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Dear Student:
Welcome to IBEI! This “Student Guide”
will help you to settle down in Barcelona
and to get to know both the Master's
programme and IBEI. The guide was
created with the intention of informing
you about the various academic
guidelines and procedures which will
accompany you during your stay at IBEI
and which will certainly help you to
make your academic progress as
smooth as possible. It also contains
useful information on the academic year
2015-2016 and the different services
offered by IBEI and all aspects related
to living in Barcelona.
The student guide is divided into two
parts. The first part includes the general
academic guidelines of the Master's
programmes, information of the
internship programme and the guideline
to complete the final project. In the

second part you will find information
on the academic calendar and the
schedule of the Master, a brief
description and contact details of
the different departments at IBEI,
and the procedures to gain access
to libraries, the computer room and
other services.
Please take the time to carefully read
this guide book to find out how the
programme works, which guidelines are
important for you and whom you have to
contact if you need help or advice. We
are convinced that your time at IBEI and
your stay in Barcelona will be a successful
academic, professional and personal
experience. Welcome again!
Institut Barcelona
d'Estudis Internacionals
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Academic
guidelines of IBEI
Barcelona, September 2015

Introduction

1
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The Institut Barcelona d’Estudis
Internacionals (IBEI) is an inter-university
institute which was recognised by the
Generalitat of Catalunya’s Ministry of
Universities, Research and the Information
Society on 22nd July, 2004 (DOGC Nº.
4180). The IBEI aims to be a centre of
excellence and prestige, and a foremost
point of reference in the field of
international studies, providing a focal
point for the development of experts in
the discipline.
With this aim in mind, the guidelines
provided below serve a twofold function.
Firstly, they consolidate the teaching work
of the institution and bring the operation
and structure of the IBEI’s programmes
into line with the proposals of the
European Higher Education Area. And
secondly, they set out the regulations and
processes governing all of IBEI Master's
programmes.

Scope of application
The following academic guidelines apply to all Master's
programmes in both full-time and part-time modalities, offered
at the IBEI. The degree earned upon completion of a
programme is awarded jointly by the Universitat de Barcelona,
the Universitat Autònoma de Barcelona and the Universitat
Pompeu Fabra.

Admissions

Documents issued abroad must meet the following
requirements:
· They must be official documents, issued by the relevant
authorities, according to the laws and procedures of the
issuing country.
· They must be authenticated by the diplomatic corps or as
outlined in The Hague Treaty. This requirement does not
apply to documents issued by European Union member
states or signatories to the agreement on a European Area
of Higher Education.

Admission requirements
Admission to all Master's programmes is open to any student
who meets the general admission requirements governing
admittance to officially accredited Master's programmes and,
where applicable, the specific requirements set by the Institut
Barcelona d’Estudis Internacionals.
In accordance with article 3.2 of Royal Decree 56/2005, of
21st January, any student holding a foreign Bachelor’s degree
or equivalent which has not yet been validated in Spain must,
when applying, formally request recognition of the degree’s
equivalence to the appropriate Spanish degree.
With the request for recognition of qualification equivalence,
students must also provide supporting documentation as follows:
· Foreign degree or certification attesting to degree
· Academic certification of studies pursued by applicant
in earning degree, that includes, among others, the
duration of the studies followed by the applicant in
academic years; the programme of studies followed; the
courses taken; the number of credit-hours earned, and
the awarded marks.
Other documentation may also be required to validate the
equivalence between the studies comprising the applicant’s
foreign Bachelor’s degree and the studies required to obtain
the appropriate Spanish degree. This documentation may
include, where applicable, a list of courses taken, their syllabi
detailing the course contents, and academic accreditation
that the coursework in question entitles the applicant to
access a graduate programme in the applicant’s home country.

· Additionally, the documents may be required to be
supplemented by official translations in Spanish or Catalan.
Where there is any doubt over the authenticity, validity or
contents of the submitted documents, due diligence may be
exercised in their verification. The relevant issuing authorities
may be approached to verify the matters in doubt.
The Director of the Institut Barcelona d’Estudis Internacionals
will finalise admission decisions for students with foreign
degrees subject to the report of the admissions committee.
Such students may be admitted conditionally, while awaiting
the final decision.
The recognition of a foreign degree does not guarantee
admittance. A place in the programme depends on the
successful fulfilment of the admissions process.
Any recognition of foreign qualifications will be sent to the
admissions committee to inform the final admission decision.

Number of places available
The maximum number of places in the Master's programmes
provided by IBEI, both its full-time and part-time modalities,
will be fixed yearly by the Board running the Institut Barcelona
d’Estudis Internacionals.

Who is responsible for admission decisions?

· Academic transcript or attested copy.

Decisions regarding the admission of students to IBEI Master's
programmes are made by the Admissions Committee.

· Proof of level of English and, if applicable, Spanish.
· Brief curriculum vitae.

The Committee is made up of the Director of IBEI, the
Coordinator of the Master in question, one IBEI faculty
members and a teacher lecturing in the Master. The latter
two members are to be named by the Scientific Council of
the institution at the behest of the IBEI Director. The Committee
may establish sub-committees to assess the applications of
each Master's programme offered.

· Two passport-sized photos
· Two recommendation letters
· A motivation letter

Admissions standards
Submitting applications for admission and making requests
for recognition of equivalent qualifications
The Institut Barcelona d’Estudis Internacionals will hold a
single selection event for all applicants who fulfil the
requirements set out in section admissions requirements.
If there are admission application fees for the Master's
programmes or fees arising from any requests for recognition
of equivalent qualifications, the payment of such fees will be
required before these activities are carried out.

Documentation
Applicants to all Master's programmes at the Institut Barcelona
d’Estudis Internacionals, both in its full-time and part-time
modalities, must provide all required documentation when
submitting their application.
The following documents must be submitted at the time of
application:
· Photocopy of DNI (Spanish ID document), passport or
other official identification document.
· Certificate (or attested copy) of Bachelor’s degree and
any other coursework providing evidence of readiness
to study at the Master’s level, as set out in existing
regulations and described in section admissions
requirements of these academic guidelines.

Admissions standards for each Master's programme offered
by IBEI are determined by the Scientific Council of the Institut
Barcelona d’Estudis Internacionals at the behest of the
programme management. The standards must respect the
principles of equality, merit and ability.

Selection process
Admissions decisions on applicants to each Master's
programmes are made by the Admissions Committee, the
composition of which is specified in section “Who is responsible
for admissions decisions?”
Accordingly, IBEI will publish the timetable for the admissions
process (including deadlines) on IBEI's website. The Admissions
Committee is responsible for the selection of all applicants
and the resolution of all queries arising from these activities
that are not the responsibility of other bodies. The Admissions
Committee shall report on its activities to the Scientific
Council, which oversees the section process.
The Director of IBEI, or when necessary substituted by the
Coordinator of a Master's program, will communicate the
decisions of the Admissions Committee to applicants before
the start of the academic year.
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Transfer of credits from other institutions
Students may request authorisation for the transfer of a
limited number of credits from other institutions, if any
agreement exists between the granting institution and IBEI,
and students must request authorisation from the Director.
The maximum number of credits that can be transferred from
another Master’s programme, the schedule of pertinent fees,
and any related questions will be dealt with according to the
agreement between the IBEI and the appropriate institution.
The Director of IBEI will inform the Teaching Quality Committee
of established conventions, and students who are taking
courses in the framework of such agreements.

The reinstatement procedure
Reinstatement must be formally requested by any student
taking the full-time modality of Master's programmes who
has not passed 50 credits (all credits except those applying
to the final project) during the first academic year, and has
also failed to enrol in the subsequent year. Students wishing
to return to their Master must apply for re-admission to the
Director of IBEI.
Reinstatement must be formally requested by any student
taking the part-time modality of Master's programmes who
has not passed 50 credits (all credits except for the ones
applying to the final project) during the first two academic
year years, and has also failed to enrol in the subsequent
year. Students wishing to return to their Master must apply
for re-admission to the Director of IBEI.
Applications for reinstatement must be submitted to the
admissions committee of the Master’s programme within the
deadlines established by the admission process. Reinstatement
applications must include the applicant’s reasons for seeking
reinstatement in the programme.
Reinstatement may be requested only if a student has
met the requirements for maintaining enrolment eligibility
in the Master.
The body responsible for considering such applications can
request any documentation from the applicant that it deems
necessary to reach a decision.
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Enrolment

Tuition Fees

Enrolment procedure

The tuition fees that each student is liable to pay are set annually
by the Board of Governors responsible for the Institut Barcelona
d’Estudis Internacionals.

Students must enrol in the classes of their programme within
seven days of the start of the course. Students who want to
change their track (Bilingual / English) will have to submit the
request with the enrolment form and only it will be granted if
there are fulfilled the requirements established by the department
of admissions.
The students will not be able to take the obligatory subjects of
speciality as electives.
Acceptance of enrolment by the Institut Barcelona d’Estudis
Internacionals is contingent on verification of the information
submitted by the applicant and on payment of fees according
to the fee schedule set by the programme.

Change requests
Students wishing to modify their enrolment can submit a change
request form within the first seven calendar days of the term.
This request must be submitted to the Director of IBEI.
The Director of IBEI can reject the change request if the number
of students enrolled in the course or courses that the student
wishes to join exceeds the maximum of students allowed.

Credit requirements
Students wishing to take a full-time Master's programme must
enrol in all the credits required by the programme. Students
wishing to take the part-time modality of the Master must enrol
in, at least, 50% of the credits of the programme.
During the enrolment process, students must identify both
credits they are to take for the first time and credits they have
had accredited or have failed to pass in previous years.
The Master’s programme is a one-year programme, spanning
the courses and development activities offered by the Institut
Barcelona d’Estudis Internacionals.
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Minimum and maximum numbers of students in compulsory
courses, core or pathway, and electives
The maximum number of students enrolled in compulsory
courses, core as well as pathway courses, is thirty students.
The number of students required to run elective courses in
a Master’s programme is a minimum of six and a maximum
of twenty-five students.
The Master's programmes Coordinator will inform students of
the cancellation of those courses that do not reach the
miminum number of enrolled students or those in which the
maximum number has been exceeded, and, if applicable, they
will provide those students with five calendar days to apply
for alternative course/s.
In exceptional cases, the Director of IBEI can authorise elective
courses with fewer than six or greater than twenty-five
students.

Payment of tuition fees
Students admitted to both the full-time and part-time, will be
required to pay a deposit to book a place in the programme
within the deadlines and conditions stablished by the
management of the Institut Barcelona d’Estudis Internacionals.
The student will be informed of the amount of the deposit at
the moment of his/her admission notification.

The remaining tuition fees must be paid in a single payment
at the start of the academic year. The schedule for payment
is set by the management of the Institut Barcelona d’Estudis
Internacionals and will be published at the outset of the
application process.
The Director of IBEI may cancel a student’s enrolment because
of non-payment or partial payment of outstanding tuition fees.

Student cancellation of enrolment and refund policy
Students can cancel enrolment during the first twenty calendar
days of the academic year. The request for cancellation must
be submitted to the Director of IBEI, who will act on the
request in no longer than five calendar days after submission.
Enrolment cancellation by the student, if prior to the start
of the Master or within the deadlines established in this
section, will entail the return of the fees paid at the beginning
of the course, but the deposit to book a place in the programme
will be not be refunded.
The cancellation of enrolment after the first twenty calendar
days of the academic year or the student’s withdrawal at any
time after the stated deadline will not entail the refund of
any fees paid.
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Recognition of credit transfer

Recognition procedure

Definition

Students can request recognition of credit transfer for one
or more subjects during the first five calendar days of the
academic year, prior to formal enrolment.

Recognition implies equivalence in knowledge gained, in
syllabus followed and in course load taken in different
programmes of study. In the context of the European Higher
Education Area, such equivalence means that the student
has gained the knowledge and understanding as well as the
specific and broader skills and abilities covered by the subject
or subjects that make up the programme of studies in question.
Applications for the recognition of credit transfers will only
be considered for compulsory courses in the Master's
programmes, Elective courses cannot be considered for
recognition.

Responsibility for recognition decisions
The Scientific Council sets the general standards for
recognition to be followed by the Master's programmes offered
by the Institut Barcelona d’Estudis Internacionals.
The Admissions Committee evaluates any requests for
recognition of credits submitted by students.

The Coordinators of the Master's programmes may request
any information or supporting documentation from the
applicant that they deem necessary to reach a decision.
Programme coordinators can request assistance of personal
tutors for evaluating the request for credit transfers.

Consequences of recognition
A student receiving recognition of credit transfer for one or
more courses must enrol in one or more elective courses whose
credits are equal to or larger than the credit transfer recognised.

Assessment

Assessment methods and standards
Students are entitled to assessment in all of the courses in
which they are enrolled in their Master's programmes.
The knowledge, skills and competences gained by students
in a subject may be verified through final examinations, a
final project, a process of ongoing assessment, and/or other
means to evaluate a student’s effort and progress.

Assessment period
Exam dates and deadlines for final projects will fall after the
teaching period for the term is concluded, within the time
period established for that purpose in the academic calendar
of IBEI, and approved by the Teaching Quality Committee.
In exceptional cases with due justification, the Director of
IBEI can issue an extraordinary extension for exam dates or
final project deadlines.

Examination sessions
Faculty members must set out the assessment method,
percentages and criteria for any current courses they are
teaching. They must make this information available to
students at the start of the term and must as a minimum
include the following details:

All students are entitled to be assessed for each course they
are enrolled on in their Master's programme during the
semester in which it is taught.

1.
2.
3.
4.

Students who fail a course will have the possibility to re-sit
the course if they have participated in more than 50% of the
course activities evaluated by continuous assessment as well
as the final exam or have submitted a final paper (if this was
originally outlined in the syllabus).

Aims and objectives
Content and timetable
Assessment criteria and marking method
A basic reference bibliography

The Teaching Quality Committee will review and approve the
syllabus of every course offered at IBEI.
The Teaching Quality Committee will analysis the assessment
methods and results of all IBEI Master's programmes.

When a student fails one or more elective course during the
first semester of their programme, they are entitled to enrol
in additional courses in the second semester in order to
complete the required number of credits, after paying the
necessary additional fees.

Forms of misconduct
Plagiarism is strictly prohibited as is the multiple use of
coursework for different subjects, as well as the act of copying
in the tests and exams that may take place in the Master’s.
Members of the IBEI community have an obligation to bring
misconduct (eg. plagiarism, multiple uses of coursework for
different subjects, copying) to the attention of the Director
and the Master's Academic Coordinators.

Misconduct proceedings
In the case of plagiarism, multiple use of coursework or
copying in the tests and exams, misconduct proceedings will
be confidential, impartial, transparent and urgent.
In the event of an accusation of plagiarism, copy or multiple
use of coursework, misconduct proceedings will begin when
a member of the community of the IBEI reports the event in
question, and they will conclude with student notification of
the decision of the hearing committee.
Except where the programme of studies indicates otherwise,
the procedure will follow these three steps:
· Step 1: a case of misconduct is to be reported to the
Coordinator of the programme in which the student is enrolled.
The member of the community who observes a case of
plagiarism, copy or multiple use of coursework must notify
the Coordinator of the programme with all due haste. If
considered appropriate, the student in question will be notified
by the Coordinator of their Master's programme

that misconduct proceedings have been initiated
and will take whatever measures are necessary to
guarantee the confidentiality of such proceedings.
· Step 2: the presentation of arguments by the student. The
student will have three calendar days to file written
arguments and any supporting materials considered
relevant. These documents must be submitted to the
Director of IBEI and the Coordinator of the Master’s
programme. They, together with the faculty member
concerned, will determine the appropriate sanctions to
impose. If applicable, they will prevent the student from
sitting in the examination session of the course in question.
The act of copying in a test or exam with entail, in any
case, a failing mark for the student within the current
examination session. The next step will only be taken in
cases where the student opposes the accusation of copying,
plagiarism, multiple use of coursework or the sanctions
imposed in Step 2.
· Step 3: a hearing committee will be convened. Within five
calendar days from the initiation of proceedings, the
Director of IBEI programme will convene the hearing
committee, having previously notified the Scientific Council
of the IBEI. The hearing committee will be made up of at
least three members, chosen at random, and it will decide
on the case. The hearing committee must hear the
allegations of the faculty member concerned if the faculty
member requests being heard. The hearing committee is
also to notify the student of its decision through the
Coordinator of the programme within a period of two
calendar days from the hearing date.

Written proof of attendance to review meetings
Students are entitled to obtain written proof of attendance
to review meetings. Requests for written proof are to be
submitted to the Students Office Department at the IBEI.

Procedure for appeals of marks received
Students may request that their marks be reviewed according
to the following procedure:
1. After publication of provisional marks, students can appeal
the mark to the evaluating faculty member during a period
to be determined and announced prior to the release of the
marks.

Any request for a second review as described in point 2 must
be preceded by prior completion of the procedure in point 1.

Policy on record keeping
All faculty members teaching courses in Master's programmes
at IBEI are required to keep on file pertinent exams and other
documents supporting a mark for a period of one year after
the mark has been granted.
The IBEI will keep students’ original academic records for
at least five years from the time of their completion of their
Master’s programme.

Conferral of degrees and diplomas
2. After publication of final marks, students can request
a second review from the Director of IBEI, within a period
of ten calendar days.
The second review foreseen in point 2 is to be carried
out by a tribunal made up of the Coordinator of the programme
in which the student is enrolled and two faculty members
from the IBEI designated by the Director of IBEI. Before
issuing its decision, the tribunal must hear the faculty member
concerned. The tribunal is to act upon the request for a
second hearing within a period of ten calendar days from the
time of the request.

Students who successfully complete the required number
of credits on an IBEI Master's programme will be receive
a Master's degree awarded jointly by the Universitat de
Barcelona, the Universitat Autònoma de Barcelona and
the Universitat Pompeu Fabra.
Students who complete 75% of the core and elective
courses in the will be able to request a diploma recognising
the courses studied, awarded by the Institut.
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Maintaining enrolment eligibility
To remain enrolment in an IBEI Master's programme, students
are required to successfully complete a minimum of 50% of
all credits during the first academic year of the full time
programme, or 25% of all credits during the first academic
year of the part-time programme.
In cases when a student fails a course, they may enrol for a
second time during the following academic year.
Once the two attempts have been exhausted, the student can
ask to be granted an extraordinary sitting of the course exam
by the Director of IBEI, who will act on such a request taking
into account of the student’s progress throughout the Master’s
programme and the student’s performance in the other
subjects of the programme. Students who are granted
an extraordinary sitting but are not successful must leave
the programme.
The maximum period of time allowed for completing a Master’s
programme in its full-time modality is three academic years
beginning from initial enrolment. The maximum period of time
allowed for completing the Master’s programme in International
Relations in its part-time modality is six academic years beginning
from initial enrolment.
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Marking system
The marking system used in all Master's programmes corresponds
to the system set out in article 5 of the Royal Decree 1125/2003
of 5th September 2003, which implemented the European
system of credits and the marking system in official and valid
university degree programmes throughout Spain.
It includes the following features:
a) being granted credits for a subject area will entail
the successful completion of the relevant exams or
evaluation tests.
b) learning attained by students will be expressed in numerical
marks that will appear in their academic records.
c) the grade point average of each student’s academic record
will be found by multiplying each credit by the numerical
mark earned and adding the results, then dividing the sum
by the total number of credits earned.
d) a student’s results in each course in the plan of study will
be marked on a 0 to 10 scale, to one decimal point, with the
corresponding qualitative marks as follows:
0

- 4,9

Fail

5,0 - 6,9

Pass

7,0 - 8,9

Very Good

9,0 - 10

Outstanding

e) credits earned in recognition of development activities not
integrated in the plan of studies will not be given numerical
marks nor will they be calculated in the grade point average
on a student’s academic record.
f) special mention will be awarded to students who have
obtained a mark equal to or higher than 9.0 or “Outstanding”.
This number cannot exceed 5% of enrolled students in a
course in the relevant academic year, unless the number of
enrolled students is lower than 20, in which case only one
special mention may be awarded.

If a student fails only one course in their Master's programme,
they may request a 'passed for credit' mark. The Evaluation
Committee of that term, taking into account the results
achieved in other courses in the programme, may grant this.
In such cases, the student’s academic record will reflect the
numerical mark earned in the course, accompanied by the
phrase “passed for credit”.
The Evaluation Committee comprises of the Director of IBEI,
the coordinators of the Master's programmes, and the
professors instructing compulsory courses during that semester.
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Academic Record

Faculty coordination and evaluation procedures

Students will be provided with a copy of their academic
transcript when receiving their Master’s degree. Additional
copies of transcripts requested by students may incur a fee.

The Director of IBEI and the Master's programmes Coordinators
are responsible for faculty coordination as well as for the
delivery and quality of the teaching on the programme.

Final Research Project

The Teaching Quality Committee is responsible for the
approval of the IBEI procedures for evaluating faculty
performance. Developed by the Director of IBEI, these
procedures will include evaluation of the delivery and quality
of teaching.

Requirements for completion of Final Research Project
Students must complete sufficient credits in their compulsory
and elective courses before being eligible to submit their
final research project. Some Master's programmes have
additional criteria, such as a minimum level of attendance
at academic conferences and workshops organised by IBEI.

All courses offered by IBEI on all Master's programmes are
evaluated by student satisfaction surveys at the end of the
teaching period.

Further queries
Final Research Project advising
The Director of IBEI and the Coordinators of the Master's
programmes will assign an adviser for each student. The
adviser will provide guidance and supervision during the final
research project.

Project deadlines and corrections
Students must submit one hard copy of their final research
project to IBEI's Academic Office by the deadlines set for
each programme.
Students who fail their final research project will be allowed
to submit a revised version within a limited period of time
after receiving their initial grade.
Students who fail to submit their project on time will have
their submission automatically deferred to the following year.
In such cases, students must pay the appropriate tuition fees
as determined by the patrons of IBEI.

Any academic question not addressed in these guidelines
should be directed to the Scientific Council of IBEI.
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Internship
programme guidelines
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The objective of professional internships is to acquaint
students with the tasks and challenges involved in the daily
practices of organisations and professionals in international
relations and security. They also afford students the
opportunity to put into practice the knowledge they have
acquired in their IBEI Master's courses. These internships
may be curricular or extracurricular. In either case, the
student must be enrolled and taking classes in a Master's
Programme offered by IBEI.
Professional internships do not establish a connection or
work relationship between the student and the company or
institution and are regulated by specific standards set by
IBEI, which are based on the regulations used by Universitat
Pompeu Fabra (UPF) in accordance with Royal Decree
1707/2011 of 18 November. Before a professional internship
can be arranged, IBEI and the managing organisation must
first sign a cooperative education agreement. Within a month
after the internship has finished, IBEI must receive a report
from the organisation where the student is carrying out the
internship, as well as a final report from the student.

credits necessary to complete the Master's programme and
may do so during the first week of each term. Students may
also take the course as an additional subject, adding four
credits to the 60 credits necessary to complete the
programme (60 credits + 4 ECTS credits). Enrolling in the
course for extra credit can be done by completing an
enrolment form from the Department of Academic
Management. The dates and cost are announced at the
beginning of each academic year. Students may only do one
curricular internship.

Extracurricular Internships
Extracurricular internships do not make up part of the
curriculum nor do they appear on a student's academic
record, though they will appear on the European Supplement
to the Degree. In order to quality for an extracurricular
internship, the student must be enrolled and taking classes
in an IBEI Master's programme. Upon having completed all
the required credits for the programme, the student will no
longer be eligible for extracurricular internships.
Extracurricular internships must not exceed 900 hours and
may be renewed as long as the student meets the set
requirements.
While extracurricular internships do not require enrolment,
IBEI must first establish a cooperative education agreement
with the company or institution willing to take on an intern.
Extracurricular internships are expected include a stipend
for the student (at least 5 an hour, according to the UPF
Social Council).
Characteristics of Internships

Curricular Internships
Curricular internships make up part of the curriculum of each
Master's Programme and require enrolment in the elective
course titled Professional Internship, worth 4 ECTS credits.
This course will appear on the student's academic record.
Curricular internships are required to have a minimum of
120 hours and a maximum of 900 hours.
IBEI supervises the content of curricular internships to ensure
they are related to the different areas covered in each
Master's programme. Curricular internships are considered
an elective course and must be done in between academic
terms, with exception being made for part-time students. For
full-time students, the deadline for finishing curricular
internships is 30 September of the academic year following
the beginning of the Master's programme; for part-time
students, it is two academic years following the beginning
of the programme.
Students who wish to carry out curricular internships may
enrol in the course Professional Internship as part of the 60

Students may carry out internships in organisations external
to IBEI, such as private companies, international organisations,
NGOs and public institutions. Internships may also be done
with IBEI research groups. In any case, during the internship
the student may not enter into any type of contractual
relationship with IBEI or any other of the organisations.
IBEI offers its own curricular internships. These are managed
directly through collaboration agreements already in place
with various companies and institutions. Nevertheless, IBEI
also supports those students who prefer to carry out curricular
or extracurricular internships in companies and institutions
with which they have established a relationship of their own
accord. There are also many institutions with their own
internship programmes, and in some cases IBEI cannot
establish an agreement.
Once a student has received an offer to carry out an internship
outside of IBEI, he or she must notify the Department of
Academic Management, specifying the characteristics of the
internship, the name and position of his or her sponsor and
the contact details of the interested organisation. The
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academic coordinator for internships will supervise the
proposal and IBEI will help the student to complete all the
necessary paperwork and establish a cooperative education
agreement with the organisation, should one be necessary.

Curricular internships offered by IBEI
IBEI has an established support system for students wishing
to do internships that will help them to identify professional
internships, systematically collect the necessary information
and, at the same time, establish cooperative education
agreements with different organisations, both public and
private. The purpose of this is to guarantee a varied offer of
internships for Master's programme students and to ensure
those internships are suitable to different aspects and
professional interests related to international relations and
security. IBEI also offers seminars and personalised support
to identify alternative opportunities for internships.
Students who wish to receive more information about the
internships offered and managed directly by IBEI must
complete a form indicating their areas of interest (private
companies, institutions or NGOs), the region they are
interested in (international, Spain, Barcelona) and any other
information they consider relevant. In addition, they must
present an updated CV, together with a letter of intent.
Requests must be submitted between 1 May and 31 July.
Organisations working in collaboration with IBEI send
descriptions of available internships, which will be forwarded
to students who have requested information about the
internships IBEI offers. Students may then notify IBEI if they
are interested in any. The student will not contact the
organisation directly. IBEI will act as intermediary and send
the CVs of the interested candidates who best meet the
requirements of the job description.
The final selection of the candidates will be made by the
organisation. The internships will be formalised through an
annex of the Internship Agreement signed by IBEI, the
organisation and the selected student.

Assessment of Curricular Internships
Curricular internships are equivalent to one elective course
worth 4 ECTS credits and are subject to a predefined and
standardised assessment system. The final mark is based on
two reports:
1) The first is an assessment report from the student's
supervisor in the organisation where the internship is carried
out. The supervisor must complete a standardised form
assessing the professional competencies acquired by the
student by giving each a mark of 0 to 10, with 10 being the
highest. The supervisor will send this report to the IBEI

academic coordinator of internships through an electronic
system within a month after the internship has finished.
2) The second document is a five-page personal report written
by the student on the progress he or she made during the
internship and the professional experience acquired. The
report must include the following points:
A) Student's personal details.
B) Name and location of the organisation where the
internship was carried out.
C) Detailed description of the tasks, jobs and departments
he or she was assigned to.
D) Assessment of tasks performed with the knowledge
and competencies acquired during university studies.
E) Problems that arose and how they were resolved.
F) Knowledge and skills that were acquired on the
internship.
G) Assessment of internship and suggestions for
improvements.
The student must send the final report to the IBEI academic
coordinator of internships by email (master@ibei.org) within
one month upon completing the internship.
The final mark is the average of the supervisor's report and
the personal report. The final assessment will be made once
the internship has been completed. If no assessment of the
internship is made, the subject will appear as "incomplete"
on the student's record.
The IBEI academic coordinator of internships is responsible
for determining if the student passes the course and must
sign all necessary paperwork to that effect. The student's
academic advisor will also complete an assessment report.
Head of the Academic Office:
Mariona Fernández (mfernandez@ibei.org)
Academic Coordinator of Internships:
Laia Mestres (lmestres@ibei.org)

Guideline to complete
the final research
project

Characterlstlcs of the project
The aim of the project is to learn how to carry out your own
research on one of the topics tackled in the Master’s, that
also implies some effort to develop an original analysis of a
political, social or economic issue.
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The final project must include a well- defined research
question, together with the justification of such relevance
(eg. Under which conditions have the United Nations been
successful in preventing genocides? Which are the differences
in the development strategies between Thailand and Malaysia?
What is the effectiveness of debt relief? Which institutional
structures most effectively condition state behaviour? etc.).
Secondly, the student must specify the hypothesis and
methodological criteria with which s/he aims to answer the
research question. The final project may also be oriented
towards an outstanding contribution to scientific debate and
theoretical discussion, in terms of originality, systematization
or reflection.
The final project must be based on technical books available
for the selected topic, and also include a convincing analytical
argument to answer the questions arising from the research
done. In order to discuss the research hypothesis, students
must provide the original data and information, or already –
existing data treatments in primary sources. Alternatively,
and in certain cases, students can also check secondary
literature that includes empirical contributions already done.
The final project must have a limit of 10,000 words, and
students will be able to write it in Spanish or English.
It will need to have the following formal characteristics:

Font

Times New Roman

Font size

12p.

Space between the lines 1.5

Margins

2,5

Notes will need to be written at the bottom of the page

During the two semesters, the programme will offer a series
of seminar sessions about methodologies used in the social
sciences, with the aim of facilitating the initial definition of
the final project. If necessary, there will also be tutorial
sessions for small groups to strengthen some basic knowledge
on research methods.

Once IBEI receives the evaluations, it will calculate the average
of each project and, if the difference among the qualifications
given by the evaluators is equal to or lower than 2.5 points,
this average will be the final grade. In those cases in which
the difference is higher than 2.5, the Director of IBEI will
nominate a third evaluator to prepare an additional report
and give a new grade that will count towards the average
and final grade of the project.

Later on, in January and February 2016, students will be
interviewed by the personal tutor with the aim of finding
possible areas on which to work, and potential dissertation
supervisors to develop the research project. The academic
tutors will be the teachers and faculty members that
participate in the Master's programmes.

The student will get the corresponding evaluation reports of
his/her research project and the final grade. If the student
fails to successfully complete the project or does not hand
it in within the established deadlines, s/he will be required to
hand it in again in the examination session of the next edition
of the Master’s.

How to select your tutor and research topic?

During next months, and after the first contact with the
dissertation supervisor, each student will be required to
submit a project proposal that includes the research question,
the theoretical framework and a brief summary and a 1000word summary. The dissertation supervisor will supervise
the development of the project by means of comments and
suggestions to improve it, and also through the reading of
the project’s first draft. Moreover, if feasible, the supervisor
will be part of the evaluation committee of the project.

Project evaluation
Students will have a single examination session to successfully
complete the final project. The deadline to hand it in will be
15 September 2016 for those students taking the full-time
modality of the programme, and 15 September 2017 for those
students taking the part-time modality.
Two teachers will evaluate the projects: the supervisor and
another teacher nominated by the Coordinator of the
programme and the Director of IBEI, primarily selected among
the team of programme teachers and according to the topic
of the project. Each evaluator will need to prepare an
evaluation report according to the suggestions provided by
IBEI, which, in any case, must include a numerical qualification
from 0 to 10 (with a single decimal).

02
Studying
at IBEI

S

T
25 UDY
IN
G

AT

IB
EI

Academic
calendar

The propaedeutic introductory courses will take place from
14 to 21 September.
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Students will be given the detailed calendar for the different
courses that made up the Master’s on the first day of class.

The Master’s starts on Monday 28 September, and classes
meet from 9 a.m. to 9 p.m., Monday to Friday.

Christmas holidays will start on 23 December 2015 and end
on 6 January 2016 (inclusive).
Easter holidays will take place from 21 March to 28 March
2016 (inclusive).
The closing ceremony will be on 17 June 2016.
Students will be required to hand in their final projects on
15 September 2016.

Activity

From

To

Propaedeutic introductory courses

14/09/2015

21/09/2015

Opening of the Master’s in International Relations

28/09/2015

1st semester

28/09/2015

29/01/2016

Course enrolment

29/09/2015

07/10/2015

Christmas Holidays

23/12/2015

06/01/2016

Exams

25/01/2016

29/01/2016

Holidays- Change of semester (“Semana Blanca”)

01/02/2016

12/02/2016

2nd semester

15/02/2016

17/06/2016

Course enrolment

15/02/2016

19/02/2016

Easter holidays

21/03/2016

28/03/2016

2nd term exams

13/06/2016

17/06/2016

Final Project submittal

15/09/2016

* For further information about deadlines or dates, you can contact the Academic Office.
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The IBEI building
opening hours
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IBEI is open from Monday to Saturday from 8 am to 9.30 pm.

Master in International Security Coordinator:
Margarita Petrova
mpetrova@ibei.org
The coordinators of the Master's programmes deal with
any doubt or query that the students may have about course
contents, and they also solves any academic-related issue
that students may have throughout the course. They may
be contacted by email or during their office hours.
They are also responsible for approval of possible changes
in registration during the authorized period.
The coordinators of the Master's programmes and personal
personal tutors also mentor students individually, and
supervise their evolution throughout the programme.

Master's Direction
and Academic
Coordination
3
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Direction and Coordination:
Director of IBEI
Jacint Jordana
jjordana@ibei.org
The Director of IBEI is responsible for the design and general
supervision of all Master's programmes.

At the end of each semester, students complete anonymous
evaluation surveys of all courses and staff. The surveys
provide an assessment of the education received, as well as
offer suggestions for improving the programme in the future.
Also, if during the semesters you have any comments about
the programme, you can directly contact with Academic
Coordinator within the established schedule or via email.
You can also get your suggestions through the student
representatives of the course, who have regular meetings
with the Coordinator and the Director of IBEI.
Admissions Academic Coordinator:
Miriam Bradley
mbradley@ibei.org
Internship Programme Academic Coordinator:
Laia Mestres
lmestres@ibei.org
Mundus MAPP Programme Coordinator:
Pablo Pareja
ppareja@ibei.org

Internal Quality Assurance System
If you wish to set up an appointment with the Director, you
will need to contact the Technical Secretariat.
Technical Secretariat
Berta Baquer
direccio@ibei.org
Head of Studies and Master in International
Relations Coordinator:
Robert Kissack
rkissack@ibei.org
The Head of Studies of IBEI, manage the coordination of the
educational activities and the coordination between the
different Master's programmes. And also deals with general
student's issues.

IBEI Master's programmes are is subject to an Internal
Quality Assurance System. It is the responsibility of IBEI's
Scientific Council, which evaluates student satisfaction and
the global functioning of the programme, to adapt (if
necessary) the study plan for the Master's degrees and
subsequently inform the Board of Patrons (the institute's
highest governing body).
The Council carries out the day-to-day quality control of
the Master's programme through the Teaching Quality
Committee, which is responsible for managing, coordinating
and carrying out the follow-up of the Internal Quality
Assurance System for the Institute's postgraduate training
programme. The Committee consists of:
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Ex officio members:
Jacint Jordana, Director of IBEI
Blanca Lázaro, Manager of IBEI
Academic Coordinators of IBEI Postgraduate Programmes:
Coordinator of the Master's in International Relations
Coordinator of the Master's in International Security
Coordinator of Mundus MAPP
Three lecturers representing the universities that award
the qualification. These can be the same representatives
of the three universities in the Scientific Council:
UPF
UB
UAB
Three lecturers representing teaching staff contracted
directly by IBEI, chosen from doctoral researchers with
teaching responsibility on the Master's degree.
Three students representatives from the Master's
programmes, chosen from the delegates.
Two representatives from IBEI staff.
The designated functions of the Teaching Quality Committee
include:
· Checking that the requirements of the Quality Policy and
Objectives for teaching the Master's degree are fulfilled
· Analysing and suggesting improvements to procedures
for the following:
· Assessment and improvement of quality in terms of
teaching and staff
· Quality guarantee for external work placements and
mobility programme
· Analysis of the employability of title holders and level of
satisfaction with training received
· Analysis of the satisfaction of different groups involved
and the treatment of suggestions and complaints
· Conducting the development and follow-up of different
processes that make up the system, such as the
identification and coordination of units involved
· Developing proposals for improving the quality system for
the training programme, which are presented to the
Scientific Council for implementation, follow-up and assessment
In this way, the procedures for assessing and improving
quality in terms of teaching and teaching staff primarily
include the following:
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1. Assessment questionnaires
2. Evaluation of learning-related results
3. Semester meetings with teaching staff
4. Regular programme coordination meetings
with student representatives
Assessing the results of these different actions provides
relevant information for continual improvement in terms of
content and the development of the training programme. In
addition, this is supported by learning improvement tools.
Together with the Teaching Quality Committee, the
management team at IBEI (Director, Manager, Master's
programmes Coordinators), is in charge of coordinating and
implementing actions of the Teaching Quality Committee. In
turn, they are assisted by the figure of academic tutor whose
main role is to respond to student queries.
Finally, as the Pompeu Fabra University coordinates the
section of the Master's programmes that are delivered at
IBEI, this university helps guarantee the quality of degrees
by providing technical support through the following units:
Study, Planning and Assessment Unit (UEPA), Information
and Institutional Projection Unit (UIPI) and the Centre for
Quality and Innovation in Teaching (CQUID).

Departments
directly linked
with the Master's
programmes
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Prior to your arrival at the IBEI, and all
throughout the years that you will be
studying with us, you will need to get
in touch with several departments. The
following sections aim to offer a general
view of the main functions assigned to
the departments that are directly linked
with the Master’s.
Admissions
Rebecca Niethammer
rniethammer@ibei.org
Phone: +34 93 542 30 21
Schedule
Monday to Friday from 10 a.m. to 1.30 p.m.
Monday and Wednesday from 4 p.m. to 6.30 p.m.
The admissions department offers personalized attention to
prospective students and solves their doubts and queries about
the programmes, both personally (during its office hours) and
by email at admissions@ibei.org
Furthermore, the department receives and organizes all
the documentation sent by future students of the Master's
programmes, and communicates their acceptance or
non-acceptance to their preferences (full-time, part-time).
It also helps students with financial matters.

Academic Office
Mariona Fernández
Head of Academic Office
master@ibei.org
Phone: +34 93 542 30 05
Blanca Barón
master@ibei.org
Phone: +34 93 542 30 03
Schedule
Monday to Friday from 10 a.m. to 1.30 p.m.
Monday to Thursday from 4 p.m. to 6.30 p.m.
The Academic Office department is located on the first floor
of the IBEI building. lf you have any query related to the
Master's you are studying at the IBEI, you can go to the
Academic Office department during its office hours or send
them an email to master@ibei.org
As well as helping the students with any doubts or questions,
the Academic Office department also prepares and delivers the
compulsory material for the courses, and collects the students'
pieces of work and hands them in to the teachers responsible
for each of the courses.
As a student of IBEI, you will be given the following documents
throughout the course:

document, it is important to always provide a photocopy
and keep the original until you receive the final diploma.
We will notify you once your diploma is available to be
picked up, which you have to do either personally or via
a formal procedure.
You will need these documents for any administrative
procedure you need to carry out. For this reason, they are all
included in the programme. If you need any other certificate
or duplicates, please contact the academic management
department. The cost of each of these additional documents
is 27.27 and 2 consecutive copies. If you apply for these
documents from outside Barcelona, you will be required to
e-mail us your request and pay the fees in full in the designated
bank account number.
All grades must be collected by the student in person from the
academic office. When this is not possible, there are two options:
1. The students emails the academic office with a postal
address to which the grades may be sent by registered post.
2. The student authorised someone to collect the grades on
their behalf. The nominated person must bring a signed letter
from the student, as well as photo identification.
Grades are never given out over the phone or by email.
The Academic Office deals with internship vacancies for
Master’s students.

· Certificate of enrolment
This document includes the start and end dates of the
Master’s, the number of credits, as well as the names of
the universities that issue the degree. You will be asked
to hand it in when applying for your study permit (NIE).
For this reason, we recommend you to get an attested
copy of it at the academic management department.

It is also in charge of organizing the professional- oriented
workshops that the IBEI offers throughout the academic year,
which are also compulsory for students of the programmes.

· Academic record
It includes the grades of all the courses in which you have
been enrolled. You will receive one at the end of the first
term, which will include the grades of the first-term
courses, and the second at the end of the second term,
which will include the grades of both the first and second
terms’ courses.

It also helps the students with the preparation of the European
curriculum vitae, and advises them on the different job
opportunities at their hands, both personally (during their
office hours) or by e-mail at mfernandez@ibei.org

· Master’s Diploma
You can request the Master's Diploma once you have
successfully completed the required number of credits,
including the Master's final research project. You must
formalize the application by going to the Academic Office
and make the payment of the degree certificate issuing
fee, which is set each year in the Decreto de Precios de
la Generalitat de Catalunya and published in the DOGC.
After the payment of the fee, you will be issued a degree
certificate issuing receipt. This document is unique and
has the same legal validity as the master's diploma.
Therefore, in case that you should have to present this

Moreover, it prepares the collaboration agreements with both
public and private institutions, as well as with national and
international companies.
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Information about
Seminars, Conferences
and Workshops

A series of conferences and workshops will be organized
throughout the academic year, and IBEI will inform you of each
of the speakers and topics periodically.
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If you have any suggestion about a potential speaker or topic
you would like us to tackle in a seminar or conference, you can
contact the Academic Coordination of the Master’s.

Library access
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As an IBEI student, you will have Access
to all libraries of the Consorci de
Biblioteques Universitàries de Catalunya
(http://www.cbuc.cat/cbuc_en).

Library of the Universitat Autònoma de Barcelona
The library of the Universitat Autònoma de Barcelona consists
of more than 1 million publications and almost 20,000
periodical subscriptions, 9,000 electronic newspapers,
approximately 6,000 electronic books and some other sources
of information.

These activities are linked with the Master's programmes, and
thus attendance will be mandatory. You may find the specific
attendance requirements for the current academic year in the
academic guidelines of the Master's programmes.

Library of the Universitat de Barcelona
Open throughout the whole year, the Universitat de Barcelona
library has more than 1,5 million of volumes, as well as more
than 6,000 e-books. The number of magazines, both printed
and electronic, is over 21,000 samples. In the Law Faculty,
you will find the United Nations depositary library, a research
reference centre.

Library of the Universitat Pompeu Fabra
At the start of the first term, you will get your student card,
with which you will be identified as a student of the Master's.
By means of the card, you will be able to access the UPF library.
If the student lose the student card, must pay the amount of
3 for the new reissue. Those who file a police report, shall
be exempt from paying this fee.
Due to the collaboration between IBEI and the Universitat
Pompeu Fabra, IBEI students can browse all books available
at this library and also take advantage of all the electronic
resources of the university. In October, there will be a meeting
for all IBEI students at the UPF library in order to inform them
how to access the electronic resources online.
Made up of more than 550,000 samples of monographs and
more than 15,300 collections of printed publications, as well
as around 6,000 periodical subscriptions, the UPF library
remains open 360 days a year from 8 to 2 a.m.
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WiFi and printers
7
.0
02

The Intranet and
webmail access
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Students have a student room on the first floor of the building.
Wifi code will be provided at the beginning of the course.
Also, students can use the computer's room in the library
from Monday to Friday (8am - 1am) and weekends (10am 9pm). Also you can photocopy and print in the different
photocopiers of the campus.
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The Intranet (Campus Virtual) is the tool that will allow you
to access each of the courses in which you have been enrolled.
Moreover, most of the coursework that will help you follow
the subjects is posted onto the Intranet. You will also find
material related to the different courses such as exercises,
practical lessons, debates, questionnaires or compulsory
bibliography.
You will also be able to contact other students and instructors
through the Intranet.
At the beginning of the course, you will be given a user’s guide
together with your user name and password. You will access
the Intranet through the IBEI’s webpage at www.ibei.org
Also, you will be provided with your own IBEI e-mail inbox
from the start of the course, as well as with an address
(name'sfirstlettersurname@student.ibei.org) and a password.
All communications between the IBEI and the students will
be done through this e-mail address. For this reason, it is
very important that you keep it and check it daily.

Mailboxes
and lockers

As an IBEI student, you will be provided with a mailbox with
your name where we will leave any documents, essays and
other pieces of information that you may need. IBEI will give
you the keys to mailbox at the beginning of the course, after
the payment of a deposit of 5 .
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If you lose the key you will need to ask for the original at the
reception desk and leave a 30 deposit which will be given
back to you whenever you have the appropriate copy.
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