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1.0
Introduction

1.1
This handbook is intended to guide and inform research students at all stages in their postgraduate careers in the University, from admission to completion.  Research degrees at the York St John are awarded by the University of Leeds and research students are managed jointly by York St John and the University of Leeds.  All research students on enrolment in the University will have access to the University of Leeds Research Student Handbook and Code of Practice for Research Degree Candidatures, which should be read in conjunction with this document.  Both York St John’s and the University of Leeds’ handbooks comply with the Code of Practice for Postgraduate Programmes, published by the Quality Assurance Agency for Higher Education (2004).  All these documents are available electronically via the University's intranet.
1.2
The first point of contact for enquiries of a general nature is the Research Development Officer:


Research Development Officer

York St John University 

Lord Mayor's Walk


York, YO31 7EX


Tel: 01904 876753


E-mail: reo@yorksj.ac.uk
The Research Development Officer is based in the Research and Enterprise Office, which is currently situated in room DG002 of De Grey Court.   
For enquiries relating to a particular Faculty, including initial enquiries about pursuing a research degree at York St John, please contact the relevant Faculty Research Professor:

Arts: Prof Gary Peters (g.peters@yorksj.ac.uk)
Business and Communication: Prof Angela Goddard (a.goddard@yorksj.ac.uk)

Education and Theology: Prof Sebastian Kim (s.kim@yorksj.ac.uk)

Health and Life Sciences: Prof Patrick Doherty (p.doherty@yorksj.ac.uk)

2.0
The Research Environment

2.1
Since 1994, 29 research students have successfully completed research degrees at York St John, 16 being awarded doctorates, 1 an MPhil and 12 MA/MSc by Research.  There are currently 26 research students, distributed across all Faculties in the institution.  Many of them are part-time and most are self-funding, but some receive bursaries, and it is hoped that more bursaries will be available in the future.
2.2
Research students are valued members of the University community.  They work with members of staff on major research projects or in inter-disciplinary research clusters.  They contribute to teaching and act as role models for undergraduates.  They contribute to the research culture through presenting seminars and conference papers.  Research students are encouraged to network with staff and research students in other disciplines and other institutions.  They are also able to take advantage of the facilities and support available at the University of Leeds and through Vitae.

3.0
Admission Procedures

3.1
Research supervision may be offered at MA/MSc by research, MPhil or PhD level.  The University does not currently offer MRes or taught doctorates.  Both full-time and part-time applicants may be considered.  Applicants for research degrees must satisfy the University of Leeds regulations.

3.2
Applicants for research degrees are normally expected to have a first class or good upper second class honours degree (or equivalent) or a taught master’s degree in a relevant subject area.  Candidates whose first language is not English must satisfy the University that they have a sufficient command of English to embark upon their studies.  The University’s minimum English language entry requirements for admission of research students whose first language is not English are the British Council IELTS band score 6.0 (with not less than 5.5 in Listening and Reading and 5.0 in Speaking and Writing skills) or paper based TOEFL 550 (with 4.0 on the Test of Written English TWE) or computer based TOEFL 220 (with an essay rating of 4.0).  Applicants who have already gained a pass, credit or distinction in the Anglia Examination Syndicate Proficiency Level Examination in English will be deemed to have met the University minimum English language requirement for research degree study. In some subjects candidates may also be tested on their ability to understand relevant terminology.  The University is an equal opportunities employer and has policies for equality of opportunity and for supporting students with special needs.

3.3
Potential applicants who are not responding to an advertised studentship/bursary opportunity should make initial contact with the Research Professor for the relevant Faculty. If their area of interest is one in which the University may be able to offer supervision, they will then be sent an application form and directed to staff in the appropriate subject area for advice and help with preparing a research proposal.  The proposal should be between 250 and 500 words in length and should demonstrate that the candidate has: i) an adequate general knowledge of the subject area to benefit from study at research degree level, ii) a clear idea of the specific research topic to be studied, and iii) an appropriate level of acquaintance with the current literature in the chosen field.  The candidate should also supply two references.  The completed application form and references should be submitted to the Research and Enterprise Office.
3.4
Candidates who are responding to an advertised studentship/bursary opportunity should request an application form from the Research and Enterprise Office, or complete the online form.  The completed form and references should be submitted to the Research & Enterprise Office.

3.5
Following receipt of an acceptable proposal/application, the University will identify potential supervisors.  In some cases, supervision will be provided solely from within York St John University; in other cases, supervision will be shared between York St John and the University of Leeds.  Once the potential supervisors have been identified, the candidate will normally be invited to attend for interview.  In the case of an advertised studentship, candidates will be interviewed if they are selected to be on the shortlist. The interview panel will normally consist of the Faculty Research Professor (or a senior colleague designated by the Faculty Research Professor, and the potential supervisor, the Research Development Officer can attend if requested.  The candidate will be invited to make a short presentation about the chosen research topic and to answer questions on it.  In assessing the application, the panel will take into account: i) the academic calibre of the candidate, ii) the feasibility of the proposed research topic, and iii) the existence of appropriate facilities and resources to support the research.  In the case of candidates from abroad, a telephone or video conference interview may sometimes be substituted for the procedure outlined above.  Throughout the admission process the University will maintain the confidentiality of personal material submitted by the candidate and the content of any references which are requested.

3.6
If the interview panel wishes to support the application, the candidate will then fill in an application form for admission to the University of Leeds, which will be forwarded to the University of Leeds by the Research Development Officer.  The application will be considered by the Chair of the Programmes of Study and Audit Group (PSAG) at Leeds and the outcome will be communicated in writing to the applicant via the Research Development Officer.  The successful applicant should confirm acceptance of the offer of a place in writing.

3.7
Entry to a research degree programme may be at the beginning of any month during the year but October and February start dates are generally preferred.  Candidates are advised to submit research proposals at least two months before the chosen entry date, to allow sufficient time for both York St John and University of Leeds processes to be completed.  Successful applicants must register with York St John Registry within three weeks of the agreed date for commencement of their studies.  Research students must re-enrol every year within three weeks of the same date.  This can normally be done on on-line. Research students are responsible for informing the Registry and the Research Development Officer of any changes in their personal circumstances, e.g. a change of address, a change of status.

4.0
Periods of Study and Fees

4.1 Periods of study for research degrees are as follows:

MA/MSc by research: 1 year full-time, 2 years part-time.  N.B. There is no overtime for writing up with this degree.

MPhil: 2 years full-time, 4 years part-time, + a possible 1 year overtime for writing up.

PhD: 3 years full-time, 5 years part-time, + a possible 1 year full-time or 2 years part-time overtime for writing up.

4.2
Candidates wishing to study for a PhD are initially registered for 'postgraduate research' or 'provisional PhD' (if they already possess a master's degree).  They have to be formally assessed at the end of one year full-time, two years part-time before being transferred to a full PhD registration (see below).

4.3
Fees for research degrees for 2008-09 are as follows:
Home-based and EU students: £3300 pa full-time, £1650 pa part-time.

Non-EU students: £7800 pa full-time; £3900 pa part-time.
The fee for the writing up or ‘overtime’ period for all students is £140 pa.

N.B. These fees are adjusted each year to reflect the current rate of inflation.  Students who are funding themselves must ensure that they have sufficient funds to meet their fees.  Fees are payable in advance or in three instalments.  At least the first instalment must have been paid before the research student registers or re-enrols.

5.0
Supervision

5.1
Research students will either have York St John University-based supervisors or a main supervisor from York St John and a co-supervisor from the University of Leeds.  Both supervisors will be research-active and will normally hold a PhD. At least one of them will have already supervised a successful research student at the appropriate level.  Both supervisors will have expertise in the general field of the research and at least one of them will have specific expertise relevant to the precise topic of the research. New supervisors are required to attend courses on research supervision at the University of Leeds or another appropriate institution.  The University will ensure that no supervisor is overloaded with supervision duties.  

5.2 The responsibilities of the supervisors are listed in the Protocol and are follows:
	(i) 
	ensuring that the student is introduced to the facilities of the Faculty and the University that are relevant to their research and that he or she is fully aware of relevant Health and Safety regulations;

	(ii)
	assisting the student in defining the topic which is to be tackled in the course of the research. It is vital that this should give sufficient scope for investigation appropriate to the degree, but not be so large a topic that it cannot be mastered within the normal period of the candidature. Where the research is sponsored by an outside body, the terms of such sponsorship must be carefully considered;

	(iii)
	assisting the student to clarify the research question which the study seeks to address, and to establish details of the research programme, such as resources required and, where appropriate, the experimental design;

	(iv)
	ensuring, in consultation with the Faculty Research Professor and Research Development Officer, that the student has access to the necessary facilities for the research;

	(v)
	approving a timetable of work and endeavouring to see that it is followed. Supervisors should emphasise to students that the University attaches great importance to the timely completion of research; 

	(vi)
	conducting, with the student, a training needs analysis within one month of commencement of study and agreeing a training plan; 

	(vii)
	reviewing the analysis regularly (at least annually) and to assist the students in identifying other training needs and in reflecting upon their personal development, for instance by reference to the Statement on Learning Outcomes; 

	(viii)
	where the programme contains subject specific modules, directing the student through the relevant programme of courses;

	(ix)
	seeking to ensure that the student receives available research training (e.g. by attendance at courses) which may be necessary or appropriate in the individual case;

	(x)
	making students aware of any relevant Research Governance requirements and informing them of ethical procedures, including the roles of the YSJU Faculty Research Ethics Committee and University Research Ethics Committee;

	(xi)
	agreeing a supervisory programme with the student and arranging regular meetings with the student;

	(xii)
	ensuring that, where appropriate, the student is aware of the University’s arrangements for reviewing transfer to full degree registration and that appropriate guidance on preparing for transfer is provided;

	(xiii)
	preparing regular reports on the student’s progress;

	(xiv)
	ensuring that there are written records of formal supervisory meetings;

	(xv)
	commenting within a reasonable time on written work submitted by the student;

	(xvi)
	otherwise advising generally on the research and preparation of the thesis;

	(xvii)
	alerting the Research Development Officer (who will liaise with RSA at UoL), in a timely manner, to any situation where it may become necessary to request a suspension or extension of study for a student;

	(xviii)
	reporting to the Research Development Officer (who will liaise with RSA at UoL) any suspected instance of research misconduct including plagiarism;

	(xix)
	ensuring that the student receives written feedback on the assessment of progress, and to draw to the attention of the student problems when they arise, where necessary this should be done in writing;

	(xx)
	taking action to bring to the attention of the Faculty Research Professor and the Research Development Officer (who will liaise with RSA at UoL) any concerns about a student’s unsatisfactory progress;

	(xxi)
	reading and commenting on the whole of the draft thesis prior to submission provided that it is made available by the student in reasonable time.  It is essential that a timetable for submission of the draft thesis is agreed with the student in advance of the maximum time limit which allows the supervisor a reasonable length of time to carry out this duty and for the student to act on any comments received.  Any planned periods of absence by the supervisor from the University should be taken into account.

	(xxii)
	keeping the Dean, Faculty Research Professor and Research Development Officer informed of any absences likely to impact upon time available for supervisory duties;

	(xxiii)
	sending forward recommendations for the appointment of Examiners to the Research Development Officer (who will liaise with RSA at UoL);

	(xxiv)


	ensuring that the student is aware of the University of Leeds arrangements for the examination of research degree theses and the time limits for submission and ensuring that the student receives appropriate guidance about the oral examination including, where requested, a “mock viva”;

	(xxv)
	attendance at YSJU Postgraduate Research Supervisors’ Forums.

 


5.3 Research Students have responsibility for their own research as listed in the Protocol and as follows:
	(i)
	To reach agreement with the supervisor on an appropriate training plan;

	(ii)
	to carry out research effectively, to present work regularly and to an adequate standard in an appropriate form and against an agreed timescale, taking into account any holiday entitlement;

	(iii)
	to prepare issues they wish to discuss at supervision meetings and to seek out the supervisor as problems arise;

	(iv)
	to agree to a supervisory programme and to attend formal supervision meetings;

	(v)
	to submit, when requested, regular written summaries of overall progress to their supervisors or, where appropriate, to the Dean, Faculty Research Professor or Research Development Officer;

	(vi)
	to comply with normal working arrangements in the YSJU Faculty;

	(vii)
	to consult with their supervisor and Research Development Officer before undertaking any additional work.  Students should discuss with their supervisor whether any teaching or other work undertaken will adversely affect the time available for the conduct of the research and make appropriate arrangements;

	(viii)
	to comply with Health and Safety requirements;

	(ix)
	to comply with YSJU Research Governance requirements, and to apply for Ethics Committee approval whenever appropriate;

	(x)
	to take measures to attend appropriate training courses, personal development programmes and research seminars in consultation with their supervisor;

	 (xi)
	to be familiar with the regulations and procedures of the University of Leeds and York St John University relevant to research degree candidatures and to comply with them;

	 (xii)
	to ensure that they complete registration and make payment of fees at the appropriate times;

	(xiii)
	to make use of relevant facilities provided by the University of Leeds and York St John University and abide by the regulations specified for the use of these facilities;

	(xiv)
	to assist the Research and Enterprise Office in keeping their personal record up to date by cooperating fully with administrative procedures;

	(xv)
	to promptly draw to the attention of the supervisor or Research Development Officer when there is a situation where it may be necessary to request a suspension or extension of study.  If appropriate, documentary evidence should be provided (e.g. medical certificate);

	(xvi)
	to consult with the supervisor or appropriate senior member of staff within the Faculty or the Research Development Officer, in confidence, if they have serious concerns about the student/supervisor relationship;

	(xvii)
	to discuss with the supervisor, in good time where possible, should they wish to be away from their research activity for a substantial period (e.g. in the case of a full-time student for more than five working days);

	(xviii)
	to make available to the supervisor for comment, within an agreed timescale, the whole of the draft thesis prior to submission; 

	(xix)
	To ensure that at all times they observe high standards of academic conduct and integrity and are aware of the consequences of failure to observe York St John University and the University of Leeds requirements.




5.5
In some cases, an external supervisor from another academic institution may be appointed to assist with the supervision, in addition to the York St John University and/or University of Leeds supervisors.

5.6
Change of supervisor.  In circumstances where supervisors leave the University, they must ensure that, as soon as possible, the Dean, Faculty Research Professor and Research Development Officer are notified.  In this situation, the Dean must satisfy himself / herself that alternative and acceptable supervision arrangements are put in place and must, through the Research Development Officer, report the matter to the University of Leeds Graduate Board’s Programmes of Study and Audit Group. Where the supervisor is likely to be absent from the University for an extended period, the Dean should ensure that some appropriate arrangements are made for advising the student and that the progress of a research student is not detrimentally affected by the absence of the supervisor. Where the absence exceeds three months, an alternative supervisor or co-supervisor must be appointed. If the York St John University supervisor becomes unable, for any reason, to continue in that role, or if the relationship between supervisor and research student deteriorates to such an extent that it is deemed necessary to discontinue the supervisory arrangement, the University will nominate a replacement supervisor.  The new supervisor must be approved by the University of Leeds.  

5.7
Externally sponsored projects.  Where a research student’s project is sponsored by an external organisation, e.g. an industrial company or a local authority, York St John University and the University of Leeds will retain the responsibility for management of the project.  Any money paid by an external organisation in support of the project will be managed by York St John; it is not permissible for payment to be made directly to the research student.  Assessment of the research student’s progress and examination of the thesis will remain the responsibility of York St John University and the University of Leeds respectively.

6.0
Research training, facilities and support

6.1
The supervisors have overall responsibility for ensuring that the research student has access to appropriate forms of research training, e.g. attendance at courses or conferences York St John University, at the University of Leeds or elsewhere.  All research students should attend a day-course at the University of Leeds, entitled ‘Starting your research degree’.  Induction for new research students is normally carried out jointly by supervisor and REO staff.  The REO maintain a Blackboard site with information about training events, where copies of official documents may be accessed. Research students are also encouraged to participate in any seminar programmes organised by the relevant faculty within York St John and, where practicable, to take part in similar events in the relevant school within the University of Leeds.  Students may also avail themselves of the facilities of the University of Leeds Graduate School, details of which are published in the University’s handbook, and of the Vitae (the North East Hub of which is based in Leeds).
6.2
Research students must produce a training plan and are encouraged to keep a Personal Development Plan.  This should include registration and other official documents; records of supervision and review meetings; records of training courses attended, and personal documents relating to the research student’s career.  The supervisor(s) will discuss the student’s training needs within the first month of the research degree.  These needs will be documented and reviewed regularly throughout the candidature.
6.3
York St John University has a Disability Unit, which is available to assist research students with disabilities, e.g. dyslexia.  In some cases, funding may be available to purchase special equipment or professional help.  It is the student’s responsibility to alert the supervisor to any disability needs and to take the initiative in contacting the Disability Unit.  E-mail: disabilityunit@yorksj.ac.uk.  Other student services are also available to research students, including the Chaplaincy (chaplaincy@yorksj.ac.uk) , the Counselling Network (counselling@yorksj.ac.uk), the Careers Service (careers@yorksj.ac.uk) and the Students Union (suwelfare@yorksj.ac.uk).

6.4
Every research student is entitled to:

· Access to York St John University and University of Leeds libraries;
· Access to IT and e-mail facilities;
· Access to photocopying and telephone facilities, as necessary;
6.5
In addition, every full-time research student is entitled to:

· Sufficient flexible work space (including a writing surface and shelf space); 

· Lockable storage for books and papers.
These facilities are provide in the Graduate Centre Room DG 110 in De Grey Court.
6.6
Specific facilities and equipment for the research project will be provided through the relevant faculty within York St John University.  Where additional equipment or facilities are required (e.g. scientific instruments, personal computer) these may be bought for the research student to use but they remain the property of York St John University and must be returned to this institution when the research student's registration ends.

6.7
Each research student will have an expenses allowance (currently up to £1500 pa for full-time students, £750 pa for part-time students) for expenses connected with their research.  These may include purchase of capital equipment or consumables, purchase of reference materials (e.g. specialised books), the cost of attending conferences, training sessions or making visits to other institutions for research purposes, the cost of binding the thesis, and any costs associated with attendance at review meetings or the examination.  The Research Development Officer has responsibility for managing the research student's expenses; invoices, orders or claim forms must be countersigned by the main supervisor.  

7.0
Review and monitoring procedures

7.1
Review meetings with supervisors are held every six months for full time students and annually for part time students. These meetings consider the progress of the research student's work.  The main supervisor reports the outcome of these to the Research and Enterprise Office, using the form on the Staff Information Point. The Reports should include a review of progress on the agreed training plan.  Reports should be considered by the Postgraduate Research Supervisors’ Forum. It is essential that the student should be given clear information in writing on the assessment of progress. Where progress is deemed to be unsatisfactory, the student should be interviewed by the Faculty Research Professor and one of the supervisors and specific instructions and objectives given. The student should be advised that failure to meet those requirements may lead to a recommendation for the termination of the candidature. 

7.2
The RDO holds annual pastoral meetings all research students. These meetings provide an opportunity to review facilities and to discuss any additional support which the research student requires.

7.3
Learning Outcomes

As part of the regular monitoring process students’ progress will be assessed against the University of Leeds published learning outcomes.

PhD

On completion of the research programme students should have shown evidence of being able:

· to discover, interpret and communicate new knowledge through original research and/or scholarship of publishable quality which would satisfy peer review;

· to present and defend research outcomes which extend the forefront of a discipline or relevant area of professional/clinical practice;

· to demonstrate systematic and extensive knowledge of the subject area and expertise in generic and subject/professional skills;

· to take a proactive and self reflective role in working and to develop professional relationships with others where appropriate;

· to independently and proactively formulate ideas and hypotheses and to design, develop, implement and execute plans by which to evaluate these;

· to critically and creatively evaluate current issues, research and advanced scholarship in the discipline.

MPhil

On completion of the research programme students should have shown evidence of being able:

· to interpret and communicate knowledge through research and/or scholarship of publishable quality which satisfies peer review;77
· to present and defend research outcomes which extend the forefront of a discipline or area of professional/clinical practice;

· to demonstrate a systematic knowledge of the subject area and expertise in generic and subject/professional skills.

· to take a proactive and self reflective role in working and to develop professional relationships with others where appropriate;

· to formulate ideas and hypotheses proactively and to design, develop, implement and execute plans by which to evaluate these;

· to critically evaluate current issues, research and advanced scholarship in the discipline.

MA/MSc by Research

On completion of the programme students should have shown evidence of being able:

· to interpret and communicate knowledge through research and/or scholarship of publishable quality which satisfies peer review;

· to present and defend research outcomes which extend the forefront of a discipline or relevant area of professional/clinical practice

· to demonstrate a detailed knowledge of the subject area and expertise in generic and subject/professional skills;

· to take a proactive and self reflective role in working and to develop professional relationships with others where appropriate;

· to formulate ideas and hypotheses proactively and to develop, implement and execute plans by which to evaluate these;

· to critically evaluate current issues, research and advanced scholarship in the discipline.

7.4
Transferable (Key) Skills
Research students will be expected to acquire the following transferable skills as part of their research degree programmes:

PhD

Students will have had the opportunity to acquire the following abilities through the research training and research specified for the programme:

· the skills necessary for a career as a researcher and/or for employment in a senior and leading capacity in a relevant area of professional/clinical practice or industry;

· evaluating their own achievement and that of others;

· self direction and effective decision making in complex and unpredictable situations;

· independent learning and the ability to work in a way which ensures continuing professional development;

MPhil

Students will have had the opportunity to acquire the following abilities through the research training and research specified for the programme:

· the skills necessary to undertake research at a higher level, for a future career as a researcher and/or for employment in a higher capacity in industry or area of professional/clinical practice;

· evaluating their own achievement and that of others;

· self direction and effective decision making in complex and unpredictable situations;

· independent learning and the ability to work in a way which ensures continuing professional development.

MA/MSc by Research

Students will have had the opportunity to acquire the following abilities through the research training and research specified for the programme:

· the skills necessary to undertake research at a higher level, for a future career as a researcher and/or for employment in a higher capacity in industry or area of professional/clinical practice;

· evaluating their own achievement and that of others;

· self direction and effective decision making in complex and unpredictable situations;

· independent learning and the ability to work in a way which ensures continuing professional development.
8.0
Transfer to PhD registration
8.1
Research candidatures which are intended to lead to a Doctoral award are subject to a process whereby the student is formally assessed and, if successful in the assessment, is ‘transferred’ to a specific degree category after an initial, provisional stage. The assessment at the ‘transfer’ stage is intended to identify whether the individual student and the research project have the potential for research at Doctoral level and also to ensure that the student has made satisfactory progress with the agreed training plan.  Full-time students are required to complete the whole transfer process, including the viva and any potential revisions to the transfer report, within 12 months of their start date (24 months for part time students). Transfer submissions should normally be submitted within 10 months (22 months for part time students) and must include:

· A progress report, covering work carried out to date, progress against the training plan, a description of their key research question and how this has been refined, and a proposal of how the research and thesis will be completed;

· A draft plan of chapter headings for the thesis;

· A sample of written work relating to the topic of at least 10,000 words. This may be a draft chapter from the thesis, a critical review of the literature/evidence base, a critical discussion of methodology or another piece of work agreed by the supervisor and Faculty Research Professor;

· A statement of academic integrity (the relevant form is available from the REO).

8.2
The assessment Panel will be chaired by a senior academic (Dean, Deputy Dean, Professor, Reader or Head of Subject). Panel members will include the supervisors and (unless the chair has some knowledge of the topic) an independent academic with subject knowledge from outside the supervisory team. The latter may be from York St John, Leeds or, if required, from another UK HEI. The RDO may attend at the request of the Chair. 

In addition to the transfer submission detailed above, students will be required to give a ten minute presentation on ‘Key themes to have emerged from the research to date and their research question, going forward’ to the Panel. This will be followed by an interview with the assessment Panel, in the form of a viva voce examination. It is important that the University of Leeds’ prescribed time-limits for ‘transfer’ decisions are adhered to.  These time limits are prescribed for each doctoral programme of study and are published by the University of Leeds in the booklet entitled Ordinances and Regulations and Programmes of Study for Research Degrees.

  The decisions that may be made by transfer panels are:

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

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

· on the first occasion that the work is assessed, and provided that the University’s prescribed time limit permits, deferment of a decision about transfer for a limited period to permit the work to be revised and then reassessed;

· a decision that the candidate withdraw from a research degree candidature.

The decision on transfer must be recorded in writing, signed by the members of the Assessment Panel and may contain a brief assessment of the student’s progress. In cases where students are not transferred to a degree category or where a Provisional PhD or Postgraduate Research candidate is transferred to M Phil registration, the student must receive a copy of the decision made by the assessment Panel. The decision of the Panel will be communicated to the research student as soon as possible and a formal report will be forwarded to the University of Leeds by the Research Development Officer.  In a case where the research student is not satisfied with the decision of the Panel (see below).

9.0
Engagement in teaching

9.1
York St John University recognises that research students may gain valuable experience by engaging in limited teaching, tutorial or demonstrating duties on undergraduate programmes. Full-time research students are not permitted to hold part-time contracts of employment with the institution but they may be paid at hourly rates for teaching responsibilities.  Part-time research students may be employed by the institution as visiting lecturers, subject to York St John University’s normal conditions of service.  Current rates of pay may be obtained from the Finance Office.

9.2
Where research students are to be involved in marking or other activities related to assessment, this should be made clear at the outset and should be reflected in the hourage allocated and the rate of pay.  Marking by research students should be supervised and adequate guidance must be given.  Research students may expect to receive constructive feedback on assessment activities, as on all other aspects of teaching undertaken.

9.3
All full-time research students are limited to 250 hours of paid teaching-related activities per year, including preparation, marking, invigilation and any other related work.  This equates to an approximate limit of six hours per week.  Part-time research students are permitted to work a greater number of hours, as long as teaching does not adversely affect their research work.  A work permit is not required for non-EU students, provided that teaching-related activities do not exceed 250 hours pa.

9.4
All research students must seek permission in advance from their supervisors to engage in teaching.  The relevant form must be filled in and signed by the Dean of Faculty or his/her nominee, sent to the Human Resource Office, with copies to the Research Development Officer and the Finance Office.  Teaching is undertaken on a voluntary basis only and York St John University cannot guarantee to provide such opportunity to research students.  Where a number of research students within a school all wish to undertake teaching, a fair division of labour will be sought by the Dean of Faculty.  It is the Dean's responsibility to provide appropriate training or mentoring for research students undertaking teaching activities.

10.0
Examination procedures

10.1
In order to qualify for the award of a research degree of the University of Leeds, a candidate must present a thesis, written in English, meet the published Learning Outcomes for the degree in question, and attend a viva voce examination.  Full details of the Learning Outcomes for research degrees and the regulations for examination are set out in the University of Leeds research student handbook. 

10.2
Word limits for theses are as follows:
MA/MSc by research: 30,000 words

MPhil: 60,000 words

PhD: 100,000 words
10.3
There are precise regulations governing the format and binding of theses, which must be adhered to (see the University of Leeds guidelines).  

10.4
For MA/MSc candidates, the thesis must be submitted by the end of one year for full-time candidates, two years for part-time candidates.  Only in exceptional circumstances will the University of Leeds allow any extension, which must be applied for in writing by York St John University and supported by the University of Leeds co-supervisor.  For MPhil and PhD candidates, the thesis must be submitted by the end of the overtime period (where this is applicable) but may be submitted during the final year of the standard period of research, provided that both supervisors support an early submission and permission has been obtained from the University of Leeds. The thesis must be the candidate's own work and must constitute an independent contribution to knowledge.  It is expected to be of a standard fit for publication and, in the case of a PhD thesis, should make an original contribution to the chosen subject.

10.5
The examination form must be completed by the supervisors, countersigned by the Research Development Officer, and sent to the University of Leeds at least six months before the thesis is submitted.  External and internal examiners are nominated on the form and will be approved by the University of Leeds.  In the case of the external examiner, the University of Leeds may require some evidence that he/she is of sufficient seniority within his/her own institution and of sufficient academic standing within the subject area to be suitable to serve.  In the case of the internal examiner, this will normally be a member of the staff of the University of Leeds but may not be the co-supervisor.  In the case of a research student who is also a member of the staff of the University of Leeds, two external examiners are required and three copies of the thesis must be submitted.

10.6
It is the responsibility of the Research Development Officer, in liaison with the Faculty Research Coordinator, to make arrangements for the viva voce examination, which will normally take place within six weeks of submission of the thesis for masters theses and three months for MPhil or PhD theses.  The main supervisor may be present at the examination, if thought desirable, but may not take an active part in it.  The candidate will be questioned in detail about the thesis, following which the examiners will retire to consider their decision.  There are four possible decisions:

· Pass;
· Pass subject to amendments (which will be specified in detail by the examiners and for which time periods of one month or three months may be given);
· Referral  (which necessitates major rewriting and resubmission of the thesis, sometimes with an oral re-examination); 

· Award of a different type of research degree (e.g. MPhil instead of PhD);

· Fail.
10.7
The decision of the examiners will usually be communicated to the candidate shortly after the examination but will be confirmed in writing by the University of Leeds when the examiners have submitted their report and this has been considered by the Graduate Board of the University.  A candidate who is not satisfied with the decision of the examiners has the right of appeal (see below).  Successful research degree candidates may receive their degrees at York St John University’s degree ceremony, held in York Minster in November, or at one of the University of Leeds’ degree ceremonies in Leeds.

11.0
Health and Safety issues and Research Ethics

11.1
York St John University has codes of conduct for work in laboratories and for fieldwork, which should be consulted by research students intending to engage in these activities.  Health and Safety issues are the overall responsibility of York St John University’s Health, Safety and Risk Officer but all research students are expected to act within Health and Safety guidelines and to be aware of fire and other regulations. 

11.2
York St John University has a Research Ethics Committee, whose job is to ensure that research projects and consultancy work conform with the University's policy and do not pose any form of risk either to the researcher or any human subjects of the research.  Copies of the Research Ethics Policy are available from the Research and Enterprise Office and published on the York St John website. Any research project which may require clearance from the Ethics Committee should be brought to the attention of the Chair of the Committee by the York St John University supervisor.

12.0
Sickness, leave of absence and holidays

12.1
If a research student is unwell or has a personal problem (e.g. a bereavement) which prevents him/her from engaging in research for a period of less than seven days, a self-certification form (available from Faculty offices) should be completed on return to work and handed to the supervisor.  If the illness lasts more than seven days, a medical certificate will normally be required, which should be handed to the supervisor, who will copy it to the Research Development Officer.  If the period of sickness lasts more than one month or causes the research student to miss the deadline for an upgrade meeting or submission of the thesis, the University of Leeds must be informed by the Research Development Officer.  A period of official sick leave or an extension for submission may be granted, at the discretion of the University of Leeds.  On returning to work, the research student should inform the supervisor and the Research Development Officer, who will then inform the University of Leeds.

12.2
There are no precise hourages for research work but it is expected that full-time research students will work at least a 40-hour week and part-time research students a 20-hour week.  The number of weeks worked should not normally be less than 45 per year.  Holiday periods should be discussed between the research student and the supervisor.  York St John University does not require research students to fill in leave cards but, if the supervisor is concerned about the amount of leave a research student is taking, he/she should bring this to the attention of the Faculty Research Coordinator, who will try to resolve the situation.  Ultimately, it is the research student's own responsibility to ensure that sufficient work is done to allow completion of the thesis but, in cases where York St John University is paying a bursary or offering relief from fees, such financial support may be withdrawn if it is judged that the research student is not spending enough time on the research.

13.0
Plagiarism, Fraud and Scientific Misconduct

13.1
Cases of plagiarism and fraud will normally be dealt with by the University of Leeds’ procedures, as they will be most likely to occur in relation to the final thesis.  However, any case of plagiarism or fraud at an earlier stage, e.g. relating to materials submitted for an upgrade meeting, will be dealt with initially within YSJU and, if deemed necessary, forwarded to the University Registrar.  Cases of scientific or other misconduct will be dealt with under the University’s disciplinary procedures.

14.0
Intellectual Property Rights

14.1
The intellectual property rights of a thesis are shared between the University of Leeds and the individual research student, as set out in the University of Leeds Policy on Intellectual Property Rights (see the University of Leeds Research Student Handbook).  The University requires all research students to indicate when they submit the examination form to what extent the thesis may be borrowed or copied by other people.  Any journal articles or other publications by research students published during the time when they are at York St John University should normally be co-authored by their supervisors.  
15.0
Appeals and Complaints procedures

15.1
York St John University has an appeals procedure which dovetails with that of the University of Leeds.  A copy of the procedure is included as an appendix to this document. The appeals procedure covers cases where a research student wishes to contest an adverse academic decision, e.g. the outcome of an examination or a decision by a transfer assessment panel. Appeals concerning the examination are dealt with directly by the University of Leeds.   Appeals about insufficient progress or the decision of a transfer assessment panel are dealt with initially by YSJU, with the possibility of further appeal to the UoL. In both cases, the initial case should be made in writing to the RDO, who will determine whether the appeal should be dealt with by YSJU or UoL

15.2
Any research student who is unhappy with the general provision of facilities or resources at York St John University should raise the matter with his/her supervisor or with the Research Development Officer.  The Dean of Faculty, who is the supervisor’s line manager, may also be involved.  Complaints connected with the quality of supervision should be addressed in the first instance to the Research Development Officer.  If either type of complaint cannot be resolved informally, a formal complaint in writing should be made to York St John University Registrar and will be dealt with under the University’s formal complaints procedure.

16.0
Relationship with the Students' Union and York St John University 
16.1
Research students are members of York St John University Students' Union and may use the Union facilities.  The University Students’ Handbook gives information about these facilities.  However, research students are treated as staff for other purposes, e.g. they may use the Staff Common Room and are treated as staff for library and IT network purposes.  Research students are represented at national level by the National Postgraduate Committee.  At York St John University level, they are represented on the Research & Enterprise Committee, chaired by the Deputy Principal, and on the Postgraduate Research Supervisors' Forum.

16.2
Welfare services are available to research students, as to all other students of York St John University.  These include the Counselling Service, the Chaplaincy and the Careers Service.  Details of these services are given in the Students’ Union Handbook.

17.0
Some Useful Publications

H. Aveyard (2007) Doing a literature review in health and social care: a practical guide.  Berkshire: Open University Press
P. Cryer (2000) The Research Students Guide to Success. 2nd ed. Maidenhead: Open University Press.
Day, R. A. (1995) How to Write and Publish a Scientific Paper. Cambridge: Cambridge University Press.

R. Phelps, et al (2007) Organizing and Managing your Research. London: Sage Publications

E. Phillips & D. Pugh (2005) How to get a PhD : a handbook for students and their supervisors 4th ed. Maidenhead : Open University Press

G. Rugg & M. Petre (2004) The Unwritten Rules of PhD Research. Maidenhead: Open University Press, 2004.

J. Wellington, et al (2005) Succeeding with your Doctorate. Sage Study Skills.

G. Wisker (2001) The Postgraduate Research Handbook. Basingstoke: Palgrave

In addition, there are several resources held in the Graduate Centre, which may be of interest to research students, including information on funding bodies and videos on topics such as Research Supervision, Writing your Thesis, and The Viva.  


Guidance to research degree

candidates who wish to submit an 

appeal following an adverse academic decision

A
Procedure governing the consideration of postgraduate research student appeals

A.1
“Adverse academic decisions” normally fall into one of the following categories:

(a)  a decision by an upgrade panel to recommend transfer to MPhil candidature;
(b) a decision by a review panel that a candidate be required on academic grounds to withdraw from candidature for a research degree;

(c) a decision by the Examiners to refer or fail a research degree submission or to award the degree of MPhil where the thesis was submitted for examination for award of the degree of PhD.

A.2
A postgraduate research student who believes that he/she may have cause for dissatisfaction with an adverse academic decision is advised, in the first instance, to seek advice and support from the Research Development Officer at York St John or the Student Advice Centre of the Leeds University Union (see Section D below).

A.3
A student contemplating an appeal following a decision to fail or refer a thesis or to award a lesser degree may request from the University’s Research Degrees and Scholarships Office a copy of the report of the examiners, which shall be provided after the formal acceptance of the report by the Examinations Group of the Graduate Board.  

A.4
Initial appeals procedure:

· Appeals relating to an adverse academic decision under A.1(a) or A.1(b) should be made in the first instance to the Research Development Officer at York St John. 

· Appeals relating to an adverse academic decision under A.1(c) should be made direct to the Senior Administrator in the University’s Research Degrees and Scholarships Office, notifying York St John University at the same time. 

A.5
The appeal must be in a prescribed form, advice on which is available from the Senior Administrator in the University’s Research Degrees and Scholarships Office (see also C.1 and D below). The appeal must also be made within the specified time-limits; an appeal made out of time may be rejected on this basis alone where the delay has been prejudicial to the effective determination of an appeal.  An appeal may only be lodged by a student (or former student) it may not be lodged by a representative or a family member.

A.6

Grounds for appeal may include assertions that one or more of the following circumstances adversely affected the decision against which the appeal is lodged:

(a) that there were irregularities in the conduct of the examination or process of assessment (including administrative error);

(b) that there is evidence of prejudice or bias on the part of one or more of the examiners or assessors;

(c) that there is evidence of inadequate assessment by one or more of the examiners or assessors;

(d) that circumstances existed affecting the student’s performance of which the University or examining body had not been made aware, or taken appropriate consideration;

(e) that the supervision or other arrangements during the student’s period of study were unsatisfactory.

The Appeal Group may rule out either (d) or (e) above if it feels that in the particular case being considered it was unreasonable for the student not to have taken action or made a complaint at an earlier stage during the candidature either to resolve the situation or make the examiners/assessors aware of the circumstances.

York St John University Consideration of an Appeal (see A1)

A.7
Consideration is given by York St John to appeals arising under A.1(a) or A.1(b). If the appeal in any way proposes action which interferes with the decision of Examiners under A.1(c), then it must be forwarded immediately to the University of Leeds (under A14).

A.8
Consideration of an appeal under York St John procedures cannot commence until 

(a) the relevant Group of the Graduate Board of the University of Leeds has approved the course of action regarded as being an adverse academic decision; and

(b)  the postgraduate research student has submitted a written statement to the Research Development Officer at YSJ, outlining the ground(s) and evidence for the Appeal and specifying the remedy that is sought (see  section C).

A.9
The student must submit his/her appeal within two months of being informed in writing of the decision of the relevant Group of the Graduate Board (see A.8(a)). 

A.10
If the appeal submitted by the student raises issues which reflect upon the overall quality of the University of Leeds’ or York St John’s performance, or proposes a remedy which involves the commitment of significant University resources, the appeal should be forwarded immediately by the Research Development Officer for consideration under the University of Leeds’ appeal procedures (see A.14) and no further consideration by York St John should take place.

A.11
Where consideration by York St John University is appropriate, the Research Development Officer is responsible for ensuring that appropriate arrangements are made for the consideration of the Appeal.  This will normally involve two senior members of staff to constitute a Panel to review the Appeal.  Members of the Panel will have no previous significant involvement in the candidature.  They should see the student, or his/her proxy, who may be accompanied by a representative of the Students Union (who will be entitled to present oral evidence at the appeal). Alternatively, an appellant who chooses to appear in person unaccompanied by a representative of the Student Union may be accompanied by a friend (the friend acting as an observer/supporter without the right to present evidence).  The Panel may choose to meet with any other individuals (including the supervisor) it considers to be appropriate.   The student and the Panel should have free access to those documents to be relied upon in the consideration of the appeal. 

A.12
The Panel will reach one of the following decisions, normally within one month of receiving the appeal: 

(a) to uphold the appeal; 

(b) to dismiss the appeal. 

In either event the Research Development Officer will advise the student in writing of the outcome and in the case of (b) will provide brief reasons for the decision and enclose information about the University of Leeds’ appeal procedures (see A.14 below). 

A.13
The Research Development Officer must forward, for information, details of the outcome of an appeal considered by a York St John Panel to the Chair of the Graduate Board normally within one month of the decision.

University of Leeds Consideration of an Appeal (see A.1)

A14
University of Leeds consideration is given to appeals arising under one of the following:

(a) an adverse academic decision under A.1(c) by Examiners whose report has been approved by the Examinations Group of the Graduate Board (see further B below);

(b) an appeal forwarded by York St John according to the criteria outlined in A10;

(c) an appeal to York St John which has not been resolved to the student’s satisfaction (according to A.12(b)). 

A.15
The student has the responsibility to submit any appeal under A14(a) or (c) above to the Senior Administrator in the University of Leeds’ Research Degrees and Scholarships Office.  The appeal must be received by the University’s Research Degrees and Scholarships Office within two months of the student being informed of the adverse academic decision (A.1(c) see also C.6) or the rejection of the appeal by the York St John panel (A.12(b)). The student should at the same time as submitting this appeal notify York St John that an appeal is being made.

A.16
When an appeal is submitted, the Senior Administrator in the University’s Research Degrees and Scholarships Office shall place it before the Chair of the Graduate Board.  The Chair shall immediately establish an appeal group to consider the case.  Thereafter the Chair of the Graduate Board takes no further part in the appeal process, other than when the report of the Appeal Group is forwarded for information to the Graduate Board.  The Appeal Group will normally consist of three members of the academic staff: a Chair who is not a member of the Board but who is a member of Senate or a Professor; and two other members of Senior Lecturer status or above, at least one of whom will be a member of the Graduate Board or one of its Groups.  None of the members will be from the appellant’s Faculty or have had any involvement in the candidature or previous knowledge of the circumstances beyond the routine matters that come before the Board and its Groups from time to time.

A.17
On appointment, members of the University Appeal Group will be sent a copy of the Appeal and advised of their responsibility to undertake an independent review of the appeal submitted by the student.

A.18
The Chair of the Appeal Group shall have executive authority to send the appeal out for written comment by interested parties prior to the first meeting of the Appeal Group if he/she considers this course of action to be appropriate.  This action will not preclude members of the Group from asking for further written comments at a later stage if appropriate.

A.19
All written responses to the statement of appeal received by the Appeal Group shall be sent to the appellant.

A.20
The Appeal Group shall have the power to determine its own procedure and to seek such further evidence as it considers necessary.  This may include evidence and advice from individuals who are external to the University where the Group considers that to be appropriate.

A.21
The appellant will, in all cases, have the right to appear before the Group, or to appoint a proxy so to do.


The appellant, or his/her proxy, may be accompanied by a representative of the Student Advice Centre of the Leeds University Union (each of whom shall be entitled to present oral evidence at the appeal). Alternatively, an appellant who chooses to appear in person unaccompanied by a representative of the Student Advice Centre of the Leeds University Union may be accompanied by a friend (the friend acting as an observer/supporter without  the right to present evidence). See further C8 below.

A.22
The Appeal Group shall have the following powers to dispose of the appeal:

(i) 
to dismiss the appeal and confirm the result of the adverse academic decision, in which case the appellant shall be informed in general terms of the reasons;

(ii) to request the examiners for reasons stated to reconsider their decision;

(iii) to permit the appellant to revise the thesis and resubmit it for examination within a specified time limit;

(iv)
to set aside the examination and require a fresh examination to be conducted;

(v)
to take such other steps as may be appropriate for the resolution of the appeal.  

In the drafting of the Report the Appeal Group may take advice from the University’s Research Degrees and Scholarships Office.

A.23
The Appeal Group will make a final decision on the appeal normally within four months of the date of the appointment of the Group.  The Group will prepare a final report which will include a summary of the grounds for appeal proposed by the appellant, details of the procedure followed, its conclusions and final decision upon the appeal.

A.24
The Senior Administrator in the University’s Research Degrees and Scholarships Office will inform the appellant and other interested parties in writing of the outcome of the appeal.  The appellant will be sent details of the Group’s conclusions and final decision upon the appeal.

A.25
After the appellant has been informed of the decision made by the Appeal Group, the report of the Appeal Group is forwarded for purposes of information to the Graduate Board.

A.26
If dissatisfied by the outcome of the appeal, the student may, within a period of two months following notification of the decision of the Appeal Group, ask for the matter to be referred for final review by the University. This review, which will be conducted by the Vice-Chancellor (or the Vice-Chancellor’s delegate), will normally be concerned only with:

· Evidence of material procedural irregularities in the appeal that could have disadvantaged the student;

· Relevant material information or evidence introduced at this review stage which could not have been introduced earlier;

· Evidence which supports the view that the judgement of the Group established to consider the appeal was perverse or unreasonable.

The Vice-Chancellor (or the Vice-Chancellor’s delegate) may take such action as he/she deems appropriate, and his or her judgement will represent the University’s final decision on the appeal.

A.27  
If a student is not satisfied by the outcome of the review, they may be able to raise a complaint with the Office of the Independent Adjudicator for Higher Education (OIA),  providing that the complaint is eligible under its rules  - it should be noted , for example,  that the OIA will not entertain complaints that relate solely to matters of academic judgement.  Further details of the OIA’s student complaints scheme are available from the OIA website (www.oiahe.org.uk)   Any complaint must be made within three months from the date of the letter informing the student of the outcome of the review  (which itself signifies the completion of the University's internal procedures).

A.28 
If the Appeal is upheld under A23, A26 or A27 above, neither the Appeal Group, the Vice-Chancellor, his delegate, nor the OIA can award the degree. They may refer the matter back to the original examining panel or to a new panel of examiners for consideration as to whether the appropriate academic standards have been met so as to fulfil the requirements for the award of the degree.

B
Background to the examination of research degree candidates

B.1
The Examinations Group of the Graduate Board appoints examiners to conduct the academic examination of a research degree thesis after receiving recommendations from York St John University.
B.2
The examiners act as an Examining Board to reach a decision as to whether the thesis and the candidate’s performance in the oral examination are satisfactory and whether the criteria specified in the Regulations for the award of the degree have been met.

B.3
The examiners’ decision whether the candidate should pass, be referred or fail is reached solely on academic grounds.

B.4
The Examinations Group of the Graduate Board receives the recommendation of the examiners, reviews it to ensure that the appropriate procedures have been followed, that the examiners have considered the appropriate matters, that the recommendation is clear and unambiguous and, where a referral is recommended, that the Notes for Guidance contain appropriate and clear advice to the candidate.  It is the examiners, not the Examinations Group of the Graduate Board, who make the academic judgement on the thesis and the oral examination.

B.5
When candidates are referred, a summary of the reasons for the referral are contained in the Notes for Guidance, which are sent to the candidate.  Most candidates will already have had these reasons explained by the examiners. A copy of the report of the Examiners may be requested by the candidate from the Senior Administrator in the University of Leeds’ Research Degrees and Scholarships Office after it has been confirmed by the Examinations Group of the Graduate Board. 

C
Advice on the Preparation of an Appeal

C.1
Since each case is unique, the form and content of appeals will differ somewhat from case to case. However, the statement of appeal should in all cases be submitted in English, state clearly the decision against which the appeal is made and the ground(s) for the appeal (see A.6 above) and should contain a full statement of the evidence upon which the appellant relies.  Appellants should provide a single sheet of paper summarising the ground(s) for the appeal and provide any evidence in appendices.  The appellant should also indicate clearly the remedial action that he/she would wish York St John or the University of Leeds (as appropriate) to take in the event of the appeal being successful.  The appellant is advised that the Appeal Group may decide to copy the appeal to interested parties and that any comments made in the appeal may be read by parties other than the members of the Appeal Group.

C.2
If an appeal made against a decision to refer a thesis for revision and resubmission for a PhD or M Phil or to award an M Phil rather than a PhD is upheld and a fresh examination permitted the appellant is advised that all options will be open to the new team of examiners.  Options will include the recommendation to fail the thesis outright.

C.3
During consideration of an appeal the Group may refuse to admit any new grounds for appeal, or any new evidence from the appellant, which could reasonably have been expected to have been included in the original appeal document.  The submission of any additional evidence may result in a delay to the appeal process whilst other interested parties are given the opportunity to comment.

C.4
The University of Leeds will meet any reasonable, incidental expenses necessarily incurred by a successful appellant.  Before incurring any such expenses, the appellant must discuss what is ‘reasonable’ with the Senior Administrator  in the University’s Research Degrees and Scholarships Office.

Appeals for York St John Consideration

C.5
Appeals to York St John (see A.7) must be submitted in writing within two months following the student’s notification that the Graduate Board has confirmed the adverse academic decision. If the appeal directly concerns actions or decisions by someone at York St John, for example, acting as a supervisor, then it should be addressed to the Senior Administrator in the University’s Research Degrees and Scholarships Office.

Appeals for University of Leeds Consideration

C.6
Appeals to the Senior Administrator in the University’s Research Degrees and Scholarships Office (see A.14) must be submitted in writing within two months following (a) notification to the student that the Examinations Group of the Graduate Board has formally accepted the report of the Examiners and has approved the course of action regarded as being an adverse academic decision or (b) rejection of the appeal by the Faculty/College panel. 

C.7
The statement of the appeal made to the University should be addressed to the Senior Administrator, Research Degrees and Scholarships Office, University of Leeds, LEEDS LS2 9JT.

C.8
The appeal group charged with deciding the appeal determines its own procedure, for example whether it will see other interested parties or conduct the inquiry by correspondence.  However, the appellant always has the right to appear personally (or by proxy) before the group accompanied, if they so wish, by a representative of the Student Advice Centre of the Leeds University UnionError! Bookmark not defined., and if they are appearing in person, to be accompanied by a friend.  The group is likely to allow the appellant or other interested parties to be represented by a lawyer only in the most exceptional circumstances9.

D
Further Advice and Support

Students seeking advice and support in the preparation of an appeal may contact the Student Advice Centre of the Leeds University Union where experienced staff are available to provide guidance.  Representatives of the Office are also available to accompany appellants to meetings with the Appeal Group.

E
Student Complaints

All students should note that the University of Leeds has a separate procedure for considering complaints from registered students against the University or any member of its staff.  The University Complaints Procedure is printed in the Leeds University Research Student Handbook, where a definition of “complaints” is provided.  Appeals against adverse academic decisions based on the exercise of academic judgement must be considered under the procedures indicated in Section A above.

9 If an appellant is accompanied by a lawyer, the University may decide that a University legal representative should also be present
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