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1 Introduction
The University of Plymouth consists of the following faculties:
· Faculty of Science

· Faculty of Technology

· Faculty of Social Science and Business

· Faculty of Health and Social Work

· Faculty of Arts

· Faculty of Education

· Peninsula Medical School

These University Quality Procedures apply to those students who are registered for a University of Plymouth research degree, Master of Philosophy (MPhil) or Doctor of Philosophy (PhD).

Peninsula Medical School (PMS) is a joint venture between the Universities of Plymouth and Exeter. PMS and the Faculty of Health and Social Work (FoHSW) are now part of the Peninsula Postgraduate Health Institute (PPHI). Students registered for a degree in PPHI will follow PPHI regulations and quality procedures. These students will be entitled to attend generic skills sessions offered by the University of Plymouth Graduate School.
In addition to the above faculties, the University of Plymouth accredits the research degrees of the following Accredited Partner Colleges (APCs):

· Dartington College of Arts

· University College Falmouth

For the purpose of this document, when “faculty” is mentioned hereafter it will also include the APCs.

Each faculty has an Associate Dean with responsibilities for postgraduate research students (AD – PGR) or equivalent. Each faculty has at least one designated Research Administrator (RA). Some faculties have administrative support for their Research Administrators.
Where the faculty consists of schools, each of these will have a Research Degree Coordinator (RC) with particular responsibilities for overseeing the procedures and regulations of research degree students in his/her school. Some faculties have devolved the role of the RC to the AD – PGR.

Names and job titles for AD – PGR, RCs and RAs for each faculty can be found in annex 1.
Reporting to Academic Board, the Graduate Committee (GC) is responsible for development and support of the University's graduate community. Membership, Terms of Reference and other documents on the Graduate Community can be found in the Graduate Committee community (http://intranet.plymouth.ac.uk/gradcom/).

Membership includes academic staff from the faculties as well as representatives from students (1 taught and 1 research student representatives) and central services and divisions of the University.

The Graduate Committee cascade down information, via the faculty representatives in the GC (normally the AD – PGR), to the faculties’ Graduate Affairs Committees. Please refer to annex 2 for membership and name of each of these committees. Students are also represented in the faculties’ Graduate Affairs Committees.
In faculties with RCs responsible for each school research students’ matters, there should also be a committee, responsible to the Faculty Graduate Affairs Committee, with student representation. Please see annex 2 for those faculties and schools where these group exist and membership.

School and Faculty Graduate Affairs Committees should meet frequently. The recommended frequency to be 4 times a year, prior to the Graduate Committee meetings, to enable any reporting to GC of local issues.
RCs are responsible, with the assistance of the RAs, to ensure the admission of research candidates follows the PGR student admissions policy and the procedures set up by the Graduate Committee. RCs also also responsible for the monitoring of research degree candidates in their schools, from initial enrolment to completion of the degree, ensuring that policies and procedures are followed. ADs – PGR are ultimately responsible for these matters in their faculties.

2 Documentation

The following documents have particular relevance to research degree programmes. In addition to these, the university produces other documents aimed at specific issues (e.g. funding, international students, disability matters, etc.).
External:

· QAA Code of Practice for the assurance of academic quality and standards in higher education, section 1: postgraduate research programmes - September 2004 (http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section1/default.asp)

· Improving standards in postgraduate research degree programmes - Hefce, informal and formal consultation (please refer to Hefce website for up to date information (http://hefce/)
· Hefce publications on funding PGR students (please refer to Hefce website for up to date information (http://hefce/)

· Sir Gareth Roberts’ review “SETt for Success” (http://www.hm-treasury.gov.uk/documents/enterprise_and_productivity/research_and_enterprise/ent_res_roberts.cfm)

· Joint statement of the Research Councils’: skills training requirements for research students (annex 3)
Internal:

· Admissions policy for postgraduate research programmes (http://www.plymouth.ac.uk/researchdegreehandbook or http://www.plymouth.ac.uk/files/extranet/docs/PGS/Admissions%20Policy%20PGR.doc).
· Admissions and Information folder (A&IF) for postgraduate students (to be finalised…)

· PGRs into Admissions helpsheet (refer to A&IF) for postgraduate students
· Research Degrees Handbook (http://www.plymouth.ac.uk/researchdegreehandbook)
· Quality procedures for postgraduate research students paper (Dr. Joan Chandler, May 2004, version 5) – annex 3
· Research Training Expectations paper (Dr. Joan Chandler, November 2004) – annex 3
· Research log book (http://www.plymouth.ac.uk/researchlogbook)

· Generic skills development sessions (http://intranet.plymouth.ac.uk/postgrad/)

· Complaints procedure for PGR students (http://www.plymouth.ac.uk/researchdegreehandbook or http://www.plymouth.ac.uk/files/extranet/docs/PGS/Complaints%20procedure.doc)
· Appeals procedure for PGR students (http://www.plymouth.ac.uk/researchdegreehandbook or http://www.plymouth.ac.uk/files/extranet/docs/PGS/Appeals%20policyJuly%202004.doc)

In addition to the above, the faculties/schools may produce their own handbooks. Please refer to annex 4 for information on these documents.
3 Enquiries
The University records the enquiries received in the UNITe Admissions and Enquiries System. Due to the nature of the research degree enquiries and the several ways of potential applicants to contact the institution, it is not appropriate to register all enquiries in the University system.
Most faculties will however keep an in-house database of enquiries, either with particular details of each item or as a summary of number of enquiries and type.

Enquiries should be dealt as quickly as possible. Particular importance should be place on identifying the most suitable location for the enquiry and liaise with other faculties/schools if appropriate.

Normally the Research Administration Team is responsible to send out standard reply letter/email regarding funding and fees plus applicable enclosures (or relevant web links in the case of e-mail responses) such as application form, reference form, ethnic origin and disability forms, prospectus, details of English Language and educational qualification requirements, etc.

4 Applications
‘Selection process and admission decisions to involve at least 2 demonstrably active researchers trained in selection and admissions procedures
.
All applications for postgraduate research student should be in the formal UoP PG application form (available from the Central Admissions Office, the Enquiries Unit, Faculty offices, RAs or Graduate School and also downloadable from http://www.plymouth.ac.uk/pages/view.asp?page=5731). Application forms should be initially be received by the Central Admissions Office who will fee assess the applicant and check on whether there are any criminal convictions to be considered.

Members of staff should also apply through a PG Application form as there are sections of the form that are different from other types of application forms (such as employment). There should be no need for repetition of information as documents can be attached to the PG application form.

Staff from the Central Admissions Office will input basic details of the applicant in the University Students Record System (if no record already exists) and pass the application to the relevant faculty research administrator.

The faculty will process all applications in accordance to these Quality Procedures for Postgraduate Research Students, the Admissions Policy for PGR students and the QAA Code of Practice for research degrees.
It is the responsibility of the AD – PGR to make sure that the admissions procedures in each faculty comply with the above.

The selection process for postgraduate research students should have the following features:

· all applicants to complete a UoP PG application form

· all applicants to be encouraged to complete the disability and ethnic monitoring forms

· consideration to be given to references

· criteria for admission to include:

· entry requirement of at least a 2(i) or masters in a relevant subject or its equivalent
· a description of the project to be pursued

· appropriate supervisory arrangements known and agreed at the point of admission

· all applicants to be interviewed if necessary by telephone

· admission decisions to involve at lest 2 research-active members of staff and include potential supervisors

· all applications to be entered onto the Student Record System - Admissions
For candidates whose first language is not English, evidence is required of spoken and written ability in English through tests such as IELTS or TOEFL (please refer to the Admissions Policy for PGR students for details on minimum scores). Exceptions to such a requirement may arise where the candidate has recently studied for another degree or worked in a country where English is the native language. Those candidates whose English is not yet of the desired standard may be admitted following completion of the new programmes offered by the English Language Centre.
For applicants who have declared a disability, please refer to the A&IF.

Once the application has been considered a proforma (annex 5 or in the A&IF) should be filled in and sent to the Graduate School, together with a draft offer/rejection/confirmation letter. The Graduate School will not issue offer letters unless this proforma has been signed by the appropriate staff. Signatures should include at least 2 members of staff who have considered the application plus the signature of the Head of School and/or Associate Dean – PGR and/or Dean to confirm budget arrangements. Please note that the proforma should not include two same signatures as having considered, approved or rejected the application.
If applicant not accepted, proforma to be completed as applicable and returned to Research Administrative Team in the faculty for drafting of “reject” letter or forwarding to Postgraduate Taught Programme Leader for consideration.

If application successful, proforma to be completed and sent to the Research Administrative Team (RAdT). RAdT to make sure all information is recorded in Students Records System, that the information is correct and to produce draft offer letter. Draft offer letter to be sent to Graduate School together with proforma.
Offer/Rejection/Confirmation letter to be copied by Graduate School to proposed supervisors, Research Coordinator, Faculty Graduate Committee representative, Faculty Research Administrator, Finance, Accommodation, International Office, Disability Assist (DAS) and English Language Centre (ELC) as appropriate. Offer, confirmation or rejection letters to be signed by the Head of the Graduate School and issued on Graduate School headed paper.
All research degree students, also those members of staff or research assistants, should receive an offer letter.

The suggested length of time to issue the offer or rejection letter to an applicant is 1 month from the time the application first arrived at the University.
Please refer to annex 6 for details of local procedures with regard to the admission processes.

5 Acceptance/Pre-Enrolment

On receipt of signed offer/confirmation letter from research student by the Graduate School (GS), the GS to record acceptance or otherwise appropriately in University systems and alert faculty research administrator.
Faculty research administrator to contact all students with enrolment details and welcome pack and/or arrange enrolment time/date, if not done before. See annex 7 for detailed information on documentation to be sent to student. Faculty research administrator to liaise with other services (faculty finance, PGT administrators, etc.) if necessary.
6 Induction

‘Institution to provide a formal induction process and to monitor attendance’.

The Graduate School will run two induction sessions each year (one in October and one in April) with monitored attendance. These to include key information for new students and workshops relevant to start of study for a research degree.

Each Faculty (or School) will provide a local induction process. Please refer to annex 8 for further information on local induction.
7 Enrolment

Students from the Accredited Partner Colleges enrol at their institutions and not at UoP. For these students the APCs would need to submit a pre-registration form (RDC.0 – annex 9) to the Graduate School as soon as possible after candidate started their degree.

New students: Student Records Office to create enrolment record with information held in Admissions system. Graduate School to confirm total amount of tuition fees to be paid prior to enrolment.

Returning students: the Graduate School to update PGR students records after roll-over of records to following academic year and prior to enrolment. Graduate School to confirm level of tuition fees to be paid by student in the following academic year.

Enrolment/registration to be held at each faculty where FA (or designated person) to collate and check signed enrolment certificates. If on-line enrolment available enrolment certificate (signed hardcopy) to be sent to the Faculty Administrator.
If student attending more than one programme or need to enrol in taught modules, PGR student will need to enrol in the PGR programme and other(s) as appropriate. FA to liaise with PGT administrators in the faculty or cross faculty.

Enrolment certificate to be checked for completeness. Particular attention should be put on checking the highest entry qualification printed on the certificate.
Self-fee paying candidates to pay at least 50% of fees by credit card/cheque/cash or fill in a debit/credit card mandate at enrolment if no payment made at this stage. Payment to be taken and receipt issued. Sponsored students: obtain confirmation of sponsorship or of change of sponsorship if not held on file already. Sponsored students do not need to pay at enrolment.

New students: Research Degrees Handbook and Research Logbook to be given at enrolment.
New and returning students: University Students Handbook, Welcome Pack (as and if appropriate) and ID card to be given at enrolment. If no ID card for student available, candidate issued with temporary card form to be taken to the card office.

Information on the University PGR Induction Day and on any local induction events to be handed to students at enrolment.

Student to be made live on the student record system by faculty staff. Certificate to be copied for faculty student file and original to be sent to The Graduate School. Faculty staff to input details if necessary in local databases.
Faculty to raise bursary payments, if necessary, once student is live.
Graduate School to add appropriate research degree programme details to Graduate Students Record (GSR) table – linked to the Students Records System and make sure research programme record is correct in the Students Records System.
8 Monitoring
‘There should be regular structured interactions between the student and the supervisor or supervisory team to report, discuss and agree academic and personal progress. Outcomes of all such interactions to be recorded.’

‘Institution to provide the student with access to a training program to develop research and other skills, as outlined in the Research Councils’ skills statement.’

‘Student to maintain a jointly agreed record of progress in the development of research and other skills.’

For new students starting during 2005/2006 onwards the use of the hardcopy or the electronic version of the logbook is compulsory. If special circumstances merit an exception, this needs to be initially approved by the faculty and the reasons why to be forwarded to the Graduate School.
All PGR students should be encouraged to undertake both specific and generic research training (please refer to the Research Degrees Handbook and Logbook for initial skill needs assessment and to the Specific Training Requirements paper - annex 3 - for minimum requirements).
Other forms of training should include:

· research days

· local and national conferences 

· peer-led seminars

· faculty research and development seminars

Reports from the logbook to be submitted to RAs and kept on student files at milestone dates.

Project approval:
The project approval stage to be approved not later than the 6 months point for full time students/12 month point for part time students (this implies starting the process at approximately 3 months for full time students and 6 to 9 months for part time ones). When possible, these to coincide with the corresponding meetings in the logbook.
The approval should consider an agreed project plan plus a project Gantt chart, to include a review undertaken by an expert commentator. The role of the expert commentator is to confirm the appropriateness of the research degree project and to offer independent constructive comment. The form (annex 10) and comments to be kept at Faculty/School level. Process to be formally approved at Faculty Graduate Affairs Committee. See annex 10 for detailed information on process at each faculty.

Please note that Research Degree Candidate forms (RDC forms) may not be signed twice by the same staff. Also note that the local approval needs to be signed by an academic member of staff not part of the supervisory team. This is normally the Research Coordinator but the Head of School, the AD – PGR or Dean should sign if RC part of the supervisory team.
Annual monitoring:
Postgraduate research students will follow an annual monitoring process soon after summer each year, unless this coincides with the confirmation of route stage (see below).
The annual monitoring process will include:

· a written report from the student, which gives an account of progress to date against the project plan and what is planned for the next 12 months, is sent to the local Research Degree Co-ordinator via the Research Administrator. The guide-length for this report is 1,000 words. It should be incorporated into the Research Student Log. Students also to be given a checklist/opportunity to comment as their DoS.

· a completed annual monitoring form submitted to the Research Administrator by the DoS. This should be in the form of a checklist/opportunity to comment (see annex 11).

It is recognised good practice that a third party (independent from the supervisory team) will review student’s progress, normally following an interview.

Short summary report should be sent to Graduate School in November each year about the progress of their research students and issues that have arisen from each Faculty’s associate Dean. This will be discussed at the December meeting of the Graduate Committee. Annex 11 details procedure for each faculty.
Confirmation of route (transfer from MPhil to PhD - if appropriate):
To occur at the 12-15 month review for full time students or 18-24 month review for part time students following enrolment/registration.

This is also the point at which there should also be a skills audit to demonstrate that the student has acquired the initial subject specific and generic skills associated with doctoral study. This transfer statement should cover both research skills acquired and those planned. Please refer to the Research Training Expectations paper.
FT students to submit the relevant documentation at the 12 month point and the route confirmed at 15 month point; PT students to submit the relevant documentation at the 18 month point and the route confirmed at 24 months.
Elements to this process:
· a report from the student which should contain:
· a literature review and description of methods or 2 or 3 draft chapters or draft research paper
· a statement of progress against their project Gantt chart

· a statement of research training undertaken & planned - the guide-length for the report is 6,000 words.

· a report from an expert commentator on the report/progress of the student. There should also be scope for an interview.

· a report from the Director of Studies on the progress of the student.
A School or Faculty-based Panel to review the reports and confirm the route. Please refer to annex 12 for details of the expert commentator, the panel composition at each faculty and the stages for local approval.

The transfer to PhD studies will be confirmed by the Graduate Committee via the formal approval of the transfer form (RDC.2 form – annex 12). Transfer will normally be considered outside Graduate Committee meetings by the Head of the Graduate School and the Senior Administrator (Graduate School) and outcome reported at GC.
Once transfer has been formally approved, Graduate School staff to record this in Graduate Students Record (GSR) table – linked to the University Students Record System – and update deadline accordingly.
9 Changes to Registration

Please refer to the Research Degrees Handbook and form RDC.1A – Request for Changes in Registration (annex 13).

Changes to registration will normally be considered outside Graduate Committee meetings by the Head of the Graduate School and the Senior Administrator (Graduate School) and outcome reported at GC.

Once change(s) to registration has(have) been formally approved, Graduate School staff to update student record in Graduate Students Record (GSR) table, to update the University Students Record System and update deadline accordingly if appropriate.
Please note that the local approval needs to be signed by an academic member of staff not part of the supervisory team. This is normally the Research Coordinator, Head of School, AD – PGR or Dean should sign if RC part of the supervisory team.
Suspensions

Suspensions may be requested for a maximum of 12 months at any one time. Formally approved suspended periods do not count towards total registration time.
RDC.1A form to be completed by Director of Studies and forwarded to Research Administrator together with candidate’s correspondence if available.
Requests should be made in advance of suspension effective date in some circumstances (eg. known change in job).
Requests for approval of retrospective suspensions will not be granted by Graduate Committee unless there are compelling reasons why submission of request is late.
Request to be checked by Research Administrator/Coordinator to ensure compliance with regulations. If retrospective suspension required ensure that reasons are given.

Original request to be forwarded to Graduate School.
Note on local database to be made regarding request of suspension.

Copy of request kept on file pending approval by Graduate Committee.
Graduate School to notify RC or RA of outcome.
Local database to be updated once Graduate School notification of approval received.

Supervisory team, student and any other relevant staff (such as RC, AD – PGR) not included in the notification to be informed of decision by RA/RC.

Extensions

Extensions may be requested for a maximum of 12 months at any one time.
RDC.1A form to be completed by Director of Studies and forwarded to Research Administrator together with candidate’s correspondence if available.
Requests for approval of retrospective extensions will not be granted by Graduate Committee unless there are compelling reasons why submission of request is late.

Request to be checked by Research Administrator/Coordinator to ensure compliance with regulations. If retrospective extensions required ensure that reasons are given.

Original request to be forwarded to Graduate School.

Note on local database to be made regarding request of extension.

Copy of request kept on file pending approval by Graduate Committee.

Graduate School to notify RC or RA of outcome.

Local database to be updated once Graduate School notification of approval received.

Supervisory team, student and any other relevant staff (such as RC, AD – PGR) not included in the notification to be informed of decision by RA/RC.

Changes in Mode of Attendance (part time / full time) 

For research students who started after 1st August 2003, the following automatically changes in mode of attendance will occur:
· Full time PhD for 3 years – change to part time writing up for 4th (and last) year.

· Full time MPhil for 2 years – change to part time writing up for 3rd (and last) year.

· Part time PhD for 4 years – change to part time writing up for 5th and 6th (and last) years.

· Part-time MPhil for 3 years – change to part time writing up for 4th (and last) year.
Details for students who started before 1st August 2003 can be obtained from the Graduate School.

Changes other than those above to be requested by candidate and supported by Director of Studies.
RDC.1A form to be completed by Director of Studies and forwarded to Research Administrator together with candidate’s correspondence if available.
Requests should be made in advance of change of mode of attendance effective date in some circumstances (eg. known change in job).
Requests for approval of retrospective changes in mode of attendances will not be granted by Graduate Committee unless there are compelling reasons why submission of request is late.
Request to be checked by Research Administrator/Coordinator to ensure compliance with regulations. If retrospective change in mode of attendance required ensure that reasons are given.

Original request to be forwarded to Graduate School.
Note on local database to be made regarding request of change in mode of attendance.

Copy of request kept on file pending approval by Graduate Committee.
Graduate School to notify RC or RA of outcome.
Local database to be updated once Graduate School notification of approval received.

Supervisory team, student and any other relevant staff (such as RC, AD – PGR) not included in the notification to be informed of decision by RA/RC.
Changes in the supervisory team
Changes in the supervisory team may be requested as and when needed. PGR students to have at least two supervisors.
RDC.1A form to be completed by Director of Studies and forwarded to Research Administrator together with candidate’s correspondence if available.
Requests for approval of retrospective changes in the supervisory team (additions, changes of roles or removals of supervisors) will not be granted by Graduate Committee unless there are compelling reasons why submission of request is late.

Request to be checked by Research Administrator/Coordinator to ensure compliance with regulations (please refer to Research Degrees Handbook). If retrospective request required ensure that reasons are given.

Original request to be forwarded to Graduate School.

Note on local database to be made regarding request of change in supervisory team.
Copy of request kept on file pending approval by Graduate Committee.

Graduate School to notify RC or RA of outcome.

Local database to be updated once Graduate School notification of approval received.

Supervisory team, student and any other relevant staff (such as RC, AD – PGR) not included in the notification to be informed of decision by RA/RC.

Withdrawals

Students may request to withdraw from their studies at any time.
RDC.1A form to be completed by Director of Studies and forwarded to Research Administrator together with candidate’s correspondence if at the request of student.
Original request to be forwarded to Graduate School.

Note on local database to be made regarding request to withdraw.
Copy of request kept on file pending approval by Graduate Committee.

Graduate School to notify RC or RA of outcome.

Local database to be updated once Graduate School notification of approval received.

Supervisory team, student and any other relevant staff (such as RC, AD – PGR) not included in the notification to be informed of decision by RA/RC.
The Faculty may request the termination of registration of PGR students due to lack of contact or lack of progress. In these cases, before the final formal request to the Graduate Committee to terminate the registration of the student is submitted, the procedures described in the Research Degree Handbook need to have been followed.
Any other changes or requests
Form RDC.1A may be used to request any other changes to registration or any other request (such as a request for confidentiality) that the student or the supervisory team deem necessary.

The procedure for these requests should follow those outlined above.

10 Feedback Mechanisms
Appropriate opportunities should exist for student to express their individual and collective views and concerns. These to include:

· all students to be given clear information and encouragement to contact the relevant research degree co-ordinator, Associate Dean or Head of School if they are experiencing any difficulties in the supervisory relationship. This information to be incorporated into the central and local induction processes and the Welcome Pack.

· representation of research degree students on appropriate School/Faculty Committees (see annex 14 for details)
· systems to route concerns and outcomes of queries (downwards and upwards feedback mechanisms). See annex 14 for further details.
· representation of research degree students on the Graduate Committee
· development of a system of confidential feedback

11 Examination Arrangements

‘It is the expectation that examiners of research degrees should be “demonstrably research active” ‘.. 

It is the responsibility of the Director of Studies to nominate prospective examiners. Please refer to Research Degrees Handbook for regulations with regard to the appointment of examiners.

University regulations with regard to the appointment of External Examiners indicate that these should only be approved at a formal committee meeting. The responsibility for approving examiners for research degree candidates lies within the Graduate Committee.

Graduate Committee meets four times a year. The nominations for examiners should be submitted in advance of the GC meeting prior to the student submission date. Only in exceptional circumstances examination arrangements will be approved by the Head of the Graduate School on behalf of GC outside a meeting.

Nomination (RDC.3 – annex 15) form, plus CVs of both examiners, to be submitted to Research Administrator to ensure compliance with regulations.

Arrangements to be approved at a meeting of the faculty Graduate Affairs meeting.

Please refer to the Research Degrees Handbook for number of examiners required.
If an external does not have the required previous examination experience then an additional external with this experience to be appointed (does not have to be in same research area). Fees and expenses for external examiner to be borne by the Faculty.

RDC.3 only (not CVs) to be sent to Graduate School on time for GC agenda items. If there are exceptional circumstances that the faculty want the GC members to consider, this should be attached to the RDC.3.
When approved Graduate School to notify RA/RCDirector of Studies to be informed and copy to be filed and database updated.

Graduate School to notify RC or RA of outcome.

Supervisory team, student and any other relevant staff (such as RC, AD – PGR) not included in the notification to be informed of decision by RA/RC.
12 Submission

Please refer to Research Degrees Handbook for further information (including guidelines for the presentation of the thesis) on the submission process.

The thesis is the work of the candidate and it is his/her responsibility to decide when the thesis is ready for submission, although it is advisable to heed the advice of the supervisory team.

Candidates to submit theses (one copy per examiner) to the Graduate School.

Theses for candidates who are out of time will be kept in the Graduate School until  the candidate’s registration deadline has been extended. Only when (and if) an extension is granted the Graduate School will send the theses to the examiners.

13 Oral Examination (Viva Voce) and Results

Please refer to Research Degrees Handbook for further information on the oral examination, possible outcomes and completion dates.

It is the responsibility of the Director of Studies to organise the oral examination. The Graduate School to be informed of the date as soon as possible. Faculty Research Administrator should normally be notified to update local databases.

Examiners’ report (RDC.4P, RDC.4, RDC.4A, RDC.4B) are confidential and should not be made available to supervisors, candidate or other staff. Examiners should report jointly if they agree on the outcome or on separate forms if this is not the case. Reports to be sent to the Graduate School as soon as possible. The Graduate School will notify candidate officially of the outcome.

14 Completion of Degree
Once the degree has been awarded (hardcopy of the signed thesis received in the Graduate School) the degree can be awarded.

Signed hardcopy of the thesis will be sent to the University of Plymouth library for cataloguing. Copy of the title page, abstract (which should contain the title of the thesis in full and the name of the candidate in full, with no abbreviations) and the table of contents to be sent to the British Library for cataloguing. The candidate agrees when submitting their thesis to sending these details to the British Library and to be included in the Index to Theses in Great Britain and Ireland (www.theses.com).
If the thesis is to be kept confidential for a period of time this to be indicated to the UoP library and the British Library. The details of the thesis will be catalogued but the thesis will not be available until the end of the period of confidentiality.

Graduate School to draft certificate and to liaise with Awards Office for production of final certificate and inclusion of candidate in the appropriate Awards Ceremony.
Graduate School to draft congratulatory letter from the Vice-Chancellor and liaise with the Office of the Vice-Chancellor for production of final copy of the above.

15 Performance Indicators

Each academic year, at the first meeting of the Graduate Committee (normally October), the following statistics will be included in the agenda:

· Number of applications received and offers made for previous academic year

· PGR enrolments during the previous academic year by MOA and stage
· Number of student withdrawals by academic year by faculty
· Submission and completion rates for PGR students
Similar statistics are to be discussed at the previous Faculty Graduate Affairs committee.

Refer to annex 16 for other statistics to be considered at faculty level.
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List of Annexes to

Quality Procedures for 

Postgraduate Research Students

Annex 1
name of AD – PGR in each faculty, RCs & RAs.

Annex 2
name of Graduate Affairs cttee in each faculty and membership, including student representation. Also the same for Schools Cttees. if appropriate.

Annex 3
joint skills statement from the RCs plus Dr. Chandler’s papers on general quality procedures and specific training requirements.

Annex 4
list of documents produced by the faculties/schools related to PGR students.

Annex 5
admissions proforma.
Annex 6
detail process for dealing with the applications. Such as to be sent initially to the RC, all movements of form to be via the administrator or not, to be approved by whom exactly (at least needs to be considered by 2 people and signed at the end for approval of costs by HoS/AD/Dean or equivalent), who is to sign the proformas, etc.

Annex 7
information to be sent to student, by anybody within the university, by not later than enrolment. This to include Welcome Pack.

Annex 8
outline of local induction programmes.
Annex 9
RDC.0 form.

Annex 10
RDC.1 form and details of who is the expert commentator at the project approval stage. Details of whether this can be approved by local Grad Cttees’ Chair’s action.

Annex 11
annual monitoring details for each faculty – who is doing what when exactly. Students to be interviewed or not. Actions to be taken by whom if problems. Confidential or not. AM form.

Annex 12
details of the expert commentator, the panel composition at each faculty and the stages for local approval. RDC.2 form.

Annex 13
RDC.1A form and who will contact students with formal recorded delivery letter with 1 month warning (administrator, HoS, etc.).

Annex 14
local student representation and local routes of raising concerns. Feedback, upwards and downwards.

Annex 15
RDC.3 form and RDC.4P form.

Annex 16
Statistics required at faculty level.















� All quotes in the discussion are from the Improving Standards in Postgraduate Research Degree Programmes consultation document (May 2003).
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