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	GLOSSARY OF ABBREVIATIONS
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	Code of Practice for Postgraduate Research

	DProf
	Doctor in Professional Studies

	HEFCE
	Higher Education Funding Council for England

	MPhil
	Master of Philosophy

	MProf
	Master in Professional Studies

	PhD
	Doctor of Philosophy

	PRAB
	Postgraduate Research Assessment Board

	RDFR
	Framework & Regulations for the Award of Higher Degrees by Research

	RIS
	Research and Innovation Services

	SLEC 
	Student Learning & Experience Committee

	UAB
	University Academic Board


QUALITY ASSURANCE

This Section concerns the criteria and quality assurance arrangements for the award of the research degrees Master of Philosophy (MPhil) and Doctor of Philosophy (PhD), including awards by Completed Work, Master in Professional Studies (MProf) and Doctor in Professional Studies (DProf).  The University documents ‘Framework & Regulations for the Award of Higher Degrees by Research’ (RDFR) and the ‘Code of Practice for Postgraduate Research’ (CoPPR) operate in parallel to this document and should be referred to for further details about all processes and procedures outlined in this document.  In possible cases of conflict, the procedures outlined here hold precedence.  Forms referred to in this Section are available to staff from the Research and Innovation Services SharePoint site:  
1.
CRITERIA
1.1
MPhil or MProf
The degree of MPhil or MProf shall be awarded to a candidate who, having critically investigated and evaluated an approved topic, has demonstrated an understanding of research methods appropriate to the chosen field and has presented and defended a thesis in oral examination to the satisfaction of the examiners.  In the case of the MProf, the work will be based upon, for example, a portfolio of reports and briefings and/or investigative or creative work in the candidate’s area of professional practice, which will form part of the material to be examined.
1.2
PhD
The degree of PhD shall be awarded to a candidate who, having critically investigated and evaluated an approved topic, resulting in an independent and original contribution to knowledge, and having demonstrated an understanding of research methods appropriate to the chosen field, has presented, and defended a thesis in oral examination to the satisfaction of the examiners.
1.3
DProf
The degree of DProf shall be awarded to a candidate who has successfully completed an approved programme of study, which will be based upon, for example, a portfolio of reports and briefings, and/or investigative and creative work, which will form part of the material to be examined, culminating in the submission of an individual thesis, and, if appropriate, other media formats.

The outcome of the programme must represent an independent and original contribution to knowledge in the area of professional practice in question and must be of an equivalent standard of that required of a candidate for the award of PhD.  The work must be communicable, and the method open to rigorous critique.
1.4
MPhil by Completed Work
The degree of MPhil by Completed Work shall be awarded to a candidate whose previously completed submitted work has demonstrated an understanding of research methods appropriate to the overall theme, to the satisfaction of the examiners, and an assessment of its context in relation to the developing state of the art in the subject concerned.
The candidate must present and defend the thesis in oral examination to the satisfaction of examiners, the conduct of which will be in accordance with the Regulations for the award of MPhil.
MPhil by Completed Work can only be undertaken by a candidate who is a member of Teesside University staff at the time of application.

1.5
PhD by Completed Work
The degree of PhD by Completed Work shall be awarded to a candidate whose submitted work has demonstrated an independent and original contribution to knowledge, to the satisfaction of the examiners and an understanding of the research methodology employed in its creation, and assessment of its context in relation to the developing state of the art in the subject concerned.

The candidate must be present and defend the thesis in oral examination to the satisfaction of examiners, the conduct of which will be in accordance with the Regulations for the award of PhD.

PhD by Completed Work can only be undertaken by a candidate who is a member of Teesside University staff at the time of application.
2.
ENROLMENT, INDUCTION, TRAINING AND DOCUMENTATION
The procedures for enrolment, registration, and annual re-enrolment of a student (including those employed as members of staff) are those as set out in the CoPPR.  Enrolment is the formal mechanism for admittance to the student body of the University (preceded by a formal admissions process including interview, Training Needs Assessment, and identification of required resources).
It is important that potential students are promptly enrolled/re-enrolled so that they may access University resources and their presence be recorded for internal use and, by implication, external bodies (e.g., the Higher Education Funding Council for England (HEFCE)).  Every research student is attached to an Academic Unit with a unique member of staff of that Academic Unit taking primary responsibility for the supervision of the student.  Normally, that member of staff will be the Director of Studies for the student.  Through the Postgraduate Tutor, it is the responsibility of the Dean of the Academic Unit to ensure that a full Supervisory Team is appointed in accordance with Academic Unit and University procedures before the student commences their study.  The names of the Supervisory Team members will be included in the student’s offer letter.
The University Postgraduate Research Assessment Board (PRAB) supported by Research and Innovation Services (RIS) is responsible for establishing a general induction programme and such generic research training programmes as can be delivered centrally for all newly enrolled students.  The Board is responsible for approving the delivery of School Research Induction and Research Training programmes.  This will be notified in the students offer letter.
Subject specific induction and particular programmes of study for individual students, as outlined in the registration document, are the responsibility of the School and Director of Studies.  A record of the training required and completed is recorded on the student’s record.  Annual review is conducted using presentations and interviews with students and supervisors, convened by the Postgraduate Tutor.
3.
SUPERVISORS
Through the relevant Postgraduate Tutor, a student’s Academic Unit Dean is responsible for the establishment of their Supervisory Team.  This Team will consist of a Director of Studies (normally based within the Academic Unit) and at least one other second Supervisor.  Normally, the Director of Studies must be a full-time member of University academic staff.  Between them, the Supervisory Team will have had at least two successful research degree supervisions to their credit.  In the case of PhD or DProf registration, successful supervision must be at PhD or DProf level.  In the temporary absence of a Director of Studies (for example prolonged illness), an Acting Director of Studies will be appointed, normally from within the existing Supervisory Team.  Approval is via the PRAB and it is the responsibility of the Dean of the Academic Unit to ensure that this process is adhered to.
3.1
Training for Research Supervisors
Academic staff who wish to become Research Supervisors must, normally, successfully complete the Research Supervisors’ Training Course, or external equivalent, before they undertake any supervisory role or within the first year of appointment to a Supervisory Team.  Only in exceptional circumstances will a member of staff be allowed to undertake supervision without such training and in that event, the training programme (or external equivalent) must be successfully completed within 12 months of the uptake of such a duty.  Successful training will count as one Supervision.  However, only one such “Training” completion can be counted against the two successful completions required for the Team.
3.2
Responsibilities of the Director of Studies
The Director of Studies should normally have personal expertise in a student’s subject area and/or theoretical approach to be applied, and be familiar with the University procedures for research degrees.  If a student’s work lies significantly outside the Director of Studies’ or other Supervisors’ field, the Director of Studies and the Academic Unit are responsible for putting the student in touch with specialists, either inside or outside the University, who could help.
Additionally, the Director of Studies’ responsibilities include the following:

3.2.1
Supervision and Feedback
· Establishing a clear understanding of the mutual expectation between himself/herself and the student, including frequency of contact.
· Giving general guidance to the student about the nature of research and the standard expected.
· Maintaining regular contact with the student through tutorial and seminar meetings, as appropriate (e.g., by webcam, etc. if student is studying at a distance).
· Being accessible to the student at other appropriate times when s/he may reasonably need advice.
· Giving specific guidance to the student about the planning of the research programmes, literature and sources, attendance at taught classes (which are normally covered by the student’s enrolment fee), about requisite techniques (including arranging for instruction were necessary), about good conduct in research, governance and ethical issues, appropriate referencing, and about academic misconduct and the problems of cheating and plagiarism.
· Requesting written work, as appropriate, and returning such work to the student with constructive criticism and within a reasonable period.
· Ensuring that the Supervisory Team as a whole is working together, and that each member is aware of his/her responsibilities.
· Participating in Annual Review meetings for their students.
· Providing written comments on applications for Progression, Interruption and Extension.
3.2.2
Supervisory Meeting Records
· Countersigning records of supervisory meetings and entering and completing online e-Vision supervisory meeting records and ensuring that copies are forwarded as appropriate.
3.2.3
Regulatory

· Familiarising him/herself with the regulations for enrolment and registration and giving specific guidance to the student regarding School and University procedures, including necessary completion dates of successive stages of the work.
· Ensuring that applications for Progression are submitted.
· Ensuring that the student is fully aware of regulations that affect his/her conduct and/or work.
· Attending Progression Board and Annual Review meetings to support the student.
3.2.4
Research Support

· Arranging, as appropriate, for the student to talk about his/her work to staff or graduate seminars, and to have practice in oral examinations.
· Including students in research group discussions to provide appropriate research culture and environment.
3.2.5
Health & Safety
· Ensuring that students are made aware of Health & Safety Regulations in relation to their work, including any need for undertaking Risk Assessment.
· Ensuring that the Guidelines for Personal Safety in Fieldwork are made available to all students about to engage in fieldwork.
3.2.6
Examination

· Nominating the Examination Team for approval within the appropriate timescale but taking no part in the organisation of the viva or exchange of Examiners’ Reports.
· Providing guidance to students required to make amendments or revisions to their submitted and examined theses.
3.2.7
Liaison

· Liaising with the School’s Postgraduate Tutor over all stages of the student’s study, including advising when the student is not engaging with study, is sick or is absent without approval.
3.2.8
Personal

· Making known to students any concerns that a student may be dyslexic, so that the student may obtain official assessment of the suspected condition and obtain appropriate assistance.
· Agreeing holiday absences for full-time students.
3.3
Responsibilities of the 2nd Supervisor
The responsibilities for the 2nd Supervisor(s) and any Advisors are to be worked out in consultation with the Director of Studies and the student.  The detailed arrangements for supervision will differ from discipline to discipline, and even within disciplines, but in general, it is considered good practice to keep a written record of expectations.
4.
RESPONSIBILITIES OF THE DEAN OF THE ACADEMIC UNIT
In addition to establishing and maintaining the Supervisory Team and Postgraduate Tutor for Research Students, the Dean of the Academic Unit is responsible for:
· Ensuring that no Supervisor is overloaded with supervisory responsibilities.
· Ensuring that Supervisors have the training and support they require to undertake effective supervision.
· Ensuring that in the temporary absence of the Director of Studies, an Acting Director of Studies is appointed, normally from within the existing Supervisory Team.
· Ensuring that in the permanent absence of the Director of Studies, a replacement Director of Studies is appointed.
· Ensuring that all their research students are informed of the expectations as to their progress and the Annual Review procedure.
· Ensuring that the School meets the expectations for ‘baseline’ PGR student support as set out in the document agreed by the Academic Board.

· Ensuring that research students have a place to work, along with adequate facilities and other resources for them to carry out their work effectively.
· Ensuring that students are made aware of the facilities available to them and that new students, and particularly new overseas students, receive appropriate information on procedures, personnel, and services relevant to their programme of study.
5.
RESPONSIBILITIES OF THE POSTGRADUATE TUTOR AND/OR PRINCIPAL LECTURER (RESEARCH & INNOVATION)
Within each School, there is an authorised officer – Postgraduate Tutor for Research Students and/or Principal Lecturer (Research & Innovation) – who undertakes the day-to-day administration of the procedures as delegated by the Dean of the Academic Unit.

The authorised officer’s responsibilities include:

· Ensuring that the admission, enrolment, progression, annual monitoring and re-enrolment of research degree students conforms to University Regulations and procedures;  that only students who are qualified to do so are admitted;  that before enrolment all new students have agreed a project topic with a full-time permanent member of the academic staff qualified to undertake the role of Director of Studies, and who is willing to take on that role;  and that, in the event of a member of the Supervisory Team leaving the University, a replacement is promptly found.
· Informing students and Supervisors of the roles and duties of Supervisors and encouraging good supervisory practice.
· Providing advice and assistance for registration procedures and related matters to students and Supervisors.
· Ensuring that applications for Progression, change of supervisory arrangements and examination arrangements are all made promptly, as and when required.
· Organising the Annual Review procedure.
· Chairing of School Progression Boards.
· Chairing or delegating chairing of Annual Review interviews.
· Acting on cohort reports monitoring the progress of all enrolled students in advance of and at PRAB meetings.
Schools may add to the above core responsibilities.

6.
REGISTRATION

6.1
Students Commencing Study from 1 September 2007 up to 31 August 2012
Within 6 weeks of full-time enrolment (or 9 weeks part-time), students should have submitted their application to register for a research degree of:

· Master of Philosophy


or

· Doctor of Philosophy

· Master in Professional Studies

or

· Doctor in Professional Studies

on Form UTRD REG.  It is the responsibility of the Supervisory Team to assist the student in completing this form.  The completed form must have the agreement of each member of the Supervisory Team.  The application to register needs to be accompanied by appropriate documentation, including a statement confirming enrolment and the Dean of School’s confirmation that appropriate resources are available to complete the proposed research.  Evidence of Ethical Release or Approval having been applied for must also be indicated, but Ethical Release or Approval need not have been obtained at this stage.  Registrations are considered by the PRAB for formal approval.

6.2
Students Commencing Study Prior to 1 September 2007

Normally, within 6-9 months (or appropriate part-time equivalent) of enrolment, students should submit an application to register for the degree of:

· Master of Philosophy
or
· Master of Philosophy with possibility of transfer to Doctor of Philosophy


or
· Doctor of Philosophy

· Master in Professional Studies

or
· Master in Professional Studies with possibility of transfer to Doctor in Professional Studies
or
· Doctor in Professional Studies
on Form UTRD REG.  It is the responsibility of the Supervisory Team to assist the student in completing this form.  The completed form must have the agreement of each member of the Supervisory Team.  The application to register needs to be accompanied by appropriate documentation, including a statement confirming enrolment and the Dean of School’s confirmation that appropriate resources are available to complete the proposed research.  Evidence of Ethical Release or Approval must also be submitted.  Registrations are considered by the PRAB for formal approval.
6.3
Students Commencing Study on or After 1 September 2012

Registration for:
· Master of Philosophy

or

· Doctor of Philosophy

· Master in Professional Studies

or

· Doctor in Professional Studies

will take place concurrently with the date of first enrolment.

7.
PROGRESSION

7.1
Students Commencing Study on or After 1 September 2012

All students registered for a Research Degree should apply on Form UTRD PROG at the end of the first year of study in order that the progression to the second year of the degree can be assessed and confirmed.  In addition to Form UTRD PROG, students will be required to submit a written progression document appropriate to the project.
Progression cases will be considered on their merits in accordance with approved procedures.  This will take the form of a review of the project at an appropriate meeting.  The Panel should consist of the Postgraduate Tutor and the Supervisory Team, with input from two independent “expert” advisers from outside the Supervisory Team, including one external to the University.  These experts will be chosen in consultation between the Tutor for Postgraduate Students and the Supervisory Team.  Neither should be connected with the student’s work.

The student, the Supervisory Team, and at least one of the Assessors are expected to attend the Progression Board.  The student and Supervisory Team will be given the opportunity to respond in writing to the assessor’s reports and the reports and responses shall be taken into consideration by the PRAB.
The outcome of the Progression Board should be reported to the PRAB for ratification.  In the event of the progression application being unsuccessful, the student may request a review of the decision not to permit progress, in accordance with the Assessment Review Procedures.

8.
DECLARATION OF INTENTION TO SUBMIT FOR EXAMINATION
It is the responsibility of the Director of Studies to submit, within an appropriate timeframe in advance of the expected date of submission, the names of External and Internal Examiners, on Forms UTRD EXTM and UTRD EXEXP, to the PRAB, in accordance with the Regulations for Research Degrees.  Normally, the External Examiner (or one of the External Examiners if more than two are nominated) must have examined at least two candidates at the same level of examination.  Upon approval, the Secretary of the PRAB will liaise with the Examiners, the Director of Studies and the candidate to establish the viva voce examination, and will inform the student of the requirements for submission of the thesis.

From September 2009, the PRAB requires the appointment of an Independent Non-Examining Chair for all vivas, in accordance with the Regulations for Research Degrees.

Upon completion of the thesis, a candidate must complete Form UTRD SUBM, a declaration by the candidate concerning (a) a statement of any advanced studies undertaken in connection with the programme of research, (b) clarification of possible concurrent registration for 2 or more academic awards and (c) a statement on thesis material which may have been submitted for another award.  The form, together with the requisite number of copies of the thesis must be returned to the Secretary of the PRAB.

Whilst it is the candidate’s right to decide whether or not to submit the thesis, the Supervisory Team must also indicate on the form that they have been consulted about the submission.  A Supervisor’s signature does not signify agreement to submit, and Supervisor agreement should not be taken by students as an indication that the award will be conferred.
9.
AWARD OF MPhil OR PhD BY COMPLETED WORK

Candidates may obtain an MPhil or PhD on the basis of previously completed or published work.  All potential candidates are advised to contact the Secretary of PRAB in the first instance.  Upon establishment of a prima facie case for the award, candidates are appointed an Advisor to guide them to the process of submission.
Subject to certain exceptions about what parts of a thesis may be amended or revised, the examination is undertaken under the Regulations for MPhil and PhD Examinations.

Candidates for MPhil or PhD by Completed Work must be members of staff of Teesside University at the time of application.

10.
QUALITY ENHANCEMENT

This Section details the quality enhancement arrangements for research degrees and concludes with a flowchart of procedures for supervised research degrees.

10.1
Annual Review
Schools have the responsibility for annually monitoring the progress of all enrolled research students within their Academic Unit.
This is based upon a form of submission or presentation appropriate for the discipline and type of research project and a panel interview involving both student and supervisors, which is expected to be completed around the anniversary data of each student's enrolment.
The School’s Postgraduate Tutor will determine whether progress is satisfactory, and a student may be progressed and permitted continued access to facilities, or whether a special review meeting with the student and Supervisory Team is required to resolve issues.  However, a candidate who is not permitted to progress may invoke appeal procedures.

Following consideration of progress at Annual Review, a summary report on student progress, together with any identified rectifying action, should be kept on the student’s file.  Any concerns about progress should be reported to the PRAB as part of the cohort monitoring reports reviewed by PRAB at each meeting.
Following receipt and discussion of these reports, the PRAB must produce an Annual Report for the Student Learning & Experience Committee (SLEC). This Report must contain a commentary on the business conducted in the previous academic year, a statistical analysis of that business, together with completion rates and a summary of any issues which need to be brought to the attention of, and hence resolution by the SLEC or University Academic Board (UAB).
10.2
Records of Supervisory Meetings
10.2.1 
Recording of Structured Interactions
A minimum of three structured interactions must be recorded annually.  This is in addition to completion of the Annual Review process.  The mechanisms for implementing these are either electronic or paper format, in accordance with agreements with the relevant School’s Postgraduate Tutor.  From 2014/15, supervisors can use online supervisory records uploaded onto each student’s record on e-Vision as an alternative to using paper records.
For the purposes of part-time and distance learning students, formal interaction may include e-mail contact.

10.2.2 
Completion
The record should be easy to use but contain sufficient detail to provide a useful record of the topics discussed and actions agreed.  Both student and Supervisor should agree on the content of the record.
The record should not act as a constraint to academic discussions and should not attempt to be a verbatim record.

11.
CHANGES TO APPROVED ARRANGEMENTS

11.1
Change of Supervisor

Proposed changes to the registered supervisory arrangements must be made on Form UTRD CHSUP and be submitted directly to PRAB for approval.
The proposal must be as a result of discussion between the existing and proposed Teams, including the student, and following consultation with the Postgraduate Tutor for research students.  In cases where the Postgraduate Tutor is the student’s Supervisor, discussion should take place with an alternate member of staff nominated by the Chair of PRAB.  In cases of unresolved dispute, the Dean/Deputy/Associate Dean of the Academic Unit will arbitrate, where they are not members of the Supervisory Team.
11.2
Change of Mode of Study

Students may change their mode of study from part-time to full-time and from full-time to part-time, in accordance with University Regulations and on payment of any appropriate fee.

Application or notification of such a change should be made by the Director of Studies by submission of Form UTRD CHMS directly to PRAB.  However, the maximum registration period for students commencing study from 1 September 2004, and changing from full-time to part-time study after 3 years’ full-time study, will remain as if they have always been studying full-time.
11.3
Interruption/Extension of Registration

Interruption of registration or extension of registration should be submitted on Forms UTRD SUSP or UTRD EXTN by the Director of Studies directly to PRAB for approval.  Requests should be normally for not more than one year at a time.
11.4
Withdrawal of Registration
If a student fails to pay the appropriate fees or fails to maintain contact with their Director of Studies or complete the Annual Monitoring process or meet the requirements of their Progression Board, the PRAB may withdraw their registration and disallow re-enrolment.  A minimum of 4 weeks’ notice of intention to implement such action must be given to the Director of Studies and the student.
If a student wishes to withdraw their registration, notification must be made on Form UTRD WITHD for onward transmission to the PRAB.  The date of effective withdrawal will be indicated on the form (and may differ from the date of signing of the withdrawal form).  Tuition fees are payable up to the date of effective withdrawal.
12.
CONFERMENT OF THE AWARD
Examiners preliminary reports, on the submitted thesis, are made on Form UTRD MPhPre or UTRD PhDPre (or UTRD MPrPre, UTRD DPrPre), as appropriate, and are returned to the Secretary of the PRAB 3 days before the date of the viva voce examination.  
On completion of the viva voce examination, the Examiners complete the Form UTRD MPhRec or UTRD PhDRec (or UTRD MPrRec, UTRD DPrRec), as appropriate.  These recommendations are presented to the PRAB for their decision.  Where the Examiners’ recommendations are not unanimous, the PRAB may:

· Accept a majority recommendation (provided that the majority recommendation includes at least one External Examiner).
or
· Accept the recommendation of the External Examiner.
or
· Require the appointment of an additional External Examiner.
Further information and advice is available from the Secretary of the PRAB.
13.
EXTERNAL EXAMINERS’ REPORTS
In addition to completing the Examiners’ Reports on the recommendation in relation to the award, the External Examiners will be requested to submit a report on the examination process, research support, and administrative arrangements for the viva voce examination, direct to the Vice-Chancellor (Form UTRD EXTVC).

The comments of the External Examiners will then be forwarded to the Secretary of the PRAB and matters requiring immediate attention will be actioned in consultation with the Chair of the PRAB.  In any case, at least once per year, the Examiner Examiners’ Reports will be reviewed by the PRAB and action taken on general issues as necessary.
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