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Student Support tips

Throughout the handbook, you will notice these text boxes with a blue outline with the heading “student support tip”. These tips are to guide you on further student support related advice where relevant throughout the handbook. They are designed to give direct, easy to understand guidance or advice on who to contact about complex topics that are addressed in the handbook.
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Accessibility Statement

A copy of this document is available electronically on the Research Degree pages of the Student Education Service (SES) website.

For information in alternative formats (for example, in braille, or large print), please email ahcgradschool@leeds.ac.uk  
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Foreword by the Dean of the Doctoral College
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Hello and welcome to the University of Leeds.

I’m Luke Windsor, Dean of the Leeds Doctoral College. I am a Professor of Music Psychology, and still spend part of my time supervising postgraduate researchers and carrying out my own research, but the majority of my time is dedicated to my role as your Dean: which is to shape, advance and represent postgraduate research across the whole University. To serve those goals, I work with academic and professional colleagues across the University, as well as in partnership with Leeds University Union. 

The Doctoral College that I lead coordinates across the seven Faculty Graduate Schools and the pan-University services that support your research and personal development. It also guides the development of the Leeds Doctorate, our shared vision for the future of postgraduate research at the University, which aims to facilitate a holistic and equitable approach to supporting your development. 

I look forward to working with my colleagues to help you meet your goals.
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[bookmark: _Toc113268402]Code of Practice for Research Degree Candidatures
The Code of Practice for Research Degree Candidatures sets out the minimum standards postgraduate researchers (PGRs) can expect in connection with the supervision of research degree study at the University of Leeds, and it provides a framework of shared responsibilities between the University, supervisors and PGRs. The Code of Practice constitutes the University’s formal statement regarding its rules and regulations and it is important that you are familiar with it. 
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The Partnership has been developed by students, researchers and staff and describes the mutual expectations of us all as members of the University community. The Leeds Partnership is made up of three core commitments relating to both students, including postgraduate researchers, and staff:
· to be responsible, accessible and respectful
· to prepare for, engage with and contribute to learning at Leeds
· to help each other to reflect, develop and improve.

The Leeds Partnership reflects and codifies the agreements and expectations that exist not only between staff and students, but also within these groups on a peer-to-peer level. It is a recognition of the fact that education is a participatory process with shared responsibilities between students, including postgraduate researchers, and staff for making the most of the opportunities that are available.

[bookmark: _Toc113268404]Policy on Dignity and Mutual Respect
The University’s policy on dignity and mutual respect explains what behaviour is expected from you during your time as a PGR at the University. It also tells you what you should do if you feel you're being bullied, harassed or victimised, or if you witness any inappropriate behaviour. The University believes that every member of staff has the right to work in a supportive environment, free from harassment, bullying and victimisation. Similarly, every student at the University has the right to study and be taught in an environment that is supportive and free from such behaviours.

[bookmark: _Toc113268405]Code of Conduct – Professional Behaviour and Relationships
To help ensure continued good professional behaviour and relationships in the University context, a new code of conduct has been developed which replaces the policy on relationships with students. The new code, which you can download here, applies to all staff, including PGRs with teaching responsibilities. It is also important for a PGR, in the context of being a student, to know what professional behaviours are expected from the staff you work with.

The code of conduct covers the boundaries that staff need to be aware of, examples of behaviours that are considered unacceptable, how to report inappropriate behaviour and contact details for advice and support. For more information on how to report inappropriate behaviour as a PGR in the context of being a student, please see Section 2.18 Support and wellbeing.
[bookmark: _Toc113268406]Other policies, formal regulations and guides
All of the key regulations, procedure and policy documents that apply to PGRs at Leeds are available on the SES website.

[bookmark: _Toc534984135][bookmark: _Toc8981567][bookmark: _Toc113268407]Disclaimer
This handbook was published in September 2022. Whilst the University tries to ensure information contained is accurate at the time of publication, some of the information may change at a later date and the University does not accept liability for any inaccuracies contained within it. 

Student Support tip

If you have questions or need clarification regarding anything mentioned in Section 1, please contact your Graduate School or Director of Postgraduate Research Studies (DPGRS).
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[bookmark: _Toc113268409] Living with COVID-19
As we begin to move from ‘pandemic to endemic’, the University will continue to update it’s Living with COVID website where you can find further advice on keeping safe, ventilation, being unwell and if you are clinically extremely vulnerable. 
Student support tip

If you have any concerns or questions regarding starting your studies and Covid-19, please discuss these with your supervisors and/or your Graduate School.
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The University Year Planner shows term dates (generally only relevant for teaching purposes) as well as the dates that the University will be closed during the year.  

For most PGRs, University term dates are not directly relevant to your studies. Term dates are more relevant to taught students who have lectures/seminars, and exams during the assessment periods. It is useful however for PGRs to note University closure days as these are days that staff will not be working and some buildings/services may be closed. The University closure days are blocked out in purple on the University Year Planner. For those PGRs who have teaching responsibilities, term dates and exam periods will be relevant to your teaching so it is a good idea to familiarise yourself with these.

The University accepts PGRs starting their studies throughout the academic year. Therefore, relevant dates and deadlines during your studies will be unique to you. You can check the dates relevant to your studies in your GRAD record (see Section 2.12 for more information on GRAD)Student support tip

There is more information about what to expect when you are getting started with your research degree in the Doctoral College Induction and Getting Started webpages.



[bookmark: _Toc113268411]Emergency Information
In case of emergency, call 32222 on any University phone. If you are unable to locate a University phone, call 0113 343 2222. Alternatively you can WhatsApp the team, at any time, on 07876866747. 

Security Services also encourages the use of an app called SafeZone.
The app is linked directly to security, is free and easy to use. It can be used to help with a physical or mental health incident, press the green First Aid button if you are unable to follow local procedure, and a member of the Security team will assist you. Press the blue ‘Non-Urgent’ button to connect to Security in a non-emergency situation, for example, if you are locked out of a building. The red ‘Emergency’ button is for threatening situations when you are in immediate danger. Once you have raised an alert, do not press ‘Cancel’ until your issue has been fully resolved.

You can also use the Check-In timer if you are lone worker. 

For more emergency contact numbers visit the University emergency contacts website. It is advisable to keep some of these key numbers as saved contacts in your phone.
8


Always report accidents, near misses or dangerous conditions to a responsible member of your department. The University has many defibrillators on campus; so please make sure you know where your nearest one is to your most frequently used buildings by using the list here.
[bookmark: _Toc113268412]Glossary/frequently used terminology
Those studying PhDs, Masters by Research and various other postgraduate research qualifications are commonly referred to as “PGR”, but you can also access services and other benefits that use the term “student”. For example, the Student Counselling Service, the Students’ Union, and of course student discounts (such as the TOTUM student discount card). As a PGR, you are also eligible for a 16-25 Railcard for cheaper rail travel in the UK, even if you are over 25!

Leeds Doctoral College – the umbrella term for all PGR activity and support at Leeds. Graduate Schools come under the umbrella of the Leeds Doctoral College.

Graduate School – Each faculty has a Graduate School that is part of the Doctoral College. Graduate Schools provide opportunities to interact academically and socially through the organisation of conferences, seminars and social events across the faculty. Your Graduate School is normally the first point of contact for support and for queries specific to your programme.

Doctoral College Operations - The whole team of Doctoral College administration staff covering central Doctoral College teams (Scholarships, Admissions, Examinations and Progress) and Graduate School administration staff.

Director of Postgraduate Research Studies – The Director of PGR Studies (DPGRS) and Co-Directors or Deputies have responsibility for co-ordinating admissions, registration, appointment of supervisors, the PhD transfer process, and for recording and monitoring progress and attendance of PGRs, examination arrangements, pastoral care and liaison with Doctoral College Operations. There is at least one DPGRS per school.

Supervisor – also known as PI (Primary Investigator) a member of academic staff responsible for providing subject specific expertise and regular supervision for their PGRs during their period of registered study, and for being accessible at mutually convenient times to listen and offer advice and guidance. 

Doctoral College Officer/Assistant – member of staff working within the Doctoral College. The Doctoral College Officer and Assistant roles are official titles that cover many different roles including PGR Administrators, Admissions staff, Scholarships staff, etc.

PGR – postgraduate researcher (including PhD, Masters by Research, visiting Postgraduate Researcher and Professional Doctorates)

School – the academic department in which you are registered for your research degree.

Faculty – Schools sit within faculties. The University is made up of seven faculties, each of which is made up of several schools, institutes or departments.

Programme – or ‘course’. The type of degree you are registered on as a PGR, i.e. PhD, MA by Research, etc.

GRAD - Graduate Record of Achievement and Development. Online system you must use throughout your studies to record supervisions, progress reviews, suspensions and/or extensions (if necessary), thesis submission, etc.

Transfer – if you are registered for a Doctoral Degree, you are required to undertake a formal upgrade assessment during your research degree which is commonly referred to as ‘transfer’.

Viva – short for ‘viva voce’. This is the formal assessments through oral examinations which are ‘transfer’ for doctoral qualifications and your final programme assessment at the end of your studies which will determine the outcome of your degree.

OD&PL – Organisational Development & Professional Learning. This is the University’s training body for all staff and PGRs
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You can find our names, email address and professions here.

The School of Performance and Cultural Industries can be found in Building 31, stage@leeds, which is just behind the Leeds University Student Union in the centre of the campus.

[bookmark: _Toc17191226][bookmark: _Toc17191338][bookmark: _Toc17192811][bookmark: _Toc17206896][bookmark: _Toc17207070][bookmark: _Toc17283603][bookmark: _Toc17285238][bookmark: _Toc17290013][bookmark: _Toc17290215][bookmark: _Toc17293076][bookmark: _Toc17191227][bookmark: _Toc17191339][bookmark: _Toc17192812][bookmark: _Toc17206897][bookmark: _Toc17207071][bookmark: _Toc17283604][bookmark: _Toc17285239][bookmark: _Toc17290014][bookmark: _Toc17290216][bookmark: _Toc17293077][bookmark: _Toc17191228][bookmark: _Toc17191340][bookmark: _Toc17192813][bookmark: _Toc17206898][bookmark: _Toc17207072][bookmark: _Toc17283605][bookmark: _Toc17285240][bookmark: _Toc17290015][bookmark: _Toc17290217][bookmark: _Toc17293078][bookmark: _Contacts][bookmark: _Toc113268414]Contacts
Please get in touch with your Graduate School for any queries you may have related to your time at the University. This may include questions about support services, discussing any changes you need to make to your studies, guidance and procedures, University services, etc. If you have a question and you are not sure who to ask, your Graduate School is the best place to start and the staff will be more than happy to help with your query.

If you want to get in touch with your Graduate School, you can email them using the Graduate School office email address below. You are also welcome to drop in and visit your Graduate School team in person. Location and opening hours information can be found below under “Graduate School office opening hours”.

[bookmark: _Hlk111118990]Graduate School office: ahcgradschool@leeds.ac.uk 
DPGRS for School of History: Dr Aylwyn Walsh 
Head of Graduate School: Dr Pammi Sinha

[bookmark: _Toc113268415]Faculty and School PGR facilities
[bookmark: _Hlk111119236]Faculty of Arts, Humanities and Cultures Postgraduate Space 
Two postgraduate study rooms are available in Botany House:
G.04 = AHC Postgraduate Study Room 1 
1.04 = AHC Postgraduate Study Room 2  

Both rooms have desks with PCs. Desks can be booked here. There is also a touch down space in the basement along with kitchen facilities. 24-access can be made available pending supervisor approval and there are lockers available. For information on this please contact ahcgradschool@leeds.ac.uk.

School of Performance and Cultural Industries Postgraduate Space
PGRs that are enrolled in the School of Performance and Cultural Industries have access to a shared office space that is located in Clothworkers South Building in room 3.08. The office space, includes a meeting room and kitchen facilities, and can be accessed through a keycode, that you will receive on your induction. 

Study Space, Room Bookings and Using University Equipment 
Depending on availability you can book a room for an event through the following: 
· Doctoral College: To book rooms with the Doctoral College, please contact doctoralcollege@leeds.ac.uk  
· Leeds University Libraries: The Edward Boyle Library has postgraduate designated study spaces. To book a study area/room please visit: https://library.leeds.ac.uk/info/1200/library_services/164/how_to_book_a_room  


Additional facilities in the School include: 
	PCI / stage@leeds
	Stage One – the University public licensed theatre, Alec Clegg Studio, Dance Studio, Changing rooms, Box office, Technical and research workshop, Technical store, School Meeting Room

	Clothworkers’ Building South 
	G.11a: Seminar/workshop space
G.11b: Seminar/workshop space
G.14: Studio for teaching, research & small performances
2.03: Studio for teaching, research & small performances
G.17: Management Studies Centre
3.08: PGR Room 
4.01: Film/Sound editing suite
B.02, B.03, B.07: Costume storage
B.09: Costume workshop

	Clothworkers’ Building Central
	G.70: Technician’s office & technical workshop

	Michael Sadler Building
	LG.10: Seminar/workshop space 
(term time only, 9am-6pm) 



Booking rehearsal spaces
· Vacant School spaces for group work and rehearsals can be booked through the Minerva/VLE 
· (School Area → Resource Booking). Alternatively the form can be handed in to LG.07 in the stage@leeds building to be processed by the technical support team. 
· The key to using these spaces is the identification of a “responsible person”. The person booking the space is the person identified as the “responsible person” (logged via their student or staff ID) and therefore must ensure that an appropriate and up-to-date Risk Assessment of both the activity and the space has been carried out. If not, it is necessary to carry one out in liaison with either the School Safety Supervisor (Alice Clarke) 
· All spaces have an identified provision and room layout. The responsible person must ensure the space is left tidy and clean, and in the same state it was taken over. Any variance from the plan or provision must be reported to the School Administrator within 24 hours of using the space.
· Special equipment or furniture must be returned before the end of the next normal working day to the technical staff or earlier if required. All breakages and missing items will be charged to the responsible person. 

Booking equipment
· If you need to borrow School-owned equipment as part of the practical elements of your research, you should use the School’s online booking system. This is accessed via the School Area on the Minerva: Portal and VLE under ‘Resource Booking’.  minerva.leeds.ac.uk.
· Equipment must be booked at least 24 hours in advance, so the best advice is to get your booking in as soon as possible. Please note that at busy times it may not be possible to get equipment due to excessive demand.
· Equipment must be collected from and returned to Technical workshop (LG.07). Opening times are Monday – Friday, 0930-1030 and 1500-1600. Failure to return equipment on time prevents other students from completing their assignments, and may result in financial penalties.
· The School also has video and audio editing suites that can be booked out using the same procedure. These suites are generally booked for periods of 2–4hrs, Monday to Friday (9am– 9.30pm).

Research Funding
There is up to £300 available to apply for per academic year (on a first come first served basis) for help to support conference visits, training, resources etc.  You will need to apply for funding in advance and retrospective applications will not be accepted. To apply for funding please contact Linda Watson (Senior Research Support Officer), School of Performance and Cultural Industries l.m.watson@leeds.ac.uk  for an application form. 

AHC Faculty Research Dissemination Awards and Faculty Interdisciplinary Support Awards
Information about these competitive Faculty wide awards will be circulated by email throughout the academic year.
[bookmark: _Toc534984108][bookmark: _Toc8981520][bookmark: _Toc113268416]Induction
The Doctoral College organises the University's overall induction for PGRs, which will be a combination of information provided online and some in person sessions. As well as the Doctoral College induction, you will also be invited to a School or Faculty induction by your Graduate School, which may include specific training such as fieldwork or health and safety. Please make sure you check your emails regularly for up-to-date information on induction.

Please go to the Doctoral College Induction webpages to find out what you need to know, where to start and what is on in person.
Student support tip

You should attend induction events as they are a good opportunity for you to meet PGRs from your School/Faculty and begin to build friendships and support networks. It is likely that academic and administrative colleagues will be in attendance, so you will have the opportunity to ask questions.  



[bookmark: _Communication][bookmark: _Toc8981529][bookmark: _Toc113268417][bookmark: _Toc294183249][bookmark: _Toc294188290]Communication
[bookmark: _Toc294183253][bookmark: _Toc294188294][bookmark: _Toc294183254][bookmark: _Toc294188295]The University will email you on your University email account in most instances, rather than any personal email addresses. Any reminders/automated notifications from GRAD will go to your University email account. You are expected to regularly check your University email account for communications from the University. These communications will include important updates and information relating to your programme, working arrangements, finance and sponsorship, etc. It is very important that you do not ignore University emails and you make sure you read them carefully and act on any information or advice in a timely manner. Other forms of communication from the University, including the Doctoral College and your Graduate School, might come from Microsoft Teams, newsletters, social media, etc. The University will always make email communication the priority for important information. 

Every month the Doctoral College enrols a batch of new starters to the ‘Leeds Doctoral College PGRs’ Microsoft Team. By being a part of the Team, PGRs can view content of interest to the PGR community such as events, opportunities, wellbeing and support, workshops, surveys, etc. It is the main place PGR relevant content will be shared so be sure to keep an eye on what is posted each week. 

If you find you are not a member of the Team yet and do not have access, then don’t worry. You can request to be added on the Team itself, or you can join using the code “as60dbs”. Find out more about the Team on the For Students website.

Please also be aware that in line with the University's Information Protection Policy, it is not possible to automatically forward messages from University email accounts to any email address that is external to the organisation. This article on the University IT website explains this in more detail.
[bookmark: _Toc8981518]Student support tip

If you have any issues with your email at any point, you should contact IT via their “Something broken?” link on their website before contacting your Graduate School.



[bookmark: _Toc17206903][bookmark: _Toc17207076][bookmark: _Toc17283609][bookmark: _Toc17285244][bookmark: _Toc17290019][bookmark: _Toc17290221][bookmark: _Toc17293082][bookmark: _Toc17206904][bookmark: _Toc17207077][bookmark: _Toc17283610][bookmark: _Toc17285245][bookmark: _Toc17290020][bookmark: _Toc17290222][bookmark: _Toc17293083][bookmark: _Toc17206905][bookmark: _Toc17207078][bookmark: _Toc17283611][bookmark: _Toc17285246][bookmark: _Toc17290021][bookmark: _Toc17290223][bookmark: _Toc17293084][bookmark: _Toc17206906][bookmark: _Toc17207079][bookmark: _Toc17283612][bookmark: _Toc17285247][bookmark: _Toc17290022][bookmark: _Toc17290224][bookmark: _Toc17293085][bookmark: _Toc17206907][bookmark: _Toc17207080][bookmark: _Toc17283613][bookmark: _Toc17285248][bookmark: _Toc17290023][bookmark: _Toc17290225][bookmark: _Toc17293086][bookmark: _Toc17206908][bookmark: _Toc17207081][bookmark: _Toc17283614][bookmark: _Toc17285249][bookmark: _Toc17290024][bookmark: _Toc17290226][bookmark: _Toc17293087][bookmark: _Toc17206909][bookmark: _Toc17207082][bookmark: _Toc17283615][bookmark: _Toc17285250][bookmark: _Toc17290025][bookmark: _Toc17290227][bookmark: _Toc17293088][bookmark: _Toc17191232][bookmark: _Toc17191344][bookmark: _Toc17192817][bookmark: _Toc17206910][bookmark: _Toc17207083][bookmark: _Toc17283616][bookmark: _Toc17285251][bookmark: _Toc17290026][bookmark: _Toc17290228][bookmark: _Toc17293089][bookmark: _Toc17191233][bookmark: _Toc17191345][bookmark: _Toc17192818][bookmark: _Toc17206911][bookmark: _Toc17207084][bookmark: _Toc17283617][bookmark: _Toc17285252][bookmark: _Toc17290027][bookmark: _Toc17290229][bookmark: _Toc17293090][bookmark: _Toc17191234][bookmark: _Toc17191346][bookmark: _Toc17192819][bookmark: _Toc17206912][bookmark: _Toc17207085][bookmark: _Toc17283618][bookmark: _Toc17285253][bookmark: _Toc17290028][bookmark: _Toc17290230][bookmark: _Toc17293091][bookmark: _Toc17191235][bookmark: _Toc17191347][bookmark: _Toc17192820][bookmark: _Toc17206913][bookmark: _Toc17207086][bookmark: _Toc17283619][bookmark: _Toc17285254][bookmark: _Toc17290029][bookmark: _Toc17290231][bookmark: _Toc17293092][bookmark: _Toc17191236][bookmark: _Toc17191348][bookmark: _Toc17192821][bookmark: _Toc17206914][bookmark: _Toc17207087][bookmark: _Toc17283620][bookmark: _Toc17285255][bookmark: _Toc17290030][bookmark: _Toc17290232][bookmark: _Toc17293093][bookmark: _Doctoral_College_Operations][bookmark: _Toc113268418]Doctoral College Operations
Doctoral College Operations is formed by all of the Faculty Graduate Schools, plus a number of specialised teams who work across all of the Faculties. Your Faculty Graduate School Office will provide day-to-day administrative support. The specialised teams cover scholarships, examinations, progression and registration.

	Registration
	rp_student@adm.leeds.ac.uk

	Progress
	pgrprogress@leeds.ac.uk 

	Thesis submissions and examinations
	rp_examinations@leeds.ac.uk 

	Postgraduate scholarships
	pg_scholarships@leeds.ac.uk
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Minerva is a virtual learning environment (VLE) through which PGRs can access emails, training resources, module information (for PGRs who teach), and links to support information. 

To access the Doctoral College Minerva Organisation: 
1. Log in and select the “Learn” tab on the top right menu
2. Select the “Organisations” tab
3. If you are not automatically enrolled in the Leeds Doctoral College organisation, click “Enrol”

During the 2022-23 academic year, we are in a phase of reviewing and moving material from the Leeds Doctoral College Organisation. If you log in to the Leeds Doctoral College Organisation expecting to find something and it is not there, then please contact your Graduate School for help.

Your Graduate School may also have a Minerva Organisation and so it is worth contacting them directly to ask about being enrolled if you do not receive any information from them about Minerva during your first few weeks.

If you have teaching responsibilities during your research degree, you will use Minerva in a different way, e.g. for marking assignments from students and accessing lecture/seminar materials. Please speak to the programme or module leader relevant to any modules you are teaching on for help with this.
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GRAD is the online system used by all PGRs and supervisors at the University to support the PGR process. It is used for a wide range of tasks:

· organising and recording supervision meetings
· creating and maintaining a training plan
· organising and recording all regular progress reviews 
· organising the transfer process (for doctoral degrees)
· managing change requests including annual leave, authorised absence, change of location and suspension/extension
· organising thesis examination

It is mandatory that you use it throughout your studies, especially for recording supervision meetings. Just logging into GRAD and browsing will help you understand the process and steps of your research degree. GRAD user guides can be found on your GRAD homepage and on the Postgraduate research and training webpage.
Student support tips

If you need help with GRAD, arrange a chat with your supervisor so that you can go through any questions together. You can contact your Graduate School for help too. 

If you are facing any challenges that are negatively affecting your studies you are encouraged to make your supervisor aware and record a summary of the conversation in the GRAD meeting record. Please read more about making changes to your research degree, such as suspensions and extensions, in Section 5. 
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The University offers wide-ranging personal and professional development opportunities for postgraduate researchers that can be incorporated in to your training plan (see Section 6.2 for more information on the training plan). We have self-directed resources and workshop style tutor led courses. Details on what is available can be found at on the OD&PL Researcher Support website and the Postgraduate research and training webpage.

Learn more about our approach to personal and professional development.

You may also find it useful to look at the Researcher Development Framework (RDF), a reference point for researcher development widely used in the UK and internationally. The RDF was developed by Vitae, the UK’s national organisation for the development of researchers. The University of Leeds is a member of Vitae: you can set up a login account to their website using your University email address, which will provide you with access to the full resources of their website. 

A variety of professional services contribute to your personal and professional development, including Organisational Development and Professional Learning, the Library, the Careers Centre, IT, the Counselling Services and also Leeds University Union. 

Organisational Development and Professional Learning (OD&PL)
OD&PL provides support with academic writing, research, networking, presenting, publishing, project management, time management in your research and much more.

Researcher@Library
You can also sign up to one of the Library’s workshops or webinars if you need help with literature searching, open access, research data management, using EndNote, or increasing the visibility of your research.

LinkedIn Learning
All students and staff have access to LinkedIn Learning through our institutional subscription. You can access LinkedIn Learning via Minerva.  LinkedIn Learning offers over 5000 short courses across business, creative, technical specialties and research software and coding. You do not need to have a LinkedIn account to access the content, but you can connect your own LinkedIn Account with the Leeds LinkedIn Learning subscription, which will allow you to publish your LinkedIn Learning course completions to your LinkedIn profile.  There is a Doctoral College collection, bringing together our resources and external courses that we recommend; search for ‘Doctoral College’ to access the collection.


[bookmark: _Toc8981523][bookmark: _Toc113268422]Language Support
The Language Centre provides resources for independent study and language support for international PGRs through in-sessional classes.
Student support tip

For those whose first language is not English, adapting to living and studying in the UK may be challenging.  We want you to enjoy your time at Leeds and being able to communicate effectively is a vital part of that.  If you feel you would benefit from additional support please discuss this with your supervisor and/or colleagues in the Language Centre.




English language and academic study skills support
The Language Centre provides free in-sessional courses for PGRs who may benefit from academic English language support. 

Language facilities
The Language Centre is well equipped, providing a large Language Zone, where PGRs can study independently. Resources include learning materials in over 40 languages, an extensive collection of video material, over 60 satellite television channels in more than 20 languages and computer assisted learning.
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Please familiarise yourself with the Student Privacy Notice. This notice explains how the University will collect and use your personal data. You should complete your Student IT induction as soon as you are able, once you have registered. Some simple getting started instructions are available on the IT website.
Student support tip

The IT Service Desk is your first point of contact for advice, information and support for IT queries. The IT Service Desk can contacted via their website, Twitter, email or phone (0113 343 3333). To get help in person, you can book an appointment to visit the IT Service Desk.



Printing
All PGRs at the university are issued with a top up of printer credits to £200 once a year. Should you use all the credit before the next annual top up, IT will handle that on a case by case basis (generally a review of your printing will be undertaken to ensure your printing is related to your research, and further credit will be issued). Find out more on the University IT website.

In accordance with the University’s sustainability ethos we encourage people to consider the environmental impact of their printing & photocopying, and question whether a paper copy is required. The Environmental Impact link on the MyPrint website displays both personal and organisational usage of MyPrint in terms of trees used, CO2 production, and electricity usage.

We accept that occasionally PGRs may need to print the odd page for personal use (i.e. CV, travel tickets), but excessive personal use of MyPrint will be flagged with the school/faculty. If PGRs have a teaching/marking role they should use their staff account for any printing related to that role. 

Eduroam
You can connect your devices to the University wireless network Eduroam with your credentials (your username and password). This network is not only available at our University, but also at other institutions around the world by using the same University of Leeds credentials.

Office 365 
The University uses Office 365, which means that you can have access to your email and all the Office apps wherever you are. You can also access OneDrive and store your files online. If you decide to store files in your University computer please make sure you follow the guidelines in the Information Protection policy.

Computer Training 
If you require computing training for your research, you can check what workshops are available and book them on the University Research Computing Training webpage. 

[bookmark: _Toc113268424]Study Space
Clusters
There are about 40 computer clusters across campus open to anyone, some of them 24 hours a day. Please check the For Students website for information on where to study on campus.

Spacefinder
Whether you prefer studying in a café, library space or even outdoors, the Spacefinder website will help to find your perfect space on campus. With Spacefinder you can:
· See all the different study spaces on campus that are closest to your current location, marked on a map
· Use the search icon to filter to spaces that are currently open
· Use the search to see only the spaces that match your personal preferences for noise, facilities, atmosphere, or location
· Browse a list of places with photos and descriptions of what’s available, including opening times.
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The Library Research Support Team is based at the Research Hub, on level 13 of the Edward Boyle Library. Research Hub is a dedicated space for PGRs and staff, where there is a variety of study spaces for you to use, as well as bookable individual and group study spaces, and two large rooms that can booked for research-related events. Please check their website regarding opening of study and event space during the 2022-23 session.

The Research Support team offers help on literature searching, EndNote, Open access publishing and research data management. The University has a number of IT policies and guidance that relate to the safeguarding, handling and storage of data, which you will need to be aware of. You should have a data management plan in place by no later than the transfer stage (see Section 6.3 ‘First Formal Progress Review’ (FFPR)). You can find help and guidance on the Library Researcher Support pages including a number of courses to help you with research data management. The online Researcher Quick Start guide is designed to give you the essential information you need when you are starting out your research journey.
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There is a wide range of support available to PGRs during their time at the University, including counselling, disability services, help with cultural differences and much more. All information is available on the University support and wellbeing website. 

As a PGR of the University you can access Togetherall (formerly Big White Wall) which provides 24/7 online peer and professional support, with trained counsellors. Togetherall provides a safe space online to get things off your chest, explore your feelings and learn how to improve and self-manage your mental health and wellbeing. Nightline is also available 8pm – 8am any night of the week via instant messaging or phone line service.

You can also meet with the DPGRS in your school at any time during the year to discuss any academic or personal issues. You should be offered a meeting with them (without your supervisors) at least once a year by your Graduate School. Student support tip

If you are not sure who can support you with the challenges you are facing, start with speaking to your Graduate School or supervisor(s). They will be able to point you in the right direction of what resources or further advice you might need.




Equality and Inclusion 
The University of Leeds is committed to the principle of equality and is determined to treat all PGRs fairly, and avoid all unlawful forms of discrimination on grounds of gender (including pregnancy, trans status or marital status), race (including colour, nationality, ethnic origin or national origin), sexual orientation, disability, religion or belief, and age. We recognise that, in order to enable all PGRs to have equal access to our facilities and educational opportunities, some PGRs may require specialist support or adjustments (for example, to learning materials). We therefore aim to take a flexible approach, wherever possible, when responding to the individual needs of PGRs. We work hard to meet the needs of a diverse student population and provide a safe, supportive and welcoming environment for all. We also expect all PGRs to work with the University in making this a non-discriminatory and inclusive environment. If you have any concerns relating to an equality or diversity issue within your School or Faculty, or if you would like to suggest a way in which we might make our practices more inclusive, please contact your Graduate School.

The Equality and Inclusion Unit have information/resources around a number of areas including guidance to support Trans staff and students, students who are pregnant, students who have very young children, plus many more. Their policies and guidance can be accessed on their website.

Pregnancy
A PGR who becomes pregnant is encouraged to discuss the support needs of this in relation to their programme of study at an early stage of the pregnancy. They may approach any member of staff with whom they feel comfortable, and seek information and advice in the University’s policy on support for pregnant students and students with very young children.

Parental leave
For PGRs, periods of parental or adoption leave are normally managed under the suspension of studies process (and/or authorised absence). Periods of suspension for parental or adoption leave are not included towards the normal overall limit on suspensions/extensions over a candidature. Suspensions of studies have to be recorded in whole months, however PGRs can commence or return from a period of leave at any point in the month, by recording some of the period of leave under the authorised absence category, in addition to any period of suspension. PGRs may also choose to take any period of annual leave immediately before or after a period of leave.

If you are in receipt of funding, please contact your Graduate School Office who can discuss possible parental leave pay arrangements with you.

PGRs who are parents or carers
We believe that being or becoming responsible for a child or dependant adult should not, in itself, be a barrier to your research. The University is committed to being as flexible as possible, whilst, at the same time, making sure that any accommodations made for you will not compromise academic standards. Further information can be found in the policy on support for pregnant students and students with very young children, and the policy on support for students who are parents or carers.

Support for disabled PGRsStudent support tip

Studying whilst also acting as a carer can be challenging, if you find yourself in a situation where you are struggling to manage your commitments please contact the Graduate School Office who can advise you of the options available. 



The University of Leeds is committed to providing high-quality advice and support for PGRs who:
· are D/deaf or hearing impaired
· are blind or visually impaired
· have a physical disability, and/or mobility difficulties
· have a specific learning difficulty (for example, dyslexia or dyspraxia)
· have a neurodevelopmental condition (for example, AD(H)D)
· have a neurological condition (for example, MS, epilepsy, Tourette Syndrome, stammer)
· are autistic
· have a mental health condition
· have a long-term medical condition (e.g. chronic fatigue syndrome, asthma, diabetes, cancer, HIV)
· have a combination of these

If any of the above applies to you, the University’s Disability Services team will be pleased to talk to you about the support that you need in order to access your studies here at Leeds. For more information about disclosing your disability, funding and support, please visit the Disabled PGRs website. Any disclosure you make will be treated with discretion and information will only be shared with your permission. 
Student support tips

You can self-refer to Disability Services at any point during your candidature. Remember, if your health/learning challenges change during your studies please keep colleagues in Disability Services up to date with your situation. 


You are also very welcome to talk to your Graduate School directly about any adjustments or support that you might require. Contact your Graduate School to arrange a time to speak to someone.


Reasonable Adjustments
The process for identifying and agreeing support and reasonable adjustments for the transfer viva and final oral examination is set out in the PGR Reasonable Adjustments document available from the Student Education Service (SES) website. There are time limits for the assessment/examination and it is therefore important that the need for reasonable adjustments is identified well in advance of the transfer and viva process to allow due consideration to be given prior to assessment/examination. You are asked to work in partnership with your School, Graduate School and Disability Services to identify when reasonable adjustments may be required for the transfer and viva processes, and what those reasonable adjustments might be. There is also more information on the process on the Disabled PGRs page.

Prayer, contemplation and faith based support
The University has a number of spaces on campus available for prayer and quiet contemplation, whether you practise a particular faith or not. If you practise a faith, you can be confident that you will be able to follow your beliefs in Leeds and find support and information related to your faith. The Equality Policy Unit also publishes a religious festivals and events calendar each year. You can also access support through the University Chaplaincy, whether you are a person of faith or not.

Harassment, abuse or sexual assault
The University is committed to providing a safe environment for all students, PGRs and staff. You can anonymously report assault, hate crime or sexual assault through the online reporting system Report and Support. There are many ways you can seek support through the University or the local community. If the situation is an emergency, call 999 or contact Security on 0113 343 2222 if you are on campus.
 
Smoking policy
The University is a smoke free campus. This means that if you smoke, between the hours of 8am – 6pm you will be asked not to smoke on campus. This includes vaping. Free support is currently available to help students/PGRs who would like to cut down or quit smoking. For more information, see the Quit Smoking webpages.

Campus security
The University's Security Service operates 24 hours a day, every day of the year. They offer crime prevention advice, patrol the campus, investigate crimes and respond to alarms and emergencies. 

In addition, if you feel you are witnessing someone in a mental health crisis, the Security team can provide you with advice and support particularly if this occurs outside of standard office hours. You can contact Security on 0113 343 2222 if you are on campus 

Accommodation
Please go to the accommodation pages for more information on University residences, residence life at Leeds, and how to get in touch with the Accommodation team who can help you with any queries.
Student support tip

If you are experiencing any issues with your accommodation, whether that is University residences or privately rented houses/flats, you can contact the Leeds University Union help and advice team for advice.




International Student Advice and Support
If you need immigration advice or information on services available to the international student community (including events and activities), go to the International Student Advice and Support website or contact the Student Visa Advice Team.

Student support available in the school/faculty
Contact us by email and we will get back to you as soon as possible ahcgradschool@leeds.ac.uk 

Out of hours access/safety/lone working in faculty/school
Contact us by email and we will get back to you as soon as possible ahcgradschool@leeds.ac.uk 
[bookmark: _Toc8981527][bookmark: _Toc113268427]Leeds University Union (LUU)
All PGRs are automatically a member of Leeds University Union (LUU) on registration. 

Help and Support team

The Help and Support Team at LUU provide confidential and independent information, support and advice to PGRs contemplating appeals, complaints or other difficulties associated with your research degree. They also offer independent advice on a range of issues including academic, housing, money and other issues.Student support tip

If you are involved in any formal University meetings or processes (e.g. appeals, complaints, academic integrity, disciplinary hearings, etc.) you can ask LUU to attend these meetings with you to act as your supporter. 



Societies and Events
LUU also runs a range of social and wellbeing events throughout the academic year. Clubs, societies and other activities are open to all members, but there is also a programme of events reserved for postgraduates. 

Student Executive at LUU (option to stand for election to positions)
LUU are led by six people elected from among their membership, and this includes PGRs. More information about all the executive roles can be found on the LUU Student Voice website. 

[bookmark: _Toc113268428]Postgraduate Representatives (PGR Reps)
PGRs are represented on Faculty Graduate School Committees by representatives recruited by their Faculty/School. The PGR reps participate in discussions and meetings to enhance the PGR experience and are encouraged to consult fellow PGRs, in order to make sure that a wide variety of opinions are represented. PGR reps are a key route for you to provide feedback and so you are encouraged to engage with them during your time at the University.
Contact details for your PGR reps can be obtained from your Graduate School or by contacting the Academic Engagement Team in LUU by emailing academicsupport@luu.leeds.ac.uk. 
  
PGRs and representatives are encouraged to attend the LUU-facilitated PGR Rep Forum, which takes place 3 times a year. Chaired by the Dean of the Leeds Doctoral College, alongside LUU’s elected Education Officer and International & Postgraduate Officer, the forum welcomes questions both in advance, anonymously, and on the day, addressing issues that PGRs want to raise.  
  
If you want to become a PGR rep, or require further information, please contact academicsupport@luu.leeds.ac.uk.
 
[bookmark: _Toc113268429]Sport and Physical Activity
The Sport & Physical Activity Service at the University is responsible for the University’s sports facilities and development programmes. Getting involved does not require you to be a ‘sporty’ person. Many thousands of students each year, including PGRs, try something new, learn a new sport or take up an activity. Have a look at the Sport and Physical Activity website to find out more and see what you can get involved in.
Student support tip

Physical and social activity is for many a key part of their wellbeing, connecting with others and being physically active has been proven to raise self-esteem and positivity.



[bookmark: _Toc5700942][bookmark: _Toc8981528][bookmark: _Toc113268430]Careers Centre
The Careers Centre offers guidance and support for issues which are specific to PGRs, including:
· Deciding what to do after the degree or research
· Destinations of PGRs 
· What the job market looks like for researchers
· Planning a career in academia
· Links to specialist websites and downloads to help plan your future.

You can book a one to one appointment with a Career Consultant at the Careers Centre to talk through any questions you might have. Use their appointment booking link on their dedicated 'Researchers' page.

[bookmark: _Toc17206961][bookmark: _Toc17207134][bookmark: _Toc17283667][bookmark: _Toc17285302][bookmark: _Toc17290076][bookmark: _Toc17290278][bookmark: _Toc17293139][bookmark: _Toc113268431][bookmark: _Toc294183230][bookmark: _Toc294188271]Leeds Student Medical Practice
If you need to visit the doctor (GP) during your time at Leeds, it is advised that you register and visit Leeds Student Medical Practice. It is located about a 3-5 minute walk from Parkinson Building on Blenheim Terrace. If you are already registered at another practice and are still able to visit it regularly if required then you do not necessarily need to register at Leeds Student Medical Practice. Student support tip

You can search for other local NHS services on the NHS website.


1. [bookmark: _Toc17191252][bookmark: _Toc17191364][bookmark: _Toc17192837][bookmark: _Toc17206964][bookmark: _Toc17207137][bookmark: _Toc17283670][bookmark: _Toc17285305][bookmark: _Toc17290079][bookmark: _Toc17290281][bookmark: _Toc17293142][bookmark: _Toc8981530][bookmark: _Toc111121402][bookmark: _Toc113268432]
Registration, Fees and Student Records

[bookmark: _Toc8981531][bookmark: _Toc113268433][bookmark: _Ref293928101][bookmark: _Toc294183231][bookmark: _Toc294188272]Registration 
Registration and re-registration is accessed via Minerva. 

All information about the registration process can be found on the For Students website. Registration as a new starter or returning PGR each year is vital, partly because failure to register may delay any sponsorship payments you receive and may ultimately lead to your withdrawal from your programme. You will need to register online within four weeks of starting your studies. New PGRs must also complete an identity check. New PGRs are defined as those who are “beginning” a course, usually coming through admissions. This ensures we know the people studying with us are who they say they are and they have the right to study. This is also important for immigration permissions for international PGRs. It is important that PGRs complete registration as quickly as possible. More information on the identity check can be found on the For Students website.
 
Full guidance on obtaining a student card, and replacement student cards, can also be found on the For Students website. 

Continuing PGRs need to re-register each year within four weeks of the anniversary of their starting date. Your Graduate School will contact you with information at the relevant time. Failure to re-register may delay any sponsorship payments you receive and may ultimately lead to your withdrawal from your programme. 

PGRs will not normally be permitted to register concurrently on another programme of study at this or another Higher Education Institution. There are some exceptions to this, and they are explained in the Policy on concurrent registrations for research degree candidates.
Student support tip

If you experience any issues around registration please let your Graduate School team know immediately.



[bookmark: _Toc8981532][bookmark: _Toc113268434]Visas
If you are an international PGR and you are here on a visa, it is important that you understand how your visa works, and what to do when your circumstances change. All information, including Student Visa (formerly ‘Tier 4’) responsibilities, can be found on the For Students website. 

If you need specific advice on your visa, including how to extend your visa, please contact the Student Visa Advice Team. 

[bookmark: _Toc294183238][bookmark: _Toc294188279][bookmark: _Toc8981533][bookmark: _Toc113268435]Payment of academic fees
Please also see the Finance website for information and advice about financial matters during your studies. Academic fees for PGRs for the current session are available via the University of Leeds website and must be paid at the point of registration (for sponsored or funded students your fees may be paid on your behalf). Self-supporting PGRs need to pay academic fees at registration, although it is possible to apply to pay in instalments. For this, and further information about the payment of academic fees, please make contact with Postgraduate Student Finance.Student support tip

If you experience any issues around the payment of your academic fees please let your Graduate School team know immediately.


[bookmark: _Toc294183239][bookmark: _Toc294188280][bookmark: _Ref294275269][bookmark: _Toc299629395][bookmark: _Toc8981534][bookmark: _Toc113268436]Duration of studies and overtime fee
Information about the duration of studies (including standard and maximum time periods, as well as information on submitting your thesis early) can be found on the For Students website and in your official University offer letter. The overtime period allows all PGRs (excluding Masters by Research and miscellaneous study) to register on a reduced fee after the standard period of study but within the maximum period of study. Usually, the fee cost is updated annually and is non-refundable, however, in recognition of the potential disturbance to the usual timelines for PGR study caused by the Covid-19 pandemic, we have decided to waive the overtime year fee for all PGRs whose overtime year fee would normally be due at any point up to 31st August 2023. You do not need to apply for this fee waiver: it will be applied automatically, but due to the way that our systems work, it will appear on your record as a scholarship to cover the amount of the fee charged. During your overtime period, you should be completing the writing-up of the thesis. If you submit before the end of the standard period of study, or one month after the start of the overtime period, then you will not be required to register during the overtime period.
[bookmark: _Toc8981535][bookmark: _Toc113268437]Registration certificates 
In most cases the University can produce an official certificate confirming that you are a PGR at the University of Leeds. You can request a statement from the Student Services Centre.
[bookmark: _Toc294183245][bookmark: _Toc294188286][bookmark: _Toc299629401][bookmark: _Toc8981536][bookmark: _Toc113268438]Council tax
[bookmark: _Toc294183246][bookmark: _Toc294188287][bookmark: _Toc294183247][bookmark: _Toc294188288]Full time PGRs are eligible for Council Tax exemption or discounts. However, part time PGRs are not eligible for Council Tax exemption or discounts. If you are a registered full-time PGR, and you enter your Leeds term-time address when you register, your details will be sent to Leeds City Council four times a year (at the end of October, January, April and July). This assists Leeds City Council with processing student Council Tax exemption. Full information and guidance (including what to do if you live outside Leeds or if you are an international student) can be found on the For Students website. You should complete a Council Tax Form available from Leeds City Council, which they will cross-reference against the data supplied by University. Once you have submitted your thesis for examination your status at Leeds changes to ‘Under Examination’ and you will no longer be eligible for Council Tax exemption. If the outcome following your viva is a referral you will not be eligible for council tax exemption. 


[bookmark: _Toc8981538][bookmark: _Toc113268439]During Your Research

[bookmark: _Toc17191262][bookmark: _Toc17191374][bookmark: _Toc17192847][bookmark: _Toc17206974][bookmark: _Toc17207147][bookmark: _Toc17283680][bookmark: _Toc17285315][bookmark: _Toc17290089][bookmark: _Toc17290291][bookmark: _Toc17293152][bookmark: _Supervision][bookmark: _Toc8981539][bookmark: _Toc113268440]Supervision
Your supervisors play a crucial role in supporting you through your research degree. As well as guiding you as experts in your field, they will support and mentor you through the development of your research, and play a key role in monitoring your progress.

The University of Leeds favours a co-supervision model. This means that, in most cases, you will be supported by a main supervisor and one or more co-supervisors.

All PGRs and their supervisors use the GRAD system to organise and report on supervision meetings, create and maintain a training plan, organise and record all regular progress monitoring meetings (first formal progress review, transfer, and annual progress reviews), and manage ‘change requests’ including suspensions and extensions, annual leave, authorised absence and change of location. 

The role of each member of the supervisory team must be made clear to the PGR at the start of their studies and at the point any change to the supervisory team is approved. This will include expectations around attendance at meetings and whether all supervisors will attend all or some meetings. It is accepted that the pattern and attendance at meetings may vary according to the precise stage of the candidature, between subject areas and supervisory roles. 

In your first meetings with your supervisor(s), it is a good idea to discuss practical issues as well as research matters. Topics you may find useful to discuss could include:

Supervisory Team
· Who is main supervisor and who is co-supervisor/s
· the working pattern of the team
· Areas of expertise (ie why are they on the team)
· Other key people for the project

Working arrangements
· Will the PGR work on campus or from home (or other location)
· What are the expected hours of work/working pattern
· Will there be times when extra work or work outside of usual hours is required, and if so how will this be agreed whilst maintaining the PGR’s safety and wellbeing
· Are there any other factors that should be considered (eg caring responsibilities, religious commitments, travel arrangements)
· PGRs are entitled to annual leave (26 days for full time PGRs; roughly 15.5 days days pro-rata for part time PGRs on 0.6 FTE), plus the university close days; how should annual leave be booked
· Does the PGR require any additional support or allowances eg disability considerations

Supervision meetings
· Where will the meetings take place; will they be in person/online/other
· How often will meetings take place
· Who will attend
· What preparation is expected
· Records and notekeeping:
· Who will add the notes to the GRAD (normally the PGR)
· How long after the meeting will the PGR enter the notes into GRAD
· How long after submitting the notes in GRAD will the supervisor review and confirm the notes or raise any correction? 
· Training and professional development
· Positive working relationships

Student support tip

If you experience any challenges or disruption with your supervision, please raise this with your supervisors directly. Alternatively, if you do not feel comfortable discussing issues with your supervisor(s) you can contact the DPGRS and/or Graduate School who will be able to offer you advice and guidance.


[bookmark: _Toc17191264][bookmark: _Toc17191376][bookmark: _Toc17192849][bookmark: _Toc17206976][bookmark: _Toc17207149][bookmark: _Toc17283682][bookmark: _Toc17285317][bookmark: _Toc17290091][bookmark: _Toc17290293][bookmark: _Toc17293154][bookmark: _Toc17191265][bookmark: _Toc17191377][bookmark: _Toc17192850][bookmark: _Toc17206977][bookmark: _Toc17207150][bookmark: _Toc17283683][bookmark: _Toc17285318][bookmark: _Toc17290092][bookmark: _Toc17290294][bookmark: _Toc17293155][bookmark: _Toc5700885][bookmark: _Toc8981540][bookmark: _Toc113268441][bookmark: _Toc294183260][bookmark: _Toc294188301][bookmark: _Ref299458429]Research Practice
The principles of good research practice encourage you to consider the wider consequences of your research, and engage with the practical, ethical and intellectual challenges inherent in high quality research. A summary is provided below but you can access further information and training around research practice in the ‘Induction to Transfer’ course on the Postgraduate Research and Training page of the For Students website.  

Ethics Review 
You may need ethics approval for your research and it is very important to know if you do. If you are unsure it is best to speak to your supervisor or your Graduate School. You can also find out more on the Research and Innovation Service website. You can access further information and guidance about ethics review in ‘Induction to Transfer’ course on the Postgraduate Research and Training page of the For Students website. Your engagement with the ethical review processes will be reviewed as part of the First Formal Progress Report, transfer process, Annual Progress Reviews and at examination entry.
 
Data Management 
Good research data management is part of standard, responsible research practice. 

You will need to be aware of and comply with the University policies and procedures for safeguarding, handling, storage and back-up of data.  Your engagement with the data management processes will be reviewed as part of the First Formal Progress Review (see Section 6.3 ‘First Formal Progress Review’ (FFPR)), transfer process and Annual Progress Reviews. You will be expected to have a data management plan in place by no later than the transfer stage, and will be required to upload this alongside your transfer report (for Doctoral PGRs) or by the First Formal Progress Report stage (for Masters by Research). 

The ‘Induction to Transfer’ course on the Postgraduate Research and Training page of the For Students website includes guidance to support you with research data management. The Researcher@Library teams can help support and you can find help and guidance on the Library Research Support pages including a number of courses to help you with research data management, referencing, writing and more. Email the Library Research Data Management team if you need help and advice researchdataenquiries@leeds.ac.uk The Library can provide a Data Management Plan (DMP) template 

Copyright 
Researching and writing a thesis raises a number of copyright issues throughout the process. You should consider copyright from the beginning of your candidature, as this makes things much easier when you reach submission time, and it may affect how you decide to structure your thesis.  Every PGR must submit their successful thesis to White Rose Etheses Online (WREO). This is an open access repository of awarded theses from the Universities of Leeds, Sheffield and York. Theses are also made available through the British Library’s EThOS service.   

The ‘Induction to Transfer’ course on the Postgraduate Research and Training page of the For Students website includes guidance and training around Copyright to help you to think about the kinds of copyrighted material you might need to include in your thesis and how to manage this. Further advice is also available on the Copyright pages of the Library website. 
 
Academic Integrity 
You are required to maintain high standards of academic conduct and, in particular, to avoid conduct amounting to the fabrication of research results or plagiarism. See Appendix 1 for a detailed description of Academic Integrity

The library offers a wealth of information about academic integrity and how to avoid plagiarism, which is relevant to your practice as a postgraduate researcher. Visit the library website to find out more. The ‘Induction to Transfer’ course on the Postgraduate Research and Training page of the For Students website also includes important guidance about academic integrity and avoiding plagiarism. You are strongly encouraged to complete this module early in your studies, and to revisit before any assessment points.

It is important that you have reviewed this material as you will be required to complete a statement of academic integrity when you submit your transfer report and your thesis for examination. 

The University defines plagiarism as presenting someone else’s work, in whole or in part, as your own. Work means any intellectual output, and typically includes text, data, images, sound or performance. 

In extreme cases, this may take the form of submitting a thesis, a transfer report or other written or practical work, significant parts of which are simply copied from the work of another. It remains a serious matter even where it relates to minor elements and has been caused by poor standards of scholarship. 

All PGRs must ensure that they have engaged with the support and resources highlighted above, and have read and understood the University’s published rules and guidance on plagiarism. If you have any questions or are in any doubt, or if you feel that further advice and guidance is needed, please talk to your supervisor(s). 

The University has procedures for investigating allegations of plagiarism in work submitted for assessment. The procedure applies to the research elements of all postgraduate research degree programmes, including the transfer assessment and thesis submission. The University takes cases of plagiarism very seriously. Cases of plagiarism can ultimately lead to you being withdrawn from your research degree study or any award revoked.  

Proof-reading 
The University’s proof reading policy only applies to those undertaking assessment for a taught module, including integrated degrees of PhD and Master or professional doctorates. The policy does not apply to the research component of a research degree programme (i.e. the transfer report, final thesis), however third-party proof-reading of a transfer report is strongly discouraged as this may mask any academic writing training requirements where you may need further support with writing. 

It is strongly encouraged that you consult with your supervisor(s) before seeking the services of a proof-reader. You should retain a copy of any work marked-up by a proof-reader. Responsibility for all aspects of the work submitted for assessment ultimately remains with you as the student.   

[bookmark: _Attendance_monitoring][bookmark: _Attendance_and_engagement][bookmark: _Toc113268442]Attendance and engagement monitoring 
Your attendance and engagement with your studies will be monitored by the University throughout your research degree candidature. Attendance monitoring is important in supporting you to successfully complete your research degree and therefore allows for timely and appropriate support and interventions to ensure the safety and well-being of our PGRs. It is important to note that the University is also required by the Home Office to monitor and report the non-attendance/unauthorised absence of international PGRs who hold a ‘Tier 4’ or Student Visa.

Any absence from study must be authorised and formalised with your Graduate School. For PGRs a period of temporary leave from your studies can be supported through a suspension of study,  authorised absence or annual leave (see sections 5.4 and 4.9). You can apply for these through the change request menu in GRAD. Your Graduate School can also provide further advice on these processes.

GRAD is used as the primary means of monitoring attendance and progress including supervision meetings, formal progress reports, holidays, authorised absences, suspensions and extensions (see section 5.4 and section 6 for requirements). It is therefore vital that you update GRAD regularly so that records are up to date.  This is one of your responsibilities as outlined in the University’s Code of Practice for Research Degree Candidature. Failure to adhere to the requirements and to be absent from your studies without authorisation can ultimately lead to withdrawal from your programme under the ‘Presumed Withdrawn Process’. A PGR may be ‘presumed withdrawn’ if they do not attend supervision meetings or respond to supervisor and Graduate School correspondence about their absence. It is very important that you do not ignore University emails and you make sure you read them carefully and act on any information or advice in a timely manner. Please see section 2.9 for further advice on communications from the University.

Graduate Schools regularly monitor your GRAD records and will contact you and your supervisors if you they are not up to date, escalating to the DPGRS when required. Prolonged and unexplained absence from your studies or failure to maintain your GRAD record may lead to the triggering of formal procedures (including the presumed withdrawn process) and ultimately withdrawal and reporting to UKVI (students on a ‘Tier 4’ or Student Visa).
Student support tip

If you are facing any challenges which are impacting on your ability to study in line with your programme of study please raise this with your supervisor(s), DPGRS and/or Graduate School. Once we are aware of your situation we will be able to advise you of your options and signpost you to appropriate support. 



[bookmark: _Toc113268443]Financial Support
You may be eligible for extra financial help during your studies, which is explained in more detail on the University website. Funding to attend or organise conferences, as well as to conduct research-related activities, may be offered by your School or Faculty, or included as part of a studentship. In addition, the Student Ideas Fund is an exciting project where you can apply for funding to support an idea you may have that could help improve the University and the student experience.

[bookmark: _Toc113268444]Travel and Conferences
All travel and accommodation bookings should be made via Key Travel, however in the first instance please contact your Graduate School who will help guide you through the process. Further information regarding Key Travel can also be found on the University’s Finance pages.

[bookmark: _Toc8981542][bookmark: _Toc113268445]Fieldwork
People organising fieldwork need to use an effective fieldwork assessment process to minimise risk and ensure that as a University we fulfil our duty of care to protect staff, PGRs and other affected people.

Wellbeing, Safety and Health Services set out what the University requires of staff and PGRs in respect of fieldwork health and safety considerations, along with guidance to help achieve this. For further information, please see the Wellbeing, Safety and Health webpage and consult your Graduate School on Faculty/School fieldwork processes and guidance.

PGRs conducting fieldwork or other research activities away from the University for one month or longer must complete a Change of Study Location form on GRAD. If you are studying here on a ‘Tier 4’ or Student Visa, it is especially important for you to complete a Change of Study Location form.
[bookmark: _Toc113268446]Insurance
If you are travelling outside of the UK on behalf of the University (for conferences, fieldwork, etc.) you may be covered by the Worldwide Business Travel insurance policy purchased by the University. More information is available on the Insurance section of the University website and you can get in touch with the team to check if you will be covered.
 
[bookmark: _Toc17290097][bookmark: _Toc17290299][bookmark: _Toc17293160][bookmark: _Extra_Support:_pregnancies,][bookmark: _Toc8981543][bookmark: _Toc113268447]PGR Community
At Leeds, you will join a thriving community of more than 3,500 PGRs (including those registered during their overtime period) who are contributing to our vibrant research culture. You are encouraged to take part in conferences and events organised by your school, faculty, or research group, but you will no doubt also socialise outside your department. 

Regular social events are organised by Leeds University Union. Please visit the Postgraduate section of their website for the latest opportunities and activities. The Chaplaincy also offers group activities and coffee hours for PGRs and staff.

We also have the ‘Leeds Doctoral College PGRs’ Microsoft Team which you can read more about in Section 2.9.

[bookmark: _Toc17206984][bookmark: _Toc17207157][bookmark: _Toc17283690][bookmark: _Toc17285325][bookmark: _Toc17290100][bookmark: _Toc17290302][bookmark: _Toc17293163][bookmark: _Holiday_entitlement][bookmark: _Toc8981545][bookmark: _Toc113268448]Holiday entitlement
PGRs are encouraged to have a good work/life balance and full time PGRs are entitled to 26 days holiday each year plus University closure days. Holiday entitlement for part time PGRs is calculated on a pro-rata basis (roughly 15.5 days holiday for PGRs studying at 0.6 full time equivalent) plus University closure days. Closure days can be found on the University website. Holiday requests can be made via GRAD.
Student support tip

You are encouraged to take holiday days, as this will contribute towards maintaining a healthy work/life balance. Remember to check with your supervisor(s) about how you will arrange annual leave (see section 4.1 Supervision).



[bookmark: _Toc8981546][bookmark: _Toc113268449]Work outside a research degree programme
Full-time PGRs may undertake paid teaching activities at the University, but are subject to a limit of 250 hours per session. PGRs on a ‘Tier 4’ or Student visa are permitted to work up to 20 hours per week.  We know that teaching experience, or other relevant professional placements, may be beneficial to your career development. You should consult with your supervisor(s) before undertaking any teaching (or the equivalent in professional practice) within the University. More information can be found in the University’s Code of Practice for PGRs engaged in teaching. 

Student support tip

If you are undertaking work, which will amount to more than 250 hours per year, and you are in receipt of a stipend administered by the University of Leeds, please let your Graduate School know immediately.


[bookmark: _Toc113268450]Sanctioned countries
[bookmark: _Toc534984119]The University must adhere to the Sanctions and Money Laundering Act 2018, which includes compliance with banking regulations in relation to transactions with certain countries/regions. Consequently we are unable to accept payment from certain countries; details of these countries can be found in the ‘Sanctioned Countries’ section of this For Students webpage.

During your studies and as part of the ongoing controls required to ensure compliance, we may require further information from you in certain circumstances. For example, we may need to know details of the source of funds associated with payments, have additional questions if you request a change to your candidature (such as a suspension or extension of studies, or a change of project) or you have indicated you plan to travel to a country on the UK Sanctions List.

Failure to provide this information may affect your ongoing status as a student. Please contact your Graduate School if you have questions regarding Sanctioned Countries.



[bookmark: _Making_Changes][bookmark: _Toc8981547][bookmark: _Toc113268451]Making Changes

[bookmark: _Toc534984120][bookmark: _Toc8981548][bookmark: _Toc113268452]Advice
We hope that your research experience at Leeds is positive, enriching and rewarding. Sometimes, though, things do not go as planned. If you need independent support and advice, please contact the LUU Help and Support Team. You may also want to access the various resources provided by the Student Counselling and Wellbeing team, or the University Chaplaincy. Finally, please remember that you can always talk to your DPGRS and/or your Graduate School.

[bookmark: _Toc8981549][bookmark: _Toc113268453]Dissatisfaction with your studies
If you are not satisfied with any aspect of your studies, including your supervision or with the facilities for your research, you are encouraged to consult, as appropriate, your supervisor, DPGRS, Graduate School, Head of your Faculty Graduate School or other senior member of staff. We will try and help you to resolve this matter and ensure you are aware of the options available to you. PGRs can also seek independent advice from LUU on their circumstances by getting in touch with the LUU Help and Support Team.

If after consultation you remain dissatisfied, you should make use of the University Complaints procedure. Full information and guidance on complaints, appeals, reports and other matters can be found on the Secretariat website.

[bookmark: _Toc534984123][bookmark: _Toc8981550][bookmark: _Toc113268454]Changing Supervisors
[bookmark: _Toc534984124]You should be offered the opportunity to meet annually with the School DPGRS, without your supervisor. For Doctoral PGRs you will also be given the opportunity to meet with your transfer panel in the absence of your supervisors. This will give you an opportunity to comment on the supervision you receive and to raise any matters of concern.

Your supervisory team is set up with the intention that it will remain in place throughout your research degree studies. In some cases, however, the supervisory team may need to change. For example, this may happen if the supervisor leaves the University or if the supervisor is on long term sick leave.

Your School must ensure that appropriate arrangements are made so that your progress is not affected by the absence of your supervisor. If the absence of your supervisor exceeds two months, your school will identify alternative arrangements. You should talk to your Graduate School or DPGRS if you have concerns regarding this.

[bookmark: _Suspension_and_Extension][bookmark: _Toc8981551][bookmark: _Toc113268455]Suspension and Extension of studies
The University understands that some PGRs will encounter events or circumstances which disrupt their academic progress (for example, ill-health or personal difficulties). In many cases PGRs will recover any time that is lost, but where difficulties are sufficiently disruptive this may not be possible, so please seek advice from your supervisor(s) and/or Graduate School at the earliest opportunity.

If you are unable to study, or your progress is significantly disrupted, you should let your Graduate School know as soon as possible who will advise you of the options available. 

The University takes into account such circumstances by considering your options, including a period of suspension or extension of study, which will lengthen the overall candidature and delay the deadline for submission of the thesis for examination. If your submission deadline is extended and you are in receipt of funding, please be aware that your funding may not also be extended. You should discuss funding arrangements with your Graduate School if you are granted an extension or suspension.

Student support tip

If you are studying at Leeds on a ‘Tier 4’ or Student visa, you should also seek advice from the Student Visa Advice Team. 



Authorised absence
This is a short period of absence from studies (normally up to four weeks duration in a 12 month period, in addition to any period of annual leave) authorised by your supervisor. The absence should not have any effect on your ability to meet deadlines, and no lengthening of your studies will be authorised. A request for a period of authorised absence can be made through GRAD. Typical reasons for an authorised absence include short periods of illness and personal difficulties.

Suspension of Study
A suspension of study is a period of more than one month when a PGR temporarily leaves the programme and loses their registration status. During this time you would not be expected to progress your research or pay academic fees. You will not have access to supervision, the library or other University facilities (such as laboratories). You will still be able to access IT facilities, such as email. Typical reasons for suspension of study are serious illness, maternity leave or significant personal difficulties. If you feel you need a suspension of study, please let your school know straightaway. 

You will be able to resume your studies when the time is right for you to do so. This will differ from person to person due to the circumstances of the suspension of study; it may be when you are medically fit, have overcome any personal difficulties or are simply due back after planned leave, e.g. parental leave. The deadlines of your research degree will be lengthened to take account of the suspension period.

Extension of Study
An extension of study is a lengthening of your candidature to take into account unexpected or unavoidable disruption to studies which has slowed down your progress significantly, and which you are unable to make up the lost time for. You will not leave the programme and will continue to progress your research. Typical reasons for extension include recovery from accident or illness, or significant personal difficulties. 

For more detailed information, the suspensions and extensions of study policy can be found on the SES website.

Requesting Suspensions and Extensions of Study
PGRs can request a suspension/extension of study by submitting their request via the suspension/extension of study workflow in GRAD: this can be accessed in GRAD via the change request menu. Using GRAD is the preferred method but if the grounds for the suspension/extension of study request is particularly sensitive and/or confidential and you don’t want the details in the system, please discuss your circumstances with your Graduate School Office before completing the request in GRAD.

More information, including the implications on funding and what to do if you are an international PGR can be found on the For Students website. You can receive confidential and independent advice from the LUU Help and Support Team through these processes. 

[bookmark: _Progress_Support_Procedure][bookmark: _Toc113268456]Progress Support Procedure (PSP)
As part of the normal supervisory process, your supervisors will provide feedback on your work and progress, and will draw to your attention any concerns they have about your academic progress, as they arise, with appropriate academic support, milestones and clear expectations agreed as part of the supervisory meetings.

A wide range of avenues for academic, pastoral and specialist support are available. Graduate Schools and other specialist support and wellbeing services around the University can help support PGRs through a range of situations. The University can mitigate against difficulties encountered by considering a period of authorised absence, suspension or extension of study (see section 5.4). The DPGRS and Graduate School will consider what action may be needed and liaise and co-ordinate with the PGR and colleagues from other Services to ensure the correct support is put in place (including Disability Service and the Counselling and Wellbeing Service). If you are disabled, or you have a long-term health condition (12 months or more) that impacts on your day to day activities, you should register with Disability Services who will advise further on support and reasonable adjustments to your study and assessment, or for this process. You can find out more about Disability Services and how to register here. The process for agreeing support and adjustments for a transfer or final viva is set out in here.

If concerns with your academic progress continue, the Progress Support Process may be instigated as a supportive measure, to help you to get back on track with your research. For full information regarding PSP, please go to the For Students website.

[bookmark: _Toc534984126][bookmark: _Toc8981553][bookmark: _Toc113268457]Visa Extensions
If you currently have a ‘Tier 4’ or Student Visa and need more time in the UK as a PGR, you may be able to make an immigration application in the UK. Please contact the Student Visa Advice Team about making an immigration application in the UK. They can book an appointment to check your application and documents and assist you in submitting your application to UK Visas and Immigration (UKVI). A list of steps to complete in order to make a successful visa application can be found on the For Students website.

[bookmark: _Toc294183242][bookmark: _Toc294188283][bookmark: _Toc299629398][bookmark: _Toc8981554][bookmark: _Toc113268458]Change of personal details
The name shown on your award certificate will be the name held on your record. You need to register using your legal name, which is the name shown in your passport or other legal documentation. If you wish to change your name from that used when you first registered with the University, you need to bring supporting evidence that the new name is valid to the Student Services Centre counter (eg a birth or marriage certificate, or a deed poll). If you are an international PGR, you will need to bring your passport. Please note that it is not possible to change name after an award certificate has been issued.

You will be asked to confirm your title and gender records are correct when you register for each academic year. You are able to change your title and/or gender marker at this stage each academic year. If your change of title relates to professional standing, you will be asked to provide official documentation to the Student Services Counter, where you will also be asked to complete a Student Notification of Change Form. 

In order to update your gender marker, please complete a Student Notification of Change Form and return this to the Student Services Counter. For further information and guidance on gender marker changes, please see the Equality Policy Unit Guidance to support trans staff and students.

Any change in your home or term-time addresses, contact telephone number or next of kin details must be notified by logging onto Student Services via Minerva. International PGRs with ‘Tier 4’ or Student visas are required to keep the University informed of any changes to their term-time address.

[bookmark: _Toc8981556][bookmark: _Toc113268459]Leaving the University early
[bookmark: _Assessment]While we hope everything goes well with your studies, sometimes things don’t quite go to plan. If you’re thinking about permanently leaving university before completing your studies, support is available to help you make a decision that’s right for you. You should first discuss this with your supervisor(s), DPGRS and Graduate School. Please see the For Students website for the process on how to leave the University and things you need to consider, such as implications of fees, funding, immigration and accommodation. 

[bookmark: _Assessment_1][bookmark: _Toc113268460]Assessment

[bookmark: _Toc8981558][bookmark: _Toc113268461]Progress Monitoring
[bookmark: _Toc534984129]There are four types of milestones for monitoring your progress, each of which is supported by the GRAD system. These milestones are:

· Supervision meetings
· Your first formal progress review
· The transfer process (for doctoral candidates)
· Your annual progress reviews

You can find a full list of timelines for research degree programmes in Section 8, but for example, for a full-time PhD starting study on 01 October 2022:

	Date (by no later than)
	Milestone

	01 October 2022
	Commencement of research degree

	December 2022
	Training Plan Submission

	31 March 2023
	First Formal Progress Review

	30 September 2023
	Transfer assessment should be complete within 12 months

	30 September 2024
	Annual Progress Review to be complete by end of Year Two

	30 September 2025
	Annual Progress Review to be complete by end of Year Three – if thesis not ready for submission



If you are on Masters by Research programme you do not undergo transfer. You will need to complete the First Formal Progress Review (FFPR) mid-way through your standard period of study.

The University will exceptionally consider requests for Masters by Research PGRs to change to Provisional PhD status. Requests must be supported by your supervisor(s) and by your DPGRS, and be made sufficiently early in your studies to allow time to prepare for the transfer assessment.

If you are a ‘Tier 4’ or Student visa holder, please take advice from the Student Visa Advice Team before changing your programme of study.


[bookmark: _Supervision_Meetings][bookmark: _Toc113268462]Supervision Meetings
You should meet with your supervisor regularly:

· For full-time study, you must have a minimum of ten formal supervision meetings per year.
· For part-time and split-site study, you must have six formal supervision meetings per year. 

The responsibilities of the supervisors, the PGR and the school are outlined in the Code of Practice for Research Degrees.

What is a supervision meeting?
Supervision meetings give you the opportunity to receive advice and guidance on your research, and provide the opportunity for your supervisors to monitor your progress and support you. It is important that you understand what counts as a supervision meeting, and what does not. As a minimum, a formal supervision meeting requires the academic engagement of both you and at least one of your supervisors, in a dedicated time and space, to discuss matters relating to your research. See section 4.1 for more guidance on discussing expectations and setting up good practice for supervisions.

Records must be kept of all formal supervision meetings in GRAD. It is your responsibility, in partnership with your supervisor, to keep these records. 

The pattern and timing of your meetings will vary according to what stage you are at in your studies, and your subject area. However, meetings should occur regularly:

· For full-time study, you should have gaps of no more than eight weeks between meetings.
· For part-time study, you should have gaps of no more than 12 weeks between meetings.

PGR records are checked by the Graduate Schools to ensure that PGRs are attending supervision meetings regularly. For further information, please see Section 4.3.

Training Plan
Within the first three months of your research degree you are asked to agree a training plan with your supervisor. This is an opportunity to think about any support you may need in terms of your research or broader development at the beginning of you research. See section 2.13 for further guidance around identifying your training needs. Recording of the training plan is within the University GRAD system in the development section. There is also a training needs analysis tool in the development section of GRAD to support you in thinking about your development needs. Finally, all PGRs are encouraged to record and reflect on training and development activity.

[bookmark: _First_Formal_Progress][bookmark: _Toc8981559][bookmark: _Toc113268463]First Formal Progress Review (FFPR)
Progress reviews are different to supervision meetings, and enable you to take stock of where you are in your research plan: what progress has been made, what remains to be completed and the best method of achieving that, and how long it might take you to complete. Your supervision team has the experience and expertise to guide you and to assess the possibility of your success.

Deadlines and submissions
You will complete your First Formal Progress Report (FFPR) about halfway through the first stage of your research degree. For PhDs, the FFPR will provide a good opportunity to ensure a clear pathway through to transfer. After passing transfer you will have subsequent progress reviews annually.
· For full-time study, you should have your FFPR no later than six months from the start of your research degree.
· For part-time study, you should have your FFPR no later than nine months from the start of your research degree.

For Masters by Research, the FFPR is an opportunity to reflect in progress towards thesis submission and will be submitted by 6 months after your start date (full time) or by 9 months (part time).

You will submit your report through GRAD. In your report, look back on the previous months of research and reflect on your progress. Focus on your training plan to identify skills that you would like to develop. Have you completed the training that you planned to do? How are you getting on with your literature search? Do you have any results yet? This can all be recorded in your FFPR. Importantly, you should comment on any issues which may have adversely affected your progress. How did they affect your progress and how will you get back on track? What support do you need?

What to expect
You can access training on the FFPR process via the ‘Induction to Transfer’ course on the Postgraduate Research and Training page of the For Students website. This module provides further information about the FFPR process. It also includes important guidance about academic integrity and avoiding plagiarism, ethical review, data management and copyright. It is important that you have reviewed this material as you will be required to complete a statement of academic integrity when you submit your transfer report and your thesis for examination, and your engagement with the ethical review and Data Management processes are assessed as part of the FFPR, transfer process and Annual Progress Reviews. You will be expected to have a data management plan in place by no later than the transfer stage. The Researcher@Library teams can help support and you can find help and guidance on the Library Research Support pages including a number of courses to help you with research data management, referencing, writing and more.  Email the Library Research Data Management team if you need help and advice. The Library can also provide a Data Management Plan (DMP) template.

Once you submit your FFPR through GRAD your supervisor will assess your overall progress, including progress against your training plan. They will also comment on your English language, both your written and communication skills. Your supervisor will arrange a meeting with you to discuss your FFPR. This is intended to be a supportive meeting to help you with forward planning towards transfer. It is also an opportunity for you both to raise any problems with your progress and to identify solutions.

For some faculties and schools, you may need to submit a piece of written work as part of this process as well. Make sure you follow the advice from your Graduate School about FFPR submission criteria.

Outcomes
The FFPR is a formative exercise and not a formal assessment which must be ‘passed’. However, if there are significant concerns about your progress, the Progress Support Procedure (PSP) may be initiated (see section 5.5).
 


[bookmark: _Toc17290116][bookmark: _Toc17290318][bookmark: _Toc17293179][bookmark: _Toc17290117][bookmark: _Toc17290319][bookmark: _Toc17293180][bookmark: _Toc17290118][bookmark: _Toc17290320][bookmark: _Toc17293181][bookmark: _Toc17290119][bookmark: _Toc17290321][bookmark: _Toc17293182][bookmark: _Toc17290120][bookmark: _Toc17290322][bookmark: _Toc17293183][bookmark: _Toc8981560][bookmark: _Toc113268464]Transfer Assessment
The assessment at the transfer stage is intended to identify:
· whether you and your project have the potential for research at doctoral level;
· whether it is achievable for you to complete your research and write up your thesis within the standard period of study for your programme.

You and your project are assessed by a Transfer Assessment Panel. Their decision is based upon an assessment of academic written material that you have submitted and an oral examination or viva. The Panel comprises at least two individuals who must be independent of your supervisory team. Your supervisor will normally attend but will not be involved in any decision-making. 

Deadlines and Submissions
The University has deadlines for the completion of the transfer assessment and you can see these on your GRAD record. Some faculties/schools will have earlier deadlines for the submission of the transfer report. 

Your faculty/school will provide you with guidance on the transfer process in your area, timescales and the material you are expected to submit for assessment. 

You must have a data management plan in place by the transfer stage and submit this alongside your transfer report.

What to expect
You can access training on the transfer process via the ‘Induction to Transfer’ course on the Postgraduate Research and Training page, and full guidance is available on the For Students website.  The training provides further information about the Transfer process, and also includes important information around academic integrity and avoiding plagiarism, Copyright, Ethical review and Data Management. It is important you have reviewed this course material as you will be required to complete a statement of academic integrity when you submit your transfer report, and your engagement with the ethical review and Data Management processes are also assessed as part of the transfer process.

Your supervisor will complete their pre-transfer progress report. You and your project are then assessed by a Transfer Assessment Panel. Their decision is based upon an assessment of academic written material that you have submitted and an oral examination or viva. The Panel comprises at least two individuals who must be independent of your supervisory team. Your supervisor will normally attend but will not be involved in any decision-making. 

Outcomes
After the transfer interview, the Panel will make one of the following recommendations:
· Transfer to doctoral registration;
· In the case of Provisional PhD, transfer to MPhil;
· Defer the decision to permit the work to be revised and then reassessed 
· Withdrawal.

The Panel will normally advise you of their recommendation at the end of the meeting. The panel will submit a report which will be reviewed by your DPGRS and submitted to the University. You will receive notification of the outcome with access to the report in GRAD at the end of the process.
Student support tip

If you are disabled, you may wish to review the Reasonable Adjustments policy as well.



[bookmark: _Toc8981561][bookmark: _Toc113268465]Annual Progress Review (Post-Transfer)
After your transfer, you will have an Annual Progress Review (‘APR’), which will take place each year on or before the anniversary of the start of your studies, until submission of your thesis. The review is intended to be supportive, and to help planning for the completion of your research and submission of your thesis. It is also an opportunity for you and your supervisor(s) to raise any problems with your progression and to identify solutions. 

The APR is a ‘stock-taking’ exercise rather than a formal assessment, however, if there are significant concerns about your progress the Progress Support Procedure (PSP) may be started (see Section 5.5).

There are two models within the University for Annual Progress Reviews:

Model A – an annual review meeting with the PGR, supervisor(s) and an individual independent of the supervisory team (adopted by the Faculties of Biological Sciences, Engineering and Physical Sciences, and Medicine and Health)

Model B – an annual review meeting with the PGR and supervisor(s). A report of the meeting will be produced and reviewed by a committee within the faculty or school (adopted by the Faculties of Arts, Humanities and Cultures, Business, Environment, Social Sciences)

What will you need to prepare?
Whichever model is adopted by your faculty you will need to submit the following in GRAD in advance of the review meeting:
· reflection on your progress to date (with the opportunity to highlight any issues which may have adversely affected your progress);
· Timetable for completion of your thesis (e.g. a Gantt chart);
· Any written work required by your faculty/supervisor(s).

[bookmark: _Toc534984131][bookmark: _Toc8981562]Further information on the process, timescales, deadlines, postponement and outcomes is available on the SES website under Progress and Monitoring.

You can access training on the APR process via the ‘Post-transfer to completion; viva; thesis format’ course on the Postgraduate Research and Training page of the For Students website. This module provides further information about the APR process, and guides you through the next stages as you move towards preparing for thesis submission and final examination. You can also revisit the Induction to Transfer course at any time on the Postgraduate Research and Training page of the For Students website, and particularly before assessment points, for guidance around academic integrity and avoiding plagiarism, Ethical review and Data Management. Your engagement with the ethics review and Data Management processes will be reviewed as part of the APR.
 Student support tip

Your Graduate School team are available to help answer any questions that you have about the APR process. Please get in touch with them if you need to.    



[bookmark: _Toc113268466]Final Examination
Your research degree is examined through both your written thesis and a viva. PGRs are solely responsible for the decision to submit their work for examination. However, you should always seek advice from your supervisor(s) before submission and are strongly recommended not to submit against the advice of the supervisor(s), although you reserve the right to do so, providing that the standard period of study for the degree has been reached and the maximum period of study has not been exceeded. You should make available to your supervisor(s), within an agreed timescale, the whole of the draft thesis for comment prior to submission. You should consult your supervisor(s) for appropriate guidance in preparation for your oral examination. A “mock viva” may be helpful for some PGRs, and if so, you should again consult your supervisors.  Your supervisors will read and comment on the whole of the draft thesis prior to submission, provided that it is submitted within a reasonable time. You will receive advice from your supervisor on matters such as clarity and style, as well as academic content. 

The Guide to the thesis examination process for PGRs provides detailed information on the presentation of your thesis and the examination process including:

· Examination entry and appointment of examiners for your viva  (via GRAD at least three months before you submit your thesis)
· the content and layout of your thesis
· thesis length requirements, and what to do if there is a need to exceed them
· how to submit your thesis for examination, including guidance around early submission (before the end of your standard period of study).
· how to submit a Covid-19 impact statement alongside your thesis if relevant
· advice on what to expect during the viva
· the support available in preparation for your viva including advice for video streamed vivas and the option to take part in a mock video stream viva
· possible outcomes from the viva, and what they mean
· advice on final eThesis preparation and presentation, including copyright and embargo
· award and graduation

You can also find out about the arrangements for the examination of your thesis on the For Students website.

The ‘Post-transfer to completion; viva; thesis format’ course on the Postgraduate Research and Training page of the For Students website guides you through thesis preparation and preparing for your viva.

Arrangements have been made for it to be possible for you to complete your viva via video streaming, where appropriate. You can download guidance documents about this including the Hints, tips and good practice for video-streaming and the Policy on video streaming for a viva examination 

You can review the PGR Reasonable Adjustments download to find out more about how disabled PGRs can agree reasonable adjustments for the final oral examination.

Please be aware that the Graduate Board is clear that no PGR should think that the award of a degree is guaranteed simply because the supervisor has indicated general approval for the thesis before it is submitted.

[bookmark: _Toc17191290][bookmark: _Toc17191402][bookmark: _Toc17192875][bookmark: _Toc17207003][bookmark: _Toc17207176][bookmark: _Toc17283709][bookmark: _Toc17285344][bookmark: _Toc17290124][bookmark: _Toc17290326][bookmark: _Toc17293187][bookmark: _Toc17191291][bookmark: _Toc17191403][bookmark: _Toc17192876][bookmark: _Toc17207004][bookmark: _Toc17207177][bookmark: _Toc17283710][bookmark: _Toc17285345][bookmark: _Toc17290125][bookmark: _Toc17290327][bookmark: _Toc17293188][bookmark: _Toc17191292][bookmark: _Toc17191404][bookmark: _Toc17192877][bookmark: _Toc17207005][bookmark: _Toc17207178][bookmark: _Toc17283711][bookmark: _Toc17285346][bookmark: _Toc17290126][bookmark: _Toc17290328][bookmark: _Toc17293189][bookmark: _Toc17191293][bookmark: _Toc17191405][bookmark: _Toc17192878][bookmark: _Toc17207006][bookmark: _Toc17207179][bookmark: _Toc17283712][bookmark: _Toc17285347][bookmark: _Toc17290127][bookmark: _Toc17290329][bookmark: _Toc17293190][bookmark: _Toc17191294][bookmark: _Toc17191406][bookmark: _Toc17192879][bookmark: _Toc17207007][bookmark: _Toc17207180][bookmark: _Toc17283713][bookmark: _Toc17285348][bookmark: _Toc17290128][bookmark: _Toc17290330][bookmark: _Toc17293191][bookmark: _Toc8981563][bookmark: _Toc113268467]After the examination
The examiners must prepare a report which is considered at the next Examinations Group meeting. In all cases the examiners’ recommendation is subject to final approval by the Examinations Group. 

You can appeal if you disagree with the outcome of your examination. You can also get independent advice from the Leeds University Union Help & Support.

If you have passed subject to editorial and presentational corrections or minor deficiencies, your examiners will provide you with a list of thesis corrections, and you need to begin your corrections immediately after the viva, and return them to your internal examiner for approval. 

Full guidance for the process following the viva exam is set out in the Guide to the thesis examination process.

Publication of Pass List
Your degree will be awarded and your name included on a research degrees pass list after any corrections have approved by your internal examiner, your final thesis has been received, the examiners’ report has been approved by the Graduate Board Examinations Group and any outstanding tuition fees to the University have been paid. 

[bookmark: _Toc113268468]Advice and support after your transfer or final viva 
 We understand that in some cases you may be disappointed by the outcome of your transfer or final examination, and that you may have a number of questions. There are a number of sources of support and information that will be available to you, both immediately after the viva, and in the days and weeks that follow. We would strongly encourage you to talk to your supervisor(s), DPGRS or Graduate School who will be happy to meet with you to discuss the next steps in the process and can signpost you to sources of help and information. 
 
There are a number of other support services for you to call on at this time. For information about Student Support and Wellbeing Services, please see the For Students website. This includes support you may be receiving from the Disability Support Services, and other support that is available to you from the University Student Counselling and Wellbeing Service. You also have access to wellbeing resources and self-help available online.  
 
Independent advice and support is available from Leeds University Union. If you are considering an appeal we would strongly encourage you to seek independent advice and support from the LUU Help and Support Team. They will offer you independent support and advice throughout the process and we ask that you get in touch with them directly. Unfortunately, your Graduate School team cannot answer any questions that you have relating to your appeal, including its progress, however they are still here to help support you with other matters related to your research candidature. If they can be of assistance, please do not hesitate to get in touch. 

If you are an international PGR studying in the UK on a ‘Tier 4’ or Student visa we also recommend that you contact the Student Visa Advice Team for further advice.
 

[bookmark: _Toc79038175][bookmark: _Toc79040544][bookmark: _Toc81836463][bookmark: _Toc81836537][bookmark: _Toc81991818][bookmark: _Toc79038176][bookmark: _Toc79040545][bookmark: _Toc79038177][bookmark: _Toc79040546][bookmark: _Toc17191296][bookmark: _Toc17191408][bookmark: _Toc17192881][bookmark: _Toc17207009][bookmark: _Toc17207182][bookmark: _Toc17283715][bookmark: _Toc17285350][bookmark: _Toc17290131][bookmark: _Toc17290333][bookmark: _Toc17293194][bookmark: _Toc17191297][bookmark: _Toc17191409][bookmark: _Toc17192882][bookmark: _Toc17207010][bookmark: _Toc17207183][bookmark: _Toc17283716][bookmark: _Toc17285351][bookmark: _Toc17290132][bookmark: _Toc17290334][bookmark: _Toc17293195][bookmark: _Toc17191298][bookmark: _Toc17191410][bookmark: _Toc17192883][bookmark: _Toc17207011][bookmark: _Toc17207184][bookmark: _Toc17283717][bookmark: _Toc17285352][bookmark: _Toc17290133][bookmark: _Toc17290335][bookmark: _Toc17293196][bookmark: _Toc17191299][bookmark: _Toc17191411][bookmark: _Toc17192884][bookmark: _Toc17207012][bookmark: _Toc17207185][bookmark: _Toc17283718][bookmark: _Toc17285353][bookmark: _Toc17290134][bookmark: _Toc17290336][bookmark: _Toc17293197][bookmark: _Toc17191300][bookmark: _Toc17191412][bookmark: _Toc17192885][bookmark: _Toc17207013][bookmark: _Toc17207186][bookmark: _Toc17283719][bookmark: _Toc17285354][bookmark: _Toc17290135][bookmark: _Toc17290337][bookmark: _Toc17293198][bookmark: _Toc17191301][bookmark: _Toc17191413][bookmark: _Toc17192886][bookmark: _Toc17207014][bookmark: _Toc17207187][bookmark: _Toc17283720][bookmark: _Toc17285355][bookmark: _Toc17290136][bookmark: _Toc17290338][bookmark: _Toc17293199][bookmark: _Toc17191302][bookmark: _Toc17191414][bookmark: _Toc17192887][bookmark: _Toc17207015][bookmark: _Toc17207188][bookmark: _Toc17283721][bookmark: _Toc17285356][bookmark: _Toc17290137][bookmark: _Toc17290339][bookmark: _Toc17293200][bookmark: _Toc17191303][bookmark: _Toc17191415][bookmark: _Toc17192888][bookmark: _Toc17207016][bookmark: _Toc17207189][bookmark: _Toc17283722][bookmark: _Toc17285357][bookmark: _Toc17290138][bookmark: _Toc17290340][bookmark: _Toc17293201][bookmark: _Toc534984132][bookmark: _Toc8981564][bookmark: _Toc113268469]Beyond the Viva
[bookmark: _Toc534984133][bookmark: _Toc8981565][bookmark: _Toc113268470]Checklist for finishing
The checklist below is intended to help you when you finish your research degree. Although not all points in the checklist may apply to you, please do work through this list to ensure that you have checked all the important points pertaining to you and your degree.

	1
	Facilities & Admin

	
	Clearing workspace/storage/returning equipment

	
	Return keys/fobs

	
	Expenses/costs

	
	Clearing lab space

	
	Returning materials/chemicals/COSHH and lab records signed off/deposited

	
	Check student card expiry date 

	
	Apply for alumni library card

	2
	Supervisor and Research Arrangements

	
	Final meeting with supervisory team

	
	Final presentation with research group / cohort

	
	Letting your DPGRS know that you have left

	3
	Professional Development

	
	Careers Centre consultation (available to alumni too) / mock interview

	
	Discussion with supervisors about career opportunities

	
	Identify referees

	
	Professional training

	
	Post-study work visa application

	4
	IT Services

	
	Archive email / redirect 

	
	Email address expiration / extension

	
	Backing up records (meetings/references) from M/N/S: drives

	
	GRAD archive

	
	Inform IT that desktop PC can be wiped/reinstalled

	
	Data/experiments log archived

	5
	Personal & Social

	
	Leaving university accommodation / moving out

	
	Saying goodbye to colleagues (admin and academic) & fellow PGRs

	
	Celebration

	
	Exit Interview & Feedback / Reflection (with DPGRS/supervisor(s))

	
	Arrange to change title with bank, etc.

	6
	Graduation (July & December)

	
	Graduation dates published March / September

	
	Register for graduation (opens in May / October) or in absentia

	
	Buy tickets for graduation for friends and family

	
	Hire/buy gown for ceremony

	
	Arrange photographs

	
	Check school arrangements for graduation celebrations


[bookmark: _Toc113268471]Graduation
Once your name has appeared on a pass list you will be eligible to graduate in absentia or at a degree ceremony. Degree ceremonies are usually held in July and December. For the latest graduation information for the current academic year, please check the Graduation pages of the For Students website. 

Please note that attendance at a ceremony is subject to the satisfactory award of your degree before the relevant ceremonies: graduation deadlines for PGRs are published online. 

The University provides each successful PGR with one original copy of the degree certificate. A Diploma Supplement and Statement (DSS) is also issued. The date of award which appears on the final degree certificate and on the DSS is the date of the Graduate Board's Examinations Group meeting at which the examiners’ report was considered and approved. 

Your IT account (email, wifi, library, Minerva, Office 365 access and more) will stop working 90 days after the date you appear on the pass list. You will receive an email with the exact date on. You should prepare for losing your email and University accounts by saving anything you need elsewhere such as your own personnel device and letting people know about your change of email address.

Graduate Route


[bookmark: _Toc17207027][bookmark: _Toc17207200][bookmark: _Toc17283733][bookmark: _Toc17285368][bookmark: _Toc17290149][bookmark: _Toc17290351][bookmark: _Toc17293212][bookmark: _Formal_Regulations_and][bookmark: _Ref294270066]The Graduate Route (formerly Doctorate Extension Scheme) allows international doctoral graduates to remain in the UK after their study to undertake employment. The length of time graduates can stay, depends on their qualification. More information on the Graduate Route Visa can be found on the For Students website. You can also contact the Student Visa Advice Team if you hold a ‘Tier 4’ or Student Visa and have questions regarding your visa.
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[bookmark: _Timescales_of_milestones][bookmark: _Toc113268472]Timescales of milestones for each research degree programme

	Degree
	Mode of Study
	Standard Period of Study (the
expected time limit for submission)
	Maximum Period of Study (Maximum time limit for submission)
	Earliest Date for Submission (if reduction to period of study approved)
	First Progress Review (FFPR)*
	Transfer Interview to be held* 
	Final Decision on Transfer to be taken 
	Annual Progress Review (APR) to be held annually post-transfer until thesis submitted

	PhD (including Distance Learning)
	Full-time
	3 years
	4 years
	at the end of 24 months of FT study
	By 6 months
	within first 12 months 
	By 18 months 
	By 24 months 
By 36 months 

	PhD (including Distance Learning)
	Part-time
	5 years
	7 years
	at the end of 36 months of PT study
	By 9 months
	within first 24 months 
	By 30 months 
	By 36 months 
By 48 months
By 60 months
By 72 months  

	PhD (Split-Site new Models A and C)
	Split-Site/
Full-time

	3 years
	4 years
	at the end of 24 months of study
	By 6 months
	within first 12 months
	By 18 months
	By 24 months 
By 36 months

	PhD (Split-site new Model B)
	Split-site/
Part-time
	5 years
	7 years
	at the end of 36 months of PT study
	By 9 months
	within first 24 months
	By 30 months
	By 36 months 
By 48 months
By 60 months
By 72 months 

	Integrated PhD &Master
	Full-time
	4 years
	5 years
	at the end of 36 months of FT study
	By 12 months
	within first 24 months 
	By 30 months 
	By 36 months 
By 48 months  

	EdD
	Full-time
	3 years
	4 years
	At the end of 24 months of FT study
	By 6 months
	within first 24 months 

	By 24 months 
	By 36 months

	EdD
	Part-time
	5 years
	7 years
	At the end of 36 months of PT study
	By 9 months
	within first 36 months
	By 36 months 
	By 48 months
By 60 months
By 72 months

	DClin Ed
	Part-time
	5 years
	7 years
	At the end of 36 months of PT study
	By 9 months
	Within first 30 months
	By 36 months
	By 48 months
By 60 months
By 72 months

	DClin Psychol
	Full-time
	3 years
	4 years
	By no earlier than May of Year 3 of study
	By 11 months
	within first 18 months
	By 24 months 
	By 36 months 

	DPaedDent
 
	Full-time
	3 years
	4 years
	At the end of 24 months of FT study
	By 6 months
	within first 18 months 
	By 24 months 
	By 24 months 
By 36 months 

	DPaedDent
 
	Part-time
	5 years
	7 years
	At the end of 36 months of PT study
	By 9 months
	Within first 30 months 
	By 36 months 
	By 36 months
By 48 months 
By 60 months 
By 72 months

	MD
	Full-time
	2 years
	3 years
	At the end of 12 months of FT study
	By 6 months
	within first 12 months 
	By 18 months 
	By 24 months

	MD
	Part-time 
	3 years
	5 years
	At the end of 24 months of PT study
	By 9 months
	within first 18 months 
	By 24 months 
	By 36 months 
By 48 months 

	MPhil
	Full-time
	2 years
	3 years
	At the end of 12 months of study
	By 6 months
	N/A
	N/A
	By 12 months

	MPhil
	Part-time
	4 years
	6 years
	At the end 24 months of study
	By 9 months
	N/A
	N/A
	By 12 months
By 24 months
By 36 months 
By 48 months
By 60 months

	Masters by Research**
	Full-time
	1 year
	1 year
	At the end of 12 months of study
	By 6 months
	N/A
	N/A
	N/A unless extension to period of study

	Masters by Research**
	Part-time
	2 years
	2 years
	At the end of 24 months of study
	By 9 months
	N/A
	N/A
	By 12 months



Notes
The table above is provided for guidance only.  Each research degree programme is set out in a Programme of Study entry which can be found at on the Ordinances page of the SES website. In addition to the programmes listed above the following programme types may have different deadlines, which can be found in the relevant Programme of Study:
· Some additional 4-year PhDs
· Part-time versions of Integrated PhD and Master (where offered)
· Programmes that are set up in partnership with other institutions, including Dual Award PhDs and some bespoke Split-site programmes
* This is the University’s deadline for the FFPR/transfer, however, some faculties/schools may have earlier deadlines and PGRs should check with their faculty/school for local guidance or check the Programme of Study on the Ordinances page of the SES website
** Mastership by Research: (a) No reductions to the period of study are permitted and (b) there is no overtime period for the degree of Mastership by Research. The period of study may be extended by up to 3 months on academic grounds with the prior approval of the Graduate Board’s Programmes and Quality Group. Mastership by Research candidates, who think they may require an extension to their maximum time limit, should discuss this with their supervisor(s) and/or DPGRS.

[bookmark: _Appendix][bookmark: _Toc113268473] Appendix

Appendix 1: Revised definition and explanation of Academic Integrity 

Academic integrity is a commitment to good study practices and shared values which ensures that my work is a true expression of my own understanding and ideas, giving credit to others where their work contributes to mine. 

What do we mean by ‘good study practices’? 
Academic integrity rests on the same practices and skills as does academic excellence. If you develop and apply these practices and skills, your work will not just be truly your own, but also the best that it can be. 
More specifically, this means skills in: 
· Acquiring information and ideas from academically reputable sources; 
· Researching to generate your own information and ideas; 
· Digesting information and ideas, especially through reading and note-taking; 
· Thinking and analysing, bringing together material from different sources, and so working out your own interpretation and ideas; 
· Creating and writing to express your personal understanding, ideas and opinions; 
· Citing and referencing as an accurate record of your sources, and to credit the work and ideas of others; 
· Judging when and how you can benefit from studying collaboratively with other students, and when it is vital to work independently. 

What do we mean by ‘shared values’? 
Integrity is one of the University’s defining values, meaning that we share a commitment to openness and honesty in our words and actions. This extends to everyone – staff and students alike – and to all aspects of University life. Applying these standards in our academic studies and research is vital to ensure that we each, individually, receive the credit that we deserve for our work, and that, together, we preserve the University’s academic reputation and the worth of your degree. 

The University is committed to working in partnership with students. We will support you to develop the understanding and skills needed to maintain the academic integrity of your work. We will help you to gain confidence in expressing your own thoughts in your own voice. In return, we require you to take responsibility for the integrity of your work. We expect that all work will meet the University’s standards for academic integrity. 

We believe that without academic integrity, your education would be devalued. This means that the University has a duty to help all its members to do the right thing. We have an equal duty, however, to ensure that nobody gains an unfair advantage in any assessment. We will, therefore, investigate cases of suspected academic misconduct and take appropriate action against anyone who breaches our integrity standards.
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