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MEMORANDUM

TO:
Heads of Schools, Postgraduate Taught Course Tutors, Postgraduate Taught Course Secretaries, Postgraduate Research Tutors (for Masterships by Research programmes), Postgraduate Research Secretaries (for Masterships by Research programmes)
CC:
Members of the Group on Scholarships, Studentships and Prizes; Directors of Postgraduate Research Studies, Graduate School Co-ordinators, Representatives on the Taught Student Education Board 
FROM:
Ms C F Neave, Postgraduate Scholarships Manager, Postgraduate Research and Operations (Postgraduate Scholarships)
DATE:
5 January 2016

TETLEY AND LUPTON SCHOLARSHIPS FOR MASTERS’ PROGRAMMES

(For International Students undertaking one year full-time taught Masters degrees, Mastership by Research and MRes degrees)


Information and Advice
For ease of reference, this circular is divided into Annexes:

Annex I

Eligibility Criteria and Value of Award

Annex II

Procedures and Timetable for 2016 Competition

Annex III

Documentation to Accompany School Recommendations
Annex I

TETLEY AND LUPTON SCHOLARSHIPS FOR ONE-YEAR MASTERS' PROGRAMMES

2016/2017
ELIGIBILITY CRITERIA
ELIGIBILITY CRITERIA – Please read this information carefully, as your application form will be automatically rejected if you do not meet ALL of the eligibility criteria listed below

· Applicants MUST first submit a taught postgraduate study application form (or research degree study application form if applicable) and be in receipt of a Student ID Number
 to be eligible for a Tetley and Lupton Scholarship.  Applications without a valid Student ID Number will be rejected.  To apply for a place on a taught postgraduate programme, please visit: http://www.leeds.ac.uk/info/101040/applying/86/how_to_apply_for_masters_courses
· To apply for a place on a research degree programme, please visit: http://www.leeds.ac.uk/info/130206/applying/91/applying_for_research_degrees
· These awards are only available to applicants who would be liable to pay academic fees at the full international fee rate;

· Applicants must normally hold a First Degree at undergraduate level equivalent to at least a UK First Class Honours degree and should be considered to be the ‘best of the best’ (eg, successful applicants are likely to be in the top 5% of their BSC/BA cohort) Applicants should either have graduated with the appropriate First Degree or be in their final year of study.  

· Applicants whose first language is not English must meet the University’s English Language requirements. Some Schools require a standard of English higher than the University minimum.  You should have a valid test result, which is normally no more than two years old by your official start date at the University of Leeds.  Examples of an acceptable English Language Standard can be found at: http://www.leeds.ac.uk/projectleeds/info/123100/admissions/143/entry_requirements
· These awards are not open to individuals who have already been awarded a Doctoral degree or equivalent qualification;

REGULATIONS
These include the following (full information on the regulations will be sent to all successful applicants):

· Awards must be taken up in September 2016;

· The awards are available to suitably qualified applicants wishing to commence full-time mastership study (one-year full-time taught Masters, Masters by Research and MRes programmes of study);

· The award covers full international fees;

· Applicants must live within a reasonable distance of the University of Leeds whilst in receipt of this Scholarship.

The cost of these Scholarships is met by the Central University Postgraduate Scholarship Budget.  Please note that if a Scholarship is awarded, the Postgraduate Scholarships Office will arrange the payment of fees.  It is not necessary for Schools to raise a Form 21.
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Annex II

TETLEY AND LUPTON SCHOLARSHIPS FOR ONE-YEAR MASTERS' PROGRAMMES

PROCEDURES AND TIMETABLE FOR 2016 COMPETITION
Requests for an offer of a place to study should be sent to Taught Admissions/PRO Admissions as soon as possible but at the latest 5 working days before the School Recommendation deadline.  The Group on Scholarships, Studentships and Prizes will not consider any recommendations received for applicants who have not been offered an academic place at the University of Leeds.

The following timetable will operate:
· We will make arrangements for the Tetley & Lupton Scholarships to be advertised on the Student Portal.  

· The closing date for receipt of applications from applicants in the Postgraduate Scholarships Office is 23:59 UK time on 1 February 2016.  Applications should be submitted on the appropriate form, obtainable from the website: http://www.leeds.ac.uk/rsa/postgraduate_scholarships/Tetley-AppForm16
· All applications received from applicants in the Postgraduate Scholarships Office will be forwarded by email to Schools/Faculties for consideration.  It is a School’s responsibility to ensure that the eligibility criteria have been met before sending forward their recommendations.
· The Postgraduate Scholarships Office will email a full list of applicants to Schools/Faculties within 5 working days of the closing date.

· Schools should ensure that current students who apply for a scholarship (and are already in receipt of a Student ID number) apply for the taught postgraduate/PhD study place at the earliest opportunity, to allow sufficient time for this to be processed.  Requests for an offer of a place of study should be sent to Taught/PRO Admissions as soon as possible but at the latest 5 working days before the School Recommendation deadline.
· If applicants are required to be fee assessed or their English Language qualification reviewed, this should be done well in advance of the School Recommendation deadline, as the process has to have been completed and any requests formally approved by the School Recommendation deadline, to enable them to be put forward for consideration.

· Heads of Schools should send forward their recommendations (no more than 2 recommendations per School
) for consideration by the Group on Scholarships, Studentships and Prizes by the deadline of 22 February 2016.  The original documents and 3 good quality copies of all relevant papers concerning nominated applicants (see Annex III for details of all documents required) should be sent to the Postgraduate Scholarships Office, Room 9.07, Marjorie & Arnold Ziff Building.
· The Group on Scholarships, Studentships and Prizes will meet on 23 March 2016 to determine the award of up to 5 scholarships and reserves. 
· The list of award holders (and reserves) will be published by the beginning of April 2016. Formal offers of Scholarships will be made by the Postgraduate Scholarships Office.  Reserve applicants will also be notified by the Postgraduate Scholarships Office that they have been placed on a reserve list.
· If Schools receive applications from applicants who they do not wish to recommend for the scholarship, they are requested to return to destroy the original application forms as confidential waste.  The Postgraduate Scholarships Office will send a standard email informing them that their scholarship application has been unsuccessful.  This email will be sent approximately one week after the outcome of the competition is known.
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Annex III

TETLEY AND LUPTON SCHOLARSHIPS FOR ONE-YEAR MASTERS' PROGRAMMES

SESSION 2016/17
Documentation to Accompany School Recommendations
1.
Schools are asked to send the following paperwork with all recommendations (maximum 2 per School) for the award of Scholarships:
The original papers and three good quality photocopies of the following for each recommended applicant with the papers collated in the following order:

· School Supporting Statement Form 
This should be completed by the Postgraduate Admissions Tutor and countersigned by the Head of School or Deputy or by an academic of similar standing
.  Schools should provide a clear explanation of the standard of foreign qualifications and equivalence to UK degrees and complete the compulsory fields. Please complete a Supporting Statement Form for each recommendation.  Forms are available in electronic format from the Student Education Service Staff website:

http://ses.leeds.ac.uk/info/22200/postgraduate_scholarships_and_studentships/857/postgraduates-university_scholarships
Important:  Please note that the School Supporting Statement forms a crucial part of the application and should be completed fully.  If the School Supporting Statement is not completed in full or supporting evidence is missing (eg only one reference supplied or missing undergraduate/postgraduate transcripts) or unreadable, then the paperwork will be returned to the School as unacceptable and the applicant will not be considered further in the competition.  NO APPEALS will be permitted in Session 2016/17.
· Scholarships Application Form 
· Two Academic References (copies)
Two academic references should be provided.  Examples of acceptable formats are available from the Student Education Service Staff website:

http://ses.leeds.ac.uk/info/22200/postgraduate_scholarships_and_studentships/857/postgraduates-university_scholarships
· Transcripts including Grading System (copies) 
Full details of the marks obtained by the applicant for their undergraduate and postgraduate study should be forwarded together with a copy of the accompanying Grading Systems used.  Where applicants have not yet graduated, Schools should provide details of marks to date for both undergraduate and postgraduate study.  Where transcripts are in a foreign language, an English translation must be provided.
· NARIC Page (copy)
Please attach a copy of the relevant NARIC pages providing information on the Qualification Equivalence and the Grading System – see the Student Education Staff Website: http://ses.leeds.ac.uk/info/22200/postgraduate_scholarships_and_studentships/857/postgraduates-university_scholarships for an example.  There is also guidance here on the different highest banding comparisons.
· "Application for Taught Postgraduate/Research Degree Study" Form (copy)
Please attach a copy of the "Application for Taught Postgraduate/Research Degree Study" form.  Please note that if the research project has been provided as part of the PhD study application form, this should be removed, as the research project should have been outlined as part of the scholarship application for.  This is to ensure that applications are judged on an equal basis (as not all students provide a research proposal as part of their study application).
· Formal Acceptance Letter (copy)
Please attach a copy of the formal University acceptance letter sent to the applicant to confirm they have been accepted on the programme of study they have selected.  Please ensure that the correct start date is given, ie September for taught postgraduate study and 1 September or 1 October 2016 for research study.
· IELTS/TOEFL Certificate (copy)
Please attach a copy of the original or certified copy of the IELTS/TOEFL Certificate if applicable.
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Timetable 2016





1 February		Closing date for receipt of applications from applicants in the Postgraduate Scholarships Office





22 February		Date for all School recommendations (maximum 2 per School) for awards to be received in the Postgraduate Scholarships Office (originals and 3 copies – see Annex III)





23 March		Meeting of the Group on Scholarships, Studentships and Prizes to determine the award of up to 5 scholarships and reserves





Beg April	 Publication of names of Award Holders and Reserve Lists

















� On-line applicants automatically receive their Student ID Number by email; paper applicants should request their Student ID Number from � HYPERLINK "mailto:rp_applications@leeds.ac.uk" �rp_applications@leeds.ac.uk� or � HYPERLINK "mailto:tp_applications@leeds.ac.uk" �tp_applications@leeds.ac.uk�  Applicants who already have a Student ID Number must ensure they apply for the relevant research or taught postgraduate degree study place as soon as possible.


� School = Registration Unit/Parent Department where successful students will be registered.


� Where signatures are difficult to obtain, an email from the appropriate member of staff would be accepted instead confirming their approval of the nominated candidate for a particular scholarship.
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