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List of Abbreviations used in this Code of Practice
ASQEC
-

Academic Standards and Quality Enhancement 

Committee
REIS



-

Research, Enterprise & Innovation Services
FRDC



-

Faculty Research Degrees Committee

RDO



-

Research Degrees Officer
URDC



-

University Research Degrees Committee

BCU



-

Birmingham City University
1.
Introduction
1.1
This Higher Degrees by Research: Code of Practice (the Code of Practice) has been developed with the aim of providing research students, supervisors, and others involved with the operation of postgraduate research degrees at Birmingham City University with a framework for the administration, supervision and organisation of research degrees at the University.  It also aims to ensure consistency of approach to these matters across all faculties.
1.2
The Code of Practice is intended to complement the Regulations for the Award of the University’s degrees of Master of Philosophy, Doctor of Philosophy and Doctorates in the area of Professional Practice (The Research Degrees Regulations) and Higher Degrees by Research: Handbook for Research Students (The Student Handbook).  
1.3
This Code of Practice applies to all research degrees offered by the University. It is consistent with the Code of Practice for the Assurance of Academic Quality and Standards in Higher Education: Postgraduate Research Programmes (2004) published by the Quality Assurance Agency for Higher Education (QAA).  A list of the precepts of the QAA Code of Practice is provided at Appendix 1 and the full code is available from Academic Registry or from the QAA website (www.qaa.ac.uk).
2.
Institutional Arrangements 
2.1
The University’s Research Degrees Committee (URDC) is a sub-Committee of the University’s Senate and oversees all matters relating to research degrees including the development of policy, the registration of all research students, oversight of student progress, approving examination arrangements and the conferment of awards.  

2.2
This Code of Practice was initially approved by Research Degrees Committee (RDC) at its meeting on 31 October 2005, and is subject to regular review by RDC.  
2.3
Amendments to the University’s Research Degrees Regulations are considered annually by RDC and the ASQEC and are subject to approval by Senate. Registered research degree students are provided with a copy of the version of the regulations current at the time of their registration.
2.4
The latest version of the Research Degrees Regulations is available to students and staff on the University’s electronic document facility (the “JAWS”  website):

 (http://www.bcu.ac.uk/jaws).

2.5
Each Faculty is required to have a Policy Statement on Research Degrees.  These were initially approved by URDC and are reviewed annually. The policy statements are available via faculty websites.  A template for the policy statements can be found at Appendix 2. 
3.
The Research Environment
3.1
An offer to study for a research degree should be made only if the Faculty is satisfied that appropriate support, supervision and resources are available. 
3.2
Therefore Faculties are required to ensure that an offer is not made unless a supervisory team, with relevant experience and expertise, is in place.  The experience and expertise of the supervisory team of each research degree is scrutinised by URDC at the point at which the student’s research degree is registered. 
3.3
Faculties are required to ensure that full-time research degree students have access to a PC, telephone, and appropriate working space. Part-time research degree students must be provided with facilities to support the student’s study, as deemed appropriate by the faculty. Detail of what is provided by each faculty can be found in the relevant Faculty Policy Statement on Research.
3.4
Faculties offer training in research skills, details of which are available from the Faculty Research Co-ordinators.
3.5
The University provides research students with opportunities for personal and professional development. Faculty Research Co-ordinators will be able to provide information on faculty-specific opportunities, and details of generic training provided by the University can be found at the website of the University’s Library and Learning Resources http://library.bcu.ac.uk/learner/default.htm
3.6
Research students will be encouraged to submit and publish papers that relate to their research. Faculties will encourage research degree students to attend conferences relevant to their area of research.
3.7
The University’s Student Services department offers a wide range of services to research students, including Careers support. Further detail of all services available is given in the Student Handbook.  
3.8
Research student representation and feedback is facilitated at faculty level.  Further detail of the representation process within each faculty is available from the Faculty Research Co-ordinators. 
4.
Selection, Admission, Enrolment and Registration 
4.1
The University has Equal Opportunities and Race Equality policies which are applied across the institution. The University’s Equal Opportunities Statement can be found at Appendix 3.   The Race Equality Policy is available on the University’s website and the JAWS webpage.
4.2
Faculties are required to ensure that all decisions relating to applications and offers to study for research degrees are made equitably and in a consistent manner. It is a requirement that at least two experienced members of academic staff will consider each application and be part of the interview process.  These members of staff will be guided by the University’s Equal Opportunities and Race Equality Policy and will have knowledge of the research environment, the expectations of research degree candidates and the opportunities available to them

4.3
International students may apply to study for a research degree on a full-time basis at the University, or on a part‑time basis while studying in their own country. This latter mode of study is known as “Distance Learning” and an offer to study in this mode will only be made if the Faculty and URDC is satisfied that the applicant will have access to appropriate facilities while studying in his/her home country, that a suitable local supervisor can be appointed and that the student will be able to attend the University as a full time student for an agreed period of at least six weeks per year.  
4.4
All applicants must have sufficient command of the English language to satisfactorily complete the programme of work and to prepare and defend their thesis in English. International candidates must meet the University's English language entrance requirements, further details of which and pre-sessional English courses that are available can be found at:- www.bcu.ac.uk/students/international/english_language.html.
4.5
General information for international students on studying and living in the UK is available in the University International Guide, available from the Research Degrees Officer (RDO), Academic Registry, or from the International Office.   This publication includes information on living costs in the UK.  It is  important that international applicants ensure that they have the necessary financial support to complete their chosen programme of study.   Further advice is also available from the International Office.

4.6
The process chart given at Appendix 4 of this Code of Practice details the stages involved in interview, offer, enrolment and registration of research degrees.   Appendix 5 provides a checklist of issues that faculties should address during the admissions process.  The process is as follows:
4.7
Application
4.7.1
All applications should be made on a standard University Research Degree application form, which includes the requirement to outline the proposed area of study. 

4.7.2 A copy of all application forms received is provided to the RDO in order that appropriate equal opportunities monitoring of applicants may be carried out.
4.7.3 Once the application form, plus research proposal, is received by the faculty, the faculty will decide whether the application can be pursued, taking account of the applicant’s qualifications, specified area of research and the resources available within the faculty to support the applicant. 
4.7.4    If, at this stage, the faculty does not wish to pursue the application, the faculty will inform the applicant.
4.7.5
Where the faculty wishes to pursue the application, then the applicant will be contacted by the faculty and invited for further discussion and interview. (See section 4.8 below).
4.8       Interview/offer
4.8.1  In addition to the standard application form and research proposal, applicants are required to provide copies of all relevant qualifications (including English language qualifications in the case of international applicants) and the names of two referees.   
4.8.2
In the case of international qualifications, faculties are expected to check the equivalence of these qualifications with British qualifications via the NARIC database.   The RDO can advise on this matter if necessary. 
4.8.3
If, at this stage, the faculty decides not to proceed with the application, the faculty will inform the applicant.

4.8.4
It will be the responsibility of the applicant to provide the faculty with evidence of their qualifications and to provide the names of two individuals who can provide references.   An offer cannot be made until these documents have been received and checked. The Faculty will submit a copy of these documents with the completed and signed BCU9i form to the RDO, authorising a formal offer to be made. 
4.8.5
Upon receipt of the completed and signed BCU9i form, the RDO will ensure that the appropriate paperwork has been submitted and then issue a formal offer letter. This letter gives details of the agreed area of study, mode of study, proposed supervisory team as well as fee information and details on registration of research degrees.  The letter will normally be accompanied by a copy of the current version of the Student Handbook. 
4.9
Enrolment

4.9.1  The Student Handbook explains the procedures for the enrolment of research degree students in detail. 
4.9.2
Research degree students can normally enrol and begin their study at any point in the academic year provided that the faculty has agreed the start date and can ensure that the relevant support is in place for the student.  All subsequent enrolments of each full further year of study will take place annually in September.
4.9.3
Research students can enrol in person or by post.   The RDO oversees the research degree enrolment process and issues the re-enrolment forms each September.
4.9.4
Research degree students are required to remain fully enrolled throughout their period of study.  
4.9.5
Once an applicant has accepted an offer, returned their enrolment form and paid the appropriate fee, they will be enrolled as a student of the University with the right to use facilities including library, computing, technical support and laboratories and other student facilities.  Students who are not fully enrolled do not have the right to access these facilities.
4.9.6
The faculty is required to provide as full an induction as possible to all research degree students, to ensure that they are familiar with the environment within which they will be studying.   A brief checklist, provided at Appendix 5, gives a guide to faculties on the areas to be covered by induction.
4.10
Tuition Fees

4.10.1
Tuition fees will be calculated pro-rata from the initial starting month to the following 31 August. (The pro rata fee is assessed on the basis that there are 48 weeks in the academic year for research students). 
4.10.2
Fee levels are reviewed annually. The RDO holds a list of current fees for research students.

4.10.3
Fees are normally payable in full at enrolment, although if a student is self-funding they  may be able to pay in instalments if the fees exceed a certain amount.  More detail on payment may be found in the current Student’s Guide to Enrolment and Fee Payment,  available from the RDO or Finance Department.
4.11
Registration of a Research Degree

4.11.1
“Registration” is the process by which a research degree student gains the approval of the URDC for his/her proposed research study.    Registration involves specifying the area of study and producing an outline of the research programme. It is expected that an application to register will normally be submitted to URDC within 6 months after initial enrolment for a full time student, and within 12 months for a part time student.
4.11.2
An application to register for a research degree should be prepared by the student with the assistance of the supervisory team.  Applications must be made on the pro-forma template (form BCU9R).   All sections of this form must be completed fully, and the required papers appended (for example, curricula vitae of the proposed supervisory team members and formal confirmation of support from any named collaborating establishment).  The University requires that the BCU9R includes information on any ethical issues arising from the proposed research study. Students should refer to the University Ethical Framework at Appendix 6, and any guidance on ethics from their Faculty, prior to completing this section.  
4.11.3 The completed registration form will be considered initially by the FRDC and following endorsement by the FRDC it will be submitted to URDC for approval.   The student’s Director of Studies (or another member of the supervisory team) will be invited to attend the meeting of URDC at which the proposal is discussed.  An application to register will only be considered if the Director of Studies (or other member of the supervisory team) is able to attend the meeting of URDC at which it is discussed.   URDC may decide to refer an application for registration for further external guidance before granting approval.
4.11.4
There are no minimum registration periods for research degrees. The maximum periods of registration are shown below:
	
	Degree
	Mode of study
	Maximum registration

	MPhil
	Part Time
	4 years

	
	Full Time
	3 years

	PhD
	Part Time
	6 years

	
	(or Doctorate by Professional Practice)
	Full Time
	5 years

	
	PhD by the submission of Published Works
	Part Time
	2 Years


Note: 

1.  Where a student transfers from full-time to part-time registration, or vice-versa, the maximum period is calculated as if she/he were a part-time student, and vice-versa.  

2.    Where a student has transferred from MPhil to PhD the maximum registration period includes the period of MPhil registration.
4.11.5 
Any changes to a student’s registration details, (such as a change of proposed thesis title, mode of study, or supervisory arrangements) should be proposed to URDC using the relevant form. Further information may be found in the Handbook for Research Students. 
4.11.6 
Students can apply to URDC to extend their period of registration using the relevant form.   Students applying for an extension are required to explain the reasons why an extension is required and to outline their progress to date.
4.11.7
Students may also apply to URDC to interrupt (or suspend) their period of registration.  Further detail and pro formas for this are found in the Guidance Notes for withdrawal and interruption of Research Degree Students (at Appendix 12).
5.
Supervision
5.1
A registered research degree student has at least two, and not normally more than three, supervisors.  One of the supervisors will be designated the Director of Studies (first supervisor).   The Director of Studies will be a substantive member of staff of the University.  
5.2
The university requires the supervisory team to have a combined experience of supervising at least two research students to successful completion. In the case of a PhD, at least one supervisor should have successfully supervised at PhD level.  In the case of a Doctorate in an area of professional practice, the supervisory team will include at least one supervisor with experience of supervising students to successful completion of a UK Master’s degree in the area of professional practice and will normally include a supervisor who has supervised a student to successful completion for the award of Doctor of Philosophy or for the award of a Doctorate in an area of professional practice.
5.3
The research student / supervisor relationship carries responsibilities for both parties. These are summarised below:

5.3.1
The responsibilities of the Director of Studies include:

· Meeting the student regularly.  Full-time students should expect to meet their Director of Studies at least fortnightly; part-time students at least two or three times each term.  Directors of Studies should be accessible to students at other times when advice is needed;
· Co-ordinating contributions from second supervisors (including local supervisors, in the case of Distance Learning students), advisers and collaborating establishments, and liaison with the RDO;
· Giving advice and guidance about the nature of research and the standard expected, the planning of the research programme, literature and sources, research techniques, good practice in note taking and diary keeping, and the correct use of source material and avoidance of plagiarism;
· Providing guidance and assistance with the process of Registration, including co-ordination of the required documentation;

· Advising on the necessary completion dates of successive stages of the project and ensuring that appropriate applications are put to URDC in good time;
· Providing information about, and encouraging attendance at, appropriate taught classes (particularly on research techniques), and monitoring progress on any agreed programme of related studies;
· Requesting written work regularly as appropriate and returning work with constructive criticism within a reasonable time;
· Ensuring that the student is made aware of any problems in relation to their progress or the standard of their work and providing guidance on remedial action;
· Helping the student to make use of available expertise in the University, and assisting with dissemination of the research, for example by arranging for the student to give oral presentations on his/her research, and encouraging the submission of work for publication;
· Making provision for adequate and continuous supervision for any periods when s/he is unavailable;
· Being aware of any changes in the student’s situation which may warrant amendment, suspension or extension of registration, and promptly making the necessary arrangements;
· Assisting the student to prepare for the oral examination;
· Ensuring compliance with the monitoring procedures of the Faculty and University;
5.3.2
The responsibilities of the additional members of the supervisory team vary and will be agreed between the student and his/her supervisory team.   In general, however, their responsibilities include: 

· Providing specialist expertise on a regular basis;
· Providing advice to the student and Director of Studies at all stages of the research;
· Following the progress of the student and advising as necessary;
· Meeting the student and Director of Studies at least once a term;
· In the event of the absence of the Director of Studies, providing direction to the research;
5.3.3
The responsibilities of research degree students include:
· Ensuring that they have received, read and understood the University’s Higher Degrees by Research: Handbook for Research Students and any other published information relating to research students; 
· Accepting responsibility for their progress and the submission of their thesis;
· Attending scheduled meetings with their supervisors;
· Discussing with their supervisors the type of guidance required and any training needs;
· Raising problems, difficulties or grievances, however trivial, as they arise;
· Agreeing with their supervisors an appropriate timescale for the research, maintaining the progress of work and producing written work at appropriate times;
· Complying with formal monitoring requirements of the Faculty and/or University;
· Accepting ultimate responsibility for deciding when to submit their thesis, within the time constraints of the registration period.  Whilst research students should take careful account of their supervisors’ guidance, these comments are advisory only;
· Complying with the Research Degrees Regulations and other general regulations of the University;
5.4
BCU aims to ensure that, where possible, supervisors have attended the University’s Research Supervisor Training programme.  This training is provided through a series of workshops, and covers all the processes related to research degrees in BCU, as well as guidance on the supervisory role. More information on the training programme is available from the RDO.
5.5
URDC will ensure, via the registration process, that the number of research degree students assigned to individual supervisors is reasonable and that it does not in any way jeopardise the quality of supervision provided.  Normally,  no member of staff should act as Director of Studies for more than 6 students at any one time, unless special arrangements have been made with respect to the supervisor’s workload.  Such special arrangements must be agreed between the faculty and the Chair of the URDC.
6.
Student Progress and Review / Monitoring.

6.1 It is the responsibility of the supervisory team to ensure that a record is maintained in the student file of each formal meeting held with the student. This ensures that a record of discussions and any agreed actions is kept in a central point in the faculty. 
6.2 The University reviews the progress and achievement of research students annually as part of the annual monitoring process. Each faculty prepares an annual report for URDC, which in turn informs the Annual Report of URDC to Senate.   
6.3 Each faculty has a process for formally monitoring research student progress. This process must include an annual review meeting between the student and his/her supervisory team. This meeting provides an opportunity for discussion of the student’s progress, focussed around the report on progress and action plan provided each year by the student (using as a guideline the standard template provided at Appendix 7). Following this annual review meeting, the supervisory team (led by the Director of Studies) produces a report on the student’s progress (using as a guideline the standard template provided at Appendix 8), signed by all parties.   A copy is passed to the student, and another kept in the student’s file. 
6.4 The annual reports on each student are passed to the Faculty’s Research Degrees Co-ordinator who collates the information into a report as part of the Faculty’s annual monitoring process.   This report is presented to the FRDC before being formally submitted to the URDC for consideration. URDC submits an annual report to Senate on its activities and its oversight of the annual monitoring process.   
7.
Development of Research and other skills.
7.1
The training and development needs of research degree students are discussed as part of the annual review process. Development opportunities are offered at both University and Faculty level. 
7.2
Institutional level development opportunities are co-ordinated by the University’s Education Staff Development Unit (ESDU), within the Centre for Enhancement of Learning and Teaching (CELT) and include training for postgraduate researchers who carry out teaching. Attendance on this training programme is mandatory for research students who undertake teaching work within BCU (unless they already have a teaching qualification).  Details on the training programme are available from ESDU. 
7.3
Research students have access to Personal Development Planning via the University’s virtual learning environment, Moodle (http://www.moodle.bcu.ac.uk/).  
8.
Assessment and Examination
8.1
The examination process for research degrees consists of the submission of the thesis, its preliminary assessment by a panel of examiners and the student’s defence of the thesis by oral examination.

8.2
The examination of the thesis will be conducted in accordance with the University’s Research Degrees Regulations.  The student will be examined by at least two, and normally not more than three, examiners.  At least one of the examiners will be external to the University. 
8.3
The University requires that research degree examiners have research experience in the general area of the thesis and, where practicable, have experience as a specialist in the research topic(s) being examined. 

8.4
Independent Internal examiners are members of staff of the University.  A member of a student’s supervisory team may not be proposed as an internal examiner.  A member of the supervisory team may, with the prior approval of the student and examiners (see section 8.6 below), attend the oral examination as an observer. 

8.5
Oral examinations will be chaired by a member of University staff who is not a member of the student’s supervisory team, and who has an understanding of the University’s research degree regulations and examination procedures.

8.6
At least six months prior to the expected date of the oral examination,  the Faculty should submit an Application for Approval of Examination Arrangements (BCU9EXM form to URDC. This form requires the Faculty to state the final title of the thesis and the proposed external and internal examiners involved, with details of their qualifications and experience.  If a member of the candidate’s supervisory team is to be permitted, with the approval of the candidate, to attend the viva as an observer, this should be confirmed at this point.
8.7
Once the Application for Approval of Examination Arrangements has been approved by URDC, this will be confirmed by the RDO to the student’s Director of Studies, and the student will be sent a copy of the Guidance Notes on the Submission of a Thesis for Examination – see Appendix 9 of this Code.
8.8  At least two months prior to the date of the oral examination, the student must submit one soft-bound copy of the thesis for each examiner to the RDO.  At the same time, the student is required to submit a completed Candidate’s Declaration Form. The RDO will ensure that each examiner is sent a copy of the thesis, a preliminary report form, the Research Degrees Regulations and the Guidance Notes for a Research Degree Examination (See Appendix 10).  Examiners are asked to sign and return the completed Preliminary Report Form to the RDO, normally at least two weeks before the agreed date of the oral examination. It is a requirement of the university that the Preliminary Report Forms are received by the RDO prior to the oral examination. 
8.9 The oral examination will be chaired by a member of academic staff who is independent of the candidate, has experience in the supervision and examination of research degrees and an understanding of the University’s research degree regulations and policies.  The Chair may be nominated by the URDC from a faculty other than that which the candidate’s study is located.

8.10
The RDO will ensure that the Chair of the oral examination will be sent, prior to the oral examination, the necessary paperwork including Examiners’ Recommendation forms, the Research Degrees Regulations and a copy of the Guidance Notes for A Research Degree Examination (see Appendix 10).  
8.11
If, following the oral examination, the examiners are in agreement on the final recommendation, one copy of the Examiners’ Recommendation Form is completed, signed by all examiners and returned to the RDO after the examination.  Should there be any significant difference of opinion on the final recommendation, each examiner should complete a separate copy of the form.  

The following are the possible recommendations open to the examiners:

a) That the student should be awarded the research degree outright. 

b) That the student should be awarded the research degree subject to minor amendments.  This recommendation is usually made if the examiners feel that the thesis is already of the required level but that some minor corrections (e.g. typographical errors, minor textual amendments) should be made.  The student is allowed up to 6 months to resubmit.
In this instance, the examiners are required to provide the RDO with an agreed list of the required amendments within a month of the examination (although it is preferable for the list to be agreed on the day of the oral examination).  

c) That the student should be invited to resubmit for the award.  This recommendation would be made where the examiners feel that further work is required to the thesis in order for it to meet the required standard for the award.  The student is allowed up to 12 months to resubmit the thesis. 
In this instance, the examiners are required to agree a detailed joint statement of the reasons for the decision and of the deficiencies in the thesis.  This must be submitted to the RDO within a month of the examination.  
The resubmitted thesis will be passed to the examiners by the RDO, and the examiners will normally be expected to re-examine the thesis within a two-month period.

d)
In the case of a PhD examination, that the student should not be awarded the degree of PhD but should be invited to submit for the award of MPhil.  The examiners may recommend that the degree of MPhil be awarded subject to the presentation of the thesis amended to the satisfaction of the examiners.  The student must confirm in writing his/her agreement to waive the right to be re-assessed for the award of a PhD provided under section G 13.4.3 of the University’s Research Degree Regulations.  
8.12
The examiners’ recommendation is submitted to the URDC for approval. In practice, to avoid undue delay, these recommendations are submitted to the Chair of URDC for approval.  Once approved, the RDO will send formal notification of the outcome (and any required amendments, if applicable) to the student, the examiners, the student’s supervisors and the relevant Faculty Research Co-ordinator. 
9.
Feedback, Complaints and Appeals Procedures
9.1
Formal feedback from research degree students is obtained via their representation on the faculty committee or forum dedicated to postgraduate research degree students. In some faculties, this representation may take place via a board of studies held specifically for research degree students. 

9.2
To enable the views of distance-learning research degree students to be represented, faculties will, where possible, plan the faculty forums or boards of studies for research degree students so that they take place during the period when distance learning students are in full time attendance at the University.
9.3
The Faculty Research Co-ordinators will ensure that representation of research degree students is maintained within their faculty.
9.4
The URDC receives reports if postgraduate research experience surveys carried out, usually annually. 

9.5
The University operates a Student Complaints Procedure (see Appendix 13). It is important that any perceived inadequacy of supervision or other difficulty is raised during the period of study and when the problem arises. Any such grievance would not constitute grounds for appeal against the decision of the examiners. 
9.6
The grounds on which a research degree student can appeal against the decision of his / her examiners are limited to the following:

a) That there were circumstances affecting the student’s performance in the examination of which the examiners were not aware at the time;

b) That there is evidence of any procedural irregularity in the conduct of the examination (including administrative error) of such a nature as to cause doubt as to whether the result might have been different had there not been such irregularity; 

c) That there is evidence of unfair or improper assessment on the part of one or more of the examiners.

A research degree student who wishes to make an appeal against the decision of the examiners must formally notify the Clerk to the University’s Representations Committee of the intention to lodge an appeal, within 10 working days of being formally notified of the outcome of the examination, and submit a full case to the Clerk to the Representations Committee within four weeks.  

10.
Research Degree Awards
10.1 Students are notified formally of the successful completion of their research degree by the RDO.  At this point the student is asked to provide two hard-bound final copies of the thesis to the RDO.
10.2 The date of the award is the date on which the award was ratified by the Chair of the URDC. Once the research degree award has been conferred, Academic Registry will contact the student with an invitation to attend the next awards congregation for his/her faculty.

10.3 A research degree must be conferred before the 31st December for the student to be invited to the award congregation in the following year. Research degree certificates are normally distributed at the awards congregation. If a graduate wishes to receive the certificate prior to the congregation, he or she must apply in writing to the Head of Student Records and Examinations, Academic Registry. 
Appendix 1

Quality Assurance Agency for Higher Education: Code of practice for the assurance of academic quality and standards in higher education

Section 1: Postgraduate research programmes - September 2004

First published 1999 
Second edition 2004

The Precepts

Institutional arrangements

1 Institutions will put in place effective arrangements to maintain appropriate academic standards and enhance the quality of postgraduate research programmes. 
2 Institutional regulations for postgraduate research degree programmes will be clear and readily available to students and staff. Where appropriate, regulations will be supplemented by similarly accessible, subject-specific guidance at the level of the faculty, school or department.
3 Institutions will develop, implement and keep under review a code or codes of practice applicable across the institution, which include(s) the areas covered by this document. The code(s) should be readily available to all students and staff involved in postgraduate research programmes.
4 Institutions will monitor the success of their postgraduate research programmes against appropriate internal and/or external indicators and targets.
The research environment

5 Institutions will only accept research students into an environment that provides support for doing and learning about research1 and where high quality research is occurring.
1Please see the definition of 'research' at the beginning of the document. 

Selection, admission and induction of students

6 Admissions procedures will be clear, consistently applied and will demonstrate equality of opportunity.
7 Only appropriately qualified and prepared students will be admitted to research programmes.
8 Admissions decisions will involve at least two members of the institution's staff who will have received instruction, advice and guidance in respect of selection and admissions procedures. The decision-making process will enable the institution to assure itself that balanced and independent admissions decisions have been made, that support its admissions policy. 
9 The entitlements and responsibilities of a research student undertaking a postgraduate research programme will be defined and communicated clearly.
10 Institutions will provide research students with sufficient information to enable them to begin their studies with an understanding of the academic and social environment in which they will be working.
Supervision

11 Institutions will appoint supervisors who have the appropriate skills and subject knowledge to support, encourage and monitor research students effectively.
12 Each research student will have a minimum of one main supervisor. He or she will normally be part of a supervisory team. There must always be one clearly identified point of contact for the student.
13 Institutions will ensure that the responsibilities of all research student supervisors are clearly communicated to supervisors and students through written guidance.
14 Institutions will ensure that the quality of supervision is not put at risk as a result of an excessive volume and range of responsibilities assigned to individual supervisors.
Progress and review arrangements

15 Institutions will put in place and bring to the attention of students and relevant staff clearly defined mechanisms for monitoring and supporting student progress.
16 Institutions will put in place and bring to the attention of students and relevant staff clearly defined mechanisms for formal reviews of student progress, including explicit review stages.
17 Institutions will provide guidance to students, supervisors and others involved in progress monitoring and review processes about the importance of keeping appropriate records of the outcomes of meetings and related activities.
Development of research and other skills

18 Institutions will provide research students with appropriate opportunities for personal and professional development.
19 Each student's development needs will be identified and agreed jointly by the student and appropriate academic staff, initially during the student's induction period; they will be regularly reviewed during the research programme and amended as appropriate.
20 Institutions will provide opportunities for research students to maintain a record of personal progress, which includes reference to the development of research and other skills.
Feedback mechanisms

21 Institutions will put in place mechanisms to collect, review and, where appropriate, respond to feedback from all concerned with postgraduate research programmes. They will make arrangements for feedback to be considered openly and constructively and for the results to be communicated appropriately.
Assessment

22 Institutions will use criteria for assessing research degrees that enable them to define the academic standards of different research programmes and the achievements of their graduates. The criteria used to assess research degrees must be clear and readily available to students, staff and external examiners.
23 Research degree assessment procedures must be clear; they must be operated rigorously, fairly, and consistently; include input from an external examiner; and carried out to a reasonable timescale.
24 Institutions will communicate their assessment procedures clearly to all the parties involved, ie the students, the supervisor(s) and the examiners.
Student representations

25 Institutions will put in place and publicise procedures for dealing with student representations that are fair, clear to all concerned, robust and applied consistently. Such procedures will allow all students access to relevant information and an opportunity to present their case.
Complaints

26 Independent and formal procedures will exist to resolve effectively complaints from research students about the quality of the institution's learning and support provision.
Appeals

27 Institutions will put in place formal procedures to deal with any appeals made by research students. The acceptable grounds for appeals will be clearly defined.
  

Appendix 2

Birmingham City University
Template for Faculty Research Degree Policy Statement
The Policy Statements should include:

· Introduction to research degrees in the Faculty

· Faculty research profile 
· Key Faculty contacts for research degree students (academic, administrative, technical)

· Faculty Research Degrees Committee (membership, terms of reference, frequency of meetings, etc)
· Recruitment and admissions procedures

· Induction procedures
· Research student entitlements

· Details of research skills training opportunities
· Faculty specific resources and facilities
· Annual progress monitoring procedures

· Representation opportunities and other feedback mechanisms
· Information on PDPs
Faculties may of course include additional information if they so wish.   
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Equal Opportunities Statement 

BCU promotes equality of opportunity in respect of every aspect of its provision.   University policy and practice will seek to provide an environment that is free from discrimination against students, staff and others. 

The University will ensure that all students and staff, current or prospective, are treated solely on the basis of their merits, abilities and potential.  The University will seek to prevent any form of unlawful or unfair discrimination, and will be concerned with the prevention of direct and indirect, overt and covert discrimination on grounds of race, colour, ethnic origin, nationality, religious belief, gender, sexual orientation, disability, age, marital status, family circumstances, citizenship, social and economic status, or any other irrelevant individual differences. 

The University is committed to fairness in its practices and in meeting the needs of our diverse student and staff bodies.  Where appropriate and within our means, the University will take positive action to meet these commitments.

In order to achieve this aim, the University will seek to:

· promote good relations between individuals from different groups;

· recognise and develop the diversity of background, skills and talent within its current and potential student and staff body;

· foster a culture based on trust and mutual respect;

· collect and monitor data to assist in the identification and removal of barriers to the equality of opportunity;

· communicate to staff, students and others the promotion of equal opportunities and the University’s procedures to sustain it;

· deal with breaches of policies and procedures in accordance with the student or staff disciplinary process.

This Statement applies to all students and staff of the University and to all activities associated with the University, whether or not on University property.

The Vice-Chancellor is responsible for the overall implementation of this Statement and requires that University procedures and practices are consistent with it.  

Faculties and Departments, through their Deans or Directors, are responsible to the Vice-Chancellor for the implementation of the Statement and its underlying policies in their area of responsibility.   
(The Equal Opportunities Statement was adopted for the University by Deans/Directorate on 30 June 2003 and by Senate on 2 July 2003).
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Birmingham City University
Higher Degrees by Research - Admissions Procedures and Checklist for Faculties 
Faculties should ensure that applications for research degrees are responded to within reasonable timescales. 

Applicants for a research degree should be interviewed at the University by a panel consisting of no less than two academic members of staff, one of whom should normally be the Faculty’s member of Research Degrees Committee. 

Where, exceptionally, it is not possible to interview the student in person at the University alternative arrangements may be put in place.  However these arrangements must be approved by the Academic Registrar. 

The requirement for applicants to be interviewed prior to admission applies equally to students who are, or have previously been, students on another BCU programme. 

Faculties are asked to remember that the interview is intended to be a two way process, and that it is intended not only to assist the Faculty with the admissions decision but also to provide the student with further information.

Therefore in addition to discussions intended to ascertain that the applicant is a suitable candidate for a research degree, the admissions process and interview should also cover the following areas:

Qualifications 

All relevant qualifications, including those in English Language, should be provided to the Faculty by the applicant, and verified by the Faculty prior to the offer of a place.  

English Language

All applicants must meet the University’s minimum English Language requirements before entry to the University.

Fee Status

Faculties are expected to ascertain the fee status of the student (i.e. home, EU or international student) and to provide appropriate advice on fees. Where the fee status is not immediately clear, then further advice should be sought from the International Office.

References

The Faculty should request two references on the applicant, at least one of whom should be able to comment on the applicant’s academic abilities. 

Completion Times

Faculties should ensure that applicants receive realistic information about expected study and completion times for a research degree.  When using the University’s average completion times for illustration, faculties should bear in mind that completion times do not include the period prior to registration or after submission of the thesis. 

Funding

The Faculty should ensure, via its publicity and through its admissions procedures, that all applicants for a research degree are fully aware of the costs of studying for a research degree.  Faculties must avoid the situation where applicants are given potentially misleading information about likely future costs bearing in mind the University’s average completion times (see above).   Faculties should ascertain that applicants are likely to have the necessary resources to support their studies for the full duration of the study period.   Faculties should also ensure that applicants are aware that there are very few sources of funding for research study and there is strong competition for those that exist (e.g. the ORS scheme).   
Registration 

Faculties should ensure that applicants understand the difference between enrolment and registration and understand the University’s procedures for registration of a research proposal (including expectations in respect of timescales for registering a proposal with URDC).

Supervisory Team

Faculties should ensure that the proposed supervisory team for any potential research degree student has sufficient skills in the area of supervision, and that no individual supervisor is allocated an excessive workload of supervisory responsibilities.  Faculties should also ensure that (potential) supervisors are made aware of the university’s Research Supervisory Training programme. 

Facilities

Faculties should ensure that the facilities required for the applicant’s proposed study is available to the applicant.
Teaching Opportunities and Training

Any opportunities (or otherwise) for teaching should be made clear to the applicant at the point of application/interview. (Where some teaching is to be undertaken by research degree students, the faculty should ensure that the student attends the mandatory training for postgraduate researchers who teach – provided buy the Staff and Student Development Department). The Faculty should endeavour to ensure that research applicants are made aware of any other, pertinent training opportunities that are or may become available.
Research Methods Training

Faculties should ensure that research degree student have sufficient training in the area of research methods, prior to or during the course of their research degree. 
Transfer from MPhil to PhD 
Applicants to MPhil should be made aware of the procedures in place for possible transfer to study for PhD, (where applicable). 

Induction Checklist
· Facilities within the Department/School and Faculty.

· Health and Safety.

· Library resources.

· Research Culture of the Faculty and University.

· Information on other research students in the Faculty and on research interests of Faculty staff. 

· Faculty Ethical Framework.
Appendix 6
THE UNIVERSITY’S RESEARCH ETHICAL FRAMEWORK

1. Introduction

1.1 
This document sets out a framework through which staff and students of the University give consideration to the ethical implications associated with any research that they undertake. Further Guidance Notes consistent with the principles and requirements of the framework will be produced by Faculties so as to inform and disseminate good practice.

2. Background

2.1 
Funding bodies are increasingly requiring research proposals to indicate the processes that universities have in place for considering research ethics.

2.2 
This framework has been informed by practices and processes operating in different Faculties, which themselves respond to the principles and requirements of external bodies.

2.3 
The ethical framework should be read and operated in conjunction with other policies of the University’s Board of Governors or Senate that may have a bearing on ethical issues.

2.4
 The framework does not attempt to define or alter the obligations of staff or students under English law (please see Appendix 1).

2.5 
The framework points to a set of obligations to which all staff and students should normally adhere as principles for guiding their conduct. The purpose is to ensure that staff and students are aware of the ethical obligations that may arise in their academic activity, and to encourage ethical behaviour. The framework does not, therefore, provide a set of answers to all ethical dilemmas, and the researcher is required to make specific decisions on the basis of careful consideration of all contributing factors.

3. Ethical Statement 

3.1 
The University expects that staff will behave professionally and ethically in all its activities. This implies that staff and students who are engaged in research and other activities are aware of the ethical implications of such activities and are committed to discharging their responsibilities to the University, to clients and to research participants in an ethical manner, conforming to the highest professional standards of conduct. 

3.2 
Issues of morality, safety and personal and institutional liability affect the University at many levels. The University must be seen to be acting with propriety and care for the welfare of staff, students and the wider public.

3.3 
The practice of ethics is about conducting one’s research in a disciplined manner within legal and other regulated constraints and with minimal impact on and detriment to others.

3.4 
It is the responsibility of staff within the University to consider the ethical implications of their research using the framework as a guide to fulfilling their

obligations. 

3.5 
It is the responsibility of Faculties to ensure that staff and students are aware of their ethical obligations and that processes are in place to support them when elaborating methodologies, responding to the ethical requirements of funding bodies, or confronting ethical dilemmas.

4. Definitions of Terms

In the context of this framework the following definitions of terms apply:

4.1
 Research

“Research” is understood as original investigation undertaken in order to gain knowledge and understanding. It includes work of direct relevance to the needs of commerce and industry, as well as of the public and voluntary sectors; scholarship; the invention and generation of ideas, images, performances and artefacts, including design, where these lead to new or substantially improved insights; and the use of existing knowledge in experimental development to produce new or substantially improved materials, devices, products and processes, including design and construction.

4.2
 Researcher

A member of staff or student engaged in academic activity. 

4.3 
Participant 

Individuals and/or organisations that come into contact with the University through research activity.

5. Principles for the Consideration of Ethical Issues

5.1 
Staff and students shall be made aware of their responsibilities and obligations to consider ethical issues arising from their research at or on behalf of the University.

5.2 
The dignity, rights, safety and well-being of participants must be the primary consideration in any research study.

5.3
 Informed consent is at the heart of ethical research.

5.4 
The ethical implications of research shall be assessed through a consideration of, for example:

· the sensitivity of any data that may be collected, with particular regard to matters such as age, colour, race/ethnicity, nationality, disablement, religion, sex, gender, sexual orientation, personal medical records and political beliefs;

· the transparency to junior research staff and participants as to the purpose and possible uses of the research;

· the research methods and any risks involved;

· the confidentiality of information provided by research participants;

· the security and well-being of participants;

· the arrangements for the security of data; 

· the arrangements for ensuring the anonymity of participants;

· whether any payments are to be made to the participants or other rewards granted, and the integrity of that provision;

· whether any special indemnification arrangements may be required;

· the intellectual property rights of all those involved in the research, including research staff, research participants and the university;

· arrangements for the publication of research results, including issues of co-authorship and acknowledgement;

· the desirability of an objective assessment being conducted of the ethical implications of the proposed academic activity by a competent person who has no direct association with it or the researcher(s) involved;

· the ethical issues/guidelines of any third party involved in the University’s activities, such as professional bodies or providers of research funding.

5.5  
Where applicable, research must comply with the following requirements:

· the size of sample proposed for any enquiry shall not be larger than justifiably necessary;

· lines of enquiry must be pertinent and must not cause undue distress;

· any relationship between the researcher(s) and the participant(s) must be declared;

· participants shall be made fully aware of the true nature and purpose of the study, except where there is satisfactory justification for withholding that information (such as the likelihood of the end results being affected); 

· participants shall have given their explicit consent, except where there is satisfactory justification for not obtaining this consent and the participants will not be adversely affected;

· participants must be informed at the outset that they can withdraw themselves and their data from the research activity at any time and they must not subsequently be put under any pressure to continue;

· processes shall be in place to ensure that the rights of those participants who may be unable to assess the implications of the proposed work are safeguarded;

· risks to the researcher(s), the participant(s) or the University shall be assessed;

· any potential risk to the University must be outweighed by the value of the research;

· if any research is concerned with studies on activities which themselves raise questions of legality, there must be a persuasive rationale which demonstrates to the satisfaction of the University that:

         

i) the risk to the University in terms of external (and internal) 

          

perceptions of the worthiness of the work has been assessed and is 

          

deemed acceptable; 

          

ii) arrangements are in place which safeguard the interests of the 

          

researcher(s); 

         
            iii) special arrangements have been made for the security of related 

          

documentation and artefacts. 

5.6 
Effective procedures to consider ethical issues within the University shall be established at the Faculty level and they shall comply with any specific requirements by the Senate. Such procedures shall provide for:

· an Ethics Check Form for affirming that ethical issues have been 

          
          satisfactorily addressed and, where appropriate, granting assent; 

· published requirements which describe the approvals process to which 

          
          each research project is to be subject; 

· published information on designated staff or the committee with responsibilities for managing the procedures; 

· procedures for intervention where breaches of guidelines are alleged; 

· a review process for considering ethical issues to ensure their

      currency, effectiveness and consistency with best practice.

6. Mechanisms for the Consideration of Ethical Issues

6.1
 An appropriate entry to be included in the Staff Manual drawing the attention of every member of employed/contracted staff to their obligations; 

6.2 
The incorporation within student handbooks of a statement informing students of their ethical obligations and responsibilities;

6.3
The issue of research ethics to be raised during the induction of research students and to be part of research methods training;

6.4 
Faculty Research Degrees Committees to affirm that ethical issues in relation to each individual research degree application have been satisfactorily considered;

6.5 
The University’s Research Degrees Committee to affirm that ethical issues in relation to each individual research degree application for the PhD by published work have been duly addressed.

7. An Ethics Check Form

7.1 
As far as is possible, a common ethics check list should be used across the University. However, it is recognised that there may be some variation between Faculties because of the different types of research and the requirements of external bodies;

7.2 
Most of the key questions to be addressed by researchers are likely to be consistent across Faculties (See Appendix 2);

7.3 
A faculty form would reduce these questions to identify major issues that will clarify whether further scrutiny is required.

Annex 1

1. This ethical framework does not attempt to define or alter the obligations of staff or students under English law, for example:

      

Data Protection Act 1998

      

Children Act 1989

      

Human Rights Act 1998 (Amended 2001)

      

Race Relations Act 1976, The Race Relations (Amendment) Act 2000

      

Disability Discrimination Act 1995 

      

Disability Rights Commission Act 1999

      

Special Educational Needs and Disability Act 2001

Sex Discrimination Act 1975, Sex Discrimination (Indirect Discrimination and Burden of Proof) Regulations 2001

      

Freedom of Information Act 2000

     
 2. Staff and students should also be cognisant with, and abide by, the 

     
 published codes of conduct, ethics principles and guidelines of those 

      
professional bodies associated with their discipline.

Annex 2
An Ethics Check List

1. The researcher’s responsibility and the outcomes of research

• Why is this research worth doing? What is the likely impact of the research outcomes?

• How do participants in your research benefit from the knowledge you produce?

• Are there other stakeholders in your research? If so, how do they benefit?

• Does your research have broader human, social, cultural or religious implications? If so, what are they?

• What impact, if any, does your research have on the environment?

• If the research results in the public display of materials or outputs, what is their likely impact?

• Where ethical dilemmas have arisen, what steps have you taken to resolve these? How will (have) you ensure(d) a balance between academic or creative freedom, and civil responsibilities in the community?

2. Responsibility to research participants

• How do you explain the purposes of your research to your participants? If you do not, how is such a strategy justified?

• How can you demonstrate that your participants’ consent is fully informed? Are participants given the opportunity to decline participation in the research? How do you record their informed consent?

• How will you get their consent for any subsequent use of the material? Are participants able to withdraw their consent at any point? How?

• Are there any possible negative effects (long or short term) on your participants (including any emotional discomfort)? How are these to be justified?

• How might participants gain from being involved in the research?

• Do any participants require special consideration (children, people with disabilities, other vulnerable groups)? If so, how will you demonstrate that you have given due regard to this, and not exploited your participants?

• Are you in a position of power or authority in relation to participants? If so, is it permissible to undertake the research?

• How will you ensure individual respondents cannot be identified from any research reports or papers that are produced? If participants may be identified (whether deliberately, or not), have they agreed to this and/or been advised that this may occur? How do you record any agreement?

• How will you report back from the research to your participants?

• Does the research cause you to have access to commercial or sensitive information? How will you ensure the confidentiality of this information?

• Are you able to offer a confidentiality agreement prior to results entering the public domain?

• What will happen to the data (e.g. interview notes, transcripts, questionnaires) once the project is finished? How will you ensure that your research complies with current data protection legislation, with respect to personal information about individuals?

• Could the research cause any suffering to animals? To what degree would this be justifiable? Can you demonstrate that your research complies with current legislation relating to animals, human body parts, human tissue?

3. Responsibilities to the subject and future researchers

• Have you conducted your research in such a way that those who have participated would consider participating in future research projects?

• What understanding of the value of research have you left behind you? How do you know?

• How do you demonstrate the methodological rigour and transparency of the research?
• How is the conduct of the research and its progress reported between the parties involved (research students, supervisors, sponsors)?

• How is due acknowledgement given to the work of others?

• Who ‘owns’ the outcomes of the research? How is this recorded?
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Higher Degrees by Research

Research Degree Student -  Annual Progress Form 

Student name:
……………………………….………
Student ID no:    ….……………………
Award :*


MPhil  /  PhD  /  Doctorate in Area of Professional Practice

Initial enrolment date:
………./………../… …     Date of registration:
………/………../……

Mode of Study:*

Part time / Full time / Distance Learning
Please give a brief outline of the progress you have made during this academic year, and of your plan of work for the next academic year. Please indicate the frequency of contact you have had with your Director of Studies and Second Supervisor, and include any areas of concern you may have.
If applicable you should give notice of your intention to transfer from MPhil to PhD, submit for examination, or of the need for an extension or suspension of registration. (Please continue on an additional page if necessary). 
This report is then to be passed to your Director of Studies at least one week prior to the agreed date of your annual review meeting.
Signed (student):
……………………….

Date:
………/………./………. 
* (delete as applicable)

Birmingham City University
Higher Degrees by Research

Research Degree Student - Research Supervisor’s Progress Report  (Director of Studies)
Student name:


……………………………….………………….

Director of Studies:

…………………………………………….…….

Award *:


MPhil  /  PhD  /  Doctorate in Area of Professional Practice

Initial enrolment date:
………./………../… …     Date of registration:
………/………../……

Mode of Study:*

Part time / Full time / Distance Learning
Please give a brief outline of the progress of the student during this academic year, the frequency of contact you have had with the student, and any areas of concern you may have.

If applicable notice should be given of the student’s intention to transfer from MPhil to PhD, submit for examination, or of the need for an extension or suspension of registration. (Please continue on an additional page if necessary). 

Signed (Director Studies):
……………………………………………
Date:
…… / ……. / …...

* (delete as applicable)
Birmingham City University
Higher Degrees by Research

Research Degree Student  - Research Supervisor’s Progress Report  (Second Supervisor)
Student name:


……………………………….………………….

Second Supervisor:

…………………………………………….…….

Award *:


MPhil  /  PhD  /  Doctorate in Area of Professional Practice

Initial enrolment date:
………./………../… …     Date of registration:
………/………../……

Mode of Study:*

Part time / Full time / Distance Learning
Please give a brief outline of the progress of the student during this academic year, the frequency of contact you have had with the student, and any areas of concern you may have.

If applicable notice should be given of the student’s intention to transfer from MPhil to PhD, submit for examination, or of the need for an extension or suspension of registration. (Please continue on an additional page if necessary). 

Signed (Second Supervisor):
……………………………………………
Date:
…… / ……. / ……...

* (delete as applicable)
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Research Degree Student - Annual Progress Report and Research Plan
Academic session:
………… / ………..

Student name:
……………………………….………
Student ID no:    ….……………………
Award *:


MPhil  /  PhD  /  Doctorate in Area of Professional Practice

Initial enrolment date:
………./………../… …     Date of registration:
………/………../……

Mode of Study:*

Part time / Full time / Distance Learning
Title of thesis:

………………………………………………………………………………….





…………………………………………………………………………………..
At the annual review meeting, the research degree student and supervisory team are required to discuss the student’s progress, taking into consideration the report form completed by the student. 

The annual review meeting should result in the completion of this form by all concerned, using the headings below:
(1)
Detail of regular meetings held throughout the year.
(2)
The research project: (Please detail here any issues pertaining to the registration and progress of the student’s research project, and any action taken relating to the study by the Faculty Research Degrees Committee, or equivalent):
(3)
Training /development. (Please detail any training activities undertaken / conferences attended / publications made etc):
(4)
Facilities available for the research project:
(5)
Agreed actions for the coming academic session:

Signed (Director Studies):
……………………………………………
Date:
…… / ……. / ……..

Signed (Second Supervisor):
……………………………………………
Date:
…… / …… / ………

Signed (Student):

……………………………………………
Date:
…… / …… / ………
* (delete as applicable)
The original, signed version of this report will be placed in the student’s file and all parties will receive a copy.
Appendix 9
Birmingham City University 

Higher Degrees by Research (MPhil, PhD)

Guidance Notes on the Submission of a Thesis for Examination

1.

The thesis must be presented in English.

2.
The thesis should be submitted in a secure (i.e. so that pages will not be easily removed), but not permanent, form of binding.  Spiral and "perfect" binding are both acceptable forms of binding for the examination.  You are strongly advised not to submit the thesis in a permanent/hard bound format for the examination.  This makes the thesis less convenient for the examiners to handle and if amendments are required to the thesis after the viva this will be more difficult and costly.  

3.
The cover or the title page should clearly state the student’s name, the thesis title, the degree for which it is submitted and the month/year.  Where there is more than one volume, each volume should clearly display this information.

4.
The thesis should include a statement of the student’s objectives and must acknowledge published or other sources of material consulted (including an appropriate bibliography) and any assistance received.

5.
There should be an abstract (of approximately 300 words) bound into the front of the thesis which provides a synopsis of the thesis stating the nature and scope of the work undertaken and of the contribution made to the knowledge of the subject treated.

6.
Where a student's research programme is part of a collaborative group project, the thesis must indicate clearly the candidate's individual contribution and the extent of the collaboration.

7.

The copyright of the thesis is vested in the student. Any variation must be 
codified in 

 written agreement and must be notified to the RDC at the time of initial application.

8.
The student is free to publish material in advance of submission of the thesis but reference must be made to any such work in the thesis.  Copies of published material should either be bound in with the thesis or placed in an adequately secured pocket at the end of the thesis.

9.
While theses are normally in A4 format, the RDC may give permission for a thesis to be submitted in another format where it is satisfied that the contents of the thesis can be better expressed in that format.

10.
The text of the thesis should not normally exceed the following length (excluding ancillary data):





For MPhil
40,000 words





For PhD
80,000 words

11.
The student must submit a Candidate’s Declaration Form (available from the Research Degrees Officer) one copy of which they should complete, sign and submit at the same time as the thesis.

12.
The thesis may be printed on one side of the paper or on both sides of the paper.  Where both sides of the paper are used, the paper must be sufficiently opaque to avoid show through.

13.
Double or one-and-a-half spacing must be used in typescript except for indented quotations or footnotes where single spacing may be used.

14.
Pages shall be numbered consecutively through the main text including photographs and/or diagrams which are included as whole pages.

15.
Where a student submits creative work that cannot be bound into the thesis or stored in a pocket attached to the inside back cover of the thesis, then the material should be gathered into another volume and stored in a rigid container of the same size as that of the bound thesis.

16.
The required number of copies of the thesis (clarification can be obtained from the RDO but normally sufficient for each Examiner and the Independent Chair) should be submitted to the secretary to URDC / Research Degrees Officer, Academic Registry. The thesis will be dispatched to the examiners by the Research Degrees Officer as soon as possible after submission.  However, it cannot be sent to examiners until their appointment has been approved by the University’s Research Degrees Committee.   

Beccy Boydell

Research Degrees Officer

Academic Registry
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Guidance Notes for a Research Degree Examination 

(MPhil, PhD or Doctorate in an Area of Professional Practice).

These notes are supplementary to and should be read in conjunction with the University’s Regulations for the Award of the University’s Degrees of Master of Philosophy, Doctor of Philosophy and Doctor in an Area of Professional Practice, a copy of which is provided to all Examiners and the Chair of the examining team.
1.
Introduction

1.1
Examiners should not hesitate to contact the Secretary to the University Research Degrees Committee (URDC) if they require clarification of these guidance notes and procedures or any aspect of the Regulations.  The Secretary can be contacted on 0121 331 7686.

1.2
Examiners are asked to read these notes and the University’s Research Degrees Regulations before completing the Preliminary Report Form - BCU 10(A).   Examiners will be provided with a copy of the Regulations by the Secretary to URDC.

1.3
Throughout these notes for guidance where the term "oral examination" is used it should be deemed to apply equally to an "approved alternative examination".

1.4 All correspondence between the examiners and the University regarding the arrangements for the oral examination and the communication of the examiners' recommendations should be sent via the Secretary to the URDC.

1.5 When proposing an examining team for approval by the University’s Research Degrees Committee, a Faculty will take into account the research degree examining experience of all proposed external and internal examiners. It is expected that there will be an appropriate balance of experience across the examining team. If an internal examiner with minimal experience is proposed, an additional experienced examiner (external or internal) should be proposed. 

2.
The Oral Examination - General
2.1
All candidates will normally be examined orally on the programme of work and on the field of study in which the programme lies, but exceptionally the University may have approved an alternative form of examination (see regulation G8.3).  Where the University has approved an alternative form of examination, examiners will be advised of this and the nature of the examination.

2.2
The oral examination will be chaired by a member of academic staff who is independent of the candidate, has experience in the supervision and examination of research degrees and an understanding of the University’s research degree regulations and policies. The chair may be nominated by the URDC from a Faculty other than that in which the candidate’s study is located. 

2.3
The thesis shall be sent to the examiners by the Secretary to the URDC and should 

not be accepted directly from the candidate or a member of the supervisory team.


3. 
Conduct of the Examination
3.1
Arrangements (i.e. date and venue) for the oral examination will be made by the Faculty’s Research Degrees Co-ordinator, or nominee, and not by a member of the candidate’s examining team or the Chair.

3.2
Research degree candidates should have no involvement in the nomination of their examining team, including the Chair, or in the arrangements of their examination and should have no contact with their examiners or Chair, in relation to the examination, prior to the examination or following the examination until the award is formally approved.  Faculties should ensure the candidate is not known to any member of the examining team, or the Chair, to an extent where the independence or integrity of the examination could be jeopardised.

3.3
A period of at least six weeks should be allowed between the submission of the thesis to 
the Secretary of the URDC (in Academic Registry) and the oral examination taking place. 

3.4
The oral examination should take place in a suitable meeting room and steps should be 
taken 
by the Faculty Research Degrees Co-ordinator, or nominee, to ensure that the examination 
will not be affected by interruptions or undue levels of noise.

3.5
If at short notice the Chair, the candidate or any member of the examining team cannot be present at the oral examination, the oral examination must be rescheduled.   

3.6
Where a participant becomes unavailable, and time permits it, alternative examination arrangements may (depending on the circumstances) be submitted to URDC for approval, which may be by Chair’s Action.     

3.7
A formal preliminary private meeting of the examiners and the Chair will be scheduled by the Secretary to the URDC, to take place prior to the oral examination, to permit discussion of the thesis and the drawing up of an agenda for the oral examination. Supervisors or other university staff (other than examiners) are not permitted to attend the preliminary meeting. 

3.8
Approximately one week prior to the oral examination, the Secretary to the URDC will 
provide the Chair with the relevant forms / information, including:

· A copy of the preliminary report of each examiner – form BCU 10 (A);

· A copy of the university regulations in force at the date on which the candidate was registered for their research degree;

· Blank copies of the examiners’ recommendations form – BCU 10 (B);

· A supplementary expenses claim form to be passed to the external examiner/s.

3.9
The candidate’s supervisor/s may attend the oral examination, in an observer capacity only, with the prior agreement of the candidate. Supervisors are not permitted to participate in the discussion between the examiners and the candidate (unless specifically invited to do so by the Chair – please refer to section 3.10 of these notes) and must withdraw prior to the examiners’ deliberations on the outcome of the examination. The supervisor/s may, with the agreement of the candidate, be permitted to attend the feedback session following the examiners’ deliberations.

3.10
A candidate’s supervisor, who is attending the oral examination as an observer may, in exceptional circumstances, be invited by the Chair of the examination to provide clarification on a specific issue required by the examiners. A supervisor may not otherwise comment on any other aspect of the candidate’s thesis or contribute to any other aspect of the oral examination. 
4.
Responsibilities of the Examining Team
Independent Chair

General:

4.1
The Chair will be independent both of the candidate’s supervisory team and examining 
team.

4.2
The Chair will be experienced in the supervision and examining of research degree 

candidates. 

4.3
Although the Chair may have knowledge of the candidate’s academic field, s/he is not selected on the basis of subject expertise. 

4.4
The Chair must ensure that s/he is familiar with the Research Degrees Regulations and examination procedures. 

4.5     
Whilst the Chair will be provided with a copy of the thesis at the same time as the examiners, the Chair will not be required to read the thesis being examined and thus will not be required to complete the formal preliminary report.

4.6
The Chair will remain impartial throughout the preliminary discussion and the oral examination and will not act as an advocate for the University, the Faculty or the candidate.

At the preliminary meeting:

4.7
The Chair will not contribute to the academic examination of the thesis, but will assist the examiners in the preliminary meeting in the drawing up of an agreed agenda for the oral examination. 

During the oral examination:

4.8
The Chair will explain to all present at the examination the status and role of the participants and the process to be followed.

4.9
The Chair will ensure that the candidate is introduced to each member of the examining team.

4.10
The Chair will endeavour to develop and maintain an environment in which the candidate will be able to perform to the best of his/her ability and one in which the candidate is treated with appropriate courtesy.

4.11
The Chair should intervene in the examination process if s/he judges that fairness to the candidate is at risk. 

4.12
The Chair should ensure that the examination adheres to the agreed agenda and that all the issues raised by the examiners at the preliminary meeting are covered during the oral examination.  

4.13
The Chair, in exceptional circumstances only, may invite the candidate’s supervisor (if in attendance) to provide further clarification on a point relating to procedural aspects of the candidate’s thesis, if this is required by the examiners and cannot be provided by the candidate.

4.14
The Chair will ensure compliance with University procedures, protocols and regulations, providing guidance on the University’s regulations, where necessary.

Following the oral examination:

4.14
The Chair should ask the candidate (and his/her supervisor, if attending) to withdraw so that the examiners may deliberate privately on the outcome. 

4.15
The Chair will lead the informal feedback session to the candidate and ensure that the candidate is given clear information about the examiners’ recommendations and the formal follow-up procedures.  The examiners may indicate informally their recommendation on the result of the examination to the candidate but the Chair should make it clear to the candidate that this feedback is provisional only, that any recommendation is subject to the approval of the URDC, and that a formal written report on the outcome will be sent to the candidate by the Secretary to the URDC.  

4.16
The Chair will ensure that all paperwork is completed correctly and returned promptly to the Research Degrees Officer: 

· The BCU10 (B) form must be completed and then signed by all examiners and the Chair.

· Where regulations G13.4.2 or G13.4.3, apply (i.e. the award is made subject to minor amendments or the candidate is invited to resubmit) it will be the responsibility of the Chair to co-ordinate the production of a comprehensive list of the required amendments and to ensure that the list is approved by all of the examiners and submitted to the Secretary to Research Degrees Committee within one month of the oral examination.

· Where the examiners cannot reach an agreed decision, the examiners must complete and sign a separate BCU10 (B) form to indicate their recommendation. In this circumstance, it will be the responsibility of the Chair to complete a report on the examination process and make a recommendation to URDC on the possible outcome. The Chair must then ensure that all reports are returned to the Research Degrees Officer following the viva.

Internal and External Examiners

The Examiners are expected:

4.17
to read the candidate’s thesis with care and to submit a preliminary report on the appropriate form (BCU10A) within the required timescales.  The preliminary report should be written without consultation with the candidate, his/her supervisors, the other examiners or the Chair of the examining team.  The independent preliminary report of each examiner should conclude with a short summary containing a provisional recommendation, but if an examiner wishes to suspend judgement until after the oral examination this should be indicated.  The completed and signed preliminary reports must be sent to the Secretary to the URDC at least one week before the oral examination is due to take place.  The oral examination cannot take place until the preliminary reports have been received.

4.18
To attend and participate in the examiners’ preliminary meeting and the oral examination. 

4.19
To contribute to the maintenance of an environment in which the candidate will be able to perform to the best of his/her ability and one in which the candidate is treated with appropriate courtesy.

4.20
To attend the feedback session to the candidate at the end of the oral examination and where appropriate to explain detailed points to the candidate in the feedback

4.21
To complete and sign the Examiners’ Recommendation Form (BCU10 (B)) immediately after the completion of the oral examination, to confirm agreement with the outcome of the examination as cited on the form.

4.22 As appropriate, to contribute to the production of a list of required corrections and/or list of deficiencies in the thesis and to formally confirm agreement with the list.  

4.23 Where a candidate is required to make minor revisions (i.e. where regulations section 13.4.2 applies), determine and make clear at the viva and on the BCU10(B) form which examiner/s are to examine the revised thesis. The nominated examiner/s will be required to submit an independent report on the revised thesis.  

4.24 Where a candidate is required to resubmit their thesis for the award (i.e. where regulations section 13.4.3 applies), understand that all examiners are required to examine the resubmitted thesis.  Examiners will be required to submit independent reports on the resubmitted thesis.  Upon receipt of the examiners’ independent reports on the resubmitted thesis, the Independent Chair will, in consultation with the Research Degrees Officer, determine whether or not further discussion is required between examiners. Where all examiners are of the opinion that the amendments required following the initial viva voce examination have been met and that the award should be conferred, a further discussion or meeting would not be necessary. In cases where there is a divergence in examiners’ opinions on the resubmitted thesis, or all examiners feel that the original amendments had not yet been fulfilled, then the Independent Chair would, in consultation with the Research Degrees Officer, determine whether further discussion between the examiners was necessary at this stage  - in order for them to arrive at a mutually agreed set of further requirements if appropriate -  and what form the discussion should take (electronic / campus-based etc). 

Appendix 11
Guidance Notes on Withdrawal and Interruption of Studies by Students on Research Degree Programmes

1.
Introduction

The procedures described below outline the arrangements to be used when a research degree student interrupts study or withdraws. The procedures are set out in the flowchart attached at Annex 11. They should be used in conjunction with the Faculty’s arrangements for monitoring the attendance of research degree students. 

It is the student’s responsibility to advise the University that s/he has decided to withdraw or interrupt study. However, where a student who is not attending the University fails to respond to requests to confirm his/her status, the University will deem the student to have withdrawn and will determine the date of withdrawal.  

These procedures explain how to deal with and record on the student record system the withdrawal or interruption of study of a student who is fully enrolled.  Therefore, they do not apply to the arrangements put in place to deal with students who have failed to complete the enrolment process.  

2.
Definitions

2.1 Withdrawal is the cessation of study with immediate effect from the date shown on the Student Withdrawal/Interruption of Study Form and/or Form E3 (see Annex 1 and paragraph 3.3 below for information about these Forms).  A student who has formally withdrawn from his/her programme, or has been withdrawn by the University in accordance with the procedures outlined below, is not eligible to attend supervision sessions / tutorials or to take assessments unless s/he is re-admitted to the programme and re-enrols.  In the case of a research degree student who has been registered, a ‘BCU9w’ form will be required to be completed in addition to the Student Withdrawal / interruption of Study Form and E3 mentioned above, and considered for approval by the University Research Degrees Committee (URDC).
2.2 An Interruption of Studies is an approved leave of absence from all study for a defined period and may be taken for a number of reasons e.g. health, financial, academic or personal reasons.  Interruptions of study should also be recorded on a Student Withdrawal/Interruption of Study and Form E3 (see Annex 1 and paragraph 3.3 below).  In the case of a research degree student who has been registered, a ‘BCU9susp’ form will be required to be completed, in addition to the Student Withdrawal / interruption of Study Form and E3 mentioned above, and considered for approval by the URDC (see para 2.2.1 below).
The term ‘interruption of studies’ applies to approved absences of 15 working  days
 or more and up to a maximum period of one academic year. 
Any period of interruption of studies will be discounted for the purposes of calculating the student’s maximum period of registration.  

For absences of fewer than 15 working days, the student should be advised to inform his/her Direct or of Studies and Second Supervisor of the proposed absence and to indicate the likely date of return.

2.2.1
The term ‘suspension of period of registration’ applies only to those research degree students whose proposed area of study is approved (‘registered’) by the URDC and, in terms of timescale, is equivalent to the period of time requested for the ‘interruption of  studies’.  For registered students, a BCU9susp form is also required for 
consideration by URDC in order to approve the suspension of period of registration; once this is approved by URDC then the E3 can be deployed by Academic Registry 
(see para 3.3. below).
3.
Process for Withdrawal and Interruption of Studies

3.1
Research Degree Students known to be contemplating withdrawal or an interruption of studies
If a research degree student is contemplating taking an interruption of studies or withdrawing, staff should make every effort to offer appropriate advice and to make enquiries about whether any additional assistance could be provided that would enable the student to continue on the programme.  Students should be advised to:

· consult their Director of Studies and/or Second Supervisor before taking a decision to interrupt study or withdraw;  

· contact Student Services for advice about any further assistance that might be available and about the financial implications of withdrawal or interruption of study.  

If a student has requested an interruption of study on medical grounds, s/he should be asked to provide medical evidence to inform decisions about the length of the interruption of study.

If an international student is considering withdrawing or taking an interruption of studies s/he must be advised about the implications for his or her visa.  Only staff in the International Advice Service (IAS) are permitted to give this advice and so all queries of this nature must be directed to the IAS.  The letter at Annex 2 or Annex 3 should be sent by the Faculty Director of Research advising the student to make an appointment with the IAS.
If, after consulting the programme director and Student Services (and, in the case of international students, the International Advice Service), the student decides to proceed with an interruption of studies or withdrawal he or she must complete a Student Withdrawal/Interruption of Study Form (see Annex 1 and paragraph 3/3. below).  Ideally, the form should be filled in and signed in the presence of the Faculty Director of Research or nominee at the end of a one-to-one meeting with the student.  (If, however, the student has submitted another form of written confirmation of their plans to interrupt/withdraw, this will be accepted in place of the Student Withdrawal/Interruption of Study Form).

Backdated requests for an interruption of studies should only be considered under exceptional circumstances and where the student can show good reason why the request was not made at the appropriate time.  

3.2
Research Degree Students not in attendance
Faculties are required to monitor student research degree student attendance in accordance with the processes they have established. The Higher Degrees by Research: Code of Practice states: 

“It is the responsibility of the supervisory team to ensure that a record is maintained in the student file of each formal meeting held with the student. This 
ensures that a record of discussions and any agreed actions is kept in a central point in the faculty.” 

These processes include written communications with students asking for an explanation of their absence.  Where a full-time student has not been in regular attendance for three weeks and has not given any indication of the reasons for absence the procedures below apply.  For part-time students it may be more difficult to establish a clear pattern of insufficient or non-attendance but if a part-time student’s engagement is causing concern, because it is out of line with an agreed study pattern, the problem should be followed up.
· International students

When attempts to make contact with an international student have been unsuccessful, the letter attached at Annex 4 should be sent by the Faculty Director of Research, advising the student to make an appointment with the International Advice Service (see paragraph 3.1 above).  
If no response is received within 10 working days the Faculty Director of Research should fill in a form E3 and follow the process described in paragraph 3.3 below.  Upon receipt of a completed E3 form (and a BCU9w form in the case of a registered research degree student) the Academic Registry should also write to the student to confirm that s/he has been withdrawn and is no longer a student of Birmingham City University.  The letter should record the date at which s/he is deemed to have withdrawn (see Annex 5).

· Home/EU students

When other attempts to contact the student have been unsuccessful, the letter attached at Annex 6 (or Annex 6a) should be sent to the student by the Faculty Director of Research or nominee, urging the student to contact the Faculty.  If, after a further 10 working days, the student has not responded, the letter at Annex 7 should be sent by the Faculty Director of Research, urging the student to contact the Faculty to confirm s/he intends to continue study or to return the completed Student Withdrawal Form.  If the student returns the form, it should be processed as described in paragraph 3.3 below.  If no response is received within 10 working days the Faculty Director of Studies should fill in a form E3 and follow the process described at paragraph 3.3 below.  Academic Registry should also write to the student to confirm that s/he has been withdrawn and is no longer a student of Birmingham City University.  The letter should record the date at which s/he is deemed to have withdrawn (see Annex 8).

Where a student’s irregular attendance has raised concerns but has not been sufficient to trigger the above procedures, care should be taken to monitor the student’s attendance at set meetings with supervisors and/or submission of agreed work.  If s/he has failed to attend a set meeting or submit agreed work without good reason, the above procedures should be invoked as quickly as possible to ascertain whether the student intends to resume study.  Ideally, informal contact should be made with the student as soon as s/he fails to submit the work to try and avoid any issues escalating.

3.3 Filling in and Processing Form E3
As soon as the Faculty receives a completed Student Withdrawal/Interruption of Study Form (or other written means of confirmation) from a research degree student, the Faculty Director of Research should complete a form E3 and attach it to the Student Withdrawal form.  Where a student has not returned the completed form but has been deemed to have withdrawn (see para 3.2 above), the Faculty should complete a form E3.

The form E3 is used to update the student’s record on QLS, to generate adjustments to the student’s finance record. The finance section of the form E3 should record the new fee details only.  Finance will credit the whole of the previous fee details and reconstruct fees in accordance with the new details provided.  These records will also be used to ensure tuition fee payments to the University are adjusted as necessary.  

Please note that it is essential that a form E3 (which has the effect of reducing or cancelling the student’s fees and / or leads to a refund being issued), is accompanied by a credit / refund authorisation form which has been authorised by an approved signatory within the Faculty. 

It is essential that withdrawals and interruptions of study are reported as quickly as possible so that the student does not receive any bursaries, loans etc to which s/he is no longer entitled. Even where an interruption of studies is taken for the minimum 15 working days it is essential that an E3 is completed.   It is also important that the reasons for withdrawal are included on the form. This information should also be used for quality monitoring.  

Whenever a E3 form is generated the Faculty Director of Research should ensure that the completed E3 form should then be sent to Academic Registry who will process the form and amend all the relevant records immediately on QLS by using the appropriate stage code (STWD or STIN).  For interruptions of study the Academic Registry will record the expected date of return on the system.  This will allow Faculties to run standard queries at the beginning of the academic year, semester or term so that they can identify students who are due to return from an interruption of study.  

Accommodation Services will be able to run standard queries to identify students who have interrupted study or withdrawn.  

Where a withdrawal stage code has been recorded on QLS a student will no longer be able to borrow books from Birmingham City University libraries.  

The Academic Registry will inform Finance when fee adjustments are necessary and will write to the student to confirm the details of their interruption of studies / withdrawal (using the letters seen at annexes 5, 5a, 8 or 9).

3.5
Resumption of Study

3.5.1
Resumption following an Interruption of Studies

Research degree students who take an interruption of studies are expected to return to study at a date agreed at the time of the interruption and recorded on the form E3.   An appropriate date for resumption of studies should be agreed when the interruption of studies is approved.

Academic Registry will run queries to establish whether students who were expected to resume study have returned.  
The Faculty should aim to re-establish contact with the student, who has interrupted their study, approximately 6 weeks before the planned end of the interruption of study, using the letter provided at Annex 10. This communication seeks confirmation of the student that they intend to return to their programme of research, and also provides an opportunity for the student to inform the faculty if they wish to apply for an extension to their period of interruption (see para 3.5.2) or to change mode of study. In the latter instance, and E3 form must be created to record this planned change in mode of study, if the faculty agree to it; in the case of a registered student, the relevant pro forma (‘BCU9ms’) should be completed and considered for approval by the University Research Degrees Committee (URDC).
In cases where an interruption of studies has been approved on medical grounds, students will be required to provide medical certification confirming that they are fit to resume their programme of study prior to re-enrolment.

A student who resumes study will be subject to the regulations then applicable to the level at which he or she is rejoining the programme.

If a student does not re-enrol at the agreed time and does not submit a further request for an interruption of studies and if all reasonable attempts by the Faculty Director of Research or nominee to contact the student have failed, the student shall be deemed to have withdrawn from the University.  The Faculty Director of Research should fill in and process Form E3 as described in paragraph 3.3 above.

3.5.2   Requests to extend an interruption of study

If a student who has taken an approved interruption of study indicates that s/he wishes to be absent beyond the agreed return date, an extension to the interruption of study may be agreed by the Faculty Director of Research having regard to the circumstances of the case and provided the total period of absence will not exceed one year.

Requests to extend interruptions of studies for more than one academic year should only be granted in exceptional circumstances.  Such absences will be subject to the approval of the Faculty Director of Research and the URDC.  In deciding, exceptionally, to extend an interruption of study for more than one year, account should be taken of the continued currency of the study already completed by the student and the likelihood of him/her being able to resume study. It is essential that Academic Registry is informed if a student’s interruption of studies has been extended, and an E3 (and BCU9susp if the student is registered) should be completed and submitted to Academic Registry for processing.
3.5.3
Resumption following Withdrawal
Where a student who withdrew from a programme or was withdrawn because of non-attendance wishes to resume study of the programme, re-admission will be at the discretion of the Faculty.  

4
Communication with students

It is important that students are made aware of the need to inform the University if they wish to withdraw or interrupt study through the use of the letters attached as Annexes 1 – 7.
5
Additional notes on defining the Last Date of Attendance
The following principles should be used to calculate a student’s Last Date of Attendance (LDA);

5.1 Where a student decides to withdraw / take an interruption of studies and immediately informs the Director of Studies / Faculty Director of Research by completing a Student Withdrawal / Interruption of Studies form, the LDA reported by the student will be accepted, provided that it is within 5 working days of the submission of the form or is confirmed as accurate by the Director of Studies / Second Supervisor. If the student’s form does not record his/her LDA, the date the form is received should be recorded as the LDA. It is essential that Faculty staff ensure that they record the date that the student’s form is received. The Faculty should record the details of the student’s withdrawal / interruption of studies on the form E3 and forward it, with a credit / refund authorisation form, if appropriate, to Academic Registry. Academic Registry will notify the BCU Finance Department as necessary and research council if applicable.
5.2 Where a student has been sent the appropriate correspondence but has not responded, the last date of attendance should be recorded as three weeks before the date of the Faculty’s first letter.
5.3 Where a student subsequently contacts the University claiming that his/her withdrawal was more than three weeks before the Faculty’s first letter the student’s recorded withdrawal date will stand unless the student can prove that s/he was in attendance or the Faculty is able to establish that the date was incorrect. 
5.4 Where a student subsequently contacts the University to indicate that his/her last date of attendance was later than recorded, the University will accept the date reported by the student unless the Faculty has clear evidence that the date is incorrect.  Students may be charged tuition fees for any week in which they were in attendance.  
5.5 If, exceptionally, the requirements of this procedure have not been followed and a student has not been asked in writing to explain his/her absence, the LDA should be calculated using the Faculty’s most accurate information (attendance at supervisory meetings, research seminars etc). The Faculty should note that, in the absence of the appropriate correspondence having been sent to the student, the possibility of a dispute with the student regarding their LDA is increased. 
If you have a query about these procedures please contact the Research Degrees Officer in Academic Registry.
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Please ensure that you complete all relevant sections and return the form to your Director of Studies, Faculty Director of Research or Faculty Office.

	Section 1:  STUDENT DETAILS

	Surname
	
	First Name(s)
	

	QLS ID
	
	Student Support No.
	


	Section 2:  WITHDRAWAL FROM COURSE

	Faculty
	
	Contact Name
	

	Course Code (if known)
	
	Course Title
	

	Last date of attendance
	


	Section 3: INTERRUPTION OF STUDY min 15 days, max one academic year

	Faculty
	
	Contact Name
	

	Course Code (if known)
	
	Course Title
	

	Last date of attendance
	

	Expected date of return
	

	Original length of course
	


	Section 4: REASON FOR WITHDRAWAL FROM COURSE / INTERRUPTION OF STUDY (tick)

	Academic
	
	

	Disciplinary
	
	

	Health
	
	

	Other – Please provide additional information e.g. personal, financial, information withheld etc
	
	


This is to confirm that I am interrupting or withdrawing from my course with Birmingham City University. I agree to the financial implications of interrupting or withdrawing from my course as governed by the University’s Credit and Refund Policy currently in force. (The policy for 2007/08 is available at: http://finance-intranet.bcu.ac.uk/Accounts%20Receivable.htm). I understand that until this form has been submitted to the Faculty, I will remain liable for any associated tuition fees.

Signed: 
……...……………………………………..

Date: 
…………………………………………….

If submitting this form electronically, your consent to withdraw or interrupt from your studies will be assumed once you have returned this form. 

Annex 2 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to Full Time International student re. request to withdraw
<date>

Dear <student name>

I am writing to you regarding your request for withdrawal from your research degree programme. 

It is important that you are aware that, if you currently hold a student visa, withdrawal from your programme of study will have immigration implications. 
The conditions of your student visa state that you have been given permission to be in the UK for full-time study only. Should you withdraw from full-time study in the UK, you would no longer be classed as a student and, therefore, you would be present in the UK in breach of the conditions of your visa. This would most likely result in deportation and problems should you wish to return to the UK at a later date. 

In addition to this, if you leave your programme of study, you must not work in the UK. Your conditions for work are attached to your student visa and, therefore, no longer apply once you cease to be a full-time student. The Home Office do checks on international students entering the country and, if its staff find that you are working illegally, they are permitted to deport you immediately. 

The University’s International Advice Service would like to see you to discuss your situation and to help rule out any consequent problems you may have with immigration.

Please contact them to make an appointment as soon as you receive this letter. You can do this by phoning 0121 331 7774 or by email to international.advice@bcu.ac.uk
Please note that there are ongoing consultations with the Home Office that may result in universities having to inform the Home Office of any overseas students who have withdrawn. Should this be introduced, we will have no option but to inform them of your status. 

Yours sincerely

Director of Research

Faculty…..

cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)
Annex 3 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to Full Time International student re. request to for an interruption of studies

<date>

Dear <student name>

I am writing to you regarding your request for an interruption of study from your research degree programme. I do hope that you have discussed this fully with your Director of Studies or Second Supervisor because interrupting your studies is a significant matter.

It is important that you are aware that, if you currently hold a student visa, taking an interruption of study will have implications for your status in the UK. 
The conditions of your student visa state that you have been given permission to be in the UK for full-time study only. If you interrupt full-time study in the UK, you will no longer be classed as a student. So, if you were to stay in the UK, you would be in breach of the conditions of your visa which could result in deportation and give you problems should you wish to re-enter the UK at a later date. To avoid any problems you will need to return home for the duration of your interruption of study and return when you are able to re-start your programme of study. 

The University’s International Advice Service would like to discuss your situation with you as soon as possible to help rule out any consequent problems.

Please contact them to make an appointment as soon as you receive this letter either by phoning them on 0121 331 7774 or by email to international.advice@bcu.ac.uk
Yours sincerely

Director of Research

Faculty….

cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)
Annex 4 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to Full Time International student re. unsatisfactory attendance

<date>

Dear <student name>

I am writing to you regarding your attendance on your research degree programme which, I understand, has not been satisfactory during the period, <date> to <date>. I believe that your Director of Studies has already discussed your attendance with you.  It is important that you are aware that, if you currently hold a student visa, attendance at set meetings with your supervisors, tutorials, seminars, etc is requisite so, if you do not attend, this will have immigration implications.
When you apply to extend your student visa, the Home Office requires information about your attendance on your current/past programme of study, which must be at least 80%. If you cannot prove this you may have problems and, in some cases, be asked to leave the UK due to breach of visa conditions. 

If you have decided to leave your programme of study, you must let us know and you must not work in the UK. The Home Office do random checks on international students and, if its staff find that you are working illegally, they are permitted to deport you immediately. 

The University’s International Advice Service would like to see you to discuss your reasons for non-attendance and to help rule out any consequent problems you may have with immigration.

Please make an appointment with them as soon as you receive this letter either by phoning them on 0121 331 7774 or by email to international.advice@bcu.ac.uk
If you have decided to leave your programme of study please complete and return the attached Student Withdrawal/Interruption of Study form. You may submit the form electronically if you prefer. It can be found at http://diglib.bcu.ac.uk/webgate/dlib/templates/JAWS/shortcuts.htm.
Please note that the University has the right to withdraw you from the programme of study if you do not respond to this letter by [enter deadline date, 10 working days from date of letter].

Yours sincerely

Director of Research 

Faculty….

cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)
Annex 5 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to FT International student confirming withdrawal

<date>

Dear <student name>

Notification of Withdrawal
[I am writing to confirm the details of your withdrawal from your research degree programme as follows:]

or

[We have received no response to our recent letter about your research degree programme attendance and I am therefore writing to confirm the details of your withdrawal from your programme of study as follows:]

Research Programme:

Date of Withdrawal:

The above date has been recorded as your date of withdrawal and may be used to calculate your liability to pay fees.  Details of the University’s Fee Payment Policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

It is important that you are aware that, if you currently hold a student visa, withdrawal from your programme of study will have immigration implications. 
The conditions of your student visa state that you have been given permission to be in the UK for full-time study only. As you have withdrawn from full-time study in the UK, you will no longer be classed as a student and, therefore, you will be present in the UK in breach of the conditions of your visa. This is likely to result in deportation and problems should you wish to return to the UK at a later date. 

In addition to this, as you have left your programme of study, you must not work in the UK. Your conditions for work are attached to your student visa and, therefore, no longer apply now you have ceased to be a full-time student. The Home Office do checks on international students entering the country and, if its staff find that you are working illegally, they are permitted to deport you immediately. 

I am sorry that you will not be continuing your studies but may I take this opportunity to wish you well for the future.

Yours sincerely

Research Degrees Officer

Academic Registry  

cc:
Faculty Director of Research, Director of Studies, Second Supervisor

Annex 5a to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to FT International student confirming period of interruption
<date>

Dear <student name>

Confirmation of Period of Interruption to programme of study

I am writing to confirm the details of your period of interruption from your research degree programme as follows:

Research programme:

Period of Interruption:  From                                           To: 

The above date has been recorded as your date of interruption and may be used to calculate your liability to pay fees.  Details of the University’s Fee Payment Policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

[And – for registered students only:

Please note that this period of interruption will be discounted for the purposes of your period of registration; therefore, please note that your period of registration will now expire on: <date> ]

It is important that you are aware that, if you currently hold a student visa, interrupting your programme of studies will have immigration implications. The conditions of your student visa state that you have been given permission to be in the UK for full-time study only. As you have interrupted from full-time study in the UK, you will no longer be classed as a student for that period and, therefore, you will be present in the UK in breach of the conditions of your visa. This is likely to result in deportation and problems should you wish to return to the UK at a later date. 

In addition to this, as you have interrupted your programme of study, you must not work in the UK. Your conditions for work are attached to your student visa and, therefore, no longer apply now you have interrupted being a full-time student. The Home Office do checks on international students entering the country and, if its staff find that you are working illegally, they are permitted to deport you immediately. 
We would be grateful if you would keep the faculty informed of any changes in circumstances that may impact on this agreed period of interruption. The faculty will, however, contact you in due course prior to the resumption of your studies.

Yours sincerely

Research Degrees Officer

Academic Registry  

cc:
Faculty Director of Research, Director of Studies, Second Supervisor

Annex 6 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to Full Time or Part Time Research Degree students (funded by Faculty bursary or research council scholarship)
CONFIDENTIAL

<date>

Dear <student name>

I am writing to you regarding your attendance on your research degree programme which, I understand, has not been satisfactory during the period [date] to [date].  

We appreciate that there may be good reasons why you have not been participating and it is most important that you contact the University straight away so that we can discuss this with you. If you have been encountering problems, we can provide guidance and information on support services available to enable you to continue your studies.  We can also discuss the possibility of you remaining enrolled on the programme by taking an interruption of studies, which is an approved leave of absence, if this is appropriate to your circumstances.

I should be grateful if you would contact your Director of Studies [enter name] by [enter deadline date, 10 working days from date of letter], in person, by phone on [phone number] or by email [email address].  Alternatively, you may if you wish contact me on [phone number] or by email: [email address].  

If you have been experiencing any difficulties with your studies you may also wish to contact Student Services, 0121 331 5588 or the Union of Students’ Advice Centre, 0121 331 6850 for impartial help or advice on a wide range of issues. If there are issues that you need to discuss in confidence you may also wish to make an appointment with the Student Services Counselling Service by phoning [enter telephone number for appropriate site, as listed on Student Services website]. 

It is important that you are aware that in order for a research student bursary or research council bursary to be paid the University has to confirm to the research council that you are in attendance on 1 December [year].  If we are unable to confirm your attendance you will not be eligible for a BCU Birmingham study bursary or a research council scholarship.

If you have decided to leave your programme of study or interrupt study, please complete and return the enclosed Student Withdrawal/Interruption of Study form.  You may submit the form electronically if you prefer. It can be found at http://diglib.bcu.ac.uk/webgate/dlib/templates/JAWS/shortcuts.htm. You may be liable, on a pro-rata basis, for tuition fees for the number of weeks of study that you undertook. Details of the Tuition Fees Payment and Credit and Refunds Policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

We hope very much that you will be able to continue with your studies and look forward to hearing from you shortly.  Please let us know if there is anything we can do to help.

Yours sincerely

Director of Research

Faculty..
cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)

Annex 6a to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to Full Time or Part Time Research Degree students (not funded by formal bursary / scholarship)
CONFIDENTIAL

<date>

Dear <student name>

I am writing to you regarding your attendance on your research degree programme which, I understand, has not been satisfactory during the period [date] to [date].  

We appreciate that there may be good reasons why you have not been participating and it is most important that you contact the University straight away so that we can discuss this with you. If you have been encountering problems, we can provide guidance and information on support services available to enable you to continue your studies.  We can also discuss the possibility of you remaining enrolled on the programme by taking an interruption of studies, which is an approved leave of absence, if this is appropriate to your circumstances.

I should be grateful if you would contact your Director of Studies [enter name] by [enter deadline date, 10 working days from date of letter], in person, by phone on [phone number] or by email [email address].  Alternatively, you may if you wish contact me on [phone number] or by email: [email address].  

If you have been experiencing any difficulties with your studies you may also wish to contact Student Services, 0121 331 5588 or the Union of Students’ Advice Centre, 0121 331 6850 for impartial help or advice on a wide range of issues. If there are issues that you need to discuss in confidence you may also wish to make an appointment with the Student Services Counselling Service by phoning [enter telephone number for appropriate site, as listed on Student Services website]. 

If you have decided to leave your programme of study or interrupt study, please complete and return the enclosed Student Withdrawal/Interruption of Study form.  You may submit the form electronically if you prefer. It can be found at http://diglib.bcu.ac.uk/webgate/dlib/templates/JAWS/shortcuts.htm. You may be liable, on a pro-rata basis, for tuition fees for the number of weeks of study that you undertook.  Details of the Tuition Fees Payment and Credit and Refunds Policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

We hope very much that you will be able to continue with your studies and look forward to hearing from you shortly.  Please let us know if there is anything we can do to help.

Yours sincerely

Director of Research

Faculty

cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)

Annex 7 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to Full Time or Part Time Research Degree students – no response to letter re attendance
CONFIDENTIAL

<date>

Dear <student name>

We have received no response to our recent letter sent [date of letter] about your attendance on your research degree programme and it is very important that you contact me immediately to let me know whether you intend to continue your programme of study or withdraw.  

If you have decided to leave your programme of study or interrupt study, please complete and return the enclosed Student Withdrawal/Interruption of Study form.  You may submit the form electronically if you prefer. It can be found at http://diglib.bcu.ac.uk/webgate/dlib/templates/JAWS/shortcuts.htm. You may be liable, on a pro-rata basis, for tuition fees for the number of weeks of study that you undertook. The University’s Student tuition fee liability and refund/credit policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

If you confirm that you wish to withdraw from your studies we will process a withdrawal and then write to inform you that you have been withdrawn 

If I receive no response to this letter by [enter deadline date: 10 working days from date of letter], it will be assumed that you have withdrawn from the programme of study and the date of your withdrawal will be recorded as being three weeks before the date of the letter recently sent to you concerning your attendance on your programme of studies [date of withdrawal]. 

Please note that once you have been withdrawn you will not be entitled to a bursary from the University.

I would be grateful if you would contact me as soon as possible.

Yours sincerely

Director of Research

Faculty..

cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)

Annex 8 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to FT / PT Home / EU research degree students confirming withdrawal
CONFIDENTIAL

<date>

Dear <student name>

Notification of Withdrawal
[I am writing to confirm the details of your withdrawal from your research degree programme as follows:]

or

[We have received no response to our recent letter about your attendance on your research degree programme and I am therefore writing to confirm the details of your withdrawal from your research degree programme as follows:]

Research Programme:

Date of Withdrawal:

Please note, you may be liable, on a pro-rata basis, for tuition fees for the number of weeks of study that you undertook. The University’s Student tuition fee liability and refund/credit policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

Should you wish to request to be re-admitted to the programme of study at a later date, your request will be considered by the Faculty who will take account of your circumstances and the academic feasibility of continuing study after a prolonged absence.

May I take this opportunity to wish you well for the future.

Yours sincerely

Research Degrees Officer

Academic Registry  

cc:
Faculty Director of Research, Director of Studies, Second Supervisor

Annex 9 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to FT /PT Home / EU confirming period of interruption

<date>

Dear <student name>

Confirmation of Period of Interruption to programme of study

I am writing to confirm the details of your period of interruption from your research degree programme as follows:

Research programme:

Period of Interruption:  From                                           To: 

The above date has been recorded as your date of interruption and may be used to calculate your liability to pay fees.  Details of the University’s Fee Payment Policy can be found on the Birmingham City University Finance intranet at http://finance-intranet.uce.ac.uk/.

[And – for registered students only:

Please note that this period of interruption will be discounted for the purposes of your period of registration; therefore, please note that your period of registration will now expire on: <date> ]

We would be grateful if you would keep the faculty informed of any changes in circumstances that may impact on this agreed period of interruption. The faculty will, however, contact you in due course prior to the resumption of your studies.

Yours sincerely

Research Degrees Officer

Academic Registry  

cc:
Faculty Director of Research, Director of Studies, Second Supervisor

Annex 10 to Guidance Notes on withdrawals and interruptions of study by students on research degree programmes.
Letter to research degree student concerning resumption of study following a period of interruption
<date>

Dear <student name>

Period of Interruption of Study – Research Degree Programme

I am writing to confirm the details of your period of interruption from your research programme as follows:
Research Programme:

Period of Interruption:   [ date ]  to [ date ]

As agreed, your period of interruption is due to end on [ date ] We would therefore be grateful if you would contact your Director of Studies [ name / tel no / email ] or myself [ name / tel no /email ] to confirm your intention to resume your research degree programme, in order that the necessary arrangements may be made for your return.
We would also, at this stage, ask you to confirm whether you wish to return in your previous mode of study – [part / full ] time – or whether you wish to discuss a change to your mode of study with your supervisor in advance of resuming your research degree programme. 
Yours sincerely

Director of Research

Faculty..

cc:
Director of Studies, Second Supervisor, Academic Registry (RDO)

Annex 11

Flow Diagram to Illustrate Basic Withdraw / Interrupt Procedures for student on a Research Degree Programme
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Appendix 12
Birmingham City University

Student Complaints Procedure

1.
Introduction
1.1
It is the University’s policy to resolve as quickly and fairly as possible any complaint that is made about a programme of study; a service provided by the University or the treatment of a student by another student or a staff member of the University or the Students’ Union.
1.2
Students are defined as those enrolled in the University, including students on non-award bearing courses and those who are studying workbased programmes and collaborative programmes offered at partner institutions.  Former students may submit a complaint provided that the complaint relates to a matter which occurred whilst they were a student and they comply with the timescales for the submission of complaints set out below.   
2.
Scope
2.1 The Student Complaints Procedure applies to complaints: 
· from students about their educational experience;
· about a service provided by the University; 
· concerning discrimination by the University on the grounds of gender, race, faith, age, disability or sexual orientation;

· about the behaviour of a member of staff towards a student.  Such complaints may be referred to the Staff Disciplinary Procedure at the discretion of the University;

· about the behaviour of a student or students.  Such complaints may be referred to the Student Disciplinary Policy at the discretion of the University;
· from a student who believes that she or he has suffered an injustice as a result of action taken or not taken on behalf of the University;

· from students who are dissatisfied in their dealings with the Students’ Union or who consider themselves to be unfairly disadvantaged as a result of choosing not to be a member of the Union.

The above list is not intended to be exhaustive and, where appropriate, complaints about other matters will be considered under the Student Complaints Procedure.  

3.
Principles
3.1
The principles which underpin the Student Complaints Procedure are:  

· students will not suffer disadvantage as a consequence of making a genuine complaint;
· the University will seek to resolve complaints as quickly as possible within the available resources and to find resolutions which are reasonable and acceptable to all parties;

· students will be allowed reasonable time to seek guidance and assistance in connection with any aspect of the complaints process;
· all parties are expected to make reasonable efforts to resolve matters on an informal basis before moving to the formal stages of the process;
· any investigations undertaken as part of the formal complaints process will be conducted by individuals who are independent i.e. have no prior knowledge of the student or of the case;
· students have the right to be accompanied by a member of the Students’ Union or a relative or friend, who is not acting in a legal capacity, at any meeting arranged to discuss the complaint. The role of this person is defined in 6.3.5 below;
· all parties to a complaint will be kept informed at all stages of the progress of any investigations into the matters raised and will be informed in writing of the outcome of the process, the reasons for any decisions taken and any proposed remedies; 

· the University will deal with complaints on a confidential basis but students should recognise that it may be necessary to disclose details of a complaint to other persons or organisations for the purposes of investigating the complaint and seeking an effective resolution;
· where matters are within the University’s control, it will ensure that appropriate remedial action is taken to resolve a complaint including addressing aspects of its operations which are identified through the complaints process as requiring improvement.
4.
Relationship to other Procedures 

4.1 
Students who wish to make a complaint about academic decisions made by the University should appeal under the Procedures for Students to make Representations against Academic Decisions on the Grounds of Material Error or Irregularity in the Conduct of an Assessment.  
4.2
Complaints about the University’s admissions process are dealt with under the Admissions Complaints Procedure. 
4.3
Complaints from students studying a collaborative or workbased programme at a partner organisation will be heard under the procedures identified in the Agreement covering the partnership.  If the complaint is heard under the partner’s complaints procedure, the Agreement will define whether, and the circumstances in which, the student will have recourse to Stage 2 of the University’s Student Complaints Procedure after the partner’s procedures have been exhausted.  

4.4
Complaints involving a placement provider will be considered under the University’s Student Complaints Procedure, however, where it would be more appropriate, the complaint may be heard under the placement provider’s complaints procedure. 
4.5
The University’s Student Disciplinary Policy covers general matters of misconduct. Complaints about student behaviour which constitutes a disciplinary offence will be dealt with under the Student Disciplinary Policy rather than the Student Complaints Procedure.   
4.6
The University’s Fitness to Practice Procedure applies to programmes where there are compulsory integral periods of professional placement. Complaints about student behaviour on these programmes which relate to the student’s suitability to practise will be dealt with under the Fitness to Practice Procedure. 
4.7
Where it would be appropriate, student complaints about the behaviour of a member of staff may be referred for consideration under the Staff Disciplinary Procedure at any stage during the process.   

4.8
It is anticipated that most complaints will be made by individual students.  However, complaints from groups of students will be considered. The individuals within the group should confirm their support for the complaint and identify one person who will act as spokesperson for the group and be the group’s correspondent for the complaint.

4.9
Complaints made by a third party on behalf of a student will not be considered by the University.

4.10
Anonymous complaints will not be considered by the University. 
4.11     The Vice-Chancellor may agree that a complaint which relates to matters which occurred more than 20 working days before the complaint was submitted will be considered under the Student Complaints Procedure if the student is able to provide evidence of good reason for the delay. 

5.
Responsibilities
5.1
All parties involved in a complaint are expected to act courteously, fairly and reasonably towards each other and to comply with the requirements of the procedures by completing complaints’ documentation, adhering to any deadlines, responding appropriately to any requests for information or attendance at meetings and undertaking any reasonable action required in pursuance of a satisfactory remedy.

5.2
The University will investigate all complaints brought under the formal part of the procedure, however, it reserves the right to refuse to consider any student complaints which are thought, after initial investigation, to be unreasonable, vexatious or malicious.  If a complaint from a student is felt to fall into any of these categories, the matter may be referred to the University’s Student Disciplinary Policy which may result in the imposition of a disciplinary penalty.
5.3
The University has a responsibility to report on the operation of its Student Complaints Procedure to the University committees which are responsible for monitoring the quality and effectiveness of the University’s processes. This is to ensure that the processes are working as intended and are in the best interests of students and the University. Anonymised summaries of student complaints and how they have been managed will be presented, from time to time, to relevant committees.
6.
Process
6.1 
Informal Procedure – local resolution
Students should try to resolve matters of concern informally first through approaches to appropriate personnel such as tutors, programme directors or service supervisors. In many instances, these people will be best placed to respond to the complaint and to resolve it quickly and effectively. If the complaint is not satisfactorily resolved after this discussion, the student has the right to address the issue through the formal stages of the process.  

6.2 
Formal Procedure. Stage 1

6.2.1 
The formal stages begin when a student makes a complaint in writing by completing the published Birmingham City University Student Complaint Form. The completed form, together with any written evidence, should be sent to the Senate Secretariat Division of the Academic Registry.
6.2.2
Senate Secretariat will log the complaint and issue a written acknowledgement of receipt to the student and forward the form and any written evidence to the appropriate Dean, Director of Service or the President of the Students’ Union.
6.2.3 
An investigation into the matters complained of will be undertaken promptly by the Dean, Director of Service or the President of the Students’ Union or by a person nominated to act on their behalf as an independent investigator. In order to investigate the complaint, the independent investigator may need to request further information from the student and so may ask to meet him or her.  
6.2.4 
The Dean, Director of Service or the President of the Students’ Union will provide a written response to the parties involved within 5 working days of the completion of any investigation, which itself should be completed no later than 15 working days after the receipt of the completed complaint form. If it is not possible to complete the investigation within this time period, the student will be advised in writing of the reasons for the delay together with a deadline by which it is expected that the investigation will be completed.  Following completion of the investigation, the written response sent to the student will either outline a proposed remedy or explain why there are no grounds to take the matter further and that no action will be taken. 

6.2.5 
A record will be kept by the Faculty/Service of all formal complaints received and a copy of each written response of the Dean, Director of Service or the President of the Students’ Union will be forwarded to Senate Secretariat on the same day that it is issued to the student.
6.2.6 
If the student is satisfied with the written response of the Dean, Director of Service or the President of the Students’ Union, the complaint is deemed to be resolved. If the student is not satisfied with the written response s/he may refer the matter to Stage 2 of the Student Complaints Procedure. 

6.3
Formal Procedure. Stage 2
6.3.1 
In order to invoke stage 2 of the formal Student Complaints Procedure, the student must complete the published Birmingham City University Student Complaint Appeal Form. The completed form together with any written evidence, should be sent to the Senate Secretariat Division of the Academic Registry within 15 working days of the date of the Stage 1 outcome letter, clearly outlining the reasons for taking matters to Stage 2.

6.3.2 
Within 15 working days, the Senate Secretariat will review the complaint and the associated evidence.  Further evidence may be requested at this stage.  The outcome of the review will find either:
· that there are no grounds for taking the matter further. If this is the case, the Senate Secretariat will advise the student accordingly in writing and issue a Completion of Procedures letter;
or

· that there are grounds for consideration and further investigation, where appropriate. If this is the case, an independent Student Complaints Panel will be convened by the Senate Secretariat to hear the complaint. 

6.3.3
The membership of the Student Complaints Panel will consist of a member of the Directorate, who will Chair the hearing, and two members of staff with experience of dealing with student complaints. None of the staff will have prior knowledge of or involvement with the case. Exceptionally if all members of the Directorate have had prior involvement in the case another independent member of staff with experience of dealing with student complaints will Chair the Student Complaint Panel
6.3.4
The student will be invited to attend the hearing. The proceedings and outcome of the hearing will be minuted by a member of staff from the Senate Secretariat.  
6.3.5
The student will have the right to be accompanied by a representative. The representative may be a student advisor from the Students’ Union or a friend or relative who is not acting in a legal capacity.  The role of this person is to support and advise the student. Where appropriate the representative may speak in support of the student however, it is expected that the student will speak for him/herself during the hearing. 
6.3.6
In some circumstances the Student Complaints Panel may find that the outcomes of assessment were affected by the matters complained of.  If this is the case, the Chair will have the power to recommend that the case is referred for consideration under the Procedures for Students to make Representations against Academic Decisions on the Grounds of Material Error or Irregularity in the Conduct of an Assessment.  
7.
Completion of Procedures
7.1
The outcome of the hearing, including details of any remedies proposed, will be sent in writing to all parties within 10 working days of the hearing. 
7.2
The Stage 2 hearing forms the final stage of the Student Complaints Procedure, therefore, the student will be issued with a Completion of Procedures letter (see 10 below).   

8.
Remedies
8.1
Remedies for complaints include, but are not limited to, an apology, alterations to a process or to a service provided by the University and, exceptionally, compensation for loss or damage suffered.  The University seeks to ensure that any remedies proposed are reasonable and appropriate to the nature and circumstances of the complaint. 
9.
Referrals
9.1 
The University reserves the right to refer complaints at any stage to an alternative means of resolution, including to a mediation process, if it is considered to be in the best interests of the timely and effective resolution of the complaint.

9.2
Exceptionally, with the agreement of the student and of staff concerned, complaints may be referred to one of the formal stages in the process omitting earlier informal or formal stages, if it is considered to be in the interests of the timely and effective resolution of the complaint.

10.      Office of the Independent Adjudicator (OIA)
10.1
A student of the University who is not satisfied with the outcome of the Student Complaints Procedure may request that the Office of the Independent Adjudicator (OIA) reviews the case. This may be done by completing the OIA scheme application form within three months of the date of the University’s Completion of Procedures letter.  
Student Complaint Procedure Flowchart.
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Birmingham City University Student Complaint Form







Before completing this form you should read the University’s Student Complaints Procedure. In most cases, you must give your School, Department or service provider a chance to respond to your complaint before you move to the formal stages of the complaints procedure. If you have not raised your concern yet, please do so before completing this form. 

Please note that all sections must be completed before we can consider your complaint.
1
Your personal details



2
Your contact details
 

   

3 
Which School/Department, Faculty or University Service is the subject of your complaint?

4

Please outline details of your complaint below and attach any separate information that you feel is relevant to your complaint. 

5

Please explain what steps you have taken to resolve your complaint so far. (Please enclose copies of any letters or emails relating to your complaint).


6

Please explain why are you are not satisfied with the response you have received. 


7

What would you like the University to do to resolve your complaint? (i.e. what reasonable solution(s) are you looking for?)

8   Your declaration and signature.

I confirm that the information given on this form is true and correct and in submitting this form I understand that the University;

· will not accept complaints from third parties or anonymous sources. 
· may need to share information with other persons or organisations as part of any investigation to resolve my complaint. 
· will deal with any complaint that it believes to be malicious and unfounded under the provisions of its Student Disciplinary Policy. 
Signed ……………………………………………………………………………….

Date …………………………………………………………………………………..

If you have additional documents in relation to your complaint which cannot be sent electronically, please send all of the documents/papers, including this form by post to:

The Head of Senate Secretariat

Academic Registry
Birmingham City University
 4th Floor Feeney Building

Perry Barr 

Birmingham B42 2SU

If you are able to submit all of your complaint information electronically, you may e-mail this form and the associated papers to;

senate.secretariat@bcu.ac.uk
Please keep a copy of the completed complaint form and any associated documents for your own records. 
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Birmingham City University Student Complaint Appeal Form







Before completing this form you should read the University’s Student Complaints Procedure. You must only use this form to appeal against the outcome of a formal complaint you have submitted to the University under section 6.2 of the University Student Complaints Procedure.  

You must attach a copy of the letter issued by the University responding to your formal complaint and complete all sections on this form before we can consider your appeal.
1
Your personal details



2
Your contact details
 

   

3 
Which School/Department, Faculty or University Service is the subject of your formal complaint?

4

Please clearly outline the reasons for your appeal below and attach any separate information that you feel is relevant to your appeal. 

5

Please explain why you are not satisfied with the response you have received to your formal complaint.

6

What would you like the University to do to resolve your complaint? (i.e. what reasonable solution(s) are you looking for?)

7   Your declaration and signature.

I confirm that the information given on this form is true and correct and in submitting this form I understand that the University;

· will not accept complaints or appeals from third parties or anonymous sources. 
· may need to share information with other persons or organisations as part of any investigation to resolve my complaint or appeal. 
· will deal with any complaint or appeal that it believes to be malicious and unfounded under the provisions of its Student Disciplinary Policy. 
Signed ……………………………………………………………………………….

Date …………………………………………………………………………………..

If you have additional documents in relation to your appeal which cannot be sent electronically, please send all of the documents/papers, including this form by post to:

The Head of Senate Secretariat

Academic Registry
Birmingham City University
4th Floor Feeney Building

Perry Barr 

Birmingham B42 2SU

If you are able to submit all of your appeal information electronically, you may e-mail this form and the associated papers to;

senate.secretariat@bcu.ac.uk
Please keep a copy of the completed appeal form and any associated documents for your own records. 
Student submits amended thesis to RDO, who passes it to pertinent examiner/s. Once amendments approved, examiner/s report form and recommendation returned to RDO. Submitted, via RDO, to Chair of URDC for ratification. 








Viva voce held.





Student passes subject to minor amendments and corrections. (Has six months to submit revised thesis).





Final recommendation of Examiners submitted, via RDO, to Chair of URDC for approval of Award. Date of Chair’s Action recorded on QL-x








Student passes outright.








All stages of the research examination process are recorded on QL-x…





Examiners’ Recommendation Form  - BCU10PhD (B) - returned to RDO directly after viva voce.  Submitted, via RDO, to Chair of URDC for ratification. 








Approved examiners return their Preliminary Report Forms to RDO at least two weeks prior to date of viva vice examination. Receipt recorded on QL-x.





RDO sends thesis to approved examiners, along with Preliminary Report Form  - form BCU10PhD (A).


RDO, DoS or nominee arranges date for viva voce exam. 


RDO confirms arrangements for viva voce examination with approved examiners, Independent Chair, student and Faculty.                             Details recorded on QL-x








C.           The Examination Process





Abbreviations:





DoS		=	Director of Studies


FRDC		=	Faculty Research Degrees Committee


RDO		=	Research Degrees Officer


URDC		=	University Research Degrees Committee








From application to examination, the student and supervisors are 


subject to the Annual Monitoring process for Research Students.


 





Student submits soft bound copies of thesis to RDO a minimum of two months prior to the date of viva voce examination. Student also completes, signs and submits a Candidate’s Declaration Form to RDO at this stage. Submission recorded on QL-x





Application for Approval of Examination Arrangements (BCU9 exm) submitted to URDC no less than 3 months before anticipated date of viva voce examination.





Details of approved examination arrangements, examiners and Independent Chair entered onto QL-x





During their Period of Registration, the student has the opportunity to apply to URDC for:





Change in Mode of Study (form BCU9ms)*


Change in Approved Supervisors (form BCU9s)


Suspension of period of Registration (formBCU9susp)*


Extension of Period of Registration Form (form BCU9ext)





All such approved changes are recorded on QL-x





*  A University form E3 also must be completed and signed by the Faculty in these instances (particularly where funding may be affected).





      The Period of Registration











Submit application to register for PhD (BCU9r) and BCU9t to FRDC and URDC.





Students initially registering for MPhil have the opportunity to transfer to PhD using form BCU9t. This involves writing a transfer report which is considered by a Faculty panel of assessors. Transfer viva also held at this stage. 





Student registered for MPhil or PhD. Record entered onto QL-x





Period of Registration commences once URDC approves proposal (BCU9r). Length of Period of Registration varies according to mode and level of study (see Code of Practice and Handbook).





Research proposal submitted to Research Degrees Committee (first at FRDC then at URDC level) using form BCU9r.





Student returns Acceptance of Offer Form to RDO.





Formal offer letter containing Offer Acceptance Form plus copy of Research Student Handbook sent to prospective student..  Record started on QL admissions system.





RDO sends student enrolment form. Fees calculated pro rata - for first year of study - from anticipated start date.  Student returns enrolment from and papers. Enrolment carried out on QL-s and record commenced on QL-x








Initial enquiry from potential research student received (via Faculty or to RDO direct).





Completed application form returned to RDO. Recorded and forwarded to Faculty by RDO.





Enquirer invited to interview by Faculty.





Application form /Research  Student Handbook / PG prospectus sent to enquirer.





Formal Record Form  (BCU9i) completed and sent to RDO if formal offer to be made.





A.	Enquiry to Registration





Student Withdrawal /


Interruption of Study Form











Student notifies Faculty that they wish to withdraw / interrupt by completing a Student Withdrawal / Interruption of Study form (or by providing a formal written means of communication to the Faculty confirming their intentions).





Faculty withdraws student following standard process detailed in guidance notes on withdrawals and interruptions.





Faculty completes E3 notification form and sends E3, withdrawal / interruption of study form and other relevant documents (e.g. credit/refund form, ‘BCUsusp’ etc) to Academic Registry for processing.








Faculty completes credit / refund form, if appropriate, using table to calculate pro – rata liability based on months of attendance in that academic year.








Academic Registry updates QLS to indicate the student’s withdrawal / interruption and reason for it.








Academic Registry writes to student confirming the change to the student’s record.





Academic Registry sends credit / refund documentation to Finance for processing.





Student approaches tutor, programme director or service staff regarding concern.








Discussion with student.








Student not satisfied with outcome.





Complaint resolved. End of complaint process.





Student has the option to make the complaint formal.








Informal Process.





Student completes a University Student Complaint Form and sends to Senate Secretariat with any written evidence.








Receipt of complaint form acknowledged. Complaint and any evidence forwarded to relevant Dean / Director of Service/President of the Students’ Union. 





Investigation undertaken and all parties informed of outcome within 5 working days of its completion





Student satisfied with outcome. End of complaints process. 





Student not satisfied with outcome of investigation.





Student has option to move to Stage 2 of the complaints process.





Formal Process. Stage 1





Case and evidence reviewed by Senate Secretariat





Student Complaints Panel hears complaint. 








No grounds to take forward. Completion of Procedures letter issued. 





All parties advised of outcome of hearing. Completion of Procedures letter issued. 





Grounds to take forward. Independent Student Complaints Panel convened. 





If student remains dissatisfied, s/he may submit complaint to the Office of the Independent Adjudicator (OIA). 





Student completes University Complaints Appeal Form and sends it to Senate Secretariat within 15 working days of stage 1 outcome letter to outline reasons why s/he remains dissatisfied.








Formal Process. Stage 2





Mr/Ms/Mrs/Miss or other title: 


First name:


Family name:


Student number:


Course:











Your address:








Postcode:


Email address: 


Daytime contact phone number (between 9am and 5pm):


Alternative contact phone number (e.g. mobile):











Please use additional sheets if required.




























































































Mr/Ms/Mrs/Miss or other title: 


First name:


Family name:


Student number:


Course:











Your address:








Postcode:


Email address: 


Daytime contact phone number (between 9am and 5pm):


Alternative contact phone number (e.g. mobile):











Please use additional sheets if required.




































































Student submits amended thesis to RDO, who passes it to all examiners. Once amendments approved, examiners’ report form and recommendation returned to RDO. Submitted, via RDO, to Chair of URDC for ratification. 








Student is invited to resubmit thesis (with or without viva voce) (Has twelve months to resubmit).





Student supplies x 2 copies of hardbound thesis to RDO. Copies passed to BCU library and British Thesis Service informed. Lodge recorded on QL-x





Student, supervisory team, examiners, Faculty Director of Research and Registry informed of award by RDO. All recorded on QL-x





Student invited to attend next Faculty award ceremony. 








� Working days are defined in the University’s regulations as Mondays to Fridays but excluding Bank holidays and other days when the University is closed.  As the calendar year for research degree students runs from 01 September to 31 August, vacation days will also be counted as working days.  
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