Faculty of Engineering

Graduate School

Protocol for Research Students leaving the School
This protocol forms part of the Faculty Code of Practice for Postgraduate Research Students and applies both to students leaving during, or on completion of, their studies.

Students must agree a leaving date with their lead supervisor.  This is the date when they will physically leave the premises and after which they will have no further access to facilities for study or other reasons.  It may differ from their formal date of the end of their candidature.

On this date, the student should arrange to meet with the Supervisor to sign off the form given below.  In signing the form, the supervisor confirms that to the best of his or her knowledge the items on the form have been satisfactorily dealt with.

The form should then be returned promptly to the Graduate School Office (or School of Computing Student Office).  Students who are significantly out of compliance with the provisions of this protocol may be held liable for any costs incurred including, but not exclusively, the costs of cleaning or making safe laboratory space, or costs associated with the failure to provide clear access to intellectual property such as experimental results or software.  In line with University policy, such costs may be posted as a debt to the University and may therefore lead to the withholding of their degree award.
Faculty of Engineering

Graduate School

Form for Research Students leaving the School
Student name






Student ID number

Lead supervisor

Last date that the student will have access to facilities

	Action
	Complete Yes or NA

	1. Has all experimental apparatus used by the researcher been left in a safe state. (If in doubt contact the Faculty Safety Office.)
	

	2. Have all chemical containers associated with the research project been checked and if chemicals are no longer required, have they been disposed of using the appropriate disposal routes, as per University / School regulations. Have all chemicals to be retained been stored appropriately, eg acids into an acid cupboard etc.
	

	3. If fume cupboards were used during the project have these been cleaned and cleared.
	

	4. Has a knowledge transfer session taken place between the student and supervisor (and other members of the research team as appropriate).
	

	5. Have all electronic files and software used throughout the candidature been left on an appropriate accessible network, as agreed with the Supervisor, and such access been clearly documented.  
	

	6. Has all data generated in the course of the candidature been left in an accessible and documented state.  Please note that, unless specifically agreed with the University (for example as part of a sponsorship agreement), all data remains the intellectual property of the University.  This includes books, lab books, paperwork, exhibition posters, equipment, computer code and results.
	

	7. Have all workspaces and associated storage spaces been left clean and tidy.
	

	8. Have all keys, including electronic key cards, been returned to the nominated person or persons within the School.  (Please note that although some keys are issued against a nominal deposit, if a key is not returned the Schools retain the right to replace locks for security reasons, at the student’s expense.  The costs of this are likely to be significantly higher than the deposit.)
	

	9. Has a forwarding address been notified to the Graduate School Office.  This will be recorded on the University’s Banner database and used for subsequent contact, including forwarding of essential paperwork.  Any changes in the following 3 months should therefore be notified to the office. 
	


Signed






Signed

Student





Supervisor
Please return this form promptly to the Graduate Support Office/  School of Computing Student Office
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