summative assessment. 

The VLE will be used as a supportive e-learning 
resource. Where appropriate ‘learning groups’ 
will be devised to establish reflective exchanges 
between students via blogs, wikis etc. In addition 
the VLE will act as a learning archive where 
general learning materials will be available, as 
well as subject specific materials such as studio 
presentations, web-links, audio/motion archives, 
lecture notes, competitions information, industry 
magazines and on-line journals. Where possible 
live feeds to relevant industry sites will also be 
made available. 

You will also engage in a substantial amount of 
creative project work for the careers portfolio 

“I think therefore I am”

RENE DESCARTES
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Assessment Criteria
100% ICA
One assessment component:
A Careers Portfolio, comprising critical analyses 
of current issues plus self-promotional materials 
and cv. There will also be a verbal/onscreen 
presentation of the portfolio.

Formative feedback from peers and tutors is 
integrated in the teaching schedule. Written 
feedback is given at the end of the module and 
made available in electronic form.

Formative Feedback
Is delivered on a regular basis throughout the 
module and can take many different forms. It 
can include verbal or written feedback from 
tutors or peers during one to one tutorials, small 
informal tutorial groups, student led discussion 
groups to more semi-formal presentations that 
focus on the development of your project. It 
can also include any email correspondence you 
have with your tutors. Formative feedback is 
the supportive advice you receive to help you to 
move your project forward. It helps you question 
your approach to learning and develop skills 
of analysis, objectivity and decision-making 
as well as the opportunity to share ideas and 
observations. The feedback you receive allows 
you time to reflect, question, amend and improve 
your work before submitting your final proposal. 

Summative Assessment
This takes place at the end of the module and is 
more formal. All the work you have been asked to 
evidence should be submitted by a deadline and 
often you are asked to give a verbal presentation. 
This gives you the opportunity to take part in 
the assessment process. It is your opportunity 
to explain to others the major decisions you 
have made throughout the design process and 
highlight particular aspects you would like your 
assessors to take on board. Tutors take notes 
during the presentation and also view the work in 
detail once you have left the room.

Assessment takes into account your performance 
during both the formative and summative aspects 
of the module. Regular attendance, a positive 
engagement with your studies and willingness 
to contribute to group activities is an important 
aspect of your studentship

“Good design is making 

something intelligible 

and memorable. Great 

design is making 

something memorable 

and meaningful.”

DIETER RAMS
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Feedback Assessment Form

On the next page you will see a sample feedback 
form. It provides short statements and a mark for 
each of the learning outcomes within the module. 
This information will help you understand how 
well you have achieved against the mark banding 
guidelines, which you can find on page 20. At 
the bottom of the form is a comment box ‘Notes 
for the Future’ where your tutor will highlight 
aspects of your project that have worked well 
and also where there is room for improvement for 
future modules. Your final averaged mark for the 
module is at the bottom right. There is also a tick 
box your tutor will fill in if they advise you is to 
seek a tutorial to discuss your mark.

Please note that work submitted by students may 
be checked by the University using electronic 
systems that assist in the prevention and 
detection of plagiarism 
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SAMPLE
Assessment Criteria Feedback

Demonstrate a basic knowledge of project 
management

Demonstrate basic problem-solving ability

Demonstrate skills in self management

Create and communicate a final solution 
appropriate to the brief

Present work to a defined audience

You have demonstrated an excellent knowledge of the effective use of time management skills

evident Your ability to plan and manage your time is evident Your ability to plan and 

manage your time is evident

Notes for the future

BA (Hons) Graphic Design

Module Code

Module Leader

First Marker Date

Module Mark

Internal Sampler

You have managed multiple aspects of this assignment  Your ability to plan and manage your time is 

evident Your ability to plan and manage your time is evident Your ability to plan and 

manage your time is evident

You have managed multiple aspects of this assignment  Your ability to plan and manage your time is 

evident Your ability to plan and manage your time is evident Your ability to plan and 

manage your time is evident

You have managed multiple aspects of this assignment  Your ability to plan and manage your time is 

evident Your ability to plan and manage your time is evident Your ability to plan and 

manage your time is evident

You have managed multiple aspects of this assignment  Your ability to plan and manage your time is 

evident Your ability to plan and manage your time is evident Your ability to plan and 

manage your time is evident

You have managed multiple aspects of this assignment  Your ability to plan and manage your time is 

evident Your ability to plan and manage your time is evident Your ability to plan and 

manage your time is evident

You have managed multiple aspects of this assignment  Your ability to plan and manage your time is evident Your and ability to plan and manage your 

time is evident Your ability to plan and manage your time is evident. Your ability to plan and manage your time is evident 

You have planned for known and unknown events.

School of Arts 
& Media

Explore and apply creative ideas to 
project work

The feedback is being given 

for the purposes of advice 

and guidance and to assist 

your learning and 

development in this module. 

References to standards 

or marks are entirely 

provisional and subject 

to conformation following 

university procedures. 

Only University Assessment 

Boards are able to issue 

confirmed, definite marks.

64

Live Projects & Competitions

Charles Tait

Kate Sill

Michael O’Malley

Student

Assignment Title

Name DES 1344B

12 July 2012

Level 4

Tutorial Required
√

64

64

64

64

64

64
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Research
Your approach to the module will need to be  
pro-active. A body of research is required to 
inform your idea and design solutions. The quality 
and quantity of information, and the depth of your 
critical analysis will have major impact on the 
strength of ideas and final solutions you develop 
later. Developing your project will require good 
project management and organisational skills 
along with a good deal of resourcefulness. Below 
are a few suggestions to get you started.

The Library resources have been selected by 
academic staff and the list provided in this 
handbook has been edited to support this 
module. This provides a good starting point 
for your research. It is by no means exhaustive 
and additions should be made as you progress 
through your research and define your subject 
matter. You will be required to submit a 
bibliography detailing all of your sources as part 
of your Reflective Report.

The internet when used efficiently is a highly 
productive tool. However, content is sometimes 
unreliable and not necessarily written by experts 
so be careful to check sources and look for 
parallel references to establish the value and 
legitimacy of content. You are advised to carefully
present downloaded pages in a way that is 
focused and relevant, and to ensure that all such 
work is clearly annotated with your observations 
and thoughts, together with clear statement of 
the source of this information.

Looking at the work of others can help you 
to develop your own visual language. You are 
advised to keep this research as broad as 
possible and to explore your own avenues of 
visual observation and experiment alongside 
appreciation of the work of others. Be very 
careful not to be too strongly influenced by work 
made by others. You are required to develop your 
own original work.

There are online databases that may be accessed 
by using your Library login credentials: these 
databases provide a wealth of information 
to enableyou to acquire detailed knowledge 
of a wide range of subjects and allow you to 
access previous research and examples of work 
produced in response to the themes you are 
exploring within your work.

Resources and Resourcefulness

“I prefer drawing to 

talking. Drawing is faster, 

and leaves less room 

for lies.”

LE CORBUSIER 
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Research
Look beyond immediate facilities and be aware 
of special events and exhibitions. Be prepared 
to travel and visit a number of places to get the 
information you need. Read the national press: 
Times, Guardian, Independent, Telegraph and 
follow current affairs through CNN, BBC and 
Channel 4. Look out for relevant documentaries 
in TV listings.

Look beyond the obvious - architecture, the 
environment, ephemera, film, literature, plays 
music etc, can provide inspiration.



14

Books
You are expected to make use of appropriate facilities and digital tools, as well as software such as Adobe Creative Suite and Microsoft Office.  
Suggested Library resources may include:

Essential
(2010) Nice to Meet You Too, Victionary
(2010) Writers’ and Artists’ Yearbook 2010, A & C Black Publishers Ltd
A Whiteboard Overview, Peachpit Press
Adamson, G. (2010) Global Design History, Routledge
Ambrose, G. (2008) The Production Manual: A Graphic Design Handbook, AVA Publishing 
Ambrose, G. (2006) Basics Design: Print & Finish, AVA Publishing 
Armstrong, H. (2009) Graphic Design Theory: Readings from the Field, Princeton
Berger, W. (2001) Advertising Today, Phaidon
Bierut, Michael et al. eds. (2002) Looking Closer 4, Allworth Press
Browne (2003) Asking the Right Questions: A Guide to Critical Thinking, Prentice Hall
Caban, G. (2004) World Graphic Design, Merrell Publishers
Clark, H. ed. (2009) Design Studies: A Reader, Berg
Crawford, T. (2008) Professional Practices in Graphic Design, Allworth Press 
Denison, E. (2009) Print and Production Finishes for Sustainable Design, Rotovision 
DeWolf, H. (2009) Breaking into Freelance Illustration: A Guide for Artists, Designers and Illustrators, How Books 
Doughtery, B. (2008) Green Graphic Design, Allworth Press
Fishel, C. (2009) The Freelance Design Handbook: Don’t Start Work Without It, Rotovision 
Hartley, J. (2002) Communication, Cultural and Media Studies: The Key Concepts, Routledge
Heller, S. (2007) Becoming a Digital Designer: A Guide to Careers in Web, Video, Broadcast, Game and Animation Design, Wiley 
Howells, R. (2003) Visual Culture, Blackwell
Julier, G. and L. Moor eds. (2009) Design and Creativity: Policy, Management and Practice, Berg
Klanten R., Brumnjak, B., M. Mischler. (2005) Designs for Making a First Impression, Die Gestalten Verlag 
Klanten, R. (2007) The Little Know-it-all: Common Sense for Designers, Die Gestalten Verlag; Illustrated Edition 
Lees-Maffei, G. and R. Houze, eds. (2010) The Design History Reader, Berg
Moor, L. (2007) The rise of brands, Berg
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Neumeier, M. (2005) The Brand Gap: How to Bridge the Distance Between Business Strategy and Design
Olins, W. (2003) On Brand, Thames & Hudson
Pipes, A. (2009) Production for Graphic Designers, Laurence King  
Postrel, V. (2003) The Substance of Style, Harper Collins Press 
Rampley, M. (2005) Exploring Visual Culture, Edinburgh University Press
Roberts, L. (2006) Good: An Introduction to Ethics in Graphic Design, AVA Publishing
Scratchmann, M. (2009) Illustration 101: Streetwise Tactics for Surviving as a Freelance Illustrator, Poison Pixie 
Shaughnessy, A. (2009) Graphic Design: A User’s Manual, Laurence King 
Shaughnessy, A. (2009) Studio Culture: The Secret Life of the Graphic Design Studio, Unit Editions 
Sheldon, G. (2008) Start Your Own Graphic Design Business: Your Step-By-Step Guide to Success, Entrepreneur 
Sherin, A. (2008) SustainAble: A Handbook of Materials and Applications for Graphic Designers and Their Clients
Walker, J. (1989) Design History and the History of Design, Polity Press
Waters, M. (2001) Globalization, Routledge
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Journals
Adbusters
AN Magazine for artists 
Art Monthly 
Baseline: International Typographics Magazine 
Blueprint
Computer Arts
Creative Review
Design Week
Edge Magazine
Elephant Magazine
Eye: The International Review of Graphic Design 
Exit Magazine
Form: Zeitschrift Fur Gestaltung
Frame
Graphis
Icon
Idea magazine
Print: America’s Graphic Design Magazine
Varoom: the Association of Illustrators Journal 
Wired
The Guardian (Saturday)
The Observer (Sunday)

Electronic
http://bsonline.techindex.co.uk
http://www.experimenta.org
http://www.experimenta.org/playground
http://www.bestiario.org/research videosphere/

Drop In Student Skills Centre: 
http://dissc.tees.ac.uk

Resources for your subject area (see both 
graphic design and art & design):
http://lis.tees.ac.uk/subject/display.cfm

Accessibility Statement
The School aims to make this module accessible 
to any student who may benefit by studying 
it. If you are concerned about your ability to 
access the module you are advised to contact 
the School Disability Coordinator for academic 
advice and the University Student Services staff 
for details of available support.

Resources and Resourcefulness

“God is in the details.”

MEIS VAN DE ROHE
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Plagiarism
Plagiarism is presenting someone else’s work 
as though it were your own - intentionally or not. 
If using other people’s words, ideas, images or 
artwork these must be acknowledged. If you 
plagiarise you will certainly lose marks and may 
fail your project work.

Ethical Implication
You must always consider the ethical 
implications of everything you say and write. This 
means you must not seek knowingly to offend 
other people in terms of their beliefs, their culture 
their politics, their race or sexuality. Research 
which includes participant individuals or groups 
requires consent. This is a legal procedure, and 
you should seek advice from your tutor/s who 
in turn will consult the School of Arts and Media 
Research Ethics Committee.
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Resources
All studio sessions will take place on the first floor 
of the Athena building. Each year group will be 
assigned a studio which they are to consider to 
be their base room however our approach to the 
use to studio space and facilities will be flexible to 
ensure maximum use of the facilities at all times.

A1.06/A1.05 
Year 1 base room & general studio

A1.03 
Year 2 base room & general studio

A1.07 
Year 3 base room & general studio

A1.01
Graphics Digital Studio - opening times for 
freelance access and printing will be posted on 
the door. B/w, colour printing and large format 
facilities are available. MyPrint uses a card 
swiping system with printers based all over the 
campus. The Arts & Media / IT helpdesk is based 
in the Athena building reception.

3D Workshops 
Available to access if appropriate to individual 
design solutions. Students must have attended a 
health & safety induction prior to use.

Library 
For access to PC’s, books, journals, bookable 
presentation equipment, b/w and colour 
photocopying and printing. Opening times are 
published on site.

e@t 
All support material and notices will be published 
on e@t. e@t is a virtual learning environment 
accessed through the internet. It will be used 
during the programme in various ways; for 
example keeping you in touch with module 
information, online discussions, some online 
assessment and also copies of module briefs/
handbooks will be held there. It is therefore 
important that you actively engage in the use of 
e@t. You will be expected check e@t for postings 
on a daily basis. You will be introduced to e@t 
early in the academic year.

Photography darkroom
Located in the Constantine building C2.03 & 
C2.04. Please see staff for availability.

All support material and notices will be 
published on e@t. Check daily.
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Materials

Required: 
A3 presentation folios and sleeves are required 
A3 sketchbook or A3 layout pad
A3 display wallet
A4 file
CDRoms
Data storage device e.g. memory stick 
Photomount
Cutting edge
Cutting mat
Scalpel handle
10A blades
Cleanart

Recommended but not exhaustive: 
Fine liner pens and brushes
Water pot 
Mixing palette
Drawing board and clips
Drawing paper
Pastels
Chalks
Black indian ink
Stick
Willow charcoal
Acrylic paint
Putty eraser
Magazines and newspapers
Rule
Set square
Eraser
Masking tape
Double sided tape
Transfer lettering
Digital camera
SLR camera
Lomo camera
Acetate
Acetone

“Creativity is allowing 

yourself to make 

mistakes. Design is 

knowing which ones to 

keep.”

SCOTT ADAMS

Bookable Laptops

Booking arrangements for Laptops

There are 15 Apple Mac laptops available that 
have the same software as the networked macs 
in the Graphics digital studio and base studios. 
These are bookable on a first come first served 
basis from Athena reception on the day of 
use. They are not to be removed from Athena. 
Occasionally a tutor may reserve some for a 
particular studio activity. 

Students are reminded that food and liquids 
are not to be taken near to University computer 
equipment this includes the laptops

Booking Times 
Monday to Thursday 8.30am – 4.30pm
Friday 8.30am – 4.00pm
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Mark Banding Guidelines

Marking Schedule

70 - 100% Excellent work which is of  outstanding quality

60 - 69% Very good work, above average

50 - 59% Good work which is of average standard

40 - 49% Adequate work, although below average

0 - 39% Inadequate work does not  achieve the     
 standard required for a pass at this level
 



21

Late Work & Assessment  
Always attempt every piece of work that is to  
be assessed. You must attempt all assessments 
at the first opportunity, even if you don’t think 
you can fully complete them.

You do not have an automatic right to resit or 
to repeat a year of study. An Assessment Board 
makes this decision and will take into account 
whether you have attempted all assessments. It 
is much more likely to give you an opportunity to 
take resits or repeat study if you have attempted 
all assessments. It is less likely to give you this 
opportunity if there are some assessments which 
you did not attempt at the first opportunity.

If you are unclear about this information or feel 
you are at risk of not being able to attempt any 
assessment you should contact a member of 
academic staff (module tutor, programme leader 
or personal tutor) for further advice before the 
hand-in date as there are a variety of ways in 
which support can be given.
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Extensions 
Assessment will be carried out across 2 days and 
you will be allocated an individual assessment 
point. An ‘Assessment Group Schedule’ will be 
available on e@t from 12 noon the day before 
assessment begins. If you have exceptional 
circumstances that limit your availability for 
assessment then, where possible, you must 
notify your tutor, a minimum of one week in 
advance of assessment. Any such request must 
be supported by documentary evidence.

If you arrive late for the start of your assessment 
group then your mark will automatically be 
reduced by 10%. If you miss your assessment 
group entirely then your submission is only 
eligible for a maximum of 40%.

Where you have suffered an illness or personal 
problems which have hindered project work 
and it is unlikely that you will be able to submit 
work on time, an extension can be claimed. This 
should be applied for before the final submission 
of a project. If the extension is agreed by the 
module tutor, then another submission date will 
be negotiated. Extension forms can be collected 
form the 5th floor office. Supporting evidence to 
substantiate your claim will be asked for.

Project work submitted up to 7 calendar days 
late can only achieve a maximum mark of 40%.

“You can have an art 

experience in front of a 

Rembrandt… or in front 

of a piece of graphic 

design.”

STEFAN SAGMEISTER
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Mitigating Circumstances
Should you have experienced personal 
circumstances during the module which has 
had a detrimental effect upon your project 
work, mitigating circumstances can be claimed. 
In order to have these serious circumstances 
taken into consideration, you should complete a 
Mitigating Circumstances Form, available from 
the School of Arts & Media reception on the 
5th floor, Main Tower. Supporting evidence to 
substantiate your claim will be asked for.

Resubmission
If you fail to pass a piece of In Course 
Assessment (ICA) you will be given the 
opportunity to re-submit such work provided the 
original exercise has gained a minimum of 20% 
but less than 40%. The re-submitted work must 
be handed in by an agreed date with your tutor 
but no later than the final date for submission 
of ICA work. The re-submitted work will receive 
a maximum mark of 40% if it deemed to have 
achieved pass standard.

Independent Learning
Although the timetables indicate the periods 
where we will be disseminating information to 
you, it is important that you understand the need 
for independent learning. This combined with 
the information you receive from us through the 
various teaching methods: critiques, tutorials, 
seminars and lectures, will enable you to 
develop the ability to effectively plan, manage 
and evaluate your own learning, thus allowing a 
greater critical awareness of your work.

Requirements
It is important that you read the student 
handbook in conjunction with this document. 
It contains amongst other items an important 
section on assessment. In order to earn the 
credits for each module you must submit all 
work on time, passing all assessments within 
the module, (no piece of work may fall below 
35%, and the weighted average of all summative 
assessments in the module must reach a 
minimum of 40% for a pass).
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Support
It is not uncommon for students to experience 
difficulties with their work or worry about their 
development. There will be the opportunity to 
discuss your work throughout the module with 
your module tutors. However if you feel you need 
to arrange a time to see a tutor for a personal 
one to one tutorial then you are encouraged to 
sign up for a tutorial.

Email
All official e-mail communications from the 
University will be to student’s University e-mail 
address and no other. A student who forwards 
e-mail from a University account to a non-
University (external) account does so at their own 
risk. Students who wish to communicate with 
the University by e-mail should always use the 
University e-mail system. E-mails originating from 
non-University accounts may not be recognised 
by University staff as being from a student and 
external e-mails stand a higher chance of being 
filtered out by spam or other security systems.
If a student does use a non-University e-mail 
address to communicate with the University they 
do so at their own risk.

“Perfect typography 

is certainly the most 

elusive of all arts. 

Sculpture in stone 

alone comes near it in 

obstinacy.”

JAN TSCHICHOLD
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Attendance
It is important that all timetabled classes are 
attended in order to glean maximum information, 
and you should endeavour to attend all timetabled 
sessions. The work and feedback undertaken in 
these sessions will equip you with the necessary 
skills to undertake the project work in the module. 
Attendance records are kept for all modules. 

A poor attendance record will be brought to the 
attention of the progress board and may be taken 
into account when the board is considering a 
student’s progression.
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Visual Presentation
Professional presentation of work is an essential 
part of a graphic  communicators role. This 
requires a high level of attention to detail and you 
are advised to ensure you allocate enough time 
to this activity.

A3 professional portfolio with internal clips  
for plastic sleeves.

Label outside of folio with your name  
on the spine.

Research and development work presented  
on layout paper presented in plastic display 
wallet or equivalent and/or hardback A3 
sketchbook - label with your name, project  
title and module name.

Presentation
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Printed work 
 Printed work flat mounted with photomount for 
a secure bond onto thin white card, trimmed 
then mounted onto A3 thin white card or arrange 
image/s using a common layout template 
throughout folio and print full A3 presentation 
sheets using the A0 printer.

Window mount onto A3 dayler board if displaying 
one-off imagery.

A3 card discreetly labelled (about 7pt) -  
name and project. 

Slim full-size dummies can be displayed in the 
folio using an acetate band to attach to white 
card - anything larger needs to be submitted in a 
suitable container such as a folio box (e.g. www.
silverprint.co.uk)

Larger separate items are required to be 
photographed for display on thin white card or 
full sheet template in the folio. 

Any unusual formats can be discussed with staff 
to ensure a practical solution for display.

Digital work 
Mac formatted CDRoms/DVD’s need to be 
clearly labelled with name, project title and 
module name.

Digital sketchbooks burnt onto Mac formatted 
CDRom.

All mutlimedia and website work needs to be 
burnt on a Mac formatted CDRom/DVD’s in 
relevant format.

Ensure software used is compatable with 
University studio Macs.

It is also advisable to print selected shots/scenes 
and mount onto A3 white card to provide an 
visual narrative in printed form.

Check your submission discs have copied all 
content. 

Submit discs in paper or plastic envelopes to 
protect the surface from scratches - jewel cases 
are expensive and bulky to store.

Staff will give you further advice about 
submission for assessment at appropriate stages 
during the delivery of this module.

“Just because something 

looks good doesn’t 

mean its useful. And just 

because something is 

useful does not make it 

beautiful.”

JOSHUA BREWER
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Materials

Required: 
A3 presentation folios and sleeves are required 
A3 sketchbook or A3 layout pad
A3 display wallet
A4 file
CDRoms
Data storage device e.g. memory stick 
Photomount
Cutting edge
Cutting mat
Scalpel handle
10A blades
Cleanart

Recommended but not exhaustive: 
Fine liner pens and brushes
Water pot 
Mixing palette
Drawing board and clips
Drawing paper
Pastels
Chalks
Black indian ink
Stick
Willow charcoal
Acrylic paint
Putty eraser
Magazines and newspapers
Rule
Set square
Eraser
Masking tape
Double sided tape
Transfer lettering
Digital camera
SLR camera
Lomo camera
Acetate
Acetone

“Creativity is allowing 

yourself to make 

mistakes. Design is 

knowing which ones to 

keep.”

SCOTT ADAMS
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Digital File Organisation 
 All printed final images need to be submitted in 
digital format on Mac formatted CDRom/DVD. 
These need to be both in the original document 
format (indd, psd, ai, tif etc) saved at 300dpi, 
72dpi and also in PDF format. This is to promote 
the good practice of archiving your work and also 
preparing work for professional printing. 

It is also important that you save and backup 
your work every time you work on the macs in 
A1.01 or in the studio. It is your responsibility 
to remove your work from the temporary file 
store. Remember that if you have not saved and 
removed work from the macs in A1.01 other 
people have access to your files and confusion 
could occur as to who owns the original 
copyright material.

A consistent method of naming files is very 
important when submitting work for others to 
view. Archiving your work also allows for you to 
find files quickly and easily if needed for future 
reference. Below are simple guidelines that will 
help organise your filing and also make access 
for others clear. The information below and 
overleaf is to be used as a guideline but all work 
submitted for assessment must be archived 
using this system. Work not archived in this way 
will not be accepted for submission.
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Digital Sketchbooks 
 As you begin to explore the possibilities of 
working digitally you may find that your working 
methods need to adapt to accommodate the 
advancement of your development work. There 
are times during the developmental process 
when it will be of benefit to your decision making 
to print out digital work and include it as a hard 
copy in your development work. However this 
may not always be productive or necessary. In 
some instances it is more appropriate to submit 
a ‘digital sketchbook’ to support your submission 
and form part of your development work.

A digital sketchbook is a master document 
created in Indesign or Illustrator, which acts 
very much like a ‘screen-based sketchbook’. 
It can include research, comments and notes, 
digital experimentation, development of ideas, 
alternative solutions etc. In the same way as you 
may consider how you visually organise your 
work in your in your sketchbooks and layout 
pads you should do the same in your digital 
sketchbooks. Designing a master document, 
which accommodates headings, sub-heading, 
notes and or comments, images, folio etc will 
help the viewer to access your work.

 Digital sketchbooks must be burnt onto 
Mac formatted CDRom, which must then be 
appropriately labelled. 

  Digital sketchbooks must be submitted in PDF 
format and must be presented as one document 
per project (unless there is a good or logically 
reason otherwise). 

You must use informed creative judgment to 
decide when it is appropriate to use digital 
sketchbooks and how they can support and work 
with your sketchbook/layout pad work.

A digital sketchbook is a master document 
created in Indesign or Illustrator, which acts 
very much like a ‘screen-based sketchbook’.
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Verbal Presentation 
Verbal presentation can take various forms for a 
variety of functions. Below are the four forms that 
are most commonly used but are not exhaustive.

Studio sessions 
The most informal is in the studio on a one to one 
basis with peers and/or staff where discussion 
takes place on the day to day development/
progress of the project. This is the strength of 
the studio environment and it is important that all 
students contribute and engage with their own 
and others work.

Group tutorial
This usually consists for a small group of 
students and a member of staff meeting to 
discuss project progress. There are usually mini 
targets set for the session and students are 
asked to present their development to the group 
in turn. It is the responsibility of the whole group 
to support each student with ideas, comments 
and advice.

Portfolio review
This is a more formal setting and takes place at 
key points in the year. Students are individually 
asked to present all the work they have achieved 
in a particular time span. This is the opportunity 
to discuss with an individual student their general 
progress and also to identify and set future 
learning goals/career direction.

Group presentations
Designers are often asked to present 
development / final work to clients and it is 
essential that this is delivered with clarity and 
confidence. After all, if you appear not to believe 
in your work, it does not matter how good it 
is, there is a danger the audience will also not 
believe in it.
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Learning Log/Blog
These are personal spaces to reflect on your 
learning and also focus on your academic and 
career goals. The content of this log/blog will 
inform your reflective report in Professional 
Development 2.

The blog could contain a range of research and 
information items listed below. Ensure items are 
annotated with source/date/names as well as any 
personal thoughts/analysis. Links to 
screen-based inspiration such as websites, 
emails etc. 

In addition you may wish to consider an A4 
format box/folder to contain magazine articles, 
leaflets, correspondance, skills audits etc 
plus a smaller pocket size format book for 
lecture/seminar feedback notes, tutorial notes, 
conference and gallery observations etc.

Specialism & Specialism Related Awareness 
•  Artists/Designers/Illustrators - inspiration
•  Identify design studios to approach for 

appointments - at least 20
•  Job/Career Opportunities - job adverts,  

articles etc
•  Studio costs/ freelance fees
•  Skills Base - what is industry looking for in  

new graduates
•  Associated Organisations - eg AOI, D&AD, 

ISTD, etc
•  Associated Good Practice - professional 

standards in design and business
•  Research base - mags/books/webs/exhibitions
•  Ethical Practice - censorship, copywrite, equal 

opportunities etc

Learning Awareness
•  Key Learning Notes
•  Feedback reflection
•  Crit notes
•  Peer notes
•  Creative thoughts/words/ 

suggestions/random/personal
•  Module comments
•  Project links
•  Project angst
•  Project organisation
•  Preparation
•  Team Skills
•  Portfolio Preparation

Personal Development Planner (Progress File)
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Screen-Based Planner
The screen-based planner is a series of 
interactive learning questionnaires which can be 
accessed through e@t. These documents can be 
down loaded and printed as hardcopies 
or saved digitally. It is designed to become a part 
of your on-going learning record which will 
contribute to your final reflective report and will 
therefore be assessed as part of this module.

 The Level 5 screen-based planner includes:
Background Documents

Career Goals Document

Career Planning Document

Academic Planning Document

Learning Log  Document

Learning Styles - Quiz

Academic Goals - Academic

Please note - these are the only documents from 
the on-screen planner you are required 
to access. 

Additional documents regarding CV preparation, 
interview preparation /skills and job search will 
be provided by the careers advisor and can also 
be accessed by e@t. 

Portfolio Review
In weeks14/15 you are required to attend a 
portfolio review. This gives staff and students the 
opportunity to reflect on the progress that has 
been made over the previous year of the 
programme or previous programmes. In 
preparation you are asked to reflect on your 
learning goals from the end of level 1 and 
identify any change of leaning goals or career 
aspirations to aid new goals to be set for the 
present year. Focused feedback will be given 
in a formal setting. Portfolio Reviews are seen 
as an essential part of the student experience, 
therefore it is imperative that you attend your 
appointment. You are asked to arrive 15 minutes 
prior to your appointment and be prepared to 
wait if the schedule runs over. 

You are asked to bring to your Portfolio Review:
Your PDP questionaire sheets from your  
previous year

Presentation folio 

Work in progress 

Initial thoughts regarding Final Project and the 
kind of direction you wish your folio to develop
over the coming year.

“Design is so critical it 

should be on the agenda 

of every meeting in every 

single department.”

TOM PETERS 
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You will be expected to make use of your 
studio base room throughout the week but 
there will be key structured sessions that are 
timetabled with staff. *The following timetable 
is subject to change and it is important that 
you check e@t on a regular basis for any 
announcements detailing such changes. 

Further information/guidance regarding the 
key stages within the module will be available 
with the assignment brief.

*The timetable is subject to change. Please  
check the 2nd year notice board and e@t for  
any changes to times, content of sessions and 
group allocations. 

Timetable
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Week 1   Mon 3 Oct Introduction to year, module and projects  
     10.00 am Research for visual self-promo applications for print and screen and also  
          A1.03 write CV, letter and manifesto content. Live competition research.             MD

    Tue 4 Oct Studio day 
   PDP audits preparation. Research/concept development and visual idea 
          A1.03 generation. Live competition research.

   Wed 5 Oct Studio day 
   PDP audits preparation. Research/concept development and visual idea  
          A1.03 generation. Live competition research.        

  Thur 6 Oct Tutorial Feedback/Ideas generation workshop
     09.30 am Research/concept devlopment and visual idea generation.
          A1.03 Professional Practice Lecture.                   JH/MD

     Fri 7 Oct Tutorial Feedback/Blog Task
     09.30 am Research/concept devlopment and visual idea generation.
          A1.03 Completion of PDP audits.                  KS/MD

Week 2    Fri 14 Oct Studio Day - Develop project ideas
     09.30 am Research Blog Task. Present folio to date. 
          A1.03 Present visual development of project ideas & blog.       MD

Week 3   Fri 21 Oct Studio Day - Professional Practice with Jane Simpson
     09.30 am PP Session. Research Blog Task. Present folio to date. 
 A1.03/A2.01 Present visual development of project ideas & blog.                JS/MD

Week 4    Fri 28 Oct Studio Day - Professional Practice with Jane Simpson
     09.30 am PP Session. Research Blog Task. Present folio to date. 
 A1.03/A2.01 Present visual development of project ideas & blog.                    JS/MD

Week 5    Fri 28 Oct Studio Day - Develop project ideas
     09.30 am PP Session. Research Blog Task. Present folio to date. 
          A1.03 Present visual development of project ideas & blog.       MD

Week 6    Fri 4 Nov Studio Day - Develop project ideas
     09.30 am Research Blog Task. Present folio to date. 
          A1.03 Present visual development of project ideas & blog.       MD
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Week 7   Fri 11 Nov Studio Day - Develop project ideas
     09.30 am Research Blog Task. Present folio to date. 
          A1.03 Present visual development of project ideas & blog.       MD

Week 8   Fri 18 Nov Studio Day - Develop project ideas
     09.30 am Research Blog Task. Present folio to date 
          A1.03 Present visual development of project ideas & blog.       MD 

Week 9   Fri 25 Nov Studio day - Final Preparation
     09.30 am Final preparation for self promo including CV, covering letter, manifesto
          A1.03 research, Work experience routes and final blog.       MD   

Week 10     Fri 2 Dec KEY STAGE - Career Portfolio
     09.30 am Present folio to date.
          A1.03 Formative feedback.          MD

Week 11     Fri 9 Dec KEY STAGE - Career Portfolio
     09.30 am Present folio to date.
          A1.03 Formative feedback.          MD 


