[image: image1.jpg]P N
||

jig
UNIVERSITY OF LEEDS







Transfer Report Form

Transfer Report
Research degree candidates at the University of Leeds are 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 to ensure that the student has made satisfactory progress with the agreed training plan.

University policy is that all research work (experimental, modelling, analytical or other) should be completed within 3 years of the formal start date (5 years for Part-time or Split-Site candidates).  Candidates have a maximum time limit of 4 years (7 years for Part-time or Split-Site candidates).  Transfer Panels should only approve transfer to PhD where there is confidence the candidate will complete their research and submit within these time frames.
Schedule

In the Faculty of Engineering, students are required to submit a transfer report according to the following timetable (deadlines for part-time and split-site students in brackets):

Deadline

Action


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

End month 10 (20)
final report to be submitted to the GO and student informed of who the examiners will be

End month 12 (24)
examination to have taken place and feedback provided

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.

Supervisors must identify two examiners for approval by the Postgraduate Research Tutor.  At least one examiner must be independent of the supervision process.  Supervisors may act as examiners if this is the practice in the individual School.

Students will be unable to register for their second year until the Transfer process is complete unless exceptional circumstances prevail.

Outcome of the Examination

The following are the possible outcomes of the Transfer Examination

· PhD

The student should transfer to PhD
· MPhil

The student should transfer to MPhil
· Defer decision
An extension should be sought to the provisional registration category

(In the case of deferral of the decision, Examiners should refer to the more detailed guidance provided in the University of Leeds Guide for Research Supervisors.  The reason for deferral should be detailed in the Report on examination below.  The maximum deferral period is six months.  The candidate should be re-examined before the end of the deferral period and a recommendation made.  Only one deferral is permitted.)
Examiners and Postgraduate Tutors are asked to be aware that additional regulations apply to some research council funded students which limit the length of deferral, and require an additional letter of authorisation to be provided.  In the event that a deferral is recommended for an RC-funded student, advice should be sought from the Graduate School Office.

· Withdraw
The School is unable to make a recommendation of transfer to a definite degree category and requires the student to withdraw.

(In the case of a requirement to withdraw, the reason should be detailed in the Report on examination below.)

Completing the form
The Examination Report (below) should be completed by the Examiners immediately after the viva examination.  The Form should be e-mailed or handed to the Graduate School Office by the Chair of the Panel.  If the form is e-mailed, a signature will not be considered necessary.

In completing the form, Panels should be aware that all candidates will be able to see their Examination Report. 

The GSO will upload the completed report into the student’s PDR record for approval by the PGR Tutor. 
Once the PGR Tutor has approved the recommendation it will be forwarded to Research Student Administration for formal confirmation through Programmes of Study and Audit Group.  
The University provides Guidelines on Procedures and Recommended Best Practice for Members of an Upgrade Panel 

	Research Student Administration (RSA): Transfer Recommendation Form 

	Candidate Name:
	     
	
	Student ID Number
	
	     
	
	
	
	
	
	
	

	School
	     
	
	Date of meeting
	
	     
	
	
	
	
	
	
	


Decision of the Assessment Panel  

Please indicate the recommendation of the panel by selecting one of the options 1-3 below and complete the relevant sections.

	


	1
	Transfer of Degree Category
	 FORMCHECKBOX 

	Please indicate which category the student should be transferred to below

	Transfer to Doctorate (PhD, MD, DDSc, EdD, DClinDent, DClinPsychol)
	 FORMCHECKBOX 

	Transfer to MPhil*
	 FORMCHECKBOX 

	*Please attach a copy of the full report of the transfer panel to this form

	Transfer to PHP  
Applies to Integrated PhD or 4 Yr PhD
	 FORMCHECKBOX 

	Practice-led Research?*
	 FORMCHECKBOX 

	**Only applies to Schools offering practice-led programmes in Arts and PVAC & YSJU


	1.1
	Training Plan

	(i)
	Has the candidate made satisfactory progress with the agreed training plan?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	(ii)
	If no please attach a report indicating the steps the candidate has been asked to take


	1.2
	Ethical review http://researchsupport.leeds.ac.uk/index.php/academic_staff/good_practice/university_ethics_policies/

	(i)
	Is ethical review required for the research connected with this thesis? (If no continue to 1.3)
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	(ii)
	If yes, has ethical approval been granted at this point?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	(iii)
	If no, is the panel satisfied that appropriate arrangements have been/will be made by the candidate for the review of ethical issues arising from the research?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	(iv)
	If the panel was not satisfied with the arrangements or if it is anticipated that ethical review (or further ethical review) will be required later in the research, please attach a report indicating the steps the candidate has been asked to take.


	1.3
	Data Storage http://campus.leeds.ac.uk/isms/policies/safeguarding/

	(i)
	Is the panel satisfied that data storage and safeguarding issues are being appropriately addressed? 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	(ii)
	If no please attach a report indicating the steps the candidate has been asked to take


	1.4
	Please confirm the supervisor(s) and thesis title below:

	Main Supervisor
	     
	Additional Supervisor(s) (state if External)
	     

	Thesis Title
	     


	1.5
	English Language

	If, as requested by the Chair of the Programmes of Study and Audit Group, an English language report is required please attach to it this document. Transfer will not be confirmed until the report has been received in RSA

	

	2
	Deferral of Decision
	 FORMCHECKBOX 

	http://www.leeds.ac.uk/rds/induction_progressandmonitoring/forstaff/upgrade.html

	Defer Decision Until
	     
	Will be no more than 6 months from the date the upgrade was due 

	Reason for Deferral
	     


	3
	Candidate Required to Withdraw 
	 FORMCHECKBOX 

	

	If the School is unable to make a recommendation of transfer to a definite degree category and requires the student to withdraw please attach further information and a copy of the full report of the transfer assessment panel


	AUTHORISATION: I confirm that the transfer assessment has been made in accordance with the University Code of Practice. The decision on transfer has been recorded in writing, signed by the members of the assessment panel and contains a brief assessment of the student’s progress. The student has received a copy of the decision made by the assessment panel

	Postgraduate Tutor / Head of School*
	
	Date:
	


*Where the Postgraduate Tutor is the student’s Supervisor the Head of School must sign.
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Faculty of Engineering Examination Report

Report on Examination (please comment on quality of report, quality of performance in examination, technical ability, appropriateness of research to the desired qualification, effort and commitment, verbal and written ability, and potential for research at Doctoral level.  Where a recommendation is to transfer to MPhil or to withdraw, please state clearly the reasons for this.  The Graduate School Office will pass a copy of this form to the student.)
If the candidate has not made satisfactory progress with the agreed Training Plan, please indicate the steps required to resolve the situation.

University English Language Test Score

Is additional language support needed in the opinion of the Assessors Y / N

Faculty of Engineering Guidance for Candidates where Transfer Panel recommends deferral of Transfer
Please complete this section only if the Panel is recommending deferral of Transfer

Reasons for recommendation (this will also be forwarded to Research Student Administration for approval by Graduate Board)
Actions required of candidate (please ensure required actions are clearly stated)
Internal deadline for resubmission of the Transfer Report (Faculty policy is that a re-examination should take place)
Authorisation of Examination Panel

Please tick one of the statements below.  (Deadlines for part-time and split-site students in brackets.)
	We, the members of the Examination Panel, are confident that the candidate is likely to complete their research work within 36 (60) months of formal start date and submit a successful PhD thesis within 48 (84) months, and have recommended transfer to full PhD status on the Research Student Administration (RSA): Transfer Recommendation Form above 


	

	or


	

	We, the members of the Examination Panel, consider that the candidate is likely to complete their research work within 36  (60) months of formal start date and submit a successful PhD thesis within 48 (84) months, however further action is required of the candidate before this decision is confirmed, and we have therefore recommended that the transfer decision be deferred.  We have indicated this on the Research Student Administration (RSA): Transfer Recommendation Form above and provided clear information on the Guidance for Candidates form above

	

	or


	

	We, the members of the Examination Panel, consider that the candidate is unlikely to complete their research work within 36 (60) months of formal start date, and submit a successful PhD thesis within 48 (84) months, and have made an alternative recommendation on the Research Student Administration (RSA): Transfer Recommendation Form above

	


	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	


The Examination Panel should complete and return the form to the Graduate School Office 
Faculty of Engineering
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An electronic version of this document is available as www.engineering.leeds.ac.uk/go/lifecycle/report_transfer.doc


