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Welcome to new Postgraduate Research Student

Welcome to UEL! I am delighted that you have chosen this University as the place to pursue your research degree. 
At UEL we are committed to providing the best possible support for all our students and postgraduate research is a key part of our activities. We are proud of the opportunities that we are able to offer you and I am confident that you will find your time here both challenging and rewarding in equal measure.
UK research continues to produce world class innovation and excellence. It is a crucial driver for cultural, economic and social transformation and change. UEL has a well established reputation for internationally-rated research across a wide range of disciplines and we have a significant number of researchers carrying out work ranked as world-leading. As a research student you will have the opportunity to become a full member of this broader UEL research community and to contribute to a thriving research culture. 
This handbook has been designed to help you with your studies and it provides information on the key stages for gaining a research degree. We are always keen to improve and enhance the support that we offer to students. As such the handbook is also in many ways a ‘living document’ and is revised annually. We would welcome any comments or suggestions for improvement that you might have. Please feel free to contact me direct.
Once again, on behalf of everyone at UEL, I would like to welcome you to the University and to wish you every success in your future research.
Professor John J Joughin 
Deputy Vice-Chancellor (Academic) 
	


	



SECTION 1
Section one of this handbook is primarily for students and is addressed directly to them.  It includes information on a wide range of topics. Other sections of the handbook are aimed at all those involved with postgraduate research degrees and are written in a more formal manner. We hope you will find the information and guidance in this handbook useful.
C Francis, Graduate School Registrar
Service Standards

1. Courtesy and helpfulness
We will be courteous and helpful in our dealings with you. We will provide clear and straightforward information and advice.

2.  Prompt response 
We aim to answer all correspondence as quickly as possible and normally within 5 working days. If we are unable to respond fully, we will contact you to let you know why and when you may expect a full response.

3. Meetings 
We are always happy to meet our students and colleagues in Academic schools to answer questions and clarify any queries you may have.

4. Keeping you informed
We will, as always, keep our students and colleagues informed of any new developments, or decisions made by the Research Degrees Subcommittee and other relevant bodies.

To view latest news and information on the Graduate School and its activities please visit our website at:

http://www.uel.ac.uk/gradschool/index.htm
Contacts 
The Graduate School
The Graduate School

T: 020 8223 2976

F: 020 8223 2826

E: gradschool@uel.ac.uk

W: www.uel.ac.uk/gradschool

Daniela Amadio
Research Support Officer (European)

T: 020 8223 6315

E: d.amadio@uel.ac.uk
Tim Brooks

Research Support Manager
T: 020 8223 2421

E: t.brooks@uel.ac.uk
Debbie Dada
Administrative Officer for Research (Admissions and Research Ethics)

T: 020 8223 2976

E: d.dada@uel.ac.uk

Caroline Dunmore

Research Skills Development Advisor

T: 0208 223 7071

E: c.dunmore@uel.ac.uk
Carlando Francis

Graduate School Registrar

T: 020 8223 2467

E: c.francis@uel.ac.uk
Merlin Harries

Senior Administrative Officer for Research (Professional Doctorate)

T: 020 8223 2009

E: m.harries@uel.ac.uk
Paul Kiff

Programme Leader, Master of Research and Research Skills Training Programme (PGR)

T: 0208 223 2450

E: p.kiff@uel.ac.uk
Aygen Kurt

Research Support Officer

T: 020 8223 2731

E: a.kurt@uel.ac.uk
Caroline Lake

Senior Administrative Officer for Research (MPhil/PhD)

T: 020 8223 6274

E: c.lake@uel.ac.uk
Janet Riddle
PA to the Director of the Graduate School

T: 020 8223 7097

E: J.Riddle@uel.ac.uk 
Alan White
Director of the Graduate School

T: 020 8223 2776

E: a.p.white@uel.ac.uk
University

Main Switchboard (all campuses)

T: 020 8223 3000

Admissions

T: 020 8223 2835

Disability Advice
Contact the Disability Dyslexia & Access Centre

T (Docklands): 020 8223 7611

T (Stratford): 020 8223 4440
E: ddac@uel.ac.uk 

Dyslexia Advice
Contact the Disability Dyslexia & Access Centre

T (Docklands): 020 8223 7611

T (Stratford): 020 8223 4440
E: ddac@uel.ac.uk 

English Language Centre

T: 020 8223 2402 
International Students Advice

T: 020 8223 7611

E: isa@uel.ac.uk
Mature Students Advice 
Julie Walker

T: 0208 223 4354

Security

T: 020 8223 5599 (Docklands)

T: 020 8223 4073 (Stratford)
Student’s Union (UELSU) 

T: Docklands Campus – 020 8223 7025

T: Stratford Campus – 020 8223 4209
The Graduate School

The Graduate School is responsible for providing the focus for the support of our postgraduate research students and our research funding activity. We aim to support the promotion, assurance and enhancement of a high quality experience for our postgraduate research students through the development of our research infrastructure and culture. We also support staff engagement with research and scholarly activities and are available to assist with the preparation and submission of bids for external funding.  The Graduate School, in conjunction with your academic school supports postgraduate research degree (MPhil/PhD/Professional Doctorate) and Master of Research (MRes) students. It is the principal source of information about postgraduate research at UEL. Colleagues in the Graduate School are available to assist you with any administrative queries you have about your research degree programme.  

If you wish to make an appointment to discuss any matters related to your research degree please email the relevant contact in the Graduate School (see above). Further information about the Graduate School is available via www.uel.ac.uk/gradschool. 

The Graduate School organises regular workshops and conferences for all research students and staff and these will be advertised via our events calendar at; 

http://www.uel.ac.uk/gradschool/events/events.htmAdvice for Students

The following section contains important information and all students and supervisors should read it carefully. 
Additionally, we have included some advice specifically for international students. They, and their supervisors, should read it carefully.
Intermission
Any period of intermission must be agreed in advance by the Research Degrees Subcommittee. You cannot normally intermit after the second week of each university semester and intermission must be for a minimum of one semester and a maximum of two years. 
Retrospective intermission cannot be granted. 

If you are an international student on a student visa the Research Degrees Subcommittee will not authorise your intermission unless you have exceptional verifiable reasons. Any document submitted to support your request must be in English or must be accompanied by an authenticated translation into English. In addition you must seek advice from the International Students Advice Team in the International Office as intermission will have an impact on your student visa and the fees you pay. The university is legally obliged to notify the UK Border Agency (UKBA) as soon as international students stop attending their programme of study.

International Students Advice (ISA)

The ISA team is regulated by the Office of the Immigration Services Commissioner to provide immigration advice and services on a range of issues for international students, such as student visas, working in the UK (during and after studies), rights of dependants, etc.  

International students are required to comply with the terms of their student visa under the new immigration Points Based System. For example you must maintain regular contact with your supervisors and must not work more than 20 hours per week during term time.  Do not take any action which might affect your student visa before seeking advice from the ISA team as it may have serious consequences for your stay in the UK and for any tuition fees already paid.  Please take your passport and other relevant documents with you to any meeting with the ISA.  
International advice drop-in sessions are held at both campuses of UEL.  Check the ISA website for further details: www.uel.ac.uk/international/advice. Alternatively email isa@uel.ac.uk.
Documentation in English
There may be times during your studies where you are required to submit documents in support of an application you have made to the university.  For example, you may wish to request an extension to your registration or if you are requesting entry with advanced standing.  In such cases any document must be in English or must be accompanied by an authenticated translation into English.
Academic Schools
As a research degree student you will be enrolled and subsequently registered in one of our academic schools. Each School will provide you with a School specific handbook detailing local requirements and expectations and details of discipline specific research skills training. In the case of professional doctorate students a programme handbook will be provided with full details of the assessment requirements and programme structure. The expectation is that you will become a full member of the research community in your School and will take considerable responsibility for the direction of your studies. Attending as many research events and conferences as possible will provide great networking and social opportunities in addition to updating your subject area knowledge. 

Each School has a Research Degrees Sub-committee, responsible for the support of research degrees students. The School Research Degrees Sub-committee meets regularly to consider application forms that you and your Director of Studies will need to submit throughout the course of your degree. The relevant officer within your School will provide you with advice about the preparation and submission of forms to register your research degree, to transfer your registration from MPhil to PhD and for your examination arrangements. Additionally any changes to your registered degree including changes to your approved supervision arrangements or requests to suspend your studies will be considered by this Sub-committee.

Details of the academic schools, their facilities and staff are available on their websites via www.uel.ac.uk 
The Library and Learning Services
Our Library and Learning Services provide high quality library and information services, and academic and English language key skills learning support for all our students. There is a Learning Resource Centre on each campus which provides a wealth of resources including books, journals, online journals, and videos/DVDs that will assist you with your research. Research students are entitled to use a range of other libraries both in the south-east region of the UK and nationally. UEL is a member of the SCONUL Research Extra (SRX) borrowing scheme which allows academic staff and research postgraduates from participating institutions to borrow books from each other’s libraries. This means that UEL academic staff and research students can reasonably expect to be able to borrow books from the majority of academic libraries in Britain and Ireland. A full list of participating institutions can be found at http://www.sconul.ac.uk/. SCONUL Research Extra cards can be obtained from the Learning Resource Centre Issue desks. As a research student you will have automatic access to UEL’s computer network and you will have access to an account following enrolment. This gives you access to our IT facilities including word-processing and spreadsheet packages, email and internet access and a range of electronic resources, including access to electronic journals and databases

 Support for Disabilities and Dyslexia

We aim to make sure that students with disabilities and dyslexia can study on an equal footing with all other students. To enable us to give you all the support you need it is essential that you make yourself and your needs known to someone as soon as possible. For advice and guidance on this please contact the Disability and Dyslexia Service.  Contact details are provided at the end of this handbook. Further information is available via The UEL disability service website at http://www.uel.ac.uk/studentservices/supportingyou/disability.htm
Health and Safety and Fieldwork

All staff and students at UEL have a clear duty to take care of their own health and safety, not to endanger that of others, and to cooperate fully with published health and safety arrangements.

All research students should take reasonable care for their health and safety.  They must abide by our rules and regulations and co-operate with their supervisors to enable them to fulfil their obligations.  They must not interfere intentionally or recklessly misuse anything provided for health and safety.

Schools are required to indicate where necessary, through the various administrative processes, that Health and Safety issues have been considered before a student commences lab or fieldwork. 
Our Health and Safety and field work procedures can be found here:
http://www.uel.ac.uk/hs/index.htm

Your supervisory team and academic School will provide you with guidance on the safety aspects, where relevant, to your academic study and research. 
Ethics and Good Practice in Research

All members of our research community at UEL have a duty to conduct their research in the most conscientious, responsible, ethical and publicly accountable manner possible. Our Code of Good Practice in Research and Research Misconduct Policy applies to all students and employees and details our expectations in terms of the standards of integrity to be observed in pursuit of the research we support. Both of these documents are available on our website at:
http://www.uel.ac.uk/gradschool/internal/researchmisconductpolicy.doc

and

http://www.uel.ac.uk/gradschool/internal/codeofgoodpracticeinresearch.doc

If your research proposal involves the involvement of human participants then you should submit an application to the Research Ethics Committee for approval prior to the commencement of your research. The principal role of the Committee is to represent the interests of participants involved in research projects. The university regards the acquisition of informed consent from participants prior to the commencement of research as vital.  All research that involves groups of children and vulnerable adults as subjects or take place on premises where children and vulnerable adults are present will also require Criminal Records Bureau Clearance. Application forms and guidance for the Research Ethics Committee can be found at: 

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.htm
Research ethics and governance will be discussed within the core modules of the postgraduate Research Skills Training programme and additional workshops will be run throughout the year by the Graduate School. Please consult our calendar at www.uel.ac.uk/gradschool/events/index.htm.

Funding and Employment

Before coming to UEL you should have made arrangements to ensure you have the means to pay the fees or have made arrangements for a sponsor or a Research Council to do so. 

If you are thinking of applying for Research Council funding for your postgraduate programme, the Graduate School will be pleased to offer advice on the necessary procedures. If you have obtained funding for your studies please make it clear at the point of enrolment so that the correct invoice is prepared. 
For a list of opportunities in postgraduate funding and supplementary grants, please visit the Graduate School website at: 
http://www.uel.ac.uk/gradschool/current/Researchstudentfunding.htmIf you receive external funding for your research degree there may be some obligations placed on you by these funding bodies. You should carefully read the conditions of the award and contact your Director of Studies if there is anything you are unclear about.  
The Graduate School has purchased the PDF licence of Alternative Guide to Postgraduate Funding. The author is a PhD student at King's College London who has so far funded his entire postgraduate research degree through various charities, trusts and foundations - gaining in excess of 30 awards.
 

We have set up a site in UELPlus and have given access to all current MPhil/PhD students.  If you log into UELPlus and select the site entitled ‘Postgraduate Funding Guide - 2010-11’ you will be able to access the document and hopefully explore the various funding opportunities. For more information on this, please contact the Graduate School Registrar, Carlando Francis on c.francis@uel.ac.uk, or telephone 02082232467
Teaching Opportunities
(N.B. The support offered for those students undertaking teaching is currently under review and the Graduate School we provide an update on its webpages of any changes, once they are agreed.)
You may be offered teaching duties within your School. Although this is a valuable source of income and experience it is not advisable to over extend any commitments to teaching if you wish to complete your research degree within the agreed timescale.  For clarity 'teaching duties' means teaching commitments of an ongoing nature across a semester or academic year (e.g. seminar leader; module leader; sole, or main, module lecturer etc).  A 'one off' guest lecture would not count as teaching duties in this context.
The university is committed to supporting you and the students you teach in this activity.  As a consequence if you are asked to undertake teaching duty at UEL, and have less than two years experience of teaching in Higher Education, you must at the same time, and as a minimum, enrol for the Lecturer’s Development Programme.  
Alternatively you may enrol for the Post-Graduate Certificate in Learning and Teaching in Higher Education but this is a major commitment and will almost certainly impact on your ability to pursue your research. 
If you do have at least two years experience of teaching in Higher Education you need take no action.
For further information contact:
1) Lecturer’s Development Programme
Learning, Teaching and Assessment Unit

http://www.uel.ac.uk/lta/index.htm
2) PGCert in Learning and Teaching in Higher Education
Cass School of Education 

http://www.uel.ac.uk/education/
Full and Part-time hours
Full time students are expected to devote at least 35 hours a week to their research. Part time students will decide with their Director of Study the number of hours per week that will be necessary.
SECTION 2

Introduction to the PGR Code of Practice

This PGR Code of Practice provides a framework for the delivery of research degree programmes at UEL. Application of this PGR Code of Practice is mandatory with the processes described in it being key to the effective delivery of our research degrees. This Code has been developed to reflect our wish to offer a high quality student experience and incorporates best practice as identified by the QAA, HEFCE and the various funding bodies. UEL ensures that the research degrees it awards are equivalent in quality and standards with similar degrees at other UK HEIs and this postgraduate research Code of Practice is one of the ways we achieve this. All research students and supervisors will be provided with a copy of this Code. The Code will be reviewed annually by the Graduate School. 
The Code of Practice should be read with Part 9 of the Manual of General Regulations. If there are any contradictions between anything in the Code of Practice and the Regulations, the Regulations take precedence.
Quality Assurance Framework

Academic Board is ultimately responsible for assuring and enhancing the quality of UEL’s research degree provision but in practice this work is devolved to the Research Degrees Subcommittee (RDS) School Research Degrees Sub-committees (SRDSC) and the Graduate School. 
School Research Degrees Sub-committees:

· Ensure that research students and their supervisors receive adequate advice and guidance in the preparation of proposals for the registration of research degrees and all other documentation that they may be required to complete as their research programme  progresses

· Receive each application to register candidates for a research degree from the              School(s), or research area(s) for which it is responsible

· Receive each application for a transfer of registration from Master of Philosophy 
 to Doctor of Philosophy submitted by research students from the School(s), or  research area(s) for which it is responsible

· Ensure that each application conforms with the requirements of the University's research degree regulations and that any supplementary documents (for example, academic references or letters from collaborating establishments), which are a statutory requirement of the research degree regulations, have been obtained

· Assess the intellectual content of proposals and submit the papers to the officer for the Research Degrees Subcommittee for approval 

· Receive and consider applications for the approval of examination arrangements, proposals for changes in the mode of study, approved arrangements for supervision, etc. prior to submitting them to the Research Degrees Subcommittee for approval.

The Research Degrees Subcommittee exercises institutional oversight of activity at School Research Degrees Sub-committee to ensure that our processes are effective and robust. 
Research Degrees Awarded by UEL

The research degrees awarded by UEL are: - 

· Master of Philosophy (MPhil)

· Doctor of Philosophy (PhD)

· Master of Philosophy (MPhil) by Publication

· Doctor of Philosophy (PhD) by Publication 

· Named Professional Doctorates

· Higher Doctorates
· PhD (Eur)
The standards and learning outcomes of the awards are detailed in Part 1 of the Manual of General Regulations.

This postgraduate research Code of Practice does not apply to Higher Doctorates and the regulations for the award of a Higher Doctorate are contained in Part 9 of the Manual of General Regulations. 
How the Administrative Process Works

There is a need to fully understand how the administrative process works. This will help both students and staff plan timely dates for the submission of documents for approval throughout a postgraduate research programme.

You will need to submit documents for approval if applying for:

· Registration 

· Change of Mode of Study

· Change of Thesis Title

· Suspension of Studies

· Extension to the Registration Period

· Change of Supervisory Arrangements

· Transfer (MPhil/PhD)

· Application to Write-Up

· Application for Examination Arrangement

All documents should be completed and sent to the relevant school administrator. The documents are submitted to the School Research Degrees Sub-committee which considers them and makes recommendations for approval to the University Research Degrees Subcommittee. 

The Graduate School then notifies students and staff of the outcome of applications.

All application forms can be found in the Graduate School library here:

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html
While we try to minimise the frequency of changes to the content and layout of the forms, inevitably some changes are necessary from time to time. All forms carry a version number and date.

You should always download your form from the Graduate School’s website and if a significant period of time elapses between your initial download and submission of your form, you should check that no updated versions have been released.


[image: image2]The dates of School Research Degrees Sub-committee meetings can be obtained from the relevant administrator in your academic school.
Dates for the Research Degrees Subcommittee for the 2010/11 academic year are:

Wednesday September 22, 2010
Wednesday November 24, 2010
Wednesday January 19, 2011

Wednesday February 23, 2011
Wednesday March 30, 2011
Wednesday May 4, 2011
Wednesday June 29, 2011
SECTION 3

Progress Through a Research Degree at UEL: MPhil/PhD
This section will outline the various stages through a research degree. The flow chart outlines the major events that postgraduate research students will pass through to successfully complete their research degree. See below for more detailed guidance on each milestone.

[image: image3]
As indicated above, there are three possible routes for an award – MPhil, MPhil with possibility to transfer to the PhD, or PhD direct. PhD direct students must have completed an MPhil, or equivalent, prior to enrolling.

Professional Doctorates.

This section will outline the various stages through the Professional Doctorate research degree.  The flow chart outlines the major events that Professional Doctorate students will pass through to successfully complete their degree. Note that this relates only to the research element of the Professional Doctorate programme.

It should also be noted that some Professional Doctorates do not have write-up periods. Please speak to your Programme Leader for more details. 

[image: image4]
Admissions 

Selection Procedures

The Regulations set out the admissions requirements for candidates. Schools will ensure that their admission procedures:

· Involves the judgement of at least two members of staff, at least one of whom is an academic in our University, who have received staff development in the selection and admission of research degree students.

· Include mechanisms to assess whether international applicants have or can acquire the appropriate level of English language proficiency
· Include mechanisms for assessing student qualifications and preparedness reflecting professional or other work experience in cases where admissions decisions are based on experiential or prior-certified credit
· Ensure that at least two members of staff are available to act as indicative supervisors from the point of enrolment and that supervision is adequate and likely to be sustained

· Ensure that the research topic is viable, that the research environment is suitable and that sufficient resources are available to ensure the project can be completed in a timely fashion

· Ensure that applicants with disabilities are not disadvantaged or debarred by the criteria and procedures used for selecting students and that appropriate support is offered and available at interview

· Demonstrate equality of opportunity

The Graduate School will provide written guidance to staff involved with the selection and admission of research students and organise staff briefing sessions. 

Offers of admission

Offers of admission to research students will be made by the Graduate School once the completed application form has been received from the School. Two independent references must be received for all applications. 

The offer of admission from the Graduate School to the student will include details of:
· The programme of study, the normal duration of study, and expected total

fees, including any extra charges

· Indicative supervisory arrangements and the name of the indicative Director of Studies.

· Details of the postgraduate Research Skills Training modules

· References to the institutional regulations, research misconduct policy, induction arrangements, handbook and other relevant information for a research degree programme.

We have two intake points, one in September and the other in February. Students may only start their programmes within the enrolment periods indicated by the University. In exceptional circumstances a student may be allowed to commence their enrolment with the University at a point other than September or February. In such situation the formal date of enrolment will be the start of the semester in which they enrol. This will impact on the time available to a student to complete registration of their research project. Students and Directors of Study should give serious consideration to this consequence before they request permission for late enrolment.

Students Transferring from another Higher Education Institution

The following factors should be taken into account by academic schools in addition to normal admissions requirements, when deciding whether to approve an application on the basis of a transfer from another HEI.

(a) 
Are the grounds for transfer acceptable?
(b) 
Has the applicant already upgraded their registration from MPhil to PhD?

(c) 
What period of advanced standing is the applicant requesting?  

(d) 
Will the applicant need to complete any skills-training as a condition of the offer of a place?
(e) 
Have the bona fides of the previous institution been verified?
A student who has already upgraded their registration from MPhil to PhD may be offered a direct entry PhD place but School Research Degrees Sub-committee should consider very carefully any claim for further advanced standing and should ensure there is documented evidence to support it.  

No transfer student who is still at the MPhil registration stage can be offered a direct entry PhD place.  

All transfer students are required to enrol for a minimum of 12 months in full-time mode, or 24 months in part-time mode.
Enrolment

Instructions on how to enrol will be sent by the Graduate School within ten days of receipt of an acceptance of an offer from the student. Research students are only able to enrol in September and February. 

Enrolment entitles students to use all normal facilities at UEL and supervision for your research degrees. Anyone who wishes to undertake a research degree must be enrolled. Applicants cannot be admitted into a school and commence a programme of study until the appropriate fee has been paid and their enrolment has been confirmed by the issue of a student card. Enrolment must be completed at the beginning of each academic year or semester for which the student is in attendance.

First year students are expected to meet with their indicative supervisors as soon as possible after enrolment to clarify their research topic, identify skill training needs, agree a preliminary schedule and formulate a research proposal in preparation for registration.

Induction

The Graduate School is responsible for arranging induction and orientation for new postgraduate research students. This induction programme will include the provision of information on:
· Research Skills Development
· University Facilities
· Methods of Communication
· The Administrative Process

· Ethics

· Funding
In addition, each School is responsible for arranging induction and orientation for new postgraduate research students to reflect the local research environment. Local induction programmes will include the provision of information on

· Details of supervision arrangements

· School facilities for skills development and research support
· Monitoring and review procedures

· Details of opportunities for meeting other research students and staff

Supervisors are expected to attend induction evenings with their new research students.
Attendance Policy for All Students

The attendance policy applies to international, home and EU students. In the case of international students, the UK Border Agency (UKBA) requires the university to report any student who does not meet our attendance policy requirements (i.e. expected interactions/contacts).  An ‘expected contact’ is not closely defined and UUK have secured agreement with UKBA that it is up to HEIs to determine what an ‘expected contact’ may be. This will differ between student types and programme. For instance, a contact point for an undergraduate student would differ in nature and frequency than one for a PhD student. 
 

For all postgraduate research students at UEL ‘expected interactions/contacts’ are understood as (the list is not exhaustive):

· An interaction with the Director of Studies or some other member of the supervisory team.  This could be face-to-face, by email, telephone, video-communication via the internet, text, attendance in a laboratory or other university location, submission of draft sections of the thesis etc but must be evidenced.  That is, some tangible record of the interaction must be preserved that can be produced as evidence should it be required. 
· An interaction with the university.  This could be enrolment, payment of fees, an annual review panel, a PhD upgrade panel, a viva etc but again must be an evidenced interaction.
 

It will be the responsibility of the student’s Director of Studies to proactively monitor student attendance through relevant interactions.
 

If a postgraduate research student, regardless of their fee paying status misses a scheduled interaction with the Director of Studies or another member of the supervisory team without communicating a verifiable reason:
· Within 10 working days the Director of Studies will attempt to make contact with the student to ascertain their situation and to inform them that they should reengage with their studies. If an international student fails to reengage with their studies this fact will be communicated to the UKBA.
· If the Director of Studies receives no response within a further 10 working days they will notify the Graduate School that the student is not in attendance. The Graduate School will notify Student Records that the student should be withdrawn.
· If the Director of Studies receives a response from the student they will schedule a face-to-face meeting, or a video/telephone conversation to occur within 10 working days of the response.  If the student fails to attend the meeting or misses the scheduled conversation the Director of Studies must notify the Graduate School immediately.  The Graduate School will notify Student Records that the student should be withdrawn. 
It is therefore important that all students understand the importance of the attendance policy and comply with it.

Research Skills Development
This is currently under review and we will provide an update on any changes, once agreed.
UEL is committed to supporting the personal, professional and career development of its postgraduate research students. The support provided comprises a mixture of discipline-specific provision offered at the School level and generic provision offered at the institutional level. The generic skills development provision is managed by the Graduate School. 

Research skills development provision at UEL is based on the Researcher Development Framework (RDF) published by Vitae, the national organisation that supports the development of doctoral researchers and research staff in the UK.  

The RDF describes the knowledge, skills, behaviours and personal qualities of researchers, and encourages them to aspire to excellence through achieving higher levels of development. It is structured in four “domains”, which encompass what researchers need to know to do research, how to be effective in their approach to research, when working with others, and in contributing to the wider environment.

· Domain A: Knowledge and intellectual abilities – The knowledge, intellectual abilities and techniques required to do research.

· Domain B: Personal effectiveness – The personal qualities and approach to be an effective researcher.

· Domain C: Research governance and organisation – The knowledge of the standards, requirements and professionalism to do research.

· Domain D: Engagement, influence and impact – The knowledge and skills to work with others and ensure the wider impact of research.

These skills may be present on commencement, explicitly taught, or developed during the course of the research.

For more information about Vitae and the Researcher Development Framework, see www.vitae.ac.uk and www.vitae.ac.uk/rdf. 

UEL’s research skills development provision is reviewed on a regular basis by the Research Degrees Subcommittee and the Graduate School, and enhanced as appropriate.

Development needs analysis

At the outset of a student’s research degree programme, their Director of Studies is responsible for helping them undertake a development needs analysis of their research skills. This involves considering the student’s previous experience, identifying what level of research skills they have acquired so far and deciding what skills training is required in the first year and subsequent years. For example, a student who is moving into postgraduate research straight from their undergraduate degree is unlikely to have the research skills required at the postgraduate level. On the other hand, a more mature student, who has undertaken research at master’s level or in the workplace, may already be well equipped for the first year of their doctoral studies.

Core modules in Research Skills (N.B. What is outlined here is currently under review.  Please contact Paul Kiff in the Graduate School for further information.)
The Graduate School offers two core modules in research skills:

· GSM008 – Research Preparation and Planning;

· GSM007 – Understanding Research Processes and Contexts.

GSM008 runs in Semester A (starting in September) and GSM007 runs in Semester B (starting in February). Both modules are also offered in distance-learning mode.

These two core modules are compulsory for all first-year postgraduate research students unless the development needs analysis carried out by the student and their Director of Studies has identified sufficient prior learning. In this case, the student must apply to Paul Kiff in the Graduate School for exemption from one or both modules. 

In order to apply for exemption, the student must submit a portfolio of evidence plus a covering letter and copy of their CV. There is no prescribed format for the portfolio of evidence, but it should contain all the information you can produce to support your claim of research skills acquired so far – details of training activities you have undertaken at other institutions, papers you have written and so on. The portfolio must show evidence of satisfying the learning outcomes on the module for which exemption is being sought. Students wishing to gain exemption from GSM007 and GSM008 should first contact Carlando Francis on c.francis@uel.ac.uk 

Researcher Development Programme

The Graduate School also offers a range of optional workshops and online courses in research skills, which postgraduate research students will find useful as they progress through their studies. The Researcher Development Programme (RDP) covers “transferable skills” such as project management in the research environment, academic writing skills and how to make effective presentations at conferences.

For details of this year’s programme of workshops and the online courses available, please see the RDP webpage: 

http://www.uel.ac.uk/gradschool/training.htm
Progress planner

Some academic schools encourage their students to make use of the electronic Progress Planner that is available on UEL Plus, our virtual learning environment. This web-based package enables you to record meetings with your supervisors, development activities undertaken and so on. Your Director of Studies will advise you how to make best use of the Progress Planner.
	Who
	All students, unless exempted

	When
	Registration and sitting of core modules should be undertaken in September or February of each academic year.



	Where
	Information on the venue and times for classes can be sought from the Graduate School Registrar on 02082232467

	How
	Students should discuss your research skills needs with your Director of Studies. If exemption is to be sought. This should be communicated to Carlando Francis in the Graduate School. 

If the student wants to gain exemption, a portfolio should be submitted that shows how you satisfy the learning outcomes on the module for which exemption is being sought.



	Why
	To ensure all students are equipped with the necessary research skills training to successfully complete your programme.

Also to obtain the minimum level of research competence sufficient for students to become independent researchers after completing the PhD.


Registering a Research Project

All research students are subject to two distinct processes: 

Enrolment - as students via UEL Direct

Registration - for a particular research degree. 

The two processes are separate but complementary. 

Registration is the formal process through which students are placed on a specific programme of study leading to the award of a research degree. 

Normally the date of registration is the initial date of enrolment for the MPhil/PhD programme. The process of registration should be completed within six months of enrolment for full-time and within twelve months for part-time students. 
For Professional Doctorate students the time between enrolment and registration will vary. Please check with your Programme Leader.
Registration is granted for a fixed period of time which relates to the mode of study (part time or full time) and the programme for which the student is registered (MPhil, PhD via MPhil, PhD Direct, PhD by Published Work, Higher Doctorate or Professional Doctorate). 

A student’s registration must be consistent with their enrolled status i.e. part time students must be enrolled and registered on a part time basis and full time students must be both enrolled and registered on a full time basis. 
Registration is a serious event and you should ensure your application is in good order before you submit it. The outcomes of registration can be that:

· The application is approved and you are registered

· You are asked to re-write and re-submit the proposal

The Registration periods are in Part 9 of the Manual of General Regulations. Those for Professional Doctorates may vary from what is shown. Please contact the relevant Professional Doctorate Programme Leader for advice.

Contract research staff 

Colleagues employed as full-time contract research staff are sometimes obliged, as a condition of their employment, to register for a research degree. This registration will be in full-time mode as the research project for which they are employed is also the basis of their thesis.
Procedure for the registration of research degree programmes

Students in liaison with their Director of Studies should apply to register their research proposal on Form REG, (which can be found on the Graduate School webpage). All applications for registration are considered by the School Research Degrees Sub-committee and then formally approved by the Research Degrees Subcommittee. 
Direct registration for the degree of PhD may be permitted to students who hold a research Masters degree (MPhil or equivalent) awarded by our University, the Council for National Academic Awards (CNAA) or by a United Kingdom or international Higher Education Institution.
All proposals for registration should demonstrate that:
· The research project has clear aims and objectives.
· That the student has or can acquire the knowledge and skills to successfully complete the project within the appropriate timescale.
· That the proposed supervisory team has the skills, knowledge and experience necessary to successfully supervise the project.
· That the research environment in the academic school is suitable and that sufficient resources are available.
Summary

	Who
	All students

All supervisory teams

Deans of School

SRDSC Chairs

	When
	Within 6 months for full time students and 12 months for part time students



	Where
	Information should be sought from the Graduate School. All forms, Code of Practice and Regulations are on our website at: 

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html


	How
	Students complete a registration form with the advice of supervisors. The completed form should be submitted to the school’s Research Administrator, or relevant officer who will submit the form to the School Research Degrees Sub-committee. The School Research Degrees Sub-committee will make a recommendation to the University Research Degrees Subcommittee for final approval.



	Why
	Allows for formal and independent scrutiny of the application at both school and institutional levels and also ensures that due process is followed.


Transfer from MPhil to PhD 
Students who are enrolled and registered for PhD via MPhil are required to apply formally for approval to make the transfer to PhD. This is achieved via the School Research Degrees Sub-committee using the relevant form. 
The request for transfer will be heard by a panel consisting of a minimum of two and a maximum of six research active members of staff from the relevant School(s) with appropriate academic and professional expertise, and who are independent of the student’s supervisory team. The student must be present at the meeting of the panel. The student may request that their supervisory team is also present.  

 

The application will normally be made after 9-15 months of full time study (or part time equivalent) and should be supported by a 3000 to 6000 word progress report including a brief review and discussion of the work already taken and an account of intended further work.

This should also include a statement indicating how the research makes an original contribution to knowledge.

Summary

	Who
	Any MPhil student wishing to upgrade to PhD status.

	When
	Normally 12-15 months after registration for full time students and 24-30 months after registration for part time students. 



	Where
	Information should be sought from the Graduate School. All forms, Code of Practice and Regulations are on our website at: 

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html

	How
	Students completes transfer form

Supervisors sign the relevant sections

Transfer panel is convened

Recommendations sent to the School’s research administrator for submission to the School Research Degrees Sub-committee.

School Research Degrees Sub-committee makes recommendation to the Research Degrees Subcommittee for final approval



	Why
	Allows for formal and independent scrutiny of the application at both school and institutional levels and also ensures that due process is followed.


Students who are on the PhD can apply to have their registration downgraded to an MPhil.

Annual Review of Progress 

Progress and Review

It is the student’s responsibility to ensure that satisfactory progress is maintained to enable the successful and timely completion of their research degree programme. A research student’s progress will be regularly reviewed both informally between the student and members of the supervisory team, where general matters are discussed, and formally through the annual review process. 
The main purpose of progress and review is to provide support for the student towards successful completion within the appropriate timescale for their degree. Additionally the annual review process provides an opportunity for students to feedback on their experience. 

All formal supervisory meetings should be recorded. 

The progression of research students will be formally reviewed and monitored by the relevant School Research Degrees Sub-committee which will provide an annual report to the Research Degrees Subcommittee on progress. 
Annual review enables School Research Degrees Sub-committees to monitor the work being undertaken by their students, to ensure that the training needs of students and supervisors are being met and to identify and resolve any difficulties that a student is experiencing. Continuation on the research degree programme is conditional on a satisfactory outcome from annual review.

Informal review meetings between the student and the supervisory team should also take place on a regular basis.
Procedure for annual review

The Officer and the Chair of the School Research Degrees Sub-committee will determine the composition of the panel and date for each review. 

The Officer to the School Research Degrees Sub-committee will be responsible for:

· Providing all those involved in the review process (panel members, students and supervisors) with the date, time, venue of the review and a copy of this document. 
· Providing the student with Form A which should be returned at least three weeks prior to the meeting complete with the progress report. The form will be provided to the Chair of the panel prior to the review meeting. 

· Providing the supervisory team with Form B and request that it be completed and returned at least two weeks in advance of the meeting. 

· Providing all panel members one week before the meeting with the progress report, and completed copies of Forms A and B. A blank copy of Form C should be sent to the Chair only. Form C should be completed by the Chair of the Annual Review panel.
· Following the review and consideration by the Research Degrees Subcommittee copies of form C only should be forwarded to the Graduate School. If there are issues that should be brought to the attention of the Research Degrees Subcommittee these should be highlighted. 
· After all reviews are completed the SRDSC chair will need to complete a list with the names of all students who were reviewed with results for noting at the SRDSC.
Progress Report

The progress report should focus on progress made in the preceding year and must where relevant refer back to the previous report.  Students should give a clear summary of their aims and methodology and details of any research that has been undertaken in the preceding twelve months (e.g. attendance at postgraduate Research Skills Training modules, subject specific training, conference presentations etc). 

If the student has specific issues that they would like to raise at the meeting then these should be included in the report. 

The precise requirements of the report are detailed below.

Annual Review report

The report submitted at the end of the first year of study should include

· The title of the research programme and the start date

· The aims and methodology of the research

· A literature review

· A summary of research training to date and identification of any skills training needs. 

· A forward plan for submission

The report submitted at the end of the second year of study should be the same but with the omission of the literature review and inclusion of any draft chapters or presentations made. If the student has submitted their thesis by the end of the third year of study then a progress report is not required as the meeting will be used to prepare the student for the oral examination. 

If the student has not submitted the thesis by the end of their third or subsequent year of study then a progress report should be submitted as in the second year but should also include

· A summary of how much work has been completed

· A summary of how much of the thesis has been written

· A forward plan for the completion of the thesis including a timetable and expected submission date 

Presentation

Students should expect to make a brief oral presentation lasting no more than fifteen minutes. This should provide a brief summary of progress over the past twelve months and should conclude with any issues they wish to discuss with the panel or other skill development issues.

Students should also give a narrative account of the work undertaken over the preceding twelve months.
Recommendations of the Review Panel

In making their recommendation the panel should consider the progress made in the research programme taking into account the student’s date of enrolment and of registration.  Review panels must take into account the minimum and maximum periods of registration for the student’s programme (see Part 9 of the Manual of General Regulations). 

The panel may recommend:

· That the student should progress to the next academic year.

· That an amended progress report is submitted.  In this case the panel must reconvene within two months and the Chair should suggest a date. The panel must also provide written guidance to the student on matters that need to be addressed prior to the subsequent review meeting.
· That the student be withdrawn.

· In the case where a student fails to attend/undertake an annual review the School Research Degrees Sub-committee have the option of recommending the student be withdrawn from the programme on the basis of failure to meet the conditions of the annual review.

Written feedback will be provided to the student within two weeks of the meeting.

Copies of form C should be submitted to the Graduate School within two weeks of the meeting and a general report noting the outcome of ALL reviews should be tabled at the School Research Degrees Sub-committee by the chair.

The Research Degrees Subcommittee will receive and consider a report from each school on the annual monitoring process and progress of students. 
If a student fails to attend for their scheduled annual review the relevant Research Degrees Leader should put in hand arrangements for a rescheduled annual review to occur within six weeks. If the student fails to attend for this rescheduled annual review the Research Degrees Leader consult the Graduate School Registrar for advice.
Summary

	Who
	All students

All members of supervisory team

	When
	Normally July, August/January February each year. 



	Where
	Information should be sought from the Graduate School. All forms, Code of Practice and Regulations are on our website at:

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html


	How
	Please see the section on Procedures for Annual Review in the Code of Practice:

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html


	Why
	To ensure satisfactory progress is maintained and to provide support for the student towards successful completion within the appropriate timescale.


Re-enrolment

After satisfactory completion of an annual review, all research degree students should re-enrol annually. This is the sole responsibility of the student and should be done via UEL Direct. If you have any query, please contact Caroline Lake in the Graduate School on 0208 223 6274, or email: c.lake@uel.ac.uk
Extension of Registration Period 
It is possible in exceptional circumstances to extend a student’s period of registration. Research Degrees Subcommittee may extend a student's registration for a maximum period of twelve months beyond those periods given in part 9 of the Manual of General Regulations. 
Applications to extend the approved period of study should be made to the relevant School Research Degrees Sub-committee. 
Summary

	Who
	Any student who has not presented the thesis and whose registration period is about to expire



	When
	At least 6 months before the expiry of registration



	Where
	Information should be sought from the Graduate School. All forms, Code of Practice and Regulations are on our website at:

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html


	How
	Students should complete the Extension of Registration form with the advice of supervisors. The completed form should be submitted to the SRDSC for recommendation and then to the Research Degrees Subcommittee for final approval.



	Why
	Allows for formal and independent scrutiny of the application at both school and institutional levels and also ensures that due process is followed.


Suspension/Resumption of Registration Period (Intermitting)
It is possible in exceptional circumstances (ill health, or other cause) to suspend a student’s period of registration. Any document submitted to support a request must be in English or must be accompanied by an authenticated translation into English.
Any period of intermission must be agreed by the Research Degrees Subcommittee, in advance of the period of intermission. You cannot normally intermit after the second week of each university semester and intermission must be for a minimum of one semester and a maximum of two years. 

Each postgraduate research student will have a maximum of 24 months intermission as of right subject to the agreement of their Director of Studies.  The time must be taken in semesters (for the purposes of this procedure a semester will be treated as though it is six months long). If the intermission stretches beyond the first 12 months the student must show that the research project will still be viable on their return.  
 

After 24 months the student must either return to study or they will be withdrawn from the programme.  There would of course be nothing to stop a student who had been withdrawn through this route re-applying for a place at the university once their situation had resolved and requesting that some of the previous registration period be taken into account. 
Prior to the resumption of their studies, students should contact their Director of Studies to ensure that arrangements are in place to receive them and that the relevant documentation has been completed.
Retrospective intermission must be seen as exceptional.
International students should read the advice above on page (7) and should always contact the International Student Advice Team (ISA) service isa@uel.ac.uk before submitting their application. The Graduate School will always confirm with ISA that the applicant has sought their advice before intermitting a student.

Summary

	Who
	All students seeking to suspend their study

	When
	Request for suspension of studies should be made in advance.



	Where
	Information should be sought from the Graduate School. All forms, Code of Practice and Regulations are on our website at:

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html


	How
	Students should, after consulting with the Director of Studies, submit the completed form to the school’s research administrator who will then submit the form to the School Research Degrees Sub-committee for recommendation. Applications for retrospective suspensions will be submitted to the Research Degrees Subcommittee for approval.

	Why
	Allows for formal and independent scrutiny of the application at both school and institutional levels and also ensures that due process is followed.


Write-up

The move to write-up status can only happen at the beginning of a semester. All applications for write-up should be made taking into account this timeline. The application form should be completed and submitted to the School Research Degrees Sub-committee. After consideration by the School Research Degrees Sub-committee, the form is then sent to the Graduate School for processing.

Once a student enters the write-up phase of their programme, the University will charge a significantly reduced fee for the academic year. Please note, this fee cannot be paid in instalments and if the student submits the thesis within the respective academic year, no refund will be given.

Examination 

Examination has two distinct, related phases:

a) In the first instance a thesis or other form of submittal is presented to be assessed by an examination team

b) After assessment a recommendation will be made as to whether or not the student should proceed to the oral examination (viva voce), a process by which the student is expected to orally defend the thesis or other form of submittal in the presence of at least two independent examiners and an independent chair.
What is expected?

The aim of the viva process is to satisfy the examiners that:
· the thesis that you submitted is your own original work 

· you have a good command of your subject 

· your thesis represents an original contribution to knowledge. 
The administrative process for an examination is outlined in the diagram below. Students and staff are encouraged to read the Code of Practice and Part 9 of the Manual of General Regulations.
Application for the approval of examination arrangements 

All research degree students will be required to orally defend their thesis (the viva voce) as part of the examination process. The oral examination is integral to evaluating whether the student has met the standards of the award 

The student, in liaison with their Director of Studies, should submit an application for the approval of examination arrangements (Form EXA) to the School Research Degrees Sub-committee, to be agreed by the Research Degrees Subcommittee, normally six months, and no less than two months, before the intended date of examination and before the expiry of the maximum registration period or the period of write-up. The form should be accompanied by Form EXN – Nomination as an Examiner.
The proposed examiners must fulfil the criteria detailed in the regulations. Former employees and UEL graduates are not eligible to act as external examiners until an interval of at least three years has elapsed. Once the examining team has been appointed, it is essential that the candidate has no direct contact with them.

Upon receipt of the approved application, the Graduate School will issue letters of appointment to approved examiners giving the name(s) of all appointed examiners and the provisional date of the examination. The student and their Director of Studies will be notified of the provisional examination arrangements. Once examination arrangements are approved, the Director of Studies is responsible for setting the viva date and time. The administrative officer in the Academic School is responsible for arranging a suitable venue and notifying the Graduate School, the examiners and the student accordingly.  

Submission of the thesis for examination 

Students are strongly advised to consult their supervisory team before submission of the thesis or other form of submittal to the Graduate School and must note that the University will not accept for examination a thesis that does not adhere to the Regulations relating to its presentation. A thesis which fails to conform to the Regulations will be referred back to the student. 

The Graduate School will only accept a thesis or other form of submiittal from a student for dispatch to the examining team when it has been submitted, as a whole or in its constituent parts, to Turnitin. Turnitin is an internet-based text matching service that has been developed by a commercial company. It is used, under license, by most UK Universities, including the University of East London. Work that is submitted to Turnitin generates a Turnitin Originality Report, showing which parts of it have been reproduced and from which sources. The Graduate School will determine that the thesis has been submitted to Turnitin based on the production of the Turnitin receipt. Students are not required to submit the Originality Report generated by Turnitin along with the thesis. It will only be used where the examining team suspect plagiarism or cheating and where a formal investigation has been initiated using our agreed procedures for such matters. The Graduate School will accept on trust that the thesis submitted for examination is the work submitted to Turnitin. The Director of Studies should seek advice from the Learning and Teaching Advisors within Schools and advise students and supervisory teams on the institutional policy regarding use of Turnitin for research degree theses. 
Students must make their own arrangements for the typing and binding of their thesis and it is the student’s responsibility to ensure that the work accords with Part 9 of the Manual of General Regulations.

The student is to send their thesis to the Graduate School at least two months in advance of the date of the examination. Students must supply one copy for each examiner and one copy for the Chair of Examiners. These copies will be distributed to allow the examiners approximately six weeks reading time.

Under no circumstances should the student or supervisors present the thesis directly to the examiners.
Students have the right to submit their thesis, or other form of submittal without the support of their Director of studies.

Students can only submit their thesis or other form of submittal if the minimum registration period is passed or the Research Degrees Subcommittee has approved a shorter period of registration.
Preliminary Reports

The examiners are required to submit their preliminary reports on the thesis using Form PGR (A), which will be dispatched along with the thesis. The purpose of the preliminary reports is to establish that the examiners are satisfied that a prima facie case to proceed to an oral examination has been made and to allow sufficient time for the circulation of instructions to the examiners. These Individual reports are to be received by the Graduate School at least 7 days before the examination. Copies of all reports will be sent to each examiner and the Chair, along with Form PGR (B) (Form PGR (C) in the event of re-examination) for the Chair to pass to the examiners to complete at the end of the examination. 

Should any preliminary report not be returned in time, the Graduate School will notify the student, examiners and supervisory team that the examination is postponed.
Chair of Examiners and conduct of the examination 

Although required to be present at the oral examination, the Chair of Examiners has no direct participation in the assessment of the thesis or other form of submittal or oral examination. The Chair will receive copies of the preliminary reports prepared by the examiners in advance of the oral examination. These are provided for information only, to assist the Chair in answering queries from the examiners about matters of process: the Chair is not expected to be a subject area specialist in the field being examined or to answer questions or give opinions about the thesis or other form of submittal.
The involvement of the Chair does not begin until the oral examination itself, but it is necessary that the Chair has a clear understanding of the process leading up to the oral examination and the respective responsibilities of others involved. The Chair will receive copies of all relevant correspondence relating to the examination of the student from the point at which the examination arrangements are approved.

The examiners should convene for a short time before the oral examination in order to discuss their preliminary reports and the questions they wish to put to the student. The Chair should ensure that no other parties are present at this meeting.
Students may give a short presentation at the outset of their examination if they wish. The Chair and examiners should be notified of the student’s intention to do so before the day of the examination. 

Once the examiners are prepared, the Chair should ask the student to join them and open the proceedings. The supervisory team may also be present with the student's consent. Supervisors may not contribute to the defence of the thesis nor participate in the exercising of academic judgement by the examiners. No other persons may attend the examination.
The length of the oral examination will vary due to the individual nature of the work being assessed. Students should normally expect to undergo a mock oral examination in their final annual review meeting.

As a rough guide most examinations last between two and four hours. The chair of the examination should intervene if the examination is overly long or for any other good reason.

The examiners are required to reserve judgement until after the oral examination and should ensure that the student is given a fair opportunity to present an oral defence of the thesis or other form of submittal. Care should be taken to ensure that the student is not disadvantaged by being given the impression that the examiners have already arrived at a decision prior to the viva voce, especially in cases where the likelihood is that the outcome will not be in the student’s favour. Both student and the supervisor(s) must withdraw prior to the deliberations of the examiners on the outcome of the examination. 

Post examination

Following the oral examination, the examiners must, where they are in agreement, present a joint report and recommendation relating to the award of the degree to the University.  The Chair will supply the appropriate form – Form PGR (B) (Form PGR (C) in the event of re-examination). In cases where there is a difference of opinion between examiners, each examiner must complete a separate form. 

The preliminary reports and joint recommendation of the examiners must together provide sufficiently detailed comments on the scope and quality of the work to enable the University to satisfy itself that the criteria for the award of the degree have been met. Examiners may informally indicate their recommendation on the result of the examination to the student, but they must make it clear that the final decision to award the degree rests with the University.
The Chair should submit the completed form(s) to the Graduate School immediately following the conclusion of the examiners’ deliberations on the outcome of the oral examination. 

Where the examiners require revisions to be made to a thesis it may not be practical for the examiners to draft guidance on the deficiencies immediately following the oral examination. In such cases it is reasonable for the examiners to be given time to prepare their notes, but the Chair must ensure that the report form is completed and returned. The examiners should indicate on the report form that the notes for the guidance of the student will follow and said notes must be submitted to the Graduate School no later than two weeks from the date of examination. 

Outcomes of the examination

The outcomes available to examiners are detailed in the Research Degrees Regulations. In the event of minor or major amendments to the thesis being recommended, the Graduate School will communicate the examiners’ comments to the student and Director of Studies, along with the date by which the revised thesis must be submitted to the Graduate School. The thesis will be sent to the examiner(s) nominated on Form PGR (B) for checking. 

If re-examination is to be without an oral, the nominated examiner(s) is to inform the Graduate School in writing by signing the provided declaration whether the student has satisfactorily completed the requested amendments in the allotted time and, if so, that they are satisfied that the candidate has fulfilled all the obligations placed upon them by the examiners. Electronic signatures are not accepted and the signed declaration should not be sent via email. All correspondence must bear the student’s name, the award recommended (e.g. PhD, a named Professional Doctorate), the title of the thesis or other form of submittal and the date.

In the event of re-examination being recommended with an oral examination, the Director of Studies or their nominee must arrange a date and venue for the viva voce. There is no need to make another application for examination arrangements if the examiners are to remain the same, but the Graduate School must be informed of the new arrangements. 
Preparation and submission of the final thesis or other form of submittal

After the examiners’ recommendations have been met, one hardbound copy must be submitted to the Graduate School. This copy will be retained by the University and will be permanently logged in the appropriate section of the library.

Provided the Research Degrees Subcommittee is satisfied that everything is in order, it will recommend to the Academic Board of the University that the degree be conferred. Once Academic Board has confirmed that the degree be conferred, the Graduate School will arrange for the degree certificate to be issued and notify the Graduation Team that the candidate can be invited to the relevant awards ceremony. 

The Graduate School will issue the student with a letter giving formal confirmation of the award and provide any references which the student may require in anticipation of their degree certificate.

Presentation of work in a form other than the written word

Candidates may undertake a programme of research in which the candidate's own creative work forms, as a point of origin or reference, a significant part of the intellectual inquiry. Such creative work may be in any field, (for instance: architecture; creative writing; dance or performance; design; engineering and technology; film; fine art; musical composition) but must have been undertaken as part of the registered research programme. In such cases, the presentation and submission may be partly in other than written form. Section 20 of Part 9 of the Manual of General Regulations provides further guidance on the rules governing the presentation of work in a form other than the written word.
Summary

	Who
	All students

Supervisory team

	When
	At least 6 months before the thesis will be complete

	Where
	Forms EXA and EXN

http://www.uel.ac.uk/gradschool/resources/doclibrary/index.html

	How
	Supervisory team nominates the examination team for approval.

Complete forms EXA and EXN and submit form to the relevant officer in schools

The relevant officer should then submit the form to the School Research Degrees Sub-committee for recommendation and then to the Research Degrees Subcommittee for final approval.

Director of Studies should set the viva date and time.

Administrative Officer in the Academic School should organise the venue and communicate date, venue and time of the viva to the Graduate School, examiners, Chair, students and supervisory teams

Student should then hand in the thesis or other form of submittal a minimum of two months before the scheduled viva.

	Why
	Allows for formal and independent scrutiny of the application at both school and institutional levels and also ensures that due process is followed.
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SECTION 4

Supervision
The Supervisory Team

A research student will be assigned a supervisory team composed of a Director of Studies as the main contact and one or two other supervisors. The role of the supervisory team is to collectively provide academic and pastoral support and guidance to the student through to completion. 

The regulations specify that the supervisors should previously, and collectively, have supervised no less than two students through to a successful completion. 

Additionally, all academic staff appointed as supervisors are required to attend a mandatory staff development workshop within six months of being appointed.  

Supervisor Maximums

A supervisor may supervise up to 6 full-time equivalent (FTE) research students at any one time using the following formula: 

a)
One part-time student = 0.5 FTE for a Director of Studies

b) 
One part-time student = 0.25 FTE for a supervisor

c)
One full-time student = 1.0 FTE for a Director of Studies

d)
One full-time student = 0.5 FTE for a supervisor    

The maximum number of students (head count), whether full- or part-time, that may be supervised by an individual as either Director of Studies or supervisor will be 9. This will be pro-rata for part-time members of staff.
For those who have no previous experience of supervising a student to completion the tariffs are 3 FTE and 5 head count. 

The maximum head count can only be exceeded if the Dean/Director of the relevant School or Service confirms to the Graduate School that the quality of the student’s learning experience will be protected through an adjustment of the Academic Workload Allocation Model (AWAM) loadings for the appropriate supervisor(s). 
The Research Degrees Subcommittee will be responsible for ensuring that the supervisory team conforms to the requirements in the regulations and have the appropriate subject expertise. The Director of Studies will also be responsible for agreeing, in discussion with the student, the respective responsibilities and roles of the supervisory team. The Director of Studies is also responsible for ensuring that the student’s progress through their studies is reviewed by the supervisory team at appropriate points in the academic year. 
The Responsibilities of the Director of Studies

Director of Studies are expected:

· To give guidance about the nature of research and the standard expected, about the planning of the research programme, about literature and sources, about attendance at taught modules and to encourage students to keep abreast of developments within their discipline

· To draw the attention of students to their rights and responsibilities. This will include making research students aware of the regulations governing research degree programmes, our Health and Safety framework, Code of Good Practice in Research, Research Misconduct Policy, data protection policy and any issues arising from intellectual property and authorship

· To give detailed advice on the necessary completion dates of successive stages of the research degree programme and agreeing objectives for each stage to ensure that the thesis or other form of submittal may be submitted within the scheduled time

· To provide advice and guidance on writing up the research, requesting written work as appropriate and returning work within an agreed timetable. To provide regular feedback and constructive criticism and to review the complete draft of the work prior to submission

· To assist the student with the development of personal transferable skills

· To encourage students to discuss and present their work at staff or graduate seminars and to engage with their peers

· To encourage and assist students to publish the results of their research and to present it at scholarly conferences

· To ensure that the Graduate School is aware of cases where consideration may need to be given to the protection of intellectual property rights and/or where confidentiality of the thesis may need to be considered

· To advise students on matters of confidentiality and/or ethical considerations relating to their research degree programme

· To ensure that students are aware of all necessary safety procedures

· To advise students on, and where necessary complete, the documents associated with the various stages of their programme and for ensuring the documents are submitted in a timely manner for consideration by the School Research Degrees Sub-committee
· To keep under review the progress of each of their students, to provide feedback and to ensure that each of their students is formally reviewed annually

· To inform students if their progress and the standard of their work is unsatisfactory and agree a plan of action to address those issues.
· To inform the Graduate School of the withdrawal of a student from their research degree programme 

· To ensure that, should a major change in the research project occur, appropriate adjustments are made to the supervisory arrangements 

· To recommend examiners for the student’s thesis to the School Research Degrees Sub-committee at least six months before submission of the final thesis and after discussion with the student

· To liaise with the student and examiners in the practical organisation of the oral examination

· To prepare students, as far as possible, for the oral examination and attend the oral examination if requested by the student

· In cases where a thesis is referred for resubmission following examination, to advise on the necessary revisions

Continuity of supervision should be maintained throughout the research degree programme. However, if unforeseen difficulties do arise any change to the supervisory team confirmed at registration must be formally requested through the School Research Degrees Sub-committee.

The Responsibilities of the Student

A positive working relationship between the student and supervisory team is central to the successful progression of the research degree programme and the student must take responsibility for their conduct and regular contact with the supervisory team. In addition the student is responsible for;

· Accepting responsibility for their own enrolment, continued learning and research activity and ensuring their continued candidacy for the degree.

· Acting as a responsible member of UEL’s academic community and ensuring that they are familiar with the relevant aspects of our health and safety framework and our academic rules and regulations

· Ensuring that they are familiar with the Code of Practice for Research, our Research Misconduct Policy and that their research has gained any necessary ethical clearance
· Making appropriate use of any teaching and learning facilities and training opportunities made available by Schools, the Graduate School and external providers

· Discussing with their supervisors their skills training needs and agreeing a regular schedule of meetings

· Providing adequate explanation of any failure to attend meetings and/or meeting any other commitments

· Maintaining the progress of the work in accordance with the stages agreed with their supervisors including, in particular, the presentation of written material as required in sufficient time to allow for comments and feedback

· Ensuring that any relevant change in their circumstances that might require amendment to their registered research degree programme is brought to the attention of the supervisory team, the School Research Degrees Sub-committee and the Graduate School.
· To ensure their contact details are up to date and correct. Student details can be updated via UEL Direct.
The Responsibilities of the Dean of School

The Dean has overall responsibility for research students in their School, although they may delegate the day-to-day oversight to the Research Degrees Leader, an Associate Dean or a senior colleague.
SECTION 5

Feedback Mechanisms
Feedback

All Schools have in place formal and informal procedures for gaining feedback from research students concerning their programme. In addition the Graduate School produces regular summaries for Academic Board and other University committees, of student surveys.

Postgraduate research students have representation on the Research Degrees Subcommittee. 
Complaints and Appeals
The university has formal procedures for complaints and appeals but students should always try to resolve any problems in the first instance through informal conciliation.  In the case of a complaint this would normally be with the Dean of School and the person most directly involved.  In the case of an appeal this would normally be with their Director of Studies and/or the Chair of their School Research Degrees Sub-committee.  

If a student wishes to have an informal discussion with an independent individual outside of their school they should contact a Student Union officer or the Director of the Graduate School (Dr Alan White).

The formal procedures for a complaint can be found in Part 14 and for an appeal in Part 9 of the Manual of General Regulations on the university web site.  

See http://www.uel.ac.uk/qa/manual/index.htm.
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