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This document should be read in conjunction with the current Bath Spa University Research Degree Handbook
and Bath Spa University Regulations
Management of Research Degrees at BSU: an outline of processes for students and supervisors
This document summarises the processes which apply to the management of research degrees (MPhil and PhD) at BSU. This document can be used as first step guidance, but where further clarification or information is needed the definitive current issue of the BSU Research Degree Handbook and BSU Regulations.
The processes indicated are important. From the perspective of the student they are designed to facilitate smooth progression through MPhil and PhD study, ensuring transparency of procedure and rigorous and appropriate quality control. For supervisors, the processes serve to ensure effective and appropriate management of research students with respect to practical and quality assurance issues. In common with all processes they only function effectively when all involved demonstrate familiarity. Please take time to consider this document (and the BSU Research Degree Handbook). Failure to consider and correctly invoke the processes involved will most likely lead to delays. All of the processes are rigorously scrutinised by the BSU Higher Degrees Committee (HDC), and it is worth emphasising here that that committee will ONLY consider correctly submitted materials. If after reading this guide and the BSU Research Degree Handbook you are in any doubt about any procedural matter you should contact the Graduate School for advice before proceeding. All relevant forms are detailed in the Appendix.

The most common problems involve:
Incorrect registration documents
The formal registration proposal submitted within 3 months of enrolment (full-time) or six months of enrolment (part-time) MUST be on the form Application to Register for a Research Degree. NO further documents or appended sheets should be attached WITH THE EXCEPTION OF supervisors' CV’s (mandatory) AND appropriate letters of permission for fieldwork, private archive work or collaboration (when appropriate). The detailed proposal sections in the Application to Register for a Research Degree form should be jointly constructed by the student and the lead supervisor and started immediately following enrolment. If forms are incorrectly submitted at a late stage they will NOT be considered by the HDC but returned for correction. This will usually result in a minimum of TWO months delay before the next HDC meeting. It is therefore advisable to submit the proposal to the Graduate School Office AT LEAST two weeks before the cut-off date for papers for the relevant HDC meeting. This MAY allow time for corrections to be made in time for the same meeting.

When correctly submitted, the document constitutes the blueprint for the entire MPhil or PhD and is rigorously scrutinised by the HDC before approval. It is worth highlighting here that the HDC is fully entitled to ask for more information should it be deemed necessary. This may involve the proposal having to be reworked and resubmitted at a later date.

Progression assessment
Is mandatory for all students enrolled from September 1999. Please ensure that the Research Paper includes all elements as required by The BSU Research Degrees Handbook. If it does not then the viva SHOULD NOT take place. The Research Paper MUST be available to the assessment panel at least TWO weeks before the proposed viva. The panel may consider that the paper needs more work prior to viva, and return it to the student with instructions regarding the required amendments. PLEASE NOTE THAT CURRENTLY MEMBERS OF THE PROGRESSION ASSESSMENT PANEL CANNOT SUBSEQUENTLY ACT AS AN INTERNAL EXAMINER FOR THE FINAL VIVA.

Annual reporting
The annual reporting forms for both student AND supervisor MUST be returned by the due date. Failure to do so means that subsequent re-enrolment CANNOT proceed as scheduled. This may result in a technical suspension and subsequent changes to the registration period.

Final submission/Examination
Students and supervisors need to consider the time that is necessary to allow smooth progression to these vital final stages. The appointment of Examiners in particular is a lengthy process, requiring confirmation by the HDC. This is a very important stage where the suitability and experience of the proposed examining team is rigorously scrutinised. The BSU HDC IS ENTITLED TO REJECT the examining team proposed, and allowance should be made of this fact - it would mean a MINIMUM of two months delay to the process, quite probably longer over the summer period. It is recommended that the Supervisory team begin to consider and put in place arrangements for final examination (with advice from the Graduate School) 9-12 MONTHS prior to the likely viva date. Students need to project their progress forward and liaise closely with their supervisors moving into the calendar year prior to submission and final viva.
Suspension to registration
It is possible to suspend registration in the light of mitigating circumstances (see the BSU Research Degree Handbook). Students should note, however, that suspension should be sought AS SOON AS major problems become apparent. It is not in your interest to delay an application for suspension.

Extension to registration
Please note that although extensions to registration are allowed, THEY ARE NOT AUTOMATIC. Applications for extension MUST be made on the appropriate form. All applications for extension are considered by the HDC, and if accepted the HDC is entitled to state whether the extension is deemed a final extension. STUDENTS SHOULD NOTE THAT FINAL EXTENSIONS ARE NOT SUBSEQUENTLY NEGOTIABLE.

Contacts:

Allison Dagger, Graduate School Administrator (a.dagger@bathspa.ac.uk and 01225 875510)

Dr Paul Davies, Head of Graduate Studies & Research Management (p.davies@bathspa.ac.uk and 01225 875470)

An outline of the processes involved with the management of Research Degrees at BSU
Recruitment

· Marketing of research degrees and research environment.

· Graduate School supplies BSU application forms and information about research and research opportunities at BSU.

· Information about fee levels and methods of payment given by the Graduate School.

· Schools to deal with specific enquiries and to discuss research proposals with potential candidates.

· Schools to advise potential candidates whether to proceed or not.

Application

· Graduate School receives application on “Application for Admission as an Advanced Postgraduate Student” form, along with copies of degree certificates, a piece of written work, IELTS (if appropriate) and a photograph.

· Applications acknowledged.

· References applied for.

· On receipt of references copies sent, with application, sample of work etc, to relevant Head of School for consideration.

· Following appropriate consultation within the School, the decision is taken by the Head of School whether to interview or reject – Graduate School advised.

· Interview date agreed – letter sent to candidate by Graduate School.

Interview

· Interview panel to include the Head of School or nominee, the likely Director of Studies, and an academic from another School/Department. 

· Decision to accept or reject based upon the criteria set out in the current BSU Research Degree Handbook. Form “Recommendation for Admission of an Advanced Postgraduate Student” used.
· Head of School to confirm that adequate resources are available  (supervisory time, funding, space and equipment) for the advanced postgraduate stage.  

· Graduate School advised of the decision.

· Where the decision is to accept, the Graduate School is also advised of the proposed Director of Studies and the second supervisor.

· Head of Graduate School to confirm decision.

· Candidate notified by Graduate School and advised of any agreed financial arrangements, e.g. scholarship, grants or bursaries, and the conditions that may apply.

· Candidate expected to confirm acceptance within a reasonable period, after which the offer lapses.

· Student and members of the supervisory team receive or confirm they hold the BSU Research Degrees Handbook and this document.

· Formal enrolment commences on the next quarter dates i.e. the first day of the month of January, April, July or October.
Enrolment (Advanced Post-Graduate Stage)

· Student enrols and pays fees.

· Arrangements for student induction and initial training programmes are instigated by the Graduate School and supervisory team.

· Within three months (full-time) and six months (part time), the student submits a detailed research proposal to HDC.

· The proposal is the specification for the research programme.  It outlines the purpose and originality of the research, its aims, the methods to be employed, and its relationship to established knowledge.  It also provides a plan of work.  The proposal should be jointly constructed by the student and the lead supervisor.

Registering for a Research Degree

· Research proposal is submitted.  Form “Application to Register for a Research Degree” to be used.

· HDC decides whether to register the student and their programme of studies for a higher degree.

· Student notified.     

· Student pays a one off registration fee to BSU.
· Student now registered for a specific degree path (subject to satisfactory progress etc).

· Student confirms the work programme with the supervisory team.

Higher Degree Research

· Student works to the programme agreed.

· Student and supervisory team identify training needs and undertake appropriate training as an on-going process.

· Student meets the supervisor to an agreed timetable and fulfils commitments.

· Timetable for completion guided by the finite period of registration, which must include submission and examination of the thesis.  


	Progression Assessment

· This applies to students registered from September 1999.

· It takes place once, following formal registration:


	
	Master of Philosophy
	Full time
	9 months
	
	
	

	
	
	Part time
	Pro-rata (normally within 18-24 months) *
	
	
	

	
	
	
	
	
	
	

	
	Doctor of Philosophy
	Full time
	12 months
	
	
	

	
	
	Part time
	Pro-rata (normally within 24-28 months) *
	
	
	

	

	*  The actual timing for part time students should be agreed and communicated to the Graduate School at the earliest possible date.

· Progression is assessed on the basis of a research paper 3,000-6,000 words and a viva examination.

· The assessment panel includes the Director of Studies, an academic from the School not engaged in the supervision and the Head of the Graduate School or nominee.  Please note that future internal examiners should not be involved with the progression assessment.
· The assessment panel reviews the research paper and conducts the viva.  The paper must be available to the assessment panel members at least two weeks before the proposed viva.  Confirmation of the viva will be given after the research paper has been considered.

· Members of the supervisory team can be present at the viva.

· The panel will assess formally the standard and progress of the work (See Research Degree Handbook).
Contd ……………….


	· The assessment panel submits a progression report to the Graduate School          in which it advises whether the 
Student passes and stays on as PhD

Student passes and stays on as MPhil

Student passes and transfers from MPhil to PhD

Student passes but is transferred from PhD to MPhil

Student’s situation is thoroughly reviewed and decisions taken in the light of    further discussion

· Student notified of decision.

· Higher Degrees (Research) Committee notified of decision.




Annual Reporting

· An annual report of student progress is given by students and supervisors in the spring.

· The Higher Degrees Tutor from each school will send out the appropriate report forms.

· Completed reports returned to Higher Degrees Tutor.

· An overview report is prepared by the Higher Degrees Tutor and these are considered by HDC and action taken, as needed.

· Where progress is deemed to be unsatisfactory action to be taken as determined by HDC

Enrolment and Continued Engagement

· Student re-enrolls each Autumn, subject to satisfactory progress.

· Student and supervisory team continue to access necessary training.

· Student given opportunities to engage in research seminars at BSU and elsewhere.

Managing change

The Graduate School on behalf of HDC needs to be notified as soon as possible in the event of any of the following proposed changes:

· MPhil/PhD status to be clarified by a viva
· Changing supervisor or the supervisory team (form available)

· Changing research field (form available)

· Change in the programme of research (form available)

· Change in the mode of study (form available)

· Extension (form available)

· Suspension (form available)

· Withdrawal (form available)

· Complaints and appeals

· Confidentiality, copyright or any legal issues

· Training needs

Preparing to Submit

· Students and supervisors are reminded by the Graduate School of the time left available for submission 12 months before the final deadline.

· Full and final draft submitted to the supervisory team within this time.

· Director of Studies investigates likely examiners.

· Student gives formal notification to the Graduate School of intention to submit  - at least three months before doing so.  (Form available).

· The student must also advise the Graduate School if the thesis needs to be kept under restricted access following submission.

· At least three months before submission, HDC receives recommendations from Director of Studies for the appointment of internal and external examiners.  HDC considers proposal and makes a decision on approval.
· Director of Studies to discuss informally possible date of viva with examiners.

· Examiners formally appointed.
· Student submits copies of the thesis to the Graduate School (number according to size of examination board)

· Date of viva proposed by Director of Studies to Graduate School.

· Graduate School passes theses to examiners with proposed viva date.

The Examination Process

· Students to have no contact with examiners.

· Theses are sent to examiners along with a preliminary report form.

· Examiners return preliminary reports.

· Decision whether viva should proceed.

· Director of Studies to ensure adequate logistic arrangements for the viva (e.g. room booking, any equipment needs etc).

· Date and time confirmed, if the viva is to proceed.

· Thesis returned with revision requirements, if viva is not to proceed.

· Viva Voce.

· Examiners return a joint report and claim forms. 

· Student formally notified of decision.
· Minor or straightforward corrections, if needed (within 2 months – full/time students, within 4 months – part/time students).

· More substantial or less straightforward corrections, if needed (within 4 months – full/time students, within 8 months part/time students).

· If needed, resubmission.

· If award agreed, then one bound copy is handed to Graduate School for lodging permanently in BSU library.

Graduation

Appendix - List of relevant forms 

LIST OF BSU FORMS AVAILABLE

FROM MINERVA OR GRADUATE SCHOOL

	
	NAME OF FORM
	FORM TO BE COMPLETED BY

	
	
	

	1
	Application for Admission as an Advanced Postgraduate Student
	Student

	2
	Recommendation for Admission of an Advanced Postgraduate Student
	Head of School

	3
	Application to Register for a Research Degree
	Student, Director of Studies, Head of School 

	4
	Progression Assessment
	Director of Studies

	5
	Withdrawal of Registration
	Student, Director of Studies

	6
	Transfer of Registration from MPhil/PhD Status
	Director of Studies

	7
	Suspension of Registration
	Director of Studies

	8
	Extension of Period of Registration
	Director of Studies

	9
	Change of Mode of Study
	Director of Studies

	10
	Change in the Programme of Research
	Director of Studies

	11
	Change in the Arrangements for Supervision
	Head of School

	12
	Research Student’s Notification of their intention to submit
	Student

	13
	Application for Approval of Examination Arrangements
	Director of Studies

	14
	Research Degree Examiners Short C.V. (to accompany No. 15 above)
	Examiners

	15
	Preliminary Report & Recommendation of an Examiner
	Examiners

	16
	Recommendation of the Examiners (following a viva voce examination) 
	Examiners

	17
	Recommendation Report on Amended Thesis
	Examiners

	18
	Recommendation Report on Resubmitted Thesis (No Viva)
	Examiners

	19
	Candidates Declaration Form
	Student


Please contact the Head of Graduate Studies & Research Management, Dr Paul Davies (Tel: 01225-875470) or
The Graduate School Administrator, Allison Dagger (Tel: 01225-875510) if you have any queries relating to any of the forms. 



Vital statistics








      Master of Philosophy





MPhil�
Maximum�
Minimum�
Maximum word length:


science/art and design�
Maximum word length:


humanities/ social science/education�
�



Full-time�



36 months�



18 months�



20,000�



40,000�
�



Part-time�



48 months�



30 months�



20,000�



40,000�
�









      Doctor of Philosophy





PhD�
Maximum�
Minimum�
Maximum word length:


Science/art and design�
Maximum word length:


humanities/ social science/education�
�



Full-time�



60 months�



24 months�



40,000�



80,000�
�



Part-time�



84 months�



36 months�



40,000�



80,000�
�
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