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Purpose and Scope of the Code

This Code of Practice is a statement of Faculty policy and practice with regard to the management of research degree candidatures.  The Code applies to all new and returning research students whose formal registration date falls on or after 1 September 2007.  In effect this means that the Code comes into force for a returning student at the point they reregister.  Prior to this, they remain subject to the previous Code as provided.  For example, a student registering for their second year on 1 November will be subject to the new Code from this date.

The Code is agreed by all Schools in the Faculty has a statutory force as the Faculty’s interpretation of the University’s formal regulations.  It also defines the service provided to students by the Faculty and sets out of the expectations that the Faculty has of its research students.   The Code forms part of the Faculty’s Research Student Handbook, provided to all new students on arrival and is issued separately to all returning students on registration.  The Code is a statutory document, and the rest of the Handbook offers more detail and supporting information on its provisions.

The Faculty Code should be read in conjunction with the following University documents, which it supplements: 

· University Code of Practice for Research Degree Candidatures (a summary of which is sent with each offer letter)

· University Research Student Handbook (provided at Registration and incorporating the complete University Code)

The University Code is the definitive statutory document.  Both documents are available on the Research Degrees and Scholarships Office website for reference by staff and students.

The Faculty Code applies to all students whose ‘parent’ school is within the Faculty of Engineering.  Students are usually assigned to the School to which their main supervisor belongs.  Where supervision is split across faculties, only the relevant ‘parent’  school or faculty code applies.

Framework

The Faculty of Engineering consists of five Schools

· School of Civil Engineering

· School of Computing

· School of Electronic and Electrical Engineering

· School of Mechanical Engineering  

· School of Process, Environmental and Materials Engineering 

Research degrees in all the above Schools are regulated by the Faculty Graduate School Committee, which reports to Graduate Board of the University.  Research degree administration is provided for four of the Schools by the Faculty’s Graduate School Office.  The School of Computing has separate administrative support because of its physical separation.  This Code applies to all five Schools, but throughout the text, Graduate School Office should be read as Computing Student Office for students of the School of Computing.

Management Structure and Student Representation

The University’s Graduate Board has overall responsibility for formulating and implementing procedure relating to all research degrees across the University.  The Faculty Graduate School Committee (FGSC), reporting to Graduate Board, has overall management responsibility for deciding procedures relating to postgraduate research students within the Faculty.  A Union Academic Representative is elected from amongst the research students in the Faculty through elections organised by the University Union.  The UAR is automatically a member of the FGSC for all non-reserved business.

Each School has a Head, who is ultimately responsible for activity within the School.  Each School also has one or more designated Postgraduate Research Tutors who have statutory authority for matters relating to research students within their School (or in some cases, their research institute), including for example the signing of Application forms and Transfer Reports. 

Management structures within each School vary, and decisions with regard to these are viewed as the responsibility of Heads of School.  Each School has its own structure for postgraduate research student representation, usually by a local staff-student committee.

Admissions

All formal applications for research study should be submitted on the University’s formal Application Form.  Applications are viewed by at least two members of staff, including the Postgraduate Research Tutor or nominee.  Decisions to recommend an offer are made on the suitability and qualifications of each applicant, appropriate expertise for supervision, and the availability of adequate resources for the proper conduct of research.  Where practicable, an interview will be given.  

The Faculty adopts the University’s minimum English language entry requirements for admission of research students whose first language is not English, which are set out in the University Code of Practice and which may be reviewed from time to time by Graduate Board.

An offer will only be made where applications are supported by at least one letter of reference from a suitable source indicating that the candidate is suitably qualified and capable of commencing a research degree in the chosen area, although two references will normally be required.  Formal offers may only be made by the Research Degrees Office acting on behalf of the Graduate Board.  

All formal applications for study should be submitted to the Graduate School Office (GSO)
 on the standard University Application Form.  The GSO will log and filter applications, provide additional documentation as required to support decision-making, and forward them to the relevant School contact for decision.  The procedure for circulation will vary from School to School.  Recommendations to offer should be sent via the Graduate School Office signed by two members of the relevant School, including the Postgraduate Tutor or nominee and the intended main supervisor.  Postgraduate Research Tutors should make clear recommendations on matters such as the need for preliminary or additional courses, or the charging of bench fees so that these may be specified on the offer letter and brought to the attention of the student and sponsor.  The Graduate School Office will provide a notification to the student that the offer recommendation has been made but that it is subject to confirmation.

Induction 

All new Research Students will be asked to attend the Graduate School Office on arrival at the University to receive

· Faculty information pack including Handbook and Code of Practice
· location of students’ and supervisors’ offices

· details of registration arrangements
· the University Research Student Handbook
All new students (including those of the School of Computing) will be required to take part in an induction consisting of a series of events including:

· a welcome event and briefing, including an opportunity to meet other students 

· introductory courses in starting research study

· specified health and safety courses

· English language tests as required by the University for those candidates whose first language is not English
Induction events will take place throughout the year, and students are expected to attend the first available course.  Students and Supervisors are asked to note that in some circumstances attendance at safety training courses and induction will be a pre-requisite for the issue of laboratory keys.

Students intending to study for the award of PhD will normally initially have a registration category of ‘Provisional PhD’.  Students will be transferred to a non-provisional category on completion of the Transfer process described below.

Supervision

All students will be assigned a main supervisor who meets the University’s requirements for supervision as laid out in the Graduate Board’s eligibility criteria for research degree supervision.  Whilst it is considered preferable that students have at least two supervisors, it is acknowledged that this may not always be the case.  Where only one supervisor is appointed for a student an Advisor will also be appointed. It is the responsibility of the Head of the School to ensure that no supervisor is overloaded with supervisory responsibilities and the position of individual members of staff should be reviewed annually. The numbers of research students allocated to staff should be reported annually to the relevant School body overseeing postgraduate matters.

There is an expectation of normal regular meetings between research student and supervisor.  The minimum number of supervision meetings is 10 per year for full-time students and 5 per year for part-time students (as required by the University).  Supervisors who are not in compliance with this requirement will not be permitted to take on additional students.

Notes must be taken of all formal supervision meetings, and the notes retained by the supervisor in such a form that they may be viewed on request.  At each statutory reporting point (see below 6, 12, 24 and 36 months for full-time PhD students), students must return a record to the Graduate School Office of the dates of the supervision meetings which have taken place, signed by the supervisor.

The attention of all supervisors is drawn to the statement of the responsibilities of the supervisor laid out in the University Code of Practice for Research Degree Candidatures.

Reporting Requirements

The following formal reports are required for all research students.  Details of the reporting requirements are shown below.  

	Report
	Full-time PhD students
	Part-time PhD students
	All other full-time research students
	All other part-time research students

	Training plan
	1 month
	1month 
	1month
	1month

	Initial progress review 
	6 months
	9 months
	6 months
	9 months

	Transfer Report
	12 months
	24 months
	na
	na

	Annual report 
	24 months
	24 months
	12 months and annually thereafter
	24 months and annually thereafter

	Annual report 
	36 months 
	36 months and annually thereafter
	
	


Training plan (form Training_plan.doc)

The University requires that, within one month of a research student commencing their studies, supervisors should conduct with the student a training needs analysis and agree (in writing) a training plan.  The supervisor is responsible for initiating this process, which is intended to help monitor and assess the achievements of students in acquiring sufficient expertise in generic and subject/ professional skills.  

A copy of the plan should be submitted to the Graduate School Office on the standard form and will be retained in the student’s file.  Supervisors should also bear in mind that further reviews of a student’s training needs might be necessary at later stages if the research requirements change.
Initial Progress Review (form report_6month.doc)
The Graduate Board requires supervisors to produce a report at the mid-point of the first year of the candidature which should include a review of progress on the agreed training plan.  This is at 6 months for full-time students and at 9 months for part-time students. 

Students should complete the first section of the Faculty’s Initial Progress Review form, which includes a short summary of the progress towards the research project, and submit this to their main supervisor together with their Supervision Meeting and Training Record  form and any additional documents required by the supervisor.  The exact requirements may be agreed directly with the supervisor, and may include a draft plan for the Transfer Report.  Student and supervisor should arrange to meet no later than the end of month 6 (full-time) or month 9 (part-time) for a formal review.  

Supervisors should comment on progress to date using the Initial Progress Review form, and pass the form to the Postgraduate Tutor of their School or Institute for review and return to the Graduate School Office.  A copy of the form including feedback will be placed on the student’s file and a copy returned to the student.

The Postgraduate Research Tutor is not required to give additional feedback unless problems are identified.  Where progress is deemed to be unsatisfactory, the student should be interviewed by the Postgraduate Research Tutor and the supervisor, and specific instructions and objectives given. The student should be advised that failure to meet those requirements may lead to a recommendation for the termination of their candidature.

Transfer (form report_Transfer.doc)

Research degree candidatures at the University of Leeds which are intended to lead to a doctoral award are subject to a process whereby the student is formally assessed at the ‘transfer’ stage.  The assessment is intended to identify whether the individual student and the research project have the potential for research at a Doctoral level and also to ensure that the student has made satisfactory progress with the agreed training plan.

By the end of the appropriate period (or earlier if possible), the Graduate Board requires from schools the following information in respect of each candidate for whom the school has responsibility:  

(i) whether the candidate should now be registered for the degree of PhD (or other Doctoral programme) or MPhil
(ii) the name(s) of the supervisor(s)

(iii) the draft title of the thesis

(iv) any factors which the school wishes to draw to the attention of the Graduate Board as well as progress on the agreed training plan.

In the Faculty of Engineering, Schools may adopt one of two models for the Transfer process as follows.  Model 1 is in use in the session 2007/08 by the Schools of Civil, Electronic and Electrical, Mechanical, and Processes Environmental and Materials Engineering.  Model 2 is in use in the session 2007/08 by the School of Computing.

The exact nature of the transfer report is considered to be discipline-specific, so detailed requirements, including the length and format are at the discretion of the individual School.  Students should therefore submit the following to the Graduate School Office (or School of Computing Student Office for SoC students) in line with the notified deadline: 

· two paper copies of the Transfer Report in the format advised by the Supervisor

· a CD-ROM containing an identical copy in MS Word or Adobe Acrobat

Students should also submit a current copy of the Supervision Meeting and Training Record.
Model 1 (Schools of Civil, Electronic and Electrical, Mechanical, and Processes Environmental and Materials Engineering)

Students are required to submit a transfer report according to the following timetable:

	Action
	Full-time
	Part-time

	Graduate School Office to send reminder of process and deadlines to student and supervisor
	End month 8
	End month 16

	Student to discuss the format of the transfer with supervisor and submit a draft
	End month 9
	End month 18

	Final report to be submitted to the GSO and student informed of who the assessors will be
	End month 10
	End month 20

	Assessment to have taken place and feedback provided
	End month 12
	End month 24


Supervisors are asked to recommend a Transfer Panel comprising of at least two assessors for approval by the Postgraduate Research Tutor.  In accordance with the University’s regulations, at least one assessor must be independent of the supervision process.  Supervisors may act as assessors if this is the practice in the individual School.

Model 2  incorporating a Development Review (School of Computing)

Students are required to submit a developmental review followed by a transfer report according to the following timetable:
	Action
	Full-time
	Part-time

	Developmental review 
	
	

	Student to submit developmental review report
	End month 7
	End month 17

	Review panel (supervisor(s) and assessor) meets the student and discusses the report, including progress, feedback on the preparation of the transfer report, awareness of the transfer review procedure.
	End month 8
	End month 18

	Panel prepares a developmental review report which is passed to the student
	End month 8
	End month 18

	Transfer 
	
	

	Final report to be submitted to the GSO/School office
	End month 11
	End month 21

	Assessment to have taken place and feedback provided
	End month 12
	End month 24


The Developmental Review panel consists of an assessor (an independent individual who has not been involved in the supervisory support arrangements for the student) and the supervisor(s). The Transfer Review panel normally includes the same people from the Developmental Review panel plus Postgraduate Tutor who acts as chair
The student report should address the following issues, which will be discussed at the panel interview: 

research focus, research methodology, originality, progress, literature review, work completed, research plan, any training requirements

Additional issues may be addressed as appropriate.

Completion of Transfer
The practice of providing deferred registration to deal with non-completion of transfer should not be used unless exceptional circumstances prevail.

The Report of the Transfer Panel should be completed by the Panel immediately after the transfer interview and returned to the GSO.  A copy of the form will be forwarded to the Research Degrees and Scholarships Office, a copy returned to the student and a copy retained on file in the Graduate School Office.  (Assessors are asked to note that this form subsumes the University’s official form.)

The decisions that may be made by transfer panels are:

· in the case of Provisional candidatures for Doctoral degrees or Postgraduate Research candidatures, transfer to Doctoral registration;

· in the case of Provisional candidatures for the degree of PhD or Postgraduate Research candidatures, transfer to M Phil registration;

· on the first occasion that the work is assessed, deferment of a decision about transfer for a limited period to permit the work to be revised and then reassessed;

· a decision that the candidate withdraw from a research degree candidature.
Annual report (form report_annual.doc or report_final.doc)

The University of Leeds requires supervisors to produce a report annually which should include a review of progress on the agreed training plan.  

Students should complete the first section of the Faculty’s annual report form, which includes a short summary of the progress towards the research project, and submit this to their main supervisor together with their Supervision Meeting and Training Record form and any additional documents required by the supervisor.  The exact requirements may be agreed directly with the supervisor.  Student and supervisor should arrange to meet no later than the end of months 24, 36 (and annually thereafter further for part-time candidates) for a formal review. 

Supervisors should comment on progress to date and pass the annual report form to the Postgraduate Tutor of their School or Institute for review and return to the Graduate School Office.  Additional comments will be required at the end of the third year regarding the preparations for submission.  A copy of the form including feedback will be placed on the student’s file and a copy returned to the student.

The Postgraduate Research Tutor is not required to give additional feedback unless problems are identified.  Where progress is deemed to be unsatisfactory, the student should be interviewed by the Postgraduate Research Tutor and the supervisor and specific instructions and objectives given. The student should be advised that failure to meet those requirements may lead to a recommendation for the termination of the candidature.

Annual Support Meeting

The University requires each School to operate a procedure whereby every student has the opportunity to meet, least annually, in the absence of the supervisor(s), with the Postgraduate Research Tutor or Head of School or another senior member of academic staff, to review progress, discuss this with the student and to enable the student to comment upon the nature of the supervision received and to draw attention to any matters of concern. This procedure is carried out within each School as follows:

Civil Engineering - annual meeting with Postgraduate Research Tutor in June.  Invitations sent by GSO.

Computing - meeting with mentor or advisor arranged directly.
Electronic and Electrical Engineering - annual meeting with Postgraduate Research Tutor prior to re-registration.  Invitations sent by GSO.

Mechanical Engineering - annual meeting with named Advisor prior to re-registration.  Arrangements made directly by student.
SPEME - annual meeting with Postgraduate Research Tutor in relevant Institute prior to re-registration.  Arrangements made directly by student.

Where the Postgraduate Research Tutor/Head of School is the supervisor a nominee will be appointed.  Confirmation that the meeting has taken place should be recorded on the Supervision Meeting and Training Record form.

Skills Audit, Personal Development Profiles and Generic Skills Training

The Faculty of Engineering actively supports the Joint Statement of the Research Councils Training Requirements for Research Students (which is available on the Research Degrees and Scholarships Office web site).  The University broadly endorses the UK Government policy that research students should spend approximately two weeks per year developing their transferable skills.  This support is delivered through a range of training and development inputs that are described in detail in the training documentation provided to students at Registration.  It is an important part of the research degree process that students discuss their training needs with their supervisor.
Supervisors should carry out a skills audit and agree a Training Plan with each new student within one month of the start of their degree.  A copy of this should be passed by the student to the GSO. 

All students are required to keep a record of their Personal Development planning.  A folder and pro forma for this will be provided by the Graduate School Office.  

Students will be automatically enrolled on a suite of introductory courses, including any specifically required for their programme.  Attendance on such courses will be monitored by the GSO.  With each formal report (6-monthly, Transfer and subsequent annual reports), students should submit an up-to-date copy of their Supervision Meeting and Training Record.
Expectations of students 
The primary responsibility for progress on the research project is that of the student.  Students should agree a supervisory programme with their supervisor(s), prepare for supervisory meetings, report existing or anticipated problems to their supervisor promptly, and present written work in a neat and legible form.

There is an expectation that full-time research students will spend at least 37½ hours on their degree each week.  Students have a vacation entitlement set by the University of up to 25 days, plus days when the University is closed.  Students must obtain permission for vacation and other absence from their supervisor in advance. 

Students must keep their main supervisor or the Postgraduate Research Tutor fully informed of illness or any other difficulties which affect their studies.

Students must not approach organisations or individuals external to the University without the permission of their supervisor.  Students must obtain explicit permission before using University of Leeds headed paper for correspondence.

Students must meet the statutory reporting requirements set in this Code.  Students are also responsible for maintaining their own Supervision Meeting and Training Record to be returned at each reporting point.  Students must re-register annually with the University.  Students may re-register up to two weeks before, and must reregister no later than three weeks after, the anniversary of their initial Registration.

The attention of all students is drawn to the statement of the responsibilities of the student laid out in the University Code of Practice for Research Degree Candidatures.

Intellectual Property Rights, Publication and Plagiarism

The attention of all students is drawn to the University’s regulations on IPR, Publication and Plagiarism as set out in the University Research Student Handbook.  Because of the very serious potential consequences of plagiarism, whether intentional or otherwise, students are urged to familiarise themselves at an early stage in their candidature with the definition of plagiarism given by the University.  

Long-term absence
Students for whom serious illness or personal difficulties have impacted upon their candidature should approach their Postgraduate Tutor directly to discuss their circumstances.

Where the student wishes to request a suspension of study they should complete the appropriate request form and submit this, together with any medical or other evidence, to the Graduate School Office (or School of Computing Student Support Office for Computing students).  Where a student is not present in the University, they may e-mail a completed electronic copy.  The Graduate School Office will log the request, obtain comments from the Supervisor, and pass a copy of the form to the Postgraduate Tutor.  The Postgraduate Tutor will consider the request and return their recommendation to the Office for forwarding to Research Degrees Office for consideration by the Graduate Board’s Programmes of Study and Audit Group.  

A recommendation to grant a suspension will normally be made where serious personal or medical problems extend for a single period of more than one month.  

Where serious problems last for less than a month, a suspension will not normally be granted. The documentation will, however, be retained on file and if necessary the decision will be reviewed at the end of the candidature to determine whether an extension should be requested.  Where a series of problems occurs periodically for separate periods of less than a month, requests will be considered on a case by case basis.

Where serious unforeseeable problems occur at the end of a candidature, students may request an extension to their maximum period of study.  The procedure for students is the same as that for suspensions, and the same form may be used.  Requests for extensions are considered very closely by Graduate Board of the University, and students should not assume that an extension will be granted at the end of a candidature.

Personal circumstances will be considered confidential within the University and will only be disclosed to relevant staff or offices.   Where a student’s studies are suspended, the reporting timescales are correspondingly extended, however the re-registration date remains the same.

Learning resources

As a minimum resource provision, all students will be provided with a computer for their own use which is suitable for their research.  Where requested or required, full-time research students will also be provided with the following facilities:

· Sufficient flexible work and storage space

· Opportunities for interaction with fellow researchers and academic staff

· Access to the University’s Computing network and internet

· Access to a printer for work prescribed by the School

· Access to a photocopier for work prescribed by the School

· Access to a telephone for work prescribed by the School

Health and Safety

The Faculty of Engineering is committed to high standards of health, safety and welfare.  It is Faculty policy to maintain a safe environment for all staff, students and visitors by raising health and safety awareness; instilling a positive safety culture; and, by promoting cooperation between all members of the Faculty with regard to safety initiatives. 

All students are expected to behave at all times in a way which is consistent with the above statement.  In addition, research students are expected to:

· Read a copy of the Faculty’s Health and Safety Handbook, which is available on the Intranet.

· Attend an introductory safety briefing as part of their Faculty-level Induction.  Details of this will be incorporated in the information provided to new students

· Attend an accredited health and safety course within their first year of study.    Details of this will be incorporated in the information provided to new students

· Obtain a briefing from their supervisor, supervisory team leader, laboratory supervisor or other appropriate staff member on specific safety issues relating to their work.

Complaints and Appeals Procedures 

Students who are not satisfied with any aspect of their relationship with the Faculty should in the first instance discuss the matter with their supervisor (academic or related matters) or the Graduate School Office (administrative or other non-academic matters).  Many issues can be resolved by discussion.

Where the matter cannot be resolved by discussion with the supervisor, or where the complaint is such that the student does not feel able to discuss the matter with their supervisor, they should approach the Postgraduate Research Tutor.  In cases where the Postgraduate Research Tutor is involved in supervising the student, the student may approach the Head of School.

Matters which are not resolved by the above methods should be submitted in writing to the Head of School.  If no satisfactory resolution is achieved, the student should refer to the University’s formal complaints procedure.  Students may wish to obtain independent advice from the Student Advice Centre in the University Union. 

Where, during the candidature, there is an adverse academic decision about a student’s progress (for example a decision not to recommend transfer to PhD or a recommendation for termination of candidature) the student may appeal.  Details of the regulations governing research student appeals can be found in the Research Student Handbook or are obtained from the Research Degrees and Scholarship Office.

Faculty of Engineering
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� For School of Computing this is the Computing Student Office throughout.  







