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Policy and Procedures for Postgraduate Research Degree
 Student Admissions
Rationale

In line with The Quality Assurance Agency for Higher Education Code of Practice, Section 1: Postgraduate Research Programmes (September 2004) and Code of Practice, Section 10: Admissions to Higher Education (September, 2006), The Graduate School, in liaison with Schools and services, shall ensure:

· that the University has in place clear and equitable policies and procedural guidelines concerning the selection and admission of postgraduate research students;
· that, through regular monitoring, said processes are maintained as effective, compliant with the University’s ethos and objectives and are implemented consistently;
· that selection decisions involve at least two members of staff, and that staff involved in admissions and selection processes are suitably trained and knowledgeable;
· that only suitably qualified and prepared applicants are admitted to research programmes;
· that applicants are informed of their obligations and entitlements as a student of the University at the point of offer;
· that policies and procedures are in place to accommodate applicant complaints regarding the processing of their admission.
See further for QAA Codes of Practice:

http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section1/default.asp
http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section10/default.asp 

Application process
1. Prospective students should apply using the Postgraduate Research Degree application form, available from Student Admissions and The Graduate School at:

 http://www.uel.ac.uk/courses/how_to_apply/uel-pgr-application.doc 
2. Applicants are advised to consult Schools and/or programme specifications regarding the academic content of their proposed research before submitting their application. 

3. Instructions on how to complete the application form and details of supporting documentation are on the form itself. Completed applications should be accompanied by:

· A research proposal; MPhil and PhD applications by must be accompanied by a research proposal. The need for a research proposal for Professional Doctorates will be dependent upon the programme, and prospective applicants should consult the relevant programme specification and/or School. Guidance for applicants is available at: 
http://www.uel.ac.uk/gradschool/resources/doclibrary/documents/TheResearchProposal.doc 
· Proof of qualifications; applicants should enclose true and certified copies of transcripts or certificates of relevant qualifications, translated into English where necessary
· Proof of English Language ability; applicants for whom English is not their first language must be able to provide evidence of English language ability at IELTS (or equivalent) 7.0, with a minimum of 6.5 in all components, though relevant and recent study in a United Kingdom Higher Education Institution may be accepted as sufficient proof of ability
· References from two nominated individuals; applicants must provide contact details for two referees, at least one of whom must be academic and the other either academic or professional (e.g. in the case of Professional Doctorate applications). Applicants may include references with their applications but Schools should pursue further information or references from other individuals if the submitted information is insufficient.  
4. Application forms and supporting documentation for MPhil/PhD applicants should be sent to The Graduate School in the first instance. Where forms are submitted directly to Schools or other services, they should be forwarded to The Graduate School immediately.
In the case of Professional Doctorate programmes, applications should be submitted directly to the School. Any such applications sent to the Graduate School shall be forwarded. For applicants accepted to Professional Doctorate programmes, the application and all attendant documentation should be sent to the Graduate School for an offer letter to be issued. 
5. Within one week of receipt, The Graduate School will inform the applicant by email that their application has been received, log the application and send a copy - usually in scanned format - to the relevant School Administrator for consideration.

6. If the application lacks salient information or supporting documentation, it will be sent to the School with the proviso that any such omissions are addressed (e.g. that proof of qualifications is sought). In so doing, the application will not be unnecessarily delayed in The Graduate School and the academic School may begin to consider the application whilst awaiting further information. Applicants are requested, on the application form, to not send documentation subsequent to their initial application until asked to do so. 
Selection procedures
1. From the date of receipt of an application from The Graduate School, it is expected that Schools will take a maximum of six weeks to make their selection decision (i.e. consider the research proposal, collate any outstanding supporting documentation, interview the candidate and inform The Graduate School of the decision). The Graduate School will monitor response times.

2. All staff involved in making admissions decisions (‘selectors’) must be aware of, and abide by, the institutional eligibility requirements and other attendant regulations detailed in Part 9: Research Degrees of The Manual of General Regulations and, in the event of applicant complaint regarding the processing of an application, Part 14: Complaints Procedure. 

3. From Semester A of the 2008/9 academic year, only selectors who have attended the ‘Admissions Decisions for PGR Students’ training session will be eligible to make selection decisions (e.g. conduct applicant interviews). 
4. Once selectors have considered the application, the applicant may be rejected or invited for interview.

5. All UK-based students should normally be interviewed in person, by a panel consisting of at least two appropriately trained staff. Wherever possible, one selector should be a member of the anticipated supervisory team. Selectors should inform the interviewee that they are to provide evidence of their identity (i.e. photographic ID) at the interview. 
6. In the case of overseas applicants or where there is a compelling reason for the applicant being unable to attend an interview in person, interviews should be conducted by telephone or teleconferencing. 

7. Whether an interview is conducted in person or by telephone, selectors should seek to verify the identity of the applicant.

8. In interviewing an applicant, selectors will wish to assure themselves that the prospective student is suitably qualified and prepared to undertake their proposed programme of research. This includes ensuring that the applicant is aware of the obligations and demands, including the financial commitments, of pursuing said study. 

9. Selectors must make, and Schools retain, such notes as are made at interview in reaching their decision. These should be retained for a minimum of one year from the date of interview. 
10. Selectors should ensure the ‘For University Use Only’ section of the application is completed in full before submitting to The Graduate School. 

Outcomes of the selection process
1. Provided the applicant meets the minimum institutional criteria (see Research Degree Regulations or programme specifications in the case of Professional Doctorates) and has undergone the selection process outlined above, they may be accepted or rejected by the School. The School may make an offer conditional on the outcome of examinations for which results are pending. In either case, the relevant parts of the ‘For University Use Only’ section of the application form must be completed and sent to The Graduate School. As The Graduate School retains the original application, it is not necessary to return the form in its entirety unless it has been amended during the selection procedure.  
2. In the case of a rejected application, the School should write to the student within five days of the decision explaining that they have not been accepted and making it clear that the unsuccessful applicant may contact the School and formally request feedback as to why their application was not successful.  Please see the Postgraduate Research Admissions Feedback Policy below. It is expected that any reason(s) for rejections will be supported by notes (e.g. from interview) and/or documents (e.g. unsatisfactory references) that arose during the selection procedure and all such information is to be retained by the School for a minimum of one year.
3. A copy of the rejection letter or email must be forwarded to The Graduate School.
4. In the case of an accepted application, the School should send The Graduate School any supporting documentation it has collated during the selection procedure. 
5. The Graduate School will issue an offer letter to the student, copies of which will be emailed to the proposed supervisory team and/or the relevant School Administrator.

6. The offer letter will, as a minimum, provide, or be sent alongside, the following information:

· The expected fees payable, including details of bench fees where the School has stipulated they are to be levied

· Details of any pertinent funding, fee waivers and the such

· The expected period of registration

· Information on Research Skills Training

· A copy of Part 9: Research Degrees of The Manual of General Regulations 

· A copy of the Postgraduate Research Handbook
· A copy of the Code of Practice for Postgraduate Research Degree Programmes

· A registration form and attendant guidance 

7. As The Graduate School has recently undertaken much of the PGR admissions duties previously performed by Student Admissions, The Graduate School will, in the case of successful applicants who confirm their acceptance of a place, create a Delta record for the student (thereby generating a student number against which enrolment can occur), determine whether the student has ‘home’ or ‘overseas’ status, verify the status of pertinent qualifications from non-UK Higher Education institutions and, where necessary, English language qualifications.
8. Once the applicant contacts the Graduate School to accept their offer of a place, the School will be notified and instructions on how to enrol using UEL Direct sent. The School should then liaise with the student to arrange suitable induction. 
Postgraduate Research Admissions Feedback Policy

Admissions feedback

Feedback is the communication from UEL to an applicant who has been unsuccessful in gaining an offer of a place on a course or programme to which they have applied and will cover the reason(s) for this rejection.

Feedback requests

UEL is committed to providing feedback, when requested, to any candidate whose application has been unsuccessful. Applicants may request feedback at any time up to one year from the date of a decision being made. 

Schools are responsible for providing feedback upon written request, including email, but copies of all correspondence should be forwarded to the Graduate School.

Owing to data protection legislation, the feedback request should be made by the applicant, not a third party, unless the applicant has provided written permission to share said information with a third party.

Review of an Admissions Decision

It is expected that applicants will submit a complete and comprehensive application and that said application will be considered by selectors. An admissions decision will only be reviewed where the applicant is able to provide further relevant information that was not available at the time of application. In this instance, the applicant must submit a written request for review to the Head of the Graduate School within 20 days of the response to their feedback request. The request for a review must include all new information with supporting evidence and an explanation as to why this information was unavailable at the point of application.

For non-standard decisions involving academic judgement, the application will then be reviewed in the light of this additional information by two members of academic staff appropriate to the research programme, at least one of whom was not involved in the original rejection decision. 

The Graduate School (January 2008)
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