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Welcome

Welcome to your research degree study at the University of Bedfordshire. We hope that
your time as a research student is stimulating and successful. The University of
Bedfordshire is a modern, innovative university with a heritage of top quality education going
back more than 100 years. We nurture our students to become educated, employable and
entrepreneurial global citizens.
This Handbook provides an overview of the research degree journey, highlights services and
facilities that you may want to access and links to key documents or web sites that you may
find useful. We recommend that you keep this document for future reference. All aspects of
the PGR student journey are governed by the PGR regulations and this handbook should be
used in conjunction with the regulations. However, University polices and structures change
and evolve over time and you will find the latest versions online within the BREO community
and we will notify you of changes.
You can access the community by logging into BREO at:
https://breo.beds.ac.uk/webapps/login/
Your user name for all University systems is your student number and you will have been
provided with your login details as part of induction but if you have issues logging on please
contact the Student Information Desks (SID) where your password can be re-set if
necessary.
As a Research student it is your responsibility to ensure that you:











Set targets and key milestones for your research to ensure that you complete your
research and intervening stages by specified deadlines
Make progress with your research utilising your supervisor and resources as
appropriate
Understand and ensure you are compliant with the Research Degree Regulations
which can be found at www.beds.ac.uk/about-us/our-university/academicregulations
Manage your personal and professional development
Manage your time and adhere to all deadlines
Are aware of, and abide by, the ethical requirements of your research (see the
research ethics section of the BREO community for details)
Understand and apply correct academic practices such as avoiding plagiarism
Keep appropriate records of supervisory meetings and maintain a completion log of
key stages and milestones
Store data securely and appropriately, retaining it for submission with your thesis
(see 10.3) by developing a Research Data Management Plan and updating it
throughout the course of your research

This Handbook together with the guidance and support provided through your Research
Institute and the RGS will help you with these responsibilities.
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What makes a Research Degree different?

2.1

Undertaking research

As a research student you will be able to engage in a topic of interest to you and become an
expert in this area supported by the resources and experienced research staff of the
University. Fundamental to being a research student is being able to able to prepare, plan
and manage your own development and knowing when and where to draw on the support
that is available from a variety of sources.
It is a key element of postgraduate research in the UK that you complete your research task
in the time specified, and do likewise for all intermediate stages including any post-viva
corrections. It is through the specification of a uniform timeframe for all students that the UK
Higher Education sector ensures equity in the achievement of threshold standards, i.e it is a
formal part of your task to meet the academic standards within the specified timeframe.
The University has policies and processes in place to ensure that any personal and/or
mitigating circumstances impacting your progress are considered and if necessary
accommodated at the time of their impact. There is no provision for post-viva consideration
of matters that should have been considered at an earlier stage.
As a research student you should be able to study independently and:












search for, discover, access, retrieve, sift, interpret, analyse, evaluate, manage,
conserve and communicate an ever-increasing volume of knowledge from a range
of sources;
think critically about problems to produce innovative solutions and create new
knowledge;
plan, manage and deliver projects, selecting and justifying appropriate
methodological processes while recognising, evaluating and minimising the risks
involved and impact on the environment;
exercise professional standards in research and research integrity, and engage in
professional practice, including ethical, legal, and health and safety aspects,
bringing enthusiasm, perseverance and integrity to bear on their work activities;
support and collaborate with colleagues, using a range of teaching, communication
and networking skills to influence practice and policy in diverse environments;
appreciate the need to engage in research with impact and to be able to
communicate it to diverse audiences, including the public;
build relationships with peers, senior colleagues, students and stakeholders with
sensitivity to equality, diversity and cultural issues.
For professional doctorates only: apply research knowledge to specialist fields of
professional practice and policy.

Adapted from QAA (2015) UK Quality Code for Higher Education Doctoral Degree
Characteristics Statement.
2.2

Attendance requirements

Full-time (FT) research students are expected to devote 37 hours per week to their research
study and related activities. Most of the time you should work at your base campus since
this maximises the opportunity for interaction with other researchers and academic staff. At
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the discretion of your supervisors, you may be permitted to work on your research study and
related activities away from the University campus (e.g. at home). This will be your choice, if
so, and cannot later be used as a mitigating circumstance. This permission may be
withdrawn if there are concerns that you may not be devoting sufficient time to your studies,
or if there are concerns about your academic progress.
Part-time (PT) research students are expected to devote around 20 hours per week to their
research study and related activities. They must attend the University as required for any
taught components, research training, supervision meetings, progress meetings and
assessments.
Students who are registered to pursue research studies at an approved location away from
the University are expected to attend the University for a minimum of six weeks each year
and for every progression point.
There are some attendance requirements that affect only International students: please see
RDH, section 8.
2.3

Ethics

It is important that you approach your research in an ethical manner and that you gain
appropriate ethics approval for it. There are Institute Research Ethics Committees (RECs),
which scrutinise most research degree studies. Particularly complex, sensitive or novel
projects may require approval by the University Research Ethics Committee (UREC).
In some disciplines (particularly Health and Social Care) research studies may additionally
require scrutiny by an external research ethics committee. As your research evolves, if it
becomes necessary to make any substantive change to the research design, the sampling
approach or the data collection methods (perhaps in the light of a pilot study), you will need
to submit additional applications to your REC for approval.
The PP1 and PP2 progression point examiners (see section 10.1) are required to review
whether you have applied for ethics approval, and whether, if it has been granted, whether it
remains ‘fit for purpose’ for your study, and they may recommend that you reapply for ethics
approval.
You must not collect data – even for pilot or scoping studies at the beginning of your
study - until you have approval and permission to do so from the appropriate REC.
2.4

Code of Conduct

As independent adults with legal and social responsibilities, students are personally
accountable for their actions and behaviour. You should show proper concern in your
behaviour for the reputation of the University and the student body. Misconduct is behaviour
which interferes with the proper functioning of the University and its activities, or those who
work and study in the University, or which has the potential to damage the reputation of the
University or the student body. Such behaviour could take place on University premises or
elsewhere, and whilst engaged in University related activity or not. Research students, as
are other students, are subject to the ‘Student Code of Conduct and Disciplinary Procedure’.
This can be found at: https://www.beds.ac.uk/student-experience/academicinformation/student-code-of-conduct/
Being a Research Student
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Being a postgraduate research student is different from being an undergraduate student. It
includes:





















2.5

Taking responsibility for your personal and professional development. This includes
recognising when you need help and seeking it in a timely manner.
Maintaining regular contact with supervisors (a joint responsibility with them) and
recording meetings using Pebble.
Preparing adequately for meetings.
Maintaining and monitoring progress. You should set and keep to timetables and
deadlines, including planning and submitting work as and when required and
generally maintaining satisfactory progress.
Ensuring familiarity with and regular use of BREO as this the principal online
resource for all PGR student related information.
Informing supervisors (and/or any other relevant person such as the RGS or Student
Engagement and Mitigation Team (SEAM) of any problems or difficulties that you
may be facing.
Maintaining research records in such a way that they can be accessed and
understood by anyone with a legitimate need to see them.
Completing the annual Monitoring of Academic Progress for Students (MAPS)
submission to report and reflect on your objectives, personal development and
satisfaction with your studies.
Completing a Training Needs Analysis annually and keeping it under review.
Attending any development opportunities (research-related and other) that have
been identified.
Ensuring familiarity with the regulations and policies that affect you, including those
relating to your award, IT, health and safety, intellectual property, electronic
repositories, ethical research.
Taking responsibility for your work, deadlines, and when to submit your thesis, and
ensuring that it meets the requirements with regard to the length, format and
organisation1.
Submitting an ‘intention to submit’ form to the RGS a minimum of three months prior
to submission.
Being familiar with, and adhering to, University policies with regards to absences
from studies, annual leave, annual re-registration, and fee payments.
Being familiar with, and adhering to the Staff Postgraduate Research Degree
Registration at the University of Bedfordshire policy (abbreviated to Staff PGR Policy
on BREO) which places restrictions upon any paid work a PGR student may be
given the opportunity to undertake for the University during their research studies.
Academic Offences and Research Misconduct

It is important that you adopt appropriate practices in conducting your research and in writing
your thesis. There are workshops and resources on this topic which will give additional
guidance; all training courses details can be found on the RGS community of BREO and

1 This is available for download from the RGS community on BREO
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support will be provided by your supervisors. Resources for referencing and avoiding
plagiarism are also available through the University’s Study Hub.
Misconduct by a research student is dealt with through the “Procedures for Investigating
Allegations of Research Misconduct by Staff and PGR Students” which can be found on the
BREO community.

2.6

Access to your Thesis by Other Scholars

A key outcome of a research programme is the accessibility of the thesis embodying that
research for the benefit of scholars and the public generally. A research candidate might
also publish material generated from their research in the form of a paper in a journal.
After the viva examination and award a final electronic version of the thesis is deposited in
the University of Bedfordshire Repository for archiving and public open access, unless an
embargo on the thesis has been agreed, The University of Bedfordshire repository can be
accessed at http://uobrep.openrepository.com/uobrep/
Should you wish your thesis to remain confidential for a period of time after the completion of
the work, application for approval must normally be made to the Research Degrees
Committee at the time of programme approval. In cases where the need for confidentiality
emerges at a subsequent stage, a special application for the thesis to remain confidential
after submission must be made immediately to the RDC. The period will not normally
exceed two years from the date of the oral examination. Please note that the RDC is only
likely to approve an application for confidentiality in order to enable a patent application to be
lodged or to protect sensitive material, and these may not be restricted in this way simply in
order to prevent dissemination of knowledge.
2.7

Masters by Research outcomes

If you are studying for a Masters by Research award, then your programme will help you
meet the national standards for a Masters by Research award as defined by the UK’s
Quality Assurance Agency (QAA).
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QAA (2014) UK Quality Code for Higher Education, Part A: Setting and Maintaining Academic
Standards; the Frameworks for Higher Education Qualifications of UK Degree-Awarding Bodies.
(http://www.qaa.ac.uk/en/Publications/Documents/qualifications-frameworks.pdf)

These are the characteristics that you will need to demonstrate, through the assessment
process, at the end of your studies – you are not expected to be working at this level from
day one.
2.8

Doctoral Degree outcomes

If you are studying for a doctorate, then the expected outcomes are:
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QAA (2014) UK Quality Code for Higher Education, Part A: Setting and Maintaining Academic
Standards; the Frameworks for Higher Education Qualifications of UK Degree-Awarding Bodies.
(http://www.qaa.ac.uk/en/Publications/Documents/qualifications-frameworks.pdf)

These are the characteristics that you will need to demonstrate, through the assessment
process, at the end of your studies – you are not expected to be working at this level from
day one.

3

Support for your Research

3.1

Research Institutes

As a research student you will be associated with one of our Research Institutes. Each
Institute has a Director of Institute (DI) and some have, in addition, a PGR student
coordinator. Your Institute-based induction will include details of the arrangements in your
Institute relating to supervision arrangements, the working environment, research methods
training and opportunities for conference attendance.
3.2

Research Spaces

Different research degree studies require different types of work spaces and you will be
allocated a space within your Research Institute but this may be on a shared or ‘hot-desk’
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basis. Some students require laboratory or other practical work spaces. In addition, there
are a large number of open access work spaces for research degree students in the many
buildings across the University’s campuses. Most research students make flexible use of
open access work spaces.
Some work spaces pose particular risks and, where appropriate your supervisors will ensure
that you receive local health and safety briefing. You must comply with health and safety
regulations that apply in areas where you work on your research degree: these are designed
to protect you and other people. One aspect of health and safety is that some work spaces
may only be used within advertised hours; other work spaces have advertised normal
working hours with some possibility of working outside these hours if you have permission
and observe the safety requirements. If you wish to work outside the normal working hours
in areas where this is permitted, you must consult with your Director of Studies (DS) in the
first instance.
3.3

Research Degree Supervisors

Your main supervisor is known as your Director of Studies (DS) and is usually the person
with whom you work most closely. You will also have a second supervisor who you would
normally meet with less often than your DS, although supervision patterns vary between
disciplines and even between teams within disciplines. In some cases, you may have a
specialist third supervisor with experience in a particular aspect of your work.
Occasionally supervisors need to be replaced because they move institutions. If this
happens then the University will ensure that another appropriately qualified and experienced
person takes their place and keep you informed of any such changes.
Your supervisors are your main contacts throughout your research degree journey. They
will work alongside you to refine your research degree proposal so that it:




will meet the assessment criteria for a research degree (as set out above)
can be completed within the time available
can be completed with the resources that are available.

Your supervisors will provide coaching to enable you to develop the skills and attributes for
your award. They are not there to do your work for you or give you the answers. They may
suggest papers or book chapters that you should read but fundamental to research study is
finding specifically relevant resources and ensuring that these remain current as your
studies progress.
Supervisors are your main source of feedback. It is important that you and your supervisors
establish and maintain a productive relationship. This is easier if you:






discuss your expectations of each other
set up a regular pattern of meetings
avoid cancelling meetings
submit or present work ahead of supervision meetings and
act upon feedback.

Research degree study requires a great deal of self-direction, self-motivation and problemsolving. You need to take responsibility for your own study and for your own development
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as a researcher, but don’t take this independence too far: tell your supervisor if you are
struggling.
3.4

Supervision meetings (Tier 4 visa students please also refer to section 8.1)

Research students and supervisors have joint responsibility for maintaining regular contact,
keeping good meeting records and striving to maintain a productive working relationship.
The regulations require that students meet with their supervisors 'on a regular and frequent
basis'. FT students must upload one supervision record per month to Pebble.
PT students must upload at least one supervision record every two months. However, you
will probably find it easier to upload a brief record every time you receive supervision input.
Failure to maintain a record of work undertaken and of the content and outcomes of
meetings may be taken as evidence of failure to engage with studies.
Students are likely to see their DS more frequently than their other supervisor(s) but much
depends on the nature of the work, the stage of the research and whether problems have
emerged for the study or the student. Normally, more supervision help is needed in the
early stages and towards the end of a research degree. You must prepare adequately for
meetings with supervisors; this includes submitting work sufficiently in advance of meetings
to allow your supervisor(s) to read and reflect on your work.
By agreement between you and your supervisor, some meetings may be held online.
3.5

Annual monitoring

When you have been registered on your study for more than 6 months until you submit your
thesis and enter the exam stage of studies, the RGS will contact you annually to ask you to
complete the Monitoring of Academic Progress for Students (MAPS) form. They will also
contact your supervisors. This enables the RGS to check that you are making suitable
progress and that there is every likelihood that you will be successful. MAPS provides an
opportunity to review your training and development needs and for you to raise any issues
about your studies independently of your supervisors. You can find more details of the
MAPS process in the BREO community and we will explain it fully when we contact you.
3.6

Academic Progress Panels (APP)

If you or your supervisors have concerns about progress, then the RGS may convene an
APP to discuss the issues and agree a way forward. APPs are supportive and
developmental and designed to help ensure that there is a clear and recorded plan of action
to enable you to be successful. You can find more details of the APP process in the BREO
community.
There is a maximum of three APPs. The first APP will set out a plan of action to help you
recover the project and make progress so that you can meet your deadlines. If the plan of
action is not adhered to, a second APP will be conducted where the plan will be amended
and you and your supervisors will commit to bringing your project back on track. If, however,
there is no further progress on the project there will be the final APP conducted to discuss
the viability of the project and propose termination of the course if warranted.
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3.7

The Research Graduate School and SiD

The Research Graduate School (RGS) (http://www.beds.ac.uk/research-ref/rgs ) supports
research students and their supervisors from initial application, through the research degree
journey to graduation helping to ensure that institutional and national expectations about the
standard of your award and the quality of your learning experience are met.
The RGS team maintains a record of your progress and undertakes administration relating
to research degree assessments and progression. In addition to this the RGS answer more
complex queries (or refer you to other resources or services if necessary)
They may provide official letters and certificates and provides researcher development
opportunities. The RGS work very closely with SiD and all initial student enquiries are made
via SiD where each query is logged and then assigned to the relevant person for a
response. If the query is of a more complex nature it will be referred by SiD directly to the
RGS team for a response. Emails sent directly to rgsoffice@beds.ac.uk are also routed via
the SiD online system.
There are several physical Student Information Desks (SiD) in different locations around the
University and ‘SiD’ is also easily accessed online https://www.beds.ac.uk/studentexperience/studying-at-bedfordshire/student-services/sid
The RGS administrative team is located in room PM05 in the Postgraduate and CPD Centre,
Park Square, Luton. ( rgsoffice@beds.ac.uk) and students may be referred here via the SID
Desk.
See Section 5.2 for further details about SiD
3.8

Submitting work

At each stage of formal submission (PP1, PP2, final thesis submission), you must submit, in
addition to your work:
a) Your supervision record summary: a list of dates of the meetings with your
supervisors, signed off by your Director of Studies;
b) A coversheet confirming that you have received training in specified requirements for
the examination points. (e.g. PP1, PP2 final submission), and the dates you attended
the training;
c) Your primary data or Research Data Management Plan (final thesis submission only)
– see section 4.2.

4

Training and Development

4.1

Research Student Training and Development

You will have access to a range of development activities to help and support you develop
the necessary skills. These are advertised through the PGR Events Calendar found by
clicking on the Training, Seminars and Conferences button in the RGS community on
BREO. Students are encouraged to check this calendar regularly to manage their
development by attending the available training
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Training includes:










A structured induction programme when you start
A Training Needs Analysis (TNA) undertaken with your supervisors shortly after you
commence your studies and this will be updated on an annual basis
Research Skills Development Programme (RSDP), run throughout the academic
year, provides generic training for researchers, from the formulation of a research
project to dissemination of final results. The programme covers the full Vitae
Researcher Development Framework (see below). It also contains sessions to help
you prepare for PP1, PP2 and the final viva. For session dates/times, visit BREO.
Research Institute training and development activities (many such activities are
open to the wider research community so you may be able to access sessions
offered by other Institutes)
Central training and development, advertised through the BREO community and
other means, on important aspects of the research student journey
Learning Resources (see section 5.1)The Study Hub http://lrweb.beds.ac.uk/studyhub
Access to Vitae resources. Vitae provide materials and resources to help support
researchers. Vitae is the global leader in supporting the professional development
of researchers, experienced in working with institutions as they strive for research
excellence, innovation and impact. They are a non-profit programme, with over 45
years experience in enhancing the skills and careers of researchers. You can
access these via www.vitae.ac.uk/

It is expected that you will seek out the support and training that is identified for you.
4.1

Training needs analysis

Within the first month following registration every student must undertake a Training Needs
Analysis (TNA) with their supervisor and this is reviewed annually. The Training Needs
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Analysis form, which is available for download from the BREO community, should be
completed in discussion with your supervisory team. Where additional training is identified
as a requirement for academic progression and professional development this should be
identified on the form and monitored by the DS as part of the annual monitoring process.
The TNA should be reviewed and updated throughout your studies to ensure it accurately
represents your current training needs and how you are going to address them.

If you are a professional doctorate student, you will also participate in block learning
sessions with your cohort.

4.2

Research data management plan

You must maintain research records in such a way that they can be accessed and
understood by anyone with a legitimate need to see them. To help you keep up with this
requirement, you will need to create and maintain a Research Data Management Plan.
The plan is created early in the project and throughout the period of data collection and
analysis you use it (and update as needed) to keep a record of how you are dealing with
data: from collecting data to storing, archiving and sharing it. You should be clear on what
you need to collect and why, how data will be stored, shared, and archived after the project
is over.
Your submission of your final thesis will require that you include the final version of the
Research Data Management Plan in an appendix.
For more information, visit BREO.

4.3 Data Protection
If you will be collecting or analysing personal data (data relating to an identifiable person) as
part of your research, you will need to ensure that you comply with The General Data
Protection Regulation (GDPR), and the Data Protection Act 2018.
If you plan to collect sensitive data, or a large amount of personal data, or use new
technologies, you may need to complete a Data Protection Impact Assessment (DPIA) as part
of your ethics approval. This is a type of risk assessment designed to help you identify and
minimise the data protection risks of your project, and is part of our accountability obligations
under the GDPR.
A DPIA should be conducted before undertaking any data collection, so that the outcomes
can be integrated into your project plan. It cannot be done retrospectively.
It is therefore important that you check whether your project requires a DPIA. Please see the
checklist below, which will help you determine this. If you do need to complete one, let your
supervisor know, or get in touch with your supervisor.
Also consider doing a DPIA in any major project involving use of personal data, even if it is
not sensitive data (e.g. if you are going to use a significant amount of personal data from a
large number of data subjects). If you decide not to, document your reasons. Conduct a new
DPIA if the nature, scope, context or purposes of the processing changes.
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Checklist
Identify if a DPIA is needed
Always carry out a DPIA if you plan to:
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Use extensive and systematic profiling/automated decision-making to make key decisions
about people.
Use profiling, automated decision-making or special category data to help you make
decisions on someone’s access to a service, benefit, or opportunity.
Carry out large scale profiling.
Carry out large scale processing.
Process the data of vulnerable data subjects.
Use new technologies.
Conduct large scale processing of criminal offence data or special category data.
Systematically monitor a publicly accessible place on a large scale.
Process genetic or biometric data
Compare, combine, or match data from multiple sources.
Process personal data without directly providing individuals with a privacy notice
Process personal data in a way which involves tracking people’s online/offline behavior
or location
Process the personal data of children for profiling or automated decision-making or for
marketing purposes, or offer online services to them directly
Process personal data which could result in a risk of physical harm if there is a security
breach
Process data in a way which prevents individuals exercising a right or using a service or
contract
Participate in a new data-sharing initiative with another organization(s)
Transfer personal data outside the EU
Process personal data in ways which individuals might not reasonably expect

If you think it likely that a DPIA is required, contact your supervisor who can provide guidance
or get in contact with the Data Protection Officer for more information. They may ask you to
fill in a Data Protection Impact Assessment Form.

Key definitions:
Automated individual decision-making: an automated decision made without any human
involvement. E.g. during the recruitment process, a candidate completes an aptitude test
which uses pre-programmed criteria and algorithms.
Although automated individual decision-making does not have to involve profiling, it often
does.
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Controller: a controller determines the purposes and means of processing personal data.
Criminal offence data is separate from special category data, and means personal data
relating to criminal allegations, proceedings, or convictions, or related security measures
Major project: any project or process which will involve the use of a large amount of personal
data, or which could have a significant effect on the rights and freedoms of data subjects.
Personal data: information relating to natural persons who can be identified or who are
identifiable, directly from that information; or who can be indirectly identified from that
information and other information. E.g. name, contact details, ID number, location data,
online identifiers (including IP address).
Processing: any operation or set of operations performed on personal data, including
collecting, organising, recording, structuring, storing, adapting/altering, retrieving, consulting,
using, disclosing (e.g. by transmission, dissemination or otherwise), aligning or combining,
restricting, erasing or destroying.
Processor: a natural or legal person, agency, public authority, or other body which
processes personal data on behalf of a controller
Profiling: “Any form of automated processing of personal data consisting of the use of
personal data to evaluate certain personal aspects relating to a natural person, in particular
to analyse or predict aspects concerning that natural person’s performance at work,
economic situation, health, personal preferences, interests, reliability, behaviour, location or
movements.” (Article 4(4))
Special category data is personal data which is more sensitive and could create significant
risks to a person’s fundamental rights and freedoms, e.g. by putting them at risk of unlawful
discrimination. This includes race, ethnic origin, politics, religion, trade union membership,
genetics, biometrics (where used for ID purposes), health, sex life, or sexual orientation.

5

Support services

The University provides a wide range of support services. These services are aware of the
particular needs of research students and, where appropriate and if there is sufficient
demand, these services will have resources tailored for research students. The University
web site is your gateway to these services. This section highlights
https://www.beds.ac.uk/student-experience/studying-at-bedfordshire/student-support those
services that research students most frequently ask about.
Student Engagement and Mitigation (SEAM)

The Student Engagement Team provides confidential and impartial advice on support
available at the University and beyond. They offer one-one appointments to discuss
problems including academic, personal and health issues that may be impacting on your
studies and success. The Student Engagement Team will also make recommendations to
the Research Degree Committee on applications for extensions and interruptions for
research students.
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Disability Support
Students whose studies may be affected by a disability, a long-term medical condition or a
Specific Learning Difficulty such as dyslexia should contact the Disability Team.
We offer individual support with:






Applying for Disabled Students’ Allowances (UK students only)
Access on campus
Accessing non-medical helper support (e.g. Specialist Study Skills Tutor, note-taker,
Specialist Mentors, BSL interpreters) and assistive technology
Screening for dyslexia
Examination Access Arrangements

Counselling Service
We provide professional counselling for students experiencing problems of a personal or
emotional nature that may be interfering with their academic work and life.
Counselling is available to all full-time and part-time students.
A telephone service is offered to students studying away from Luton and Bedford.

Mental Health
Personal support is offered to students experiencing mental health difficulties. Support can
be accessed at any point during your studies.
We also provide support for students returning to study after a period of illness.

Community and Faith
Our Community and Faith teams are based in the Tree House on the Luton
Campus, SeedBeds on the Bedford Campus, at UCMK and Oxford House in Aylesbury
welcome all students, of all faiths and beliefs. We offer confidential personal support and a
range of social activities and events. We can also advise you on finding a faith community a church, mosque, synagogue, temple or other places of worship.
Student Money Advice
The Money Advice Team offers confidential advice and support from experienced advisors.
If you have money worries the advisors are able to give you general advice on budgeting
and will point you toward alternative sources of funding that may be available. These could
include the Access to Learning Fund, the University’s scholarships and bursaries,
government funding through the student loan and grant scheme, career development loans,
benefits and tax credits.
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For more information and to find out how to contact the teams, visit
www.beds.ac.uk/studentsupport

5.1

Learning Resources

Learning Resources (http://lrweb.beds.ac.uk/) is a multifaceted service providing physical
and online libraries, study spaces, resources and training to improve your academic skills.
Among many other useful resources, research students may be particularly interested to
learn about



bibliographic software https://lrweb.beds.ac.uk/research-guide
the expertise of academic liaison librarians who are there to help you with your
studies. https://lrweb.beds.ac.uk/studyhub-library/what-is-study-hub/study-hubteams/ALLs

If Learning Resources does not have direct access to the specialist books and journals that
you need then they can facilitate access at another institution
https://lrweb.beds.ac.uk/libraryservices/using-the-library/visiting-other-libraries
or through the document supply process
https://lrweb.beds.ac.uk/libraryservices/using-the-library/docsupply

5.2

Student Information Desk (SiD)

There are several physical Student Information Desks (SiD) in different locations around the
University and ‘SiD’ is also easily accessed online https://www.beds.ac.uk/studentexperience/studying-at-bedfordshire/student-services/sid/
SiD is your gateway to a wide range of student support services including:









Mitigating Circumstances forms
Weekly engagement monitoring for Tier 4 visa holders (also see section 8.1)
Interruption of studies forms
Request to withdraw forms
Council Tax exemption letters
Bank letters
Student status letters
Making Appointments with:
o RGS
o Student Engagement and Mitigation (SEAM)
o Careers
o Counselling
o Dyslexia support
o Mental Health support
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o
o

Personal Academic Development/Study Hub
Student Money Advice

Visit a SiD point to speak to an adviser or log an online enquiry.
5.3

Careers

It is never too early to think about the career options that may follow your research degree,
and the skills you will need to succeed in a competitive job environment and modern
workplaces. More information is also available on the careers web site .
https://www.beds.ac.uk/howtoapply/departments/department-of-life-sciences/postgraduatestudy/careers/
5.4

Accommodation

Most research students live in private accommodation. There are some spaces within
University-approved accommodation that are specifically designed for postgraduate students
(www.beds.ac.uk/howtoapply/postgraduatestudy/postgraduate-accommodation).
5.5

Health

Every student should register with a local doctor soon after arrival, don’t wait until you are ill.
You can find details on the web site for the General Practitioner (GP) Surgeries with which
the University has close links (https://www.beds.ac.uk/student-experience/studying-atbedfordshire/student-support/health). If you live some distance from a University campus,
you should register with a GP surgery close to where you live.
5.6

Support for International Students

The University is a vibrant diverse community, with a large number of international students
and we have well-developed support services for international students. More details can be
found at https://www.beds.ac.uk/student-experience/community-at-bedfordshire/international2/
International students who require a visa to study in the UK must comply with engagement
monitoring procedures (for detailed information please see section 8.1) and note the
University is required to conduct and report to the United Kingdom Visas and Immigration
(UKVI), which is part of the Home Office.
5.7

Treehouse and community faith

The chaplaincy teams at Luton and Bedford offer a warm welcome to staff and students of
all faiths and beliefs (http://www.beds.ac.uk/faiths). The Luton 'Tree House' has a lead
reverend and a team of Assistant Chaplains drawing on support from the major world faiths.
Treehouse provide Prayer and Quiet Rooms and facilities for major world faiths, and can
provide details of local places of worship.
In the event of sickness or work-related and personal difficulties, Chaplains are able to visit
you at home, in hospital or have a chat in a café. Chaplains operate within strict
confidentiality rules and are able to offer regular or tailor-made rituals for life-events and
transitions. Just drop in or give them a call to make an appointment.
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5.8

Campus maps and inter-campus travel

The maps, directions and inter-campus travel web pages
http://www.beds.ac.uk/contactus/directions provide useful information about finding and
travelling between the University’s five campuses.

6

Other relevant policies

6.1

Annual leave and Authorised Absences (Tier 4 visa students must also refer to
section 8.4)

All research students are entitled to annual leave (holidays). In addition to statutory Bank
Holidays, local discretionary holidays and days when the institution is closed in the interests
of efficiency, students may take additional leave.
All FT students are entitled to 25 days per holiday year and PT students are entitled to 12.5
days’ annual leave. Your personal holiday year commences from your registration
anniversary date each year. Unused holiday cannot be carried over from one holiday year
to another. Taking your annual leave should not impact on your academic progression so
please consider this when requesting your leave.
An authorised absence may be used for periods away from the campus related to your
research. For example data collection or attendance at a conference.
All students requesting leave or authorised absences should discuss with their supervisory
team and complete the appropriate leave form from BREO, then submit to
rgsoffice@beds.ac.uk
For academic year 2020/21 please access the below link for the latest information, annual
leave request forms and instructions for application.
https://breo.beds.ac.uk/webapps/blackboard/content/listContentEditable.jsp?content_id=_26
82973_1&course_id=_28309_1
There is also an opportunity to take leave after you have completed your thesis and have
submitted it to the RGS for examination arrangements. Details on post-submission leave will
be provided at your thesis submission appointment.
6.2

Maternity, paternity and adoption leave (International Students should also refer
to Section 8.6)

Information contained in this section of the Research Degrees Handbook must be read in
conjunction with the University of Bedfordshire Student Pregnancy, Maternity, Adoption And
Partner Leave Policy https://www.beds.ac.uk/student-support/health/ which, along with other
important information, describes the ‘Student Support in Pregnancy Plan’ that will need to be
compiled and updated during pregnancy and prior to return to study.
Students who give birth or adopt a child during their research degree study will be able to
take leave as described in the maternity, paternity and adoption leave policy, which you will
find on the Research Graduate School community on BREO. Fathers or same sex partners
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who wish to take ‘additional paternity leave’ to care for a child whose mother, or the adopting
parent, has returned to work should also refer to the “Pregnant student policy”.
Maternity (additional and ordinary), adoption and additional paternity leave all ‘stop the clock’
on your research degree registration and all subsequent deadlines will move forward by the
appropriate number of weeks. Any fees that you paid before your leave began will also be
‘rolled forward’ to the period immediately following your return to studies.
All pregnant students are required to take a 2-week period of Compulsory Maternity Leave
(CML) which commences from the date of the birth of the baby. All students taking
Maternity, Paternity and Adoption Leave will be required to apply for a period of interruption
to studies (see Section 6.5).

PGR students whose studies are supported by a postgraduate studentship, scholarship or
other award should refer to the maternity leave policy of the funding body from which they
receive financial support. For example, Research Councils UK has published the RCUK
Briefing on Maternity, Paternity and Adoption Leave and Pay: This document clarifies the
anticipated start point of maternity leave; the durations of maternity, adoption and paternity
leave for PGR students; supervision during maternity, adoption or paternity leave and
working on the postgraduate research degree study during such periods of leave.
There is no limit to the number of periods of maternity, adoption or paternity leave that can
be taken during a PGR registration but all statutory and shared parental leave must be taken
within one year of the birth of your child.
6.3

Sickness

If you are sick for more than 5 days, then you must produce a medical certificate or letter on
official letterhead from a medical expert such as a GP or consultant. Please submit to the
Student Engagement and Mitigation Team (student.engagement@beds.ac.uk)
6.4

Interruption to studies – in accordance with the regulations 4.1.19

(International Students should also refer to Section 8.7)
If you experience serious but time-limited problems which prevent you from continuing with
your research studies, you can apply to the Research Degrees Committee for an interruption
of studies. Please ensure that you do this as soon as possible, as interruptions should be
applied for in advance of their occurrence. Fully completed and authorised paperwork must
be received by the RGS a minimum of 5 working days before the requested period of
interruption start date. You are however strongly encouraged to make your application in
good time to allow it to be considered at one of the 6 annual RDC meetings.
The Student Engagement Team will also make recommendations to the Research Degree
Committee on applications for interruptions for research students so please ensure you have
contacted them when making your application.
If your request is approved the by RDC the approved interruption to your studies means that
you will not be able to access University resources (research supervision, library access,
laboratory facilities) during the period of interruption.
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You may apply for permission to interrupt your study for a whole number of months, from a
minimum of three to a maximum of twelve months. You will need to provide evidence of the
difficulties you face and have a convincing plan for returning to successful study. Normally
students will not be permitted more than twelve months’ interruption in total during their
research degree registration. All periods of interruption must be confirmed by the
Research Degrees Committee. You can find details of how to apply for an
interruption to your studies on the BREO community along with the RDC meeting dates
and paper deadlines.

6.5

Extensions – in accordance with regulation section 4.4.19

(International Students should also refer to Section 8.7)
It may sometimes be appropriate for students whose progress is unavoidably slowed for
reasons beyond your control, but where progress has not stopped completely, to be
awarded extensions to deadlines. Extensions, if awarded, only apply to the next deadline
(for example, an extension to a PP1 submission deadline will not affect the subsequent PP2
deadline). Extensions to maximum registration are only permitted in exceptional
circumstances. Extensions should not exceed 12 months in total and should be applied for
at least 3 months before the deadline (for Doctoral studies) or 1 month before the deadline
for (for Masters by Research).
Not planning your study properly, not allowing time in the study plan for predictable delays or
periods when you have other demands on your time and slow academic progress resulting
solely from the student’s lack of engagement with his/her research will not be sufficient
reason for the Research Degrees Committee to grant an extension. Details of how to apply
for an extension can be found in the BREO community along with the RDC meeting dates
and paper deadlines.
The Student Engagement Team will also make recommendations to the Research Degree
Committee on applications for extensions for research students so please ensure you have
contacted them when making your application.
Extensions or interruptions cannot be backdated unless there is compelling evidence as to
why the request for mitigation was not applied for at the time of the student’s personal
circumstances occurring. On those rare occasions the RDC will consider the exceptional
circumstances on a case by case basis.
6.6

Withdrawals

If you wish to withdraw from your studies, then complete the withdrawal form available via
SID or the RGS community on BREO. If it is felt that you are not actively engaging with
your studies or for disciplinary and related reasons the University may terminate your
registration. All such actions require Research Degrees Committee approval.

7

Feedback, Issues and Concerns

We have a range of ways in which you can raise issues or concerns about any aspect of
your studies or give us positive feedback about your experiences. Your Director of Studies
is often a good starting point or you can talk to someone from the RGS (make an
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appointment by emailing rgsoffice@beds.ac.uk). The more formal MAPS and APP
processes also provide an opportunity for issues to be raised. Other mechanisms are
discussed in this section.
7.1

Student Representatives

Research student representatives are an important means of providing feedback. You can
find details of who they are and how to contact them on the BREO community. You might
also wish to become a student rep yourself we are always looking for new individuals keen
to help us continue to provide an outstanding service.
7.2

Research Institute Board

Each Research Institute has a Research Institute Board which includes a student
representative. You can find out who your student rep is through the BREO community and
you can approach him or her to raise issues appropriate to your Institute.
7.3

Research Degrees Committee

The Research Degrees Committee (RDC) oversees the quality of the learning experience for
research students (Unreserved business) and acts as the final awarding board (Reserved
Business). All aspects of the PGR student’s journey are considered by the RDC including
but not limited to:


Approval of progression points.



Consideration and approval or refusal of mitigation requests,



Changes of supervisors requests,



Appointment of examiners



Ratification of final awards or examination failures



Consideration of terminations of study.

The Committee is made up of the Director or PGR lead from each of the Research Institutes,
The Head of Research Development, a representative from International office, Student
Engagement and Mitigation Team, two externals who are involved in Research roles in other
Universities and is Chaired by the University Register. An experienced member of the RGS
takes the role of RDC secretary.
For the former activity it also has student representation and you can find details of the
current student reps on the BREO community.
7.4

Postgraduate Research Student Forum

The postgraduate research student forum (PGRSF) meets three times a year and reports to
the Research Degree Committee. It is attended by PGR students and their elected
representatives, as well as research active academic staff and/or staff who carry strategic
and/or management responsibilities.
The PGRSF aims to discuss the student experience and identify areas for development,
provides a forum for discussion of non-academic student related-matters including services
and resources that support the student experience. Meetings are advertised through the
RGS community on BREO calendar and announcements.
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7.5

Postgraduate Research Experience Survey (PRES)

Every other year we gather student feedback through the national PRES. This allows us to
benchmark the experience at Bedfordshire against that at other Universities. We will let you
know when the survey is about to happen and how to engage. We will also share the results
and any actions with you and your representatives once the results are known.
7.6

Student Union (BedsSU)

The Student Union also provides independent advice and support for research students.
You can find more about their services and how to contact them at http://www.bedssu.co.uk/
7.7

Complaints

Complaints can be raised initially with Supervisors, the Director of Institute or the RGS.
Efforts should be made to resolve complaints locally and informally.
Formal complaints should be made via the Adjudication Team by writing the details of your
complaint and adding evidence as attachments to adjudication@beds.ac.uk . The policy
and the scope of the Student Complaint process can be found in full at:
https://www.beds.ac.uk/student-experience/academic-information/complaints
7.8

Appeals

Appeals against assessment decisions should be made in accordance with the University’s
Academic Appeal Policy and Procedure. The full academic Appeals Policy and procedure is
available at:
https://www.beds.ac.uk/student-experience/academic-information/academic-appeals-policy/

8

International Students

Most of the policies and procedures referred to in this Handbook apply equally to home, EU
and International students but there are some differences and these are highlighted in this
section.
8.1

Visa requirements to demonstrate engagement with studies

International students who require a visa to study in the UK must comply with engagement
monitoring procedures the University is required to conduct and report to UKVI. More
information is available on the International Office web site.
There are two ways in which you must demonstrate your engagement with your studies.
The first way in which you can demonstrate engagement with your studies is by attending
supervision meetings and submitting written work for feedback. Many students establish a
rhythm of submitting work one week, attending a supervision tutorial the next week,
submitting work the following week, and so on. However, some students will have weekly
supervision tutorials and at certain points in your study (such as during data collection) you
may see your supervisors less often. It is important that you upload a brief record of each
supervision meeting on Pebble: this should take less than five minutes. Your engagement
with Pebble Pad will be monitored and the University expects to see at least a monthly
update of your meetings with your supervisor.
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The second way of demonstrating engagement with your studies is you have to have your ID
barcode scanned and to sign a register each week at any SiD counter.
Both types of engagement must be demonstrated and will be monitored to ensure you meet
the requirements of the UKVI.

8.2

Residence requirement – International Students

There is an expectation that all FT international students will live within one hour travelling
time from their base campus. If you live more than one hour away from your University
campus, you will be called to a compulsory interview with the International Office. You will be
required to explain how you will meet the PGR regulation requiring 37 hours per week
research and good academic practice.
8.3

ATAS (Academic Technology Approval Scheme)

Some research degree studies conducted by international students (mainly but not always in
the sciences) require an Academic Technology Approval Certificate via ATAS
(www.fco.gov.uk/atas). This will have been assessed during the admissions process, so if
you needed an ATAS certificate at the beginning of your studies you will have been advised
of the need before you were given an offer. However, research studies develop and change
direction so even if you did not need an ATAS certificate at the beginning you may need one
later. If the focus of your research study changes you need to notify the RGS because the
CAH3 code. (previously known as JACS code) for your degree may also change. If the
CAH3 code changes, RGS will seek advice from the International Office if there is a need to
reassess whether you should apply for an ATAS certificate. RGS will supply you with a
letter to support your application. If you need to apply for a visa extension at any point
during your studies a new ATAS will be required.
If your course end date is extended by over three calendar months you will also be required
to apply for a new ATAS certificate and should seek help from the International Office
immediately. It can take approximately 28 days to obtain an ATAS certificate.
8.4

Authorised absence

International students who are attending conferences or who are collecting data outside the
University must submit an application for Authorised Absence. This can be downloaded from
the Research Graduate School community on BREO. Applications for authorised absence
must be supported by the DS, prior to submission to the International Office for
authorisation. Absence for a conference must be accompanied by a document confirming
attendance and details of the conference.
During Authorised Absence students must maintain weekly contact with their supervisors,
submitting copies of any e-mails, meeting notes and reports to the RGS
(rgsoffice@beds.ac.uk) and uploading details of meetings to Pebble. Upon return to the UK
you will be required to demonstrate your re-engagement with your studies by presenting
your passport, boarding passes and e-tickets to the International office.
8.5

Annual leave

In order to comply with the statutory regulations for Tier 4 VISAs it is the responsibility of the
University to monitor student engagement and this includes arrangements for annual leave.
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These absences must be supported by the DS/Supervisory team and authorisation must be
obtained from the International Office. Upon return to the UK you will be required to
demonstrate your re-engagement with your studies by to the International Office by
presenting your passport, boarding passes and e-tickets.
8.6

Maternity, paternity and adoption leave

Students may choose to apply to interrupt their studies before the birth of their child. The
University would need to withdraw Tier 4 sponsorship and the student is expected to return
home whilst it is still safe to travel. Students will need to apply for a new visa to return and
complete their studies. Students who choose to remain in the UK and engage in their studies
will receive only 2 weeks’ maternity leave (unless medical evidence is provided confirming
the student is unfit to study)’ but may use some of their annual leave to extends the time
they have with their newborn. ‘Students will not be able to extend their visa for reasons
relating to pregnancy and maternity’.

8.7

Interruption to Studies

International students wishing to interrupt must consult the International Office for advice
and information concerning their Tier 4 visa and they will normally be required to return
home for the duration of their interruption.

9

Financial Matters

9.1

Fees

Your initial fees are due at, or prior to, initial registration as a research degree student.
Please refer to the tuition fee policy for further details. Your date of initial registration is your
Fee Anniversary Date. In subsequent years your fees will fall due on your Fee Anniversary
Date until you complete the normal period of registration for your research degree.
Your fee anniversary date may change if you have an approved interruption to your studies.
If you have concerns or questions about paying your fees, please discuss these with the
Finance team who can provide help and guidance. Finance@beds.ac.uk
Regardless of your Fee Anniversary Date you will be required to re-register at the beginning
of every new academic year and you will receive an invitation to do so early September in
every year of your registration.
9.2

PEP fees (Doctoral students only)

After the completion of your normal period of registration for doctoral students there is a oneyear Pre-Approved Extension Period (PEP). If you need to enter the PEP, then there are no
fees due for the first three months. You will then pay one third of the annual fees at the then
current rate after each of three, six and nine months into the PEP until you submit. Most
students submit their thesis before all three PEP payments are made.
Alternatively, you may elect to pay fees for the maximum duration of the PEP (one year) at
the beginning of the PEP at your original fee rate.
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If you have any questions about PEP fees, please talk to a member of the RGS team before
you enter the PEP.
9.3

Studentships

Students who have a research studentship have a formal agreement with the University,
which outlines their benefits and responsibilities. Please read your Studentship Agreement
carefully. Studentship Students are subject to the Policy on Staff Postgraduate Research
Degree Registration at the University of Bedfordshire (downloadable from the RGS
community on BREO) which should be read in conjunction with the Research Degrees
Studentship Policy. Please note the strict limits on the number of hours you are permitted to
work while a studentship student. Studentship funding does not normally extend to the PEP
year of a doctorate. Please check your contract for details.

10 Assessment
Your final assessment will normally be through a written thesis and an oral examination (viva
voce) The final assessment will be based on the descriptors given in section 2: these are
used as guidance by the examiners.
10.1 Progression Points
As you progress with your studies there are key assessments of your progress that you will
need to pass. These are Progression Point 1 (PP1) and Progression Point 2 (PP2). If you
are studying for a Master’s award, then there is just one Mid Progression Point (MiPP).
Further details can be found in the BREO community. There will be opportunities to practice
before these assessments and each will provide feedback on your progress.
10.2 Intention to Submit
Students should submit an Intention to Submit form to the RGS (rgsoffice@beds.ac.uk) a
minimum of four months prior to submitting the thesis. On receipt of the completed form the
RGS will send (usually by email) the student a thesis submission pack that will include a
copy of the current guidance for the examination process, a copy of the Style Guide,
Requirements and Procedure for Thesis Submission, the Students Declaration form and the
Thesis Submission forms.
10.3 Submission of Thesis
The student may submit a thesis for examination only after the minimum registration period
has passed and before their maximum registration.
The decision to submit a thesis rests with the student. However, the supervisory team
should be given adequate time to read and comment upon the final draft of the thesis. They
should give their opinion on whether the thesis is ready to be submitted and raise concerns
about the quality of the thesis where warranted. This should in no way be understood as
indicating the potential outcome of the viva.
Examination copies of the thesis (soft or ‘perfect’ bound) must be submitted to the RGS
office. The student should submit one paper copy for each examiner and an identical
electronic copy. Additionally, one copy of the Thesis Submission Form must be submitted at
the same time as the thesis.
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For students registered prior to October 2019, it is also a requirement that primary data is
submitted at the time of submission of your thesis. This is not provided to external examiners
but will be examined at the same point as academic practice checking. Further details on
how you submit your data can be provided – it is assumed that data will normally be
submitted on an encrypted USB.
For students registered after October 2019, it is a requirement that a Research Data
Management Plan is submitted as one of the appendices of the thesis. Please visit BREO
for more information on the Research Data Management Plan.
If Luton is not your main campus, alternative arrangements for submission at your base
campus can be made for you. Please enquire when you make submit your Intention to
Submit form.
Once the thesis has been submitted, the RGS will send the soft bound copies to the
previously appointed examiners together with the documentation required for the examiners’
preliminary reports. The RGS will liaise with the examiners to arrange a date and time for
the viva voce examination. If there are any dates on which the student will be unable to
attend, then the RGS must be informed at the time of submission. The electronic copy will
be put through similarity matching software. There will normally be a minimum of six weeks
between submission of the thesis and the date of the viva voce examination.
Once the date is fixed, you and your DS will receive notification. It is your decision to invite
your DS or a member of your supervisory team should you wish them to attend: this is not
compulsory.
Only one of your supervisors may attend the viva as an observer, at your discretion. You
may wish to have your DS or another supervisor with you and the RGS would strongly
encourage this arrangement. In arranging the viva voce examination date the RGS will try to
accommodate DS or supervisors’ availability but priority will be given to the availability of
examiners. A supervisor who is present at the viva may be present during the following
feedback session. In both cases, their presence is as an observer, and the Chair will ensure
that all communication by the examiners will be with the student and not their supervisors.
10.4 The Viva Voce Examination
The following procedure applies:
You will be informed of the time and location of the viva and should ensure that you arrive in
plenty of time.
The examiners have a private meeting at the start of the examination process; this is
overseen by the Independent Chair. By this time preliminary reports have already been
exchanged and the examiners will identify the areas that they wish to explore with you. This
meeting normally lasts 30 - 45 minutes.
The role of the Chair is to coordinate the process and ensure that it is carried out fairly and
in accordance the with the University PGR regulations.
The Chair of the panel will then invite you into the room. Please note that as this is a formal
examination any late arrivals will not be granted access. The length of time taken to carry
out this part of the process varies, but is normally one hour for a Masters by Research level
degree and two hours for an MPhil or PhD. On conclusion of this part of the process, you
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and any accompanying supervisor will be asked to leave the room whilst the examiners
make their decision.
The examiners are required to make their recommendations using the form Final Report of
the Examiners. This form is completed and signed after the viva voce examination. The
Chair of the panel will then invite you back into the room to inform you of their
recommendation. You will be asked to sign the Final Report of the Examiners. By signing
the form, you are not agreeing to the recommendations but are confirming that you have
been informed of the recommendations. A copy of the form will be given to you after the
examination, together with a list of any amendments required.
10.5 Published Work and the Thesis
Students are encouraged to publish academic and other work based on their studies and in
some cases this may involve publication of work prior to the submission of the thesis.
Should this be the case, students should include in the front matter of the thesis a list of
publications, including conference papers, with full citations and details of how each of these
relates to the thesis content.
If any publication has multiple authors (who might, for example, be supervisors or other
students), then it should be made clear what contribution has been made by these other
authors, and whether related sections of the thesis have also been co-authored, so that
examiners can be sure what elements of the thesis are the student’s work alone.
This reduces the risk that concerns are raised about ‘self-plagiarism’ by students, or about
the provenance of thesis contents.
10.6 Ethics Documentation and the Thesis
In order to satisfy examiners that the study has been conducted in line with ethical standards
and the ethics approval given by the university, the thesis should contain, as an appendix, a
copy of the ethics proposal, completed and signed by the relevant ethics panel or
committee. It may be appropriate for other documentation such as informed consent forms
and participant information also to be included.

11 Completion of Studies
11.1 Post Viva Corrections
Depending on the outcome of your viva you will be given a specific period of time and clear
instructions detailing the corrections to be made to the thesis and how the corrections are to
be submitted to the RGS office. During the examination stage of studies there must be no
student or supervisory contact with the examination panel and all examination matters will
be managed by the RGS office.
11.2 Submission of corrected thesis
Following submission of the corrected thesis the RGS will liaise with the examiner(s) to
ensure the corrections have been completed satisfactorily and the thesis now meets
requirements for award. Depending on the level of corrections needed and the number of
examiners required to approve them the time between corrected thesis submission and
approval of corrections can vary from a few days to a few weeks.
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11.3 Ratification of award
Once the examiner(s) have confirmed they approve the thesis the recommendation to award
will be passed to the next available Research Degree Committee which acts as examination
board for research degrees.
Following RDC ratification the RGS will complete the awarding process and you will receive
your formal award letter and instructions for submission of your final thesis for publication in
the online University repository and receiving your certificate. For those of you that have
successfully completed a doctoral level course you are now able to use the title Dr.
11.4 Early completion for Tier 4 students
If you are an international student with a significant period of time left on your Tier 4 visa the
RGS will inform the UKVI that you have successfully completed your award and this will be
reported to the UKVI as an early completion. The UKVI will then contact you with information
about the curtailment of your remaining leave.
11.5 Graduation Ceremonies
University graduation ceremonies take place in March, July and November. These are
arranged and run by the graduation department. Eligible students will receive an email to
your university email address inviting you to attend the next graduation ceremony. If you do
not receive an invitation to a graduation ceremony within 3 months of being awarded you are
advised to contact the graduation department by emailing graduation@beds.ac.uk with your
full name and student ID number.
11.6 Alumni
All graduates can remain part of the life and future of the University of Bedfordshire.
Currently there are over 75,000 members worldwide in over 140 countries. The Alumni team
is available to help keep you updated with news and events from both the University and
Alumni Association. Being part of this special community also means you can extend your
professional and social networks as well as remain an active and supportive part of your
University. Membership is completely free of charge and available for life.
More information can be found here http://www.beds.ac.uk/alumni or you can contact the
Development and Alumni Relations Office. alumni@beds.ac.uk
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12 Appendix A: ICT good practice advice for emails.
There have been reports during the last academic year a campaign of Phishing emails sent
to University email addresses. ICT have issued the following advice for dealing with
Phishing e-mails. Students are asked to remain aware and vigilant at recognising the
continued threat of phishing campaigns.
Characteristics of a phishing e-mail:
May have a green button with “Display message” on them
May appear to be from a beds.ac.uk e-mail address (The from address has been
spoofed and sent from somewhere else).
Poor spelling or grammar
There is usually a catch, a request to send money, make a purchase, confirm your
details
Unrealistic threats or demands – Urgent action or your account will be closed.
A mismatched URL - people click links in untrustworthy emails despite knowing it
was most probably malicious. To check whether an embedded link in an email is
trustworthy, hover your mouse over it, if the hyperlinked address is not concurrent
with the embedded link then it is most likely malicious.
Asked sensitive information – Regardless of the sender, you should be highly
suspicious of any e-mail that requires you to disclose sensitive information such as
credit card details or password.
What to do next?
Please, DO NOT click the link on the button in these emails.
Either delete the message or mark as "Phishing” in Outlook on the web
(outlook.beds.ac.uk)
For more information on how to mark an email as phishing in Outlook on the web please
read: https://support.office.com/en-us/article/deal-with-abuse-phishing-or-spoofing-inoutlook-com-0d882ea5-eedc-4bed-aebc-079ffa1105a3
Help, I've clicked the link in the email!
If you have typed your username and password into the web page from a phishing e-mail,
please change your password now at password.beds.ac.uk
If you experience further problems or if you have any queries, please let the RGS or SID
know who can refer you to our ICT department if required.
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13 Appendix B Full-time PhD plan
Full-time PhD plan
This plan incorporates the key milestones of a PhD: PP1, PP2, ethics approval and final submission. It
is indicative, i.e. it provides a generic guide through the course of a full-time PhD. Some disciplines
may require a different planning scheme – please consult with your supervisory team to make sure
you plan accurately.
It is expected that full-time students will devote 37 hours a week to their research.
It is also expected that the students, with support from their supervisors, will plan for specific
activities across the whole programme. This includes attending training sessions and giving
papers/submitting publications.
Month

Activities

Output

1

Enrolment

Plan for the first year (inc.
preparation for PP1)

Induction
First meeting with the
supervisory team
2

Start the literature review

3

Continue as above
Some projects will entail
early data collection – seek
ethics approval before
collecting data.

4

Continue as above

5

Continue as above

6

Finish PP1

Training needs analysis

Ethics approval application
submitted (if early data
collection) – see months 1213 below for details

Final draft of PP1

Submit the final draft to the
supervisory team for
feedback
7

Supervisory team sends
feedback for PP1

Finished PP1

Amending the PP1 report
8

PP1 report submitted

PP1 submission into Turnitin

9

PP1 viva

Outcome of the viva
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10

(if resubmission) Work on
the amendments to the PP1
report

Resubmission of PP1 into
Turnitin

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the PP1, submit to the
examiners
11

PP1 resubmission viva

Outcome of the viva:
-

12

When planning primary data
collection, prepare a
research ethics approval
application and submit to
the supervisory team for
feedback

If a fail, the course is
terminated
Draft of the ethics approval
application with the
supporting documents

Supervisory team reads and
gives feedback
Amend the ethics approval
form
Submit the ethics approval
form (can take up to a
month for consideration)
13

If the form is approved, start
data collection

Ethics approval secured

If the form is sent back for
clarification, work on the
amendments and resubmit
DO NOT START
COLLECTING PRIMARY
DATA UNTIL AN ETHICS
APPROVAL HAS BEEN
GRANTED
14

Start developing the
Research Data
Management Plan

First draft of the RDM plan
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Primary data collection
(and, in some cases,
analysis)
15

Methodology formulation
Start data collection (if
relevant; might happen
earlier or later in the project)

16

Continue as above

17

Finish PP2

Final draft of PP2

Submit the final draft to the
supervisory team for
feedback
18

Supervisory team sends
feedback for PP2

Finished PP2

Amend the PP2 report
19

PP2 report and
accompanying documents
submitted

PP2 submission into Turnitin

20

PP2 viva

Outcome of the viva

21

(if resubmission) Work on
the amendments to the PP2
report

Resubmission of PP2 into
Turnitin

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the PP2, submit to the
examiners
22

Prepare for PP2
resubmission viva (if
relevant)
If no resubmission, continue
with data collection

23

PP2 resubmission viva

Outcome of the viva:
-

If a fail with no
progression to MPhil,
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the course is
terminated

If no resubmission, continue
with data collection

From this point on, the project can become high risk because of data
availability/accessibility issues, delays in data analysis and other unforeseen
circumstances. It is expected that the students attempt to finish their work in 3 years but it
may be necessary to continue working on the project into Year 4. The numbers in
brackets refer to Year 4 months – to be used for forward planning if the project overruns
the 3-year mark.

24

Continue primary data
collection and analysis
Start reconsidering the
knowledge gap (based on
the results of the analysis)
Start bringing together the
conclusions from the
literature review and the
results of the primary data
analysis to formulate your
contribution to knowledge.

If data collection and analysis periods need to be longer, this is the optimal point at which
the student should do so. This is NOT referring to an extension beyond the maximum
registration period – this is about using Year 4 for extra time needed to finish this stage of
the project.

At this point, a meeting with the supervisory team is necessary to assess the risks
associated with the data collection and analysis stage and to plan for Year 4 IF
NECESSARY.

25 (27)

Continue data collection and
analysis, adding or
removing sections of the
literature review to
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correspond to the primary
findings.
26 (30)

Continue as above.

27 (33)

Continue as above.

28 (36)

Continue as above.

29 (39)

Continue as above.
Start putting the thesis
together, cross-referencing
the chapters to tell a
coherent story.

30 (43)

Continue as above.

32 (44)

Finish the final draft
Submit to the supervisory
team for feedback

Final draft to be submitted
to the supervisors for
feedback

Supervisors read the thesis
33 (45)

Supervisors read the thesis

34 (46)

Supervisory team sends
feedback for the thesis
Amend the thesis
accordingly

35 (47)

Finish the thesis – final
checks, bibliography, etc.

Final version of the thesis

36 (48)

Submit the thesis with all
the accompanying
documents to the RGS

Submission of the thesis
Preparations for the viva

37 (49)

Preparations for the viva

38 (50)

Preparations for the viva

39 (51)

(the viva tends to be held
around 3 months after the
submission)

Preparations for the viva
Viva
Outcome of the viva
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14 Appendix C Part-time PhD plan
Part-time PhD plan
This plan incorporates the key milestones of a PhD: PP1, PP2, ethics approval and final submission. It
is indicative, i.e. it provides a generic guide through the course of a full-time PhD. Some disciplines
may require a different planning scheme – please consult with your supervisory team to make sure
you plan accurately.
It is expected that part-time students will devote 18.5 hours a week to their research.
It is also expected that the students, with support from their supervisors, will plan for specific
activities across the whole programme. This includes attending training sessions and giving
papers/submitting publications.
Month

Activities

Output

1

Enrolment

Plan for the first year (inc.
preparation for PP1)

Induction
First meeting with the
supervisory team
2

Start the literature review

3

Continue the literature
review

4

Continue as above
Some projects will entail
early data collection – seek
ethics approval before
collecting data.

5

Continue as above

6

Continue as above

7

Continue as above

8

Continue as above

9

Continue as above

10

Continue as above

11

Continue as above

12

Continue as above

Training needs analysis

Ethics approval application
submitted (if early data
collection) – see months 2021 below for details

37

13

Continue as above

14

Finish PP1

Final draft of PP1

Submit the final draft to the
supervisory team for
feedback
15

Supervisory team sends
feedback for PP1

Finished PP1

Amend the PP1 report
16

PP1 report submitted

PP1 submission into Turnitin

17

PP1 viva

Outcome of the viva

18

(if resubmission) Work on
the amendments to the PP1
report

Resubmission of PP1 into
Turnitin

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the PP1, submit to the
examiners
19

PP1 resubmission viva

Outcome of the viva:
-

20

When planning primary data
collection, prepare a
research ethics approval
application and submit to
the supervisory team for
feedback
Supervisory team reads and
gives feedback
Amend the ethics approval
form
Submit the ethics approval
form (can take up to a
month for consideration)

If a fail, the course is
terminated
Draft of the ethics approval
application with the
supporting documents
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21

If the form is approved, start
data collection

Ethics approval secured

If the form is sent back for
clarification, work on the
amendments and resubmit
DO NOT START
COLLECTING PRIMARY
DATA UNTIL AN ETHICS
APPROVAL HAS BEEN
GRANTED
22

Start developing the
Research Data
Management Plan

First draft of the RDM plan

Primary data collection
(and, in some cases,
analysis)
23

Continue as above

24

Continue as above

25

Continue as above

26

Finish PP2

Final draft of PP2

Submit the final draft to the
supervisory team for
feedback
27

Supervisory team sends
feedback for PP2
Amend the PP2 report

28

Amend the PP2 report

Finished PP2

29

PP2 report and
accompanying documents
submitted

PP2 submission into Turnitin

30

PP2 viva

Outcome of the viva

31

(if resubmission) Work on
the amendments to the PP2
report

39

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the PP2, submit to the
examiners
32

33

Resubmission of PP2 into
Turnitin
PP2 resubmission viva

Outcome of the viva:
-

If a fail with no
progression to MPhil,
the course is
terminated

From this point on, the project can become high risk because of data
availability/accessibility issues, delays in data analysis and other unforeseen
circumstances. It is expected that the students attempt to finish their work in 3 years but it
may be necessary to continue working on the project into Year 4. The numbers in
brackets refer to Year 4 months – to be used for forward planning if the project overruns
the 3-year mark.

34

Continue primary data
collection and analysis
Start reconsidering the
knowledge gap (based on
the results of the analysis)
Start bringing together the
conclusions from the
literature review and the
results of the primary data
analysis to formulate your
contribution to knowledge.

If data collection and analysis periods need to be longer, this is the optimal point at which
the student should do so. This is NOT referring to an extension beyond the maximum
registration period – this is about using Year 4 for extra time needed to finish this stage of
the project.

At this point, a meeting with the supervisory team is necessary to assess the risks
associated with the data collection and analysis stage and to plan for Year 4 IF
NECESSARY.

40

36 (48)

Continue data collection and
analysis, adding or
removing sections of the
literature review to
correspond to the primary
findings.

37 (49)

Continue as above.

38 (50)

Continue as above.

39 (51)

Continue as above.

40 (52)

Continue as above.

41 (53)

Continue as above.

42 (54)

Continue as above.

43 (55)

Continue as above.

44 (56)

Continue as above.

45 (57)

Continue as above.

46 (58)

Continue as above.

47 (59)

Continue as above.

48 (60)

Continue as above.

49 (61)

Continue as above.

50 (62)

Continue as above.

51 (63)

Continue as above.

52 (64)

Continue as above.

53 (65)

Continue as above.

54 (66)

Continue as above.

55 (67)

Continue as above.

56 (68)

Continue as above.
Start putting the thesis
together, cross-referencing
the chapters to tell a
coherent story.
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57 (69)

Continue as above.

58 (70)

Continue as above.

59 (71)

Continue as above.

60 (72)

Continue as above.

61 (73)

Continue as above.

62 (74)

Continue as above.

63 (75)

Continue as above.

64 (76)

Finish the final draft

65 (77)

Submit to the supervisory
team for feedback
Supervisors read the thesis

66 (78)

Supervisors read the thesis

67 (79)

Supervisory team sends
feedback for the thesis

Final draft to be submitted
to the supervisors for
feedback

Amend the thesis
accordingly
68 (80)

Continue as above

69 (81)

Continue as above

70 (83)

Finish the thesis – final
checks, bibliography, etc.

71 (83)

Continue as above.

72 (84)

Submit the thesis with all
the accompanying
documents to the RGS

Final version of the thesis

Submission of the thesis
Preparations for the viva

73 (85)

Preparations for the viva

74 (86)

Preparations for the viva

75 (87)

(the viva tends to be held
around 3 months after the
submission)

Preparations for the viva
Viva
Outcome of the viva

42
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15 Full-time Masters by Research plan
Full-time Masters by Research plan
This plan incorporates the key milestones of a Masters by Research: MiPP, ethics approval and final
submission. It is indicative, i.e. it provides a generic guide through the course of a full-time Masters
by Research. Some disciplines may require a different planning scheme – please consult with your
supervisory team to make sure you plan accurately.
It is expected that full-time students will devote 37 hours a week to their research.
It is also expected that the students, with support from their supervisors, will plan for specific
activities across the whole programme. This includes attending training sessions and giving
papers/submitting publications.
Month

Activities

Output

1

Enrolment

Plan for the first year (inc.
preparation for MiPP)

Induction
First meeting with the
supervisory team

Training needs analysis

Start the literature review
2

Continue the literature
review

3

Continue as above
Some projects will entail
early data collection – seek
ethics approval before
collecting data.

4

Ethics approval application
submitted (if early data
collection) – see month 7
below for details

Start drafting MiPP

MiPP drafts to supervisors
for feedback

Finish MiPP

Final draft of MiPP

Submit the final draft to the
supervisory team for
feedback
5

MiPP report submitted

MiPP submission into
Turnitin

6

MiPP viva

Outcome of the viva
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7

(if resubmission) Work on
the amendments to the
MiPP report
Send the report to the
supervisory team for
feedback
After incorporating feedback
into the MiPP, submit to the
examiners
(if no resubmission)
Methodology formulation
When planning primary data
collection, prepare a
research ethics approval
application and submit to
the supervisory team for
feedback
Supervisory team reads and
gives feedback
Amend the ethics approval
form
Submit the ethics approval
form (can take up to a
month for consideration)
If the form is approved, start
data collection
If the form is sent back for
clarification, work on the
amendments and resubmit
DO NOT START
COLLECTING PRIMARY
DATA UNTIL AN ETHICS
APPROVAL HAS BEEN
GRANTED

Start collecting and
analysing primary data

Resubmission of MiPP into
Turnitin

(if no resubmission)
Draft of the ethics approval
application with the
supporting documents

Ethics approval secured
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8

MiPP resubmission viva

Outcome of the viva:
-

If a fail, the course is
terminated

(if no resubmission)
Continue analysing primary
data
From this point on, the project can become high risk because of data
availability/accessibility issues, delays in data analysis and other unforeseen
circumstances. Careful planning and regular meetings with the supervisory team will help
you to complete on time – but you have to follow your supervisors’ advice!

9

Continue primary data
collection and analysis
Start reconsidering your
contribution to the
knowledge base (based on
the results of the analysis)
Start bringing together the
conclusions from the
literature review and the
results of the primary data
analysis to formulate your
contribution to knowledge.

10

Continue as above.
Start putting the thesis
together, cross-referencing
the chapters to tell a
coherent story.

11

Finish the final draft
Submit to the supervisory
team for feedback
Supervisors read the thesis
Supervisory team sends
feedback for the thesis
Amend the thesis
accordingly

Final draft to be submitted
to the supervisors for
feedback

46

12

13-15

Submit the thesis with all
the accompanying
documents to the RGS

Submission of the thesis

Prepare for the viva

Preparations for the viva

(the viva tends to be held
around 3 months after the
submission)

Viva

Preparations for the viva

Outcome of the viva

47

16 Part-time Masters by Research plan
Part-time Masters by Research plan
This plan incorporates the key milestones of a Masters by Research: MiPP, ethics approval and final
submission. It is indicative, i.e. it provides a generic guide through the course of a part-time Masters
by Research. Some disciplines may require a different planning scheme – please consult with your
supervisory team to make sure you plan accurately.
It is expected that part-time students will devote 18.5 hours a week to their research.
It is also expected that the students, with support from their supervisors, will plan for specific
activities across the whole programme. This includes attending training sessions and giving
papers/submitting publications.
Month

Activities

Output

1

Enrolment

Plan for the first year (inc.
preparation for MiPP)

Induction
First meeting with the
supervisory team

Training needs analysis

Start the literature review
2

Continue the literature
review

3

Continue the literature
review

4

Continue as above
Some projects will entail
early data collection – seek
ethics approval before
collecting data.

5

Continue as above

6

Continue as above
Start drafting MiPP

7

Continue as above

8

Continue as above

9

Finish MiPP

Ethics approval application
submitted (if early data
collection) – see months 1213 below for details

MiPP drafts to supervisors
for feedback

Final draft of MiPP
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Submit the final draft to the
supervisory team for
feedback
10

Revise the draft MiPP
following the supervisors’
feedback

MiPP submission ready to
be submitted

11

Revise the draft MiPP
following the supervisors’
feedback

MiPP submission into
Turnitin

MiPP report submitted
12

MiPP viva

Outcome of the viva

13

(if resubmission) Work on
the amendments to the
MiPP report

Resubmission of MiPP into
Turnitin

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the MiPP, submit to the
examiners
(if no resubmission)
Methodology formulation
When planning primary data
collection, prepare a
research ethics approval
application and submit to
the supervisory team for
feedback
Supervisory team reads and
gives feedback
Amend the ethics approval
form
Submit the ethics approval
form (can take up to a
month for consideration)
If the form is approved, start
data collection

(if no resubmission)
Draft of the ethics approval
application with the
supporting documents

Ethics approval secured

49

If the form is sent back for
clarification, work on the
amendments and resubmit
DO NOT START
COLLECTING PRIMARY
DATA UNTIL AN ETHICS
APPROVAL HAS BEEN
GRANTED

Start collecting and
analysing primary data

14

MiPP resubmission viva

Outcome of the viva:
-

If a fail, the course is
terminated

(if no resubmission)
Continue analysing primary
data
From this point on, the project can become high risk because of data
availability/accessibility issues, delays in data analysis and other unforeseen
circumstances. Careful planning and regular meetings with the supervisory team will help
you to complete on time – but you have to follow your supervisors’ advice!

15

Continue primary data
collection and analysis
Start reconsidering your
contribution to the
knowledge base (based on
the results of the analysis)
Start bringing together the
conclusions from the
literature review and the
results of the primary data
analysis to formulate your
contribution to knowledge.

16

Continue as above

17

Continue as above
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18

Continue as above
Start putting the thesis
together, cross-referencing
the chapters to tell a
coherent story

19

Continue as above

20

Continue as above

21

Continue as above

22

Finish the final draft
Submit to the supervisory
team for feedback

Final draft to be submitted
to the supervisors for
feedback

Supervisors read the thesis

23

Supervisory team sends
feedback for the thesis

Thesis completed

Amend the thesis
accordingly
24

25-27

Submit the thesis with all
the accompanying
documents to the RGS

Submission of the thesis

Prepare for the viva

Preparations for the viva

(the viva tends to be held
around 3 months after the
submission)

Viva

Preparations for the viva

Outcome of the viva
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17 Indicative Professional Doctorate plan
This plan incorporates the key milestones of a Professional Doctorate: PP1, PP2, ethics approval and
final submission. It is indicative, i.e. it provides a generic guide through the course of a part-time
professional doctorate programme.
It is expected that part-time students will devote 18.5 hours a week to their research.
It is also expected that the students, with support from their supervisors, will plan for specific
activities across the whole programme. This includes attending training sessions and giving
papers/submitting publications.

Month

Activities

1

Enrolment

Output

First meeting with the
supervisory team
2
3
4
5
6
7

Attend group
learning
sessions as
part of your
professional
doctorate
programme

8
9
10
11
12
13
14

In parallel
with group
learning,
work with
supervisors
to: clarify
research
topic and
questions;
undertake
literature
review;
develop PP1
submission;
submit to
supervisory
team and
receive
feedback.

15
16

PP1

17

Develop ethical submission

PP1 submission into
Turnitin
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Develop
18

(if resubmission) Work on
the amendments to the PP1
report

Resubmission of PP1 into
Turnitin

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the PP1, submit to the
examiners
19

PP1 resubmission viva

20

[Earliest possible
submission of PP2]

21

Ethics approval process
underway – within university
for all students, and with
external partners as
appropriate.

Prepare research ethics
approval application and
submit to the supervisory
team for feedback.
Supervisory team reads and
gives feedback
Amend the ethics approval
form
Submit the ethics approval
form (can take up to a
month for consideration)
22

Start developing the
Research Data
Management Plan.
Commence primary data
collection (and in some
cases, analysis)

23

Continue as above

Draft of ethics approval
application with supporting
documentation.

53

24

Continue as above

25

Continue as above

26

Finish PP2
Submit the final draft to the
supervisory team for
feedback

27

Supervisory team sends
feedback for PP2
Amend the PP2 report

28

Amend the PP2 report

29

PP2 report and
accompanying documents
submitted

30

PP2 viva

31

(if resubmission) Work on
the amendments to the PP2
report

PP2 submission into
Turnitin

Resubmission of PP2 into
Turnitin

Send the report to the
supervisory team for
feedback
After incorporating feedback
into the PP2, submit to the
examiners
32
33

PP2 resubmission viva

34
35
36
37
38
39
40

Earliest submission of thesis
Continue, as appropriate for
the specific project, with
data collection and analysis,
development of existing
chapters, formulation of
findings and discussion
chapters.

54

41
42

Regular meetings with
supervisors.

43
44
45
46

Clear timeline for draft
chapter submission,
comments from supervisors
and feedback.

47
48

49
50

Depending on planned
submission date, planned
dates for submission of full
draft to supervisors,
comments, submission of
revised draft(s).

‘Expected’ submission of
thesis

51
52
53
54
55
56
57
58
59
60

Latest submission of thesis
submission

61
62

Preparation for viva

63

Preparation for viva

64

(the viva tends to be held
around three months after
submission). Viva held,
outcome of the viva.

55

65
66
67
68
69
70

Post viva corrections,
according to outcome

