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PREFACE 

 
This Handbook contains details of important information you will need during your period 
of study within the School of Education, and should be read in conjunction with the  

 
• Crucial Guide (via My Manchester)  
• Course/Programme Handbook (Professional Doctorate programmes and the 

MSc Handbook for those registering for a 4 year PhD)  
 

The Crucial Guide provides information and advice on a range of topics including finance, 
examinations, accommodation and health; it also contains details about the University’s 
policy for students with additional support needs and its equal opportunity and race 
equality policy. 

 
Your Course/Programme Handbook will contain information relating to your particular 
Professional Doctorate programme of study including content, delivery, and assessment.   

 
 

Disclaimer 

The information contained in this Handbook was accurate at the time of creation. The 
School of Education reserves the right to make any necessary changes during the course 
of the academic year. 
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FACULTY OF HUMANTIES 
 
 
 

WELCOME TO THE FACULTY OF HUMANITIES 

 
As Dean of the Faculty of Humanities, I would like to extend a warm welcome to all 
students in The University of Manchester.  The Faculty of Humanities is one of four 
faculties in the University and consists of six Schools. We offer an unprecedented range 
of innovative programmes at undergraduate and graduate level, embracing disciplines as 
diverse as business and management, social sciences, law, education, languages, arts, 
and environment and development.   
 
This rich mix of opportunities makes study at The University of Manchester an exciting 
and stimulating experience, where you will benefit from the experience of leading 
scholars in your field and also from being part of a large, diverse and international 
student community.   
 
Within the Faculty we are committed to providing a student experience of the highest 
standard. During this year we will be asking you how effective we are in meeting your 
needs and fulfilling your aspirations.  I urge you to participate in this conversation, and 
use every opportunity to let us know how we can improve the quality of education we 
provide. 
 
In this Handbook you will find material specific to the programme of study or the 
discipline area in which your studies will be based.  
 

 
Keith Brown 
Vice-President and Dean, Faculty of Humanities, September, 2012 
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Dates of Semesters 2012-2013 
 
 
First Semester 

 
Start Date 

 
End Date 
 

Attendance 17th September 2012 14th December 2012 

Christmas Vacation 15th December 2012 13th January 2013 
 

Attendance 14th January 2013 27th January 2013 

 

Second Semester Start Date 
 
End Date 
 

Attendance 28th January 2013 22nd March 2013 
 

Easter Vacation 23rd March 2013 14th April 2013 
 

Attendance 15th April 2013 7th June 2013 
 

 
 
Assignment Submission Dates for Core MSc Units 
 
Please check your programme handbook for which of these dates you are to submit 
by. 

 
Semester 1: Assignments to be submitted by  Monday 14th January, 2013  

 Monday 21st January, 2013 
 

 
Semester 2:  Assignments to be submitted by Wednesday 8th May, 2013  

Wednesday 15th May 2013  
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School Contacts 
 
Director of PGR 
Professor Kevin Woods 
Room A5.16 kevin.a.woods@manchester.ac.uk  
 
MSc Educational Research Programme Director 
Dr Kirstin Kerr 
Room A6.19b, tel : +44(0)161 275 3464, Kirstin.Kerr@manchester.ac.uk 
 
School Tutors 
Dr Pauline Prevett 
Room B4.1, tel: +44(0)161 275 3343 pauline.s.davis@manchester.ac.uk  
 
Dr Graeme Hutcheson 
Room B4.2, tel: +44(0)161 275 3336 graeme.hutcheson@manchester.ac.uk 
 

The School Tutors provide students general academic and pastoral support and 
guidance. The School Tutor provides an alternative source of support and guidance if 
or you wish to contact another member of staff outside your supervisory team.  

 
PGR Administration   
Debbie Kubiena  
Room B2.10, tel: +44 (0)161 275 3466 debbie.kubiena@manchester.ac.uk 

 

Debbie Kubiena is responsible for admissions, registration, student records and 
progression for PGR/Professional Doctorate programmes. 

 
Christine Chadwick 
Room B.9, tel: +44 (0)161 306 1300 
christine.m.chadwick@manchester.ac.uk 

 

Christine Chadwick is responsible for the examination and publication of results of 
students enrolled on PhD/Professional Doctorate programmes within the School of 
Education.   
 
Research Support Officer 
Paul Rowbotham 
Room C3.4, tel: +44 (0)161 275 3532 Paul.Rowbotham@manchester.ac.uk 

 

The Research Support Officer assists Academic staff with applications for research 
funding and the management of externally funded research projects.  
 
Disability Co-ordinator  
Jonathan Herbert 
Room A1.30, tel: +44 (0)161 275 3510 jonathan.herbert@manchester.ac.uk 

 

The Disability Co-ordinator's role is to facilitate, collate and disseminate policy, 
procedure and guidelines for disability support issues for both staff and students within 
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the School; and liaise with the Estates Office in order to represent interests of staff 
and students with regard to access to buildings and resources. 
 
School Ethics Administrator 
Gail Divall 
Room B3.8, Tel: +44 (0)161 275 3390 ethics.education@manchester.ac.uk 
 

The School Ethics Administrator is the point of contact for all Research Integrity 
enquiries. 
 
Safety Advisor 
Alan Jervis 
tel: +44 (0)161 275 3284 alan.jervis@manchester.ac.uk 

 

The Safety Co-ordinator is the point of contact for concerns regarding health and 
safety in the Humanities building.   

 
Head of School Administration 
Catherine Schofield 
c.schofield@manchester.ac.uk 

 
Head of School  
Professor Olwen McNamara 
Olwen.McNamara@manchester.ac.uk 
  



8 

 
 

1 THE RESEARCH ENVIRONMENT 
 
 
 
 
Students will only be offered a place on a research degree programme where the 
University is confident that the student can be provided with a fully supportive 
research environment.  Schools will ensure that the following criteria are met when 
assessing the research environment: 
 

• supervisory arrangements specified within the University’s code of practice are met 
or exceeded and that prospective supervisors have the relevant experience and 
related record of published research.  See: 
http://www.campus.manchester.ac.uk/researchoffice/graduate/code/supervision/  

• evidence at school level of appropriate international excellence in research as 
reflected in the 2008 RAE.  

• appropriate access to library and computing facilities which, as a minimum will 
include individual access to a computer with email and internet access and printing 
facilities. Schools will decide what level of free phone access, photocopying and 
interlibrary loans is available to students 

• students in attendance at the University should be provided with a appropriate 
study areas with desk space, computing resources and experimental equipment 
(where appropriate) to embark on and complete their programme of study. Off-
campus students should expect the same facilities as on-campus students when 
visiting campus.  

• students should have appropriate access to facilities regardless of mode of study 
(full time, part time, distance learning, submission pending) 

• students are provided with the appropriate skills training 
(http://www.campus.manchester.ac.uk/researchoffice/graduate/code/skillstraining/) 

• schools should foster research groupings with a critical mass of researchers and 
research students in the same or related disciplines that enable students to interact 
with peers. 

• schools should foster an active research environment internally which enables 
students to participate in research seminars, participating both as listeners and 
presenters.  Students should be encouraged to participate in external symposia, 
conferences and workshops and publish within respected and, where possible, 
refereed journals and publications. 

• schools should communicate clear policy and guidance on publication rights 
including joint authorship, which encourages students to publish their work 

• research resources available to the student should be sufficient to allow the student 
to complete their research degree on time. 

• students are expected to respect the research environment and maintain the 
expected standard for other research students. 

• provision of sufficient and appropriate student support and welfare services. 
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2 INTRODUCTION TO THE FACULTY OF HUMANITIES 

 
 

 
Universities all over the world traditionally divide their academic activities into faculties 
which consist of academic units based on a particular discipline, or on a grouping of 
disciplines employing similar methodologies. This is the approach that is followed at 
the University of Manchester, and these sub-faculty disciplinary units are known as 
Schools. The Faculty plays an important role within the University, since it is the 
Faculty which is responsible, on behalf of the Senate, for the regulation of the degree 
programmes offered, and it is through the Faculty that academic qualifications are 
awarded.  The designation Humanities distinguishes this Faculty from the other three 
faculties – Engineering and Physical Sciences; Medical and Human Sciences; and Life 
Sciences. 
 
The Faculty of Humanities encompasses academic areas as diverse as Arts, Education, 
Social Sciences and Business & Management and is the largest Faculty in the 
University. With a total income approaching £190m per year over 16,000 students and 
some 1200 academic staff, it is the largest Faculty of the Humanities in the UK and is 
equivalent to a medium-sized university.  All the disciplines in the Faculty recruit 
students globally and the overwhelming majority of our academics have international 
reputations for the quality of their research.  The University is committed to the 
ongoing enhancement of the international profile of the Faculty of Humanities.   
 
One of the great advantages of being a student at the University of Manchester is that 
you will have the opportunity to be taught by internationally recognised researchers. 
Based on any analysis of the results of the 2008 Research Assessment Exercise (RAE), 
Manchester is amongst the UK’s top four or five major research universities. 65% of 
research staff (amounting to 1,193 full time equivalent staff) at the university are 
judged to be carrying out research which is ‘world leading’ (4*) or ‘internationally 
excellent’ (3*).  
 
The Faculty of Humanities has six Schools: Arts, Languages and Cultures; Education; 
Environment and Development; Languages; Law; Social Sciences; and Manchester 
Business School. The organisational culture of these schools provides opportunities for 
increased collaboration throughout the Faculty and for regional, national and 
international engagement. 
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What is the Faculty and how is it run? 
 

The Faculty is the interface between the discipline-based Schools and the University 
and is headed by a Dean who is supported by a team of Associate Deans all of whom 
hold a particular portfolio, and these are listed below: 
 
Dean & Vice-President Professor Keith Brown 
 
Associate Deans 
Research  Professor Colette Fagan 
Postgraduate Education   Professor Maja Zehfuss 
Teaching, Learning & Students Dr Chris Davies 
External Professor James Thompson  
 
Assistant Associate Dean 
Teaching, Learning & Students Professor Matthew Jefferies 
 
What can the Faculty do for you? 
 

The work of the Faculty involves co-ordinating and developing activities to respond 
effectively to institutional or external initiatives or activities, encouraging best practice 
across Schools and facilitating the seamless operation of processes across School, 
Faculty and University boundaries to help make your experience at Manchester the 
best it can. 
 
The Faculty is committed to gathering student views on the provision of teaching and 
learning and centrally operated areas of the University (such as Library; Estates; IT; 
Careers) and as a student you can feed into this process via the Faculty’s Staff / 
Student Liaison Group (SSLG) which meets a minimum of 3 times a year.  These 
meetings provide a forum for students, who are elected as Student Representatives 
within their School / discipline, to: 

• discuss overarching issues of concern with members of staff from different 
areas of the University in an open manner 

• engage constructively with staff to identify those areas where there is scope for 
improvement, bringing forward ideas and suggestions 

• identify and share good practice 
• respond to items brought forward by members of staff 

 
Further information about the SSLG can be found at: 
http://www.humanities.manchester.ac.uk/humnet/stuserv/ugandpgtstudents/studentre
presentation/facultyugpgtstaffstudentliaisongroupsslg/ 
 
The Faculty also occasionally holds consultation groups with students to find out what 
is being done well across the Faculty and what you feel could be done to improve your 
experience as a student.    
 
The focus of your involvement as a student is likely however to be the disciplinary 
grouping, i.e. the School within which your studies are based, or in the case of 
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students on interdisciplinary programmes, the office which is responsible for 
administering your programme.  You may have contact with the Faculty if you have a 
problem that cannot be resolved at a local level within the School or Programme 
Office, e.g. breach of regulations, appeals or disciplinary matters. Otherwise it is 
entirely possible to complete a course of study without ever interacting directly with 
the Faculty.  
 
The Faculty has a role in considering issues, such as an academic appeal or complaint, 
which cannot be resolved with an appropriate member of staff in your School.  
 
Sometimes disciplinary action is required when students are in breach of The 
University’s General Regulation XVII (Conduct and Discipline of Students), the most 
common breach is when students commit academic malpractice e.g. plagiarism, 
collusion or other forms of cheating.  Any student found guilty of misconduct has the 
right of appeal both against the finding itself, and any penalty imposed, provided that 
there is: evidence of procedural irregularity on the part of the University; availability of 
new evidence which could not reasonably have been expected to be presented at the 
original hearing; or the disproportionate nature of the penalty.  
 
The relevant Regulations / Policies and forms can be found at the link below and the 
completed forms should be submitted to Mr Damien Tolan, Appeals, Complaints & 
Malpractice Coordinator, Faculty of Humanities, Room G4, Devonshire House, 
University of Manchester, Oxford Road, Manchester M13 9PL (telephone 0161 306 
1105, email damien.tolan@manchester.ac.uk). 
http://documents.manchester.ac.uk/studentrelatedlist.aspx 
 
Student Representation 
 
There is provision for student membership of all of the above except the Faculty 
Assembly, the Policy and Resources Committee, the Dean’s Advisory Group and the 
Research Committee. Students normally participate in full in the business of 
committees unless an item of business is reserved, e.g. when it involves discussion of 
a named individual. On such occasions student members will be asked to withdraw. 
There is also student representation on key bodies within schools and there are 
separate Student Representatives’ Committees at Faculty level.  
 
IS Services within the Faculty of Humanities  
 
Students at the University of Manchester enjoy access to a wide range of high quality 
IS services provided across campus. Within Humanities itself there are in excess of 500 
computers located within Faculty buildings available for student use complementing 
the 900+ seats provided by the University in public clusters – including a public cluster 
at Owens Park. 
 
All cluster computers are configured in the same way and provide access to services 
offered by schools, faculties and central service providers such as Humanities ICT 
Office (http://ict.humanities.manchester.ac.uk/), IT Services 
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(http://www.itservices.manchester.ac.uk) and the John Rylands University Library 
(http://www.library.manchester.ac.uk/).  
 
In addition to cluster computers wireless networking is being installed across campus 
enabling students with wireless equipped laptops to access IS services on campus. Full 
details of the services offered, including a list of available locations, can be found at 
http://www.itservices.manchester.ac.uk/wireless/.  
 
Help and advice is available from our Service Desk which can be contacted by phone, 
via the web, email or in person. Physical Service desk support is available at John 
Rylands and the Joule Library.  Details of opening hours and other contact details can 
be found at http://www.itservices.manchester.ac.uk/contacts/.  
 
Undergraduate and Postgraduate taught students have access to a variety of online 
resources and courses, see the training overview 
http://www.humanities.manchester.ac.uk/ictsupport/training/ 
 
Undergraduate and Postgraduate taught students have access to a variety of online 
resources and courses, see the training overview 
 http://www.humanities.manchester.ac.uk/ictsupport/training/ 
 
The University Language Centre  
 

The University Language Centre provides courses and language learning resources for 
students from a wide variety of disciplines wishing to include a modern languages 
element within their studies. It also offers a wide range of courses and services for 
international students for whom English is not a first language. 
 

Language courses  
Offered as part of the University Language Centre’s institution-wide language 
programme (LEAP), these courses are available to students from across the University 
and may be studied on a credit or on a non-credit basis to complement your degree. 
Currently there are 18 languages offered, ranging from the main international 
languages to a number of less-widely taught languages: 

 

• French (Scientific and Business) • Greek 
• Spanish • Polish 
• German • Dutch 
• Japanese • Russian 
• Arabic • Urdu/Hindi 
• Mandarin Chinese • Turkish  
• Italian • Hebrew 
• Portuguese • Catalan 
• Persian • British Sign language 
• Irish Gaelic • Korean 

 

For more information on the full range of languages and levels that are available, 
please consult the University Language Centre website via the link given below.  
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English Language Programmes and Advice 
If English is not your native language, you may wish to enquire about the wide range of 
credit bearing and non-credit bearing English courses available through the University 
Language Centre.  
 

International students who would like advice on how they can improve their academic 
writing are encouraged to make use of the one-to-one writing consultation service. 
Around 500 individual sessions are held per year and these are free of charge. 
 

Timetabled in-sessional courses for international students, covering areas such as 
academic writing, academic speaking, pronunciation and grammar are also available at 
no cost. Writing is delivered on a broad disciplinary specific basis: Engineering and 
Physical Sciences, Life sciences, Medical and Human Sciences, Business-related 
disciplines, Humanities. 
 

Please refer to the Academic Support Programmes section of the ULC webpage via the 
link given below. 
 

Face to Face - This is a reciprocal language learning scheme, in which students can 
meet with native speakers of the language they are learning. International students 
find that this is a good way to meet home students and to become more integrated into 
the University.  Home students can prepare themselves for study abroad by finding out 
about their partners’ home universities and cultures. For more information, please 
enquire at the ULC reception. 
 
Tandem Programme - This programme is similar to Face to Face, but is more formal 
and provides credits which count towards your University degree. It is fully monitored, 
assessed and supported via practical workshops. For more information please refer to 
the Foreign Languages section via the link given below.  
 
Open Learning Facilities - The University Language Centre’s open learning facilities, 
situated in the Samuel Alexander Building, offer:  
 

• A well stocked library of materials in text, audio, video, DVD and CD-ROM formats 

• Materials in some 70 languages 
• A suite of TV/VCR presenters fed by a range of satellite and terrestrial channels 
• A suite of dedicated multimedia PCs for computer aided language learning.  
• Support and advice for learners from expert staff and through on-line resources 

 
A full guide to the University Language Centre’s courses, services and its language 
learning resources is available at: http://www.ulc.manchester.ac.uk. 
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3         INTRODUCTION TO THE SCHOOL 

 

 

The School of Education offers a rich diversity of opportunity with more than 1,000 
postgraduate students in one of the largest graduate educational research 
communities in the UK. The School's 65 teaching and research staff have a broad 
range of research interests and expertise, both of which are reflected in the 
postgraduate taught provision.  

The School provides over 20 taught postgraduate courses. These have attracted 
excellent ratings in teaching quality assessments in recent years (including those 
undertaken by both QAA and OFSTED). The breadth of areas (TESOL, educational 
technologies and communication, inclusive education, counselling, leadership and 
school improvement, education, profound learning disabilities) covered by the 
Masters and Diploma courses attracts students from educational contexts worldwide.  

The highly-rated PGCE courses provide high quality teacher training for both Primary 
and Secondary phases. The taught Masters in Educational Research is recognised by 
the Economic and Social Research Council (ESRC). The Centre for Educational 
Leadership (CEL) is also based within the School, and provides specialist courses in 
leadership development and organisational learning in the public sector.  

The School is well-recognised for the quality of support provided to its students. 
Lively student communities enrich the study experience; staff have varied experience 
of teaching and researching worldwide.  

3.1 Postgraduate Research Study 

Research activity coalesces around three broad themes: Inclusion and Educational 
Diversity; Teaching, Learning and Assessment; Education Policy, Leadership and 
Management. Groups of researchers work and supervise doctoral research in areas 
which complement and contribute to the overall strength of each theme.  

Inclusion and Educational Diversity 
 

Within this area there are three main stands of research activity which whilst they 
 overlap and link they have their own distinctive strengths. The three sub 
themes are: 
 

• Disability and Educational Special Needs 

• Educational and Social Inclusion 
• Counselling 
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Teaching, Learning and Assessment 

Academic and research staff, work across the three dimensions of:  

• Pedagogy with particular expertise in assessment, learning, teaching and 
teacher development.  

• Context with particular expertise in socio/cultural frames, modalities of 
learning for example distance/e learning.  

• Curriculum with particular expertise in mathematics and language.  

Education Policy, Leadership and Management 

The focus of the work within the School is around educational improvement and 
effectiveness and how policymakers, practitioners, and researchers inter-relate to 
examine issues of teaching and learning, and the role of policy and leadership within 
this process. Within this area there are three main strands of research activity:  

• Modernisation of education and the school workforce  
• Understanding and developing leadership practice in Education 
• Education in an Urban Context 

Student Study Rooms 
 
The School has three Student study rooms: 
 
C3.31 Allocated places for those students with Teaching and Research responsibilities, 
normally studentship holders. Contains computers and printers, private desks and 
storage facilities. 
 
B2.2 Contains computers, a printer (print credit system), microwave and a 
fridge.  This room used to be allocated workstations but has now changed to become a 
hot desking facility although we ask you to give students who are in their 2nd or 
subsequent year of study priority where demand for workstations is high.  This is 
designated as a quiet room is to be reserved for individual private study. 
 
B3.6 Drop-in facility.  Contains computers, printers, a scanner and a fridge.  
Contains computers, a printer (print credit system) and a fridge. 1st year PhDs, MSc 
leading to PhD students and MSc Educational Research stand alone students (but no 
other PGT students) should be given priority for this room as it is helpful for 
these cohorts to work together on their MSc core unit submissions.   
Rooms B2.2 and B3.6 are keypad protected and the code is available from 
debbie.kubiena@manchester.ac.uk 
 
Each room is a silent study facility.  Student Common rooms are available for eating 
and socialising, School of Education rooms may be booked for group study/discussion 
though Shelley.darlington@manchester.ac.uk 
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Lockers: In order to maximise the number of available computers, it is important that 
personal possessions should not be left on individual desks, chairs or under tables 
when computers are not in use.  There are lockers to store personal possessions 
outside room B2.2 and inside room B3.6.  Locker keys can be obtained from 
Debbie.Kubiena@manchester.ac.uk in return for a £10.00 refundable deposit.  
 
Blackboard: courses and enrolments 
  
The teaching and learning activities within your courses are enhanced and supported 
by the use of Blackboard. You can access Blackboard through the Student Portal 
http://www.studentnet.manchester.ac.uk/. To ensure that you have access to all of 
your courses within Blackboard, you must be correctly enrolled on them through 
the Student Records system. Once enrolled, your courses should appear in 
Blackboard within 24 hours. 
  
If you change your course enrolment there will also be a delay of up to 24 hours in 
acquiring your new courses and removing those you are no longer taking. 
 
After enrolment or changing your enrolments, if your courses are not correctly listed in 
Blackboard after 24 hours, please let us know which course(s) you are missing by 
going through http://www.manchester.ac.uk/servicedesk/ 
 

Postgraduate Research Blog  (http://pgrschoolofeducation.wordpress.com/) 

The PGR blog is a student led website that was set up to complement the 
current online spaces that The School of Education (SoE) employs.  

The blog helps to disseminate information relevant for current students and staff of 
the SoE. This information can include events, seminars, training workshops and 
announcements.  The blog is not meant to replace emails sent out (via Debbie 
Kubiena) but rather provide an additional platform for advertisement. 

It's a space where the PGR community (staff and students) can showcase research 
projects to the wider community. This information can provide networking links for 
current PGRs as well as advertise the SoE endeavours to the public (i.e. potential 
students, external researchers).  
 
Want to get involved? 
There are many ways which you can contribute to the blog.  For example, if you run a 
student group, you can advertise your events for free!  You can promote your own 
research by writing a short feature about your student experience.  Or you can simply 
add a short bio to the list of current PGRs to let others know the title of your PhD.   
Follow us on Twitter @PGRSchoolofEd to get the latest updates delivered directly to 
you.  Please click on http://pgrschoolofeducation.wordpress.com and have a look 

around!  For more information please contact Eljee Javier (website admin) - 

pgrmanchester@gmail.com 
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PGR Research Support Fund 

 
The PGR Research Support Fund provides an equitable process to support PGR 
students in presenting at conferences. Awards cover travel and conference fees. Please 
note that awards will only be made to applicants who have been accepted as a 
conference speaker. 
 
The fund is opened for competition several times a year and this will be advertised on 
the schools website. Guidance and application forms will be available to download: 
http://www.education.manchester.ac.uk/intranet/students/pgr/conferencesupport/ 
 
Applications should be completed electronically and sent to 
Shelley.Darlington@manchester.ac.uk The PGR Research Support Fund Panel will then 
review applications and make awards. Successful applicants will be sent notification to 
their University email account. 
 
Recipients of awards will be expected to present their paper at a School seminar. 
 

3.2 Health And Safety 

                                                                
It is the aim of the School of Education to 
 

• comply with the University’s Environmental Health and Safety Policy 

• do all that is reasonably practicable to provide and maintain safe and healthy 
working conditions, equipment and systems of work for all staff, students and 
other persons on the premises. 

• provide such information, training and supervision necessary for these 
purposes. 

 
The School has a comprehensive Health and Safety Policy, which is displayed on notice 
boards, or available from the School Office and on the intranet. 
 
Please also refer to The University of Manchester Health & Safety Policy / Guidance 
Notes available at  http://documents.manchester.ac.uk/listofpolicies.aspx 
 
All new students at The University of Manchester are required to complete the Health 
and Safety course unit EDUC61230.  It is delivered online by the University’s Health & 
Safety Services.  The course delivers basic information about how health & safety is 
managed at the University, and includes some simple tests to assess learning 
outcomes.  You will automatically be enrolled on this course unit which is delivered 
through Blackboard (our e-learning system).  It will also form part of the mandatory 
milestones within the eProg system. If you do not complete the course unit you may 
be prevented from accessing parts of the campus. 
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4 REGISTRATION 

 
 
 
Registration in the School of Education 
 
Most students commence their PhD programme at the start of the academic year in 
September, although it is possible in certain circumstances to commence in January. Academic 
and financial registration is on-line prior to the student commencing their programme and is 
co-ordinated centrally. For those students who experience difficulties with registering on-line 
from home, help will be available during induction. Students are required to register via the 
on-line system for each year for their programme of study. 
 
It is important to note that registration refers to the online process of confirming your 
personal details, agreeing to regulations and policies of the University and to pay any fees that 
are owed. 
 
The School of Education has its main induction programme in September with a number of 
follow up sessions during semester one. For those students commencing in January the 
Faculty run the induction programme. Typically, the induction programme within the School of 
Education includes: 
 

• Personal and academic support systems in the School 
• An overview of the research training programme 

• Faculty induction sessions 
• Library support for research students talk 
• Introduction to IT support 
• Health and Safety within the School 
• Talk by the Director of Research on research within the School 

• Informal lunch with supervisors. 
• Welcome from the Head of School  
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5 SUPERVISION 

 

 
Your research will be supervised by one or more members of staff at the University.  Your 
supervisor will most likely be a member of the School where you are registered, but, if your 
research requires it, the School or Subject area may arrange for supervision by someone 
outside the School or the Faculty.  While you should always feel free to consult any member of 
staff who may help you with your research, your most important academic contact will 
naturally be your supervisor.  
 
Research students may well have come to Manchester to work with a particular supervisor 
whose reputation has influenced them. The relationship with the supervisor is obviously critical 
to the success of postgraduate research, and if that relationship is not developed and 
maintained, it will be difficult or impossible for student and supervisor to ensure that a 
satisfactory thesis is completed within the required time. Students, however, may be unsure 
about the form and nature of the supervisory relationship. This does vary, because supervision 
is a personal relationship in which the student and supervisor negotiate a mutually convenient 
approach. But it is also in everyone’s interest to ensure that the relationship works well and, in 
order to assist in this, supervisory arrangements at Manchester are governed by a University 
Code of Practice http://www.campus.manchester.ac.uk/researchoffice/graduate/code/supervision/ 

Relevant extracts of the Code of Practice relating to the Supervisor-Student relationship are 
reproduced below. 
 
It is important that from the beginning, the student and supervisor establish clear and explicit 
expectations of each other and plan a programme of work. To assist in this process your 
supervisor will discuss the Schools’ Student and Supervisor Agreement with you shortly after 
you start.  This discussion will help make you aware of what you can expect from your 
supervisor, and what, in turn, they expect from you (see Appendix 1 for the School’s 
Student/Supervisor Agreement). 
 
Supervisors are expected to take into consideration the differing commitments (domestic 
responsibilities, paid employment etc) of part-time students which will affect time schedules 
and access to facilities. Every effort should be made to engage part-time students with the 
full-time cohort, the research group, School and the University either face to face or through 
information and communication technology.  
 
Supervisors and co-supervisors are encouraged to meet the student as a team, however, 
practice in respect of this varies over time and in response to particular supervision 
requirements. Normal supervision entitlement is once a fortnight if you are full-time, or once a 
month if you are part-time. All meetings should be recorded in eProg and should incorporate a 
summary of the discussion at each supervisory meeting and agreed actions and targets for the 
next meeting. eProg also allows you to record other activities such as teaching, conference 
attendance and presentations. While the supervisor and the School are there to support the 
successful completion of the thesis, the ultimate responsibility for a timely completion must 
rest with the individual student. 
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Responsibilities of the Main Supervisor 

 
a) Giving guidance about the nature of research and the standard expected, the planning 

of the research degree programme, literature and sources, attendance at taught 
courses where appropriate and about requisite techniques (including arranging for 
instruction where necessary); 

 
b) Maintain contact with the student through regular meetings. The frequency of meetings 

will be determined by the nature of the research that is undertaken and the stage of 
development of the student’s research but a normal expectation would be for such 
meetings to take place every fortnight for full-time students. All disciplines should, 
however, expect students to meet with their supervisors at least on a monthly basis. In 
all cases the schedule of supervisory meetings will be agreed with the student in 
advance. The meeting schedule for part time students should be agreed at the 
beginning of the programme, but students registered on a part time basis would 
normally be expected to meet with their supervisor once a month. Where students are 
studying on split-site research degrees, some contact and communication may take the 
format of email, phone and video conferencing; 

 
c) Being accessible to the student at other appropriate times for advice and responding to 

difficulties raised by the student by whatever means is most suitable given the student’s 
location and mode of study;  

 
d) Giving detailed advice on the necessary completion dates of successive stages of the 

work so that the thesis may be submitted within the required time; 
 

e) Requesting written work or reports as appropriate and returning written material with 
constructive feedback and in reasonable time. Students should give the supervisor due 
warning and adequate time for reading any drafts; 

 
f) Ensuring the student has opportunities to present their work, partly as preparation for 

the oral examination of the student at the end of the degree and partly to introduce the 
student to the culture of the dissemination of research; 

 
g) Ensuring that the student is made aware when progress is not satisfactory and 

facilitating improvement with advice and guidance;  
 

h) Ensuring that the student is aware of the health and safety regulations and academic 
rules (including academic malpractice, such as plagiarism) regulations and codes of 
practice of the University and of the need to exercise probity and conduct his or her 
research according to ethical principles, and of the implications of research misconduct;  

 
i) Helping the student identify his or her specific training needs, both in relation to 

research skills and the development of other transferable skills; inform the student of 
the means to develop these skills; and monitor the student’s progress in these areas;   
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j) Helping the student interact with other researchers by making him or her aware of 
other research work in the school and University and by encouraging attendance at 
conferences and, where appropriate, advising on the submission of conference papers 
and articles to refereed journals; 

 
k) Ensuring that the student produces a research report normally every six months, to 

which the supervisor should add comments on progress.  The supervisor's comments 
on progress should be signed by the student to confirm that they have been seen, 
before the report is submitted by the supervisor to the appropriate supervisory body 
according to School procedures; 
 

l) ensuring that all relevant sections of the eProg online recordkeeping and monitoring 
system are completed by both the supervisor and student in a timely way  

 
m) Keeping other members  of the supervisory team appraised of the student’s progress; 

 
n) Recommending examiners for the student’s thesis after discussion with the student to 

ensure that the proposed examiners have not had, or continue to have, a significant 
input into the project, a significant personal, financial or professional relationship with 
the student, or that there is no other good reason to doubt the suitability of the 
recommendation; 

 
o) Ensuring the student is aware of institutional-level sources of advice, including financial, 

academic and careers guidance, health and safety legislation and equal opportunities 
policy; 

 
p) Providing effective pastoral support and refer students to appropriate other areas of 

support including student advisers and others within the student’s academic 
community;  

 
q) Helping the student prepare for the oral examination of the thesis (or equivalent). 

Normally, this is done by the organisation of a mock viva in years two and three of the 
degree. Supervisors cannot, however, be involved in the examination of the final thesis 
other than as silent observers and to answer questions put directly to them; 

 
r) Ensuring that his/her duties are fulfilled with regard to any formal requirements from 

external bodies or agencies in relation to the submission of reports, training etc.; 
 

s) Ensuring that appropriate agreement has been obtained with all parties, including 
external sponsors, in relation to the communication of research outputs; 

 
t) Ensuring they have formal arrangements in place to plan and initiate a programme of 

research and maintain contact with those research students working away from the 
University such as part-time, distance learning or split-site students; 

 
u) All newly appointed members of staff with responsibilities for supervision are required 

to attend the University’s programme of training for new supervisors.  Existing 
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members of staff with supervisory experience are required to attend professional 
development sessions as required by the University; 

 
v) The supervisor is responsible for being aware of the University’s Research Code of 

Practice; 
 

w) Ensure that examiners are nominated in good time so that the examination can go 
ahead as soon as possible after submission of the thesis. 

 

Responsibilities of Other Members of the Supervisory Team 

 
Members of a supervisory team are not expected to meet a student with the same frequency 
as the main supervisor nor are they expected to read all of the student’s work. They should, 
however, be actively involved in the supervision by making themselves fully aware of the 
research programme that has been agreed between the student and the main supervisor and 
by reading appropriate pieces of the student’s work. Their role, then, is to be available to the 
student for consultation and advice on academic matters relating to the degree and to offer 
support and guidance on non academic matters. In circumstances where the main supervisor 
is not able to continue supervising a student, a member of the supervisory team may be 
expected to take over this role. In addition, postdoctoral researchers within the supervisory 
team, working closely with a doctoral student, can fulfil a valuable day-to-day research 
guidance role. 
 
In some academic groups, the role of supervisory team for each student may be organised 
through PhD committees, with regular periodic meetings to monitor and advise on your 
development and progress. 
 

Role of the Co-Supervisor  
 
The co-supervisor will normally be appointed to contribute their specific expertise in assisting 
the main supervisor throughout the development of your research degree and may act as a 
supervisor of sections of work in progress in consultation with the main supervisor. The co-
supervisor may be required to offer specialist advice or to provide continuity of supervision 
when the main supervisor is absent from the University in addition to providing you with a 
second opinion on research matters. Essentially, the co-supervisor should be knowledgeable in 
the area of research study but does not have to have the specific expertise of the main 
supervisor. 
 
The balance of responsibility for your day to day supervision should be negotiated between 
you and your supervisors as the research progresses. 
 

Role of the Collaborating Supervisor (External, Professional or Industrial) 
 
In some circumstances, in addition to the internal supervisory team, personnel external to the 
University may be formally appointed to provide support and advice on your thesis.  There are 
four main categories in which such a supervisor may fall: 



23 

 
 

Collaborating Supervisor (Split-site) 
 
An institutional split-site PhD arrangement is a formal partnership between the University and 
another institution which allows a group of students to spend a certain amount of time during 
their PhD study at a partner institution.  It is also possible, however, for there to be an 
agreement between the University and another institution to support a split-site arrangement 
for a student on an individual basis.  Note: All split-site agreements require formal approval by 
both Faculty and the University. 
 
Where a formal collaborative research degree arrangement has been approved between the 
University of Manchester and an external institution, supervisors must be appointed at both 
institutions. The Main Supervisor should be based at the University of Manchester.  
 
The collaborating supervisor should take responsibility for the day-to-day supervision of your 
research degree whilst you are in attendance at the external organisation. 

 

External Supervisor  
 
An External Supervisor may be appointed to complement the expertise of  the research team.  
This can be particularly valuable where there has been a change in supervision arrangements 
(e.g. due to unforeseen circumstances leading to the long-term or permanent absence of the 
originally appointed supervisor), or where a thesis is referred for revision and additional 
‘expert’ members of the supervisory team are required. 
 

Industrial (or ‘CASE’) Supervisor 
 
Some research council studentships are funded as Co-operative Awards in Sciences of the 
Environment (CASE studentships) which involve the joint supervision of the student by a 
member of staff of an academic institution and a scientist from industry, business, commerce 
or a public sector research institute.   
 
Professional Mentor 
 
In some disciplines, the Faculty offers ‘Professor Doctorates’ which provide a structured 
learning experience for those studying for a doctorate within a professional field.  Such 
students are assigned a ‘Professional Mentor’ whose role is similar to that of an industrial 
supervisor. 
 

Role of the Advisor (PGR Tutor) 
 
The advisor (PGR Tutors, Dr Pauline Prevett and Dr Graeme Hutchinson) provides pastoral and 
academic support to the student and monitors your progress, providing advice accordingly.  If 
you have any difficulties that you would prefer to discuss with someone other than your 
supervisor you can approach one of them in the first instance.  
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Responsibilities of the Student 

 
Students are required to take responsibility for their own personal and professional 
development throughout their degree. Your main supervisor is your primary point of contact 
for consultation on all matters, academic, professional and personal; but you should also be 
aware of the opportunity to consult other members of your supervisory team and your adviser, 
as indicated in the responsibilities listed above. 
 
Doctoral students will: 
 
(a) Maintain regular contact with supervisors, according to the pattern of meetings agreed 

between the supervisor and the student. The frequency of meetings will be determined 
by the nature of the research that is undertaken and the stage of development of the 
student’s research, but a normal expectation would be for such meetings to take place 
every fortnight;  

 
(b) Prepare adequately for meetings with supervisors; 
 
(c) Keep to timetables and deadlines for the planning and submission of work, and generally 

maintain satisfactory progress with the programme of research. Develop, in consultation 
with the supervisor, an agreed schedule for progressing and submitting the thesis in a 
timely manner;  

 
(d) Make supervisors aware of any specific needs and of any circumstances likely to affect 

their work, and take the initiative in raising issues or difficulties as soon as they arise, 
particularly in relation to targets relating to progress and achievements;  

 
(e) Attend and participate fully in any training and development opportunities, research-

related and other, that have been identified when agreeing their development needs with 
their supervisors;  

 
(f) Be familiar with relevant University regulations and policies;  
 
(g) Ensure that any reports and the final thesis presented to the supervisor is written in 

accordance with requirements relating to the correct use of English language and 
presentation of tables, references, figures etc.;  

 
(h) Decide when the final thesis should be submitted, taking into account the opinion of the 

supervisor. A supervisor’s agreement to submission does not indicate that the examiners 
will find the thesis acceptable for the award of the research degree; 

 
(i) Accept ultimate responsibility for his/her own research activity; 
 
(j) Prepare periodic progress reports on the research project as may be required by external 

agencies;  
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(k) Inform the supervisor of any communications from the sponsoring or other external body 
in relation to the research project;  

 
(l) Maintain adequate records of the progress of the work and of the development of the 

project and their own skills using the eProg system, completing all relevant monitoring 
and recording eProg sections;  

 
(m) Gain approval, in advance, from their supervisor if they wish to issue questionnaires. If a 

student wishes to use the University’s address for this purpose, the text of any 
communication must be approved by the supervisor before it is sent;  

 
(n) Make every effort to provide feedback on the supervisory experience, through completion 

of the University of Manchester annual student satisfaction survey for postgraduate 
research students; 

 
(o) Inform the supervisor of any paid or unpaid work they are carrying out or wish to carry 

out in addition to their full time study; 
 
(p) Inform their supervisor of any intention to take holiday and discuss the timing of the 

intended holiday in relation to academic priorities; 
 
(q) Meet with the supervisory team as a whole to discuss progress at least twice per year.  

 

Responsibilities of the School 

 
The School must provide information about the procedures by which you may make 
representation to the adviser/discipline tutor if you feel that the work is not proceeding 
satisfactorily for reasons outside your control. If you feel that an effective working relationship 
is not being established with you and your supervisor, these procedures provide a means 
whereby the possibility of changing the supervisor can be discussed. It is necessary that the 
procedures should operate expeditiously to avoid loss of time in regard to the research or its 
funding. You should be informed that you have a right to make representations to the Head of 
School and to the School Graduate Administrator if the difficulty is not adequately resolved by 
your adviser/subject discipline tutor. 
 
It is essential that your progress is monitored formally by the School in accordance with 
University/Faculty procedures. The report at the end of the first year is of particular 
importance. An assessment should be made in the latter part of each year of the degree, 
making a recommendation about whether or not you should continue and whether your 
registration status should be changed. In addition, if at any time the supervisor is of the 
opinion that you are unlikely to achieve the degree for which you are registered, the 
appropriate authority should be notified without delay.  
 
After the period of formal registration has ended, a supervisor should normally be prepared to 
continue to provide limited supervision during the preparation of the thesis. It is expected, 
however, that the supervised research will have been completed and the thesis presented 
during the prescribed period of the degree. Where research is subject to normal supervision 
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beyond this period, you will be expected to continue to register and to pay the appropriate 
fees. In cases where a thesis has been referred back for revision and resubmission, 
reasonable supervision will normally be provided without payment of fees. It is the 
responsibility of the school to provide this continued supervision, along with adequate access 
to the University’s library and computing facilities. 
 

Pastoral Care and General Advice 

 
If you have problems of a personal nature, which may affect your academic performance, 
please talk to your supervisor. In some circumstances, he/she may suggest that you make an 
appointment at the Student Health Centre, Counselling Service or Central Academic Advisory 
Service. See http://www.studentnet.manchester.ac.uk/crucial-guide/sgs/  The School of 
Education has a School Tutor who can also provide guidance. If you need any general 
information, particularly in relation to your registration or the regulations governing your 
degree, please arrange to talk to your School Graduate Administrator, either by calling in at 
the School Postgraduate Office during normal opening hours for students or by making a prior 
appointment with the School Postgraduate Officer. 
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6 RESEARCHER DEVELOPMENT  
 

 

 

Postgraduate Researcher Development – Methods and Skills 
 
A PhD degree is awarded by the University of Manchester for ‘research and training.’ Training is 
highly recommended for all postgraduate research students.  A suitable training programme is 
based on both the needs of a researcher and the research topic. In the first instance these 
needs should be discussed with the supervisory team during the initial supervisory meeting and 
concrete objectives set.  All training within the School and the Faculty of Humanities seeks to 
help the researcher develop him/herself as well as the thesis/topic. 
1) General research methods training – this should ground students in the basic methods, 

techniques and concepts relevant to the discipline, including an introduction to the 
philosophy of science and pertinent issues such as gender and multiculturalism. 

2) Specialist research training – this will comprise training in the techniques and/or methods 
that a student requires to carry out their particular research project.  The content and 
level of requirement of specialist training will be unique to the individual. 

3) Researcher Development training – this training focuses on the process of undertaking a 
research degree. It not only equips researchers with the skills they need during their 
academic careers but prepares them to integrate into the research community. The 
content of this training should also be unique to the student as it is undertaken on a 
needs basis. 

 
General research methods training and specialist training are determined and conducted at 
School and discipline level, as well as Methods@Manchester, researcher development training is 
available across the Faculty. 

Research Methods Training 

 
As training and skills development is an integral component of research, those students on a 
four year PhD who have not completed a recognised MSc in Research Methods, will be required 
to undertake all the core units of the MSc Educational Research Programme and pass the 
assessments with good grades. Those students on a three year PhD will be required to agree 
with their Supervisor and the PGR Director which units of the MSc Educational Research they 
need to undertake. Please see below for details of the course core units.  
 
For those students whose research is in the areas of mathematics education; equity and 
inclusion; leadership and school improvement there are specialist units that may be 
undertaken. This will be agreed with you at the start of your programme.  
 
For those students who have completed an MSc in Educational Research/ are in second or third 
year of study/ conducting inter-disciplinary research your needs may require advanced 
or/specialist training. If the School or the Faculty cannot provide the appropriate training then a 
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suitable course outside the University will be sourced e.g. the ESRC offer a number of 
advanced and specialist research methods training courses.    
 
Please note that progression is dependent on successful completion of research training. The 
School would normally expect students to achieve a pass at 60% or above in the units 
undertaken from the MSc Educational Research. The review of the marks forms part of the 
School Review Panel (see Section 7 Progress and Review and Appendix 2).  

Core Units MSc in Educational Research 

 
The MSc Educational Research is a comprehensive research methods programme that aims to: 
 

• Prepare students to evaluate, use and carry out educational research in a critical and self-
critical manner. 

• Promote understanding of the philosophical underpinnings of different research approaches 
and of educational research, in particular. 

• Develop analytical skills appropriate to study at postgraduate level to enrich the academic 
community and provide a pool of researchers able to exploit their skills. 

• Support the acquisition of cognitive, practical and transferable skills that are appropriate for 
postgraduate study and relevant to educational research and practice in the UK and 
overseas. 

• Develop the knowledge, understanding and skills necessary for employment as an 
educational researcher or as a practitioner researcher employed in education. 

 
The programme is delivered through a combination of lectures, seminars, participatory 
activities and computer lab sessions. It is assessed variously by means of essays, examinations 
and computer-based exercises.   
 
The first Semester core units start week commencing 24th September 2012 and the second 
Semester core units start week beginning 28th January 2013.  For further information please 
refer to the MSc Handbook. 
 

Course Code Credit Course Title Date and Time 

  EDUC60531 (Sem1) 15 Data generation: Qualitative methods Tuesday 14.00-16.00 

  EDUC60521 (Sem1) 15 Introduction to Quantitative Methods Tuesday 17.00-19.00 

  EDUC60011 (Sem1) 15 Critical Reading and Writing  Thursday 14.00-16.00 

  EDUC60500 (Sem1) 15 Planning of Research  Thursday 17.00-19.00 

  EDUC60562 (Sem2) 15 Qualitative Data Analysis Wednesday 14.00-16.00 

  EDUC60542 (Sem2) 15 Quantitative Methods and Analysis   Wednesday 17.00-19.00 
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Outline of the Core MSc in Educational Research Units 

 
EDUC 60500 Planning of research  
Aims 
The aim of this module is to enable students to design a robust, viable, and ethical research 
plan, which could be implemented used to address a research question of their choice.  
 
Learning outcomes 
By the end of the module, students should be able to:  

• Frame their research appropriately, and develop answerable research questions 

• Adopt an appropriate approach and stance to their research 
• Present an overall research design which is viable and likely to generate data 

appropriate to answer their research questions. This should include: how a sample will 
be generated; how access will be negotiated; the research methods to be used; any 
ethical issues associated with the research and how these will be addressed; how will 
issues of validity and trustworthiness be addressed; research timeline 

• Successfully complete an application to the School of Education research integrity 
committee  

• Show due awareness of possible limitations of the study they propose  
 

EDUC 60521 Introduction to Quantitative Methods 
Aims 

• To foster an awareness of the issues surrounding quantitative data collection and 
coding. 

• To develop skills in constructing and administering questionnaires. 
• To develop skills in constructing and administering observation schedules 
• To develop skills in conducting quantitative analysis of documentary and existing data. 
• To develop an understanding of the links between quantitative and qualitative 

methods 
 
Learning Outcomes 
On successful completion of the unit students will have: 

• Demonstrated an understanding of how to represent different types of 
information as numeric systems. 

• Demonstrated an ability to analyse documentary data quantitatively. 
• Understood and be able to implement research based on questionnaires, surveys, 

group and single-case experimental designs. 
• Demonstrated an ability to devise quantitative data analysis tools such as surveys 

and observation schedules 
 
EDUC 60531 Data generation: Qualitative methods 
Aims 
This course unit will introduce you to key concepts in qualitative educational research. 
You will have the opportunity to apply different methods, reflect on the research 
processes, and develop a critical stance in relation to these. 
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Learning Outcomes 
On successful completion of the unit students will have: 

• Considered how to frame and design a qualitative research study  

• Generated data through a variety of methods, including observations, interviews, 
focus groups  

• Explored alternative methods including participatory photography and the use of 
the internet to generate qualitative data 

• Explored how different qualitative methods can be used together  

• Considered the ethical implications of their research practices and, according to 
context, and applied appropriate procedures/safeguards; 

• Understood and applied key issues in relation to objectivity/subjectivity in 
qualitative research; 

• Understood the centrality of the role of the researcher in the generation, analysis 
and reporting of qualitative research and be reflexive about their own 
perspectives/practices; 

• Understood the key concept of trustworthiness in qualitative research and 
considered the trustworthiness of their own work 

 
EDUC 60542 Quantitative Methods and Analysis   
Aims 
• To foster an awareness of the issues surrounding data analysis. 
• To develop an understanding of methods of data analysis 
• To develop skills in formulating and testing research hypotheses 

• To apply statistical analysis methods to the research designs taught as part of the 
MSc module ³EDUC60521 An introduction to quantitative methods² 

• To develop skills of using a computer analysis package to formally test statistical 
hypotheses. 

 
Learning Outcomes 
On successful completion of the unit students will have: 
• Demonstrated an understanding of the statistical theory that underpins inferential 

statistics. 
• Demonstrated an understanding of hypothesis testing and the use of confidence 

intervals 
• Selected an appropriate statistical test that can be applied to a number of 

research designs and types of data 

• Demonstrated an awareness of the issues surrounding model selection 
 

 
EDUC60011 - Critical Reading and Writing  
Aims 
• To understand literature review as a research methodology. 
• To understand the role of literature searches and reviews in relation to 

educational research. 
• To understand ways in which to structure a literature review. 
• To discuss and communicate in writing reactions to and understanding of 

educational research papers, and concerns regarding the acceptability of given 
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conclusions in educational research papers. This will include the understanding of 
research design, statistical information, and validity in research. 

• To provide students with the opportunity to develop their critical evaluation skills. 

• To develop specific skills related to the finding and retrieval of information. 
• To provide participants with an opportunity to review a specific area of education. 

 
Learning Outcomes 
On successful completion of the unit students will have: 

• Conducted a small scale literature review research in a systematic manner 
• Demonstrated an understanding of literature sources and issues related to data 

retrieval and use. 

• An enhanced appreciation of critical reading. 
• Processed and presented information in an appropriate format. 

• Structured the writing and presentation of a small scale literature review. 
 

EDUC 60562 Qualitative data analysis  
Aims 
Qualitative data analysis is fundamentally associated with interpretation - with ways 
of thinking about and making meaning from data. This sense-making process is very 
personal - the interpretations you make and the conclusions you draw are likely to be 
different from others working in the same field and will change and develop as you 
become more experienced, read more widely and make further theoretically-informed 
connections. There will be opportunities to actively engage with different forms of 
data in order to help you develop ways of thinking about that data. The module will 
also include an introduction to a software package - either NVivo or Atlas-ti – which 
can be used to assist in the organisation, classification and representation of 
qualitative data and facilitate the process of systematic thinking. Towards the end the 
course methodology will shift towards collaborative learning from participants¹ 
preliminary analysis of data for their assignment and thesis. 

 
Learning Outcomes 
On successful completion of the unit students will have: 
• Understanding of procedures of coding and classifying data as one stage in the 

analysis process. 
• Understanding of procedures in the development of grounded theory. 
• Understanding of procedures of conversation, documentary, discourse and 

narrative analysis and how to apply these to data. 
• Deeper knowledge about validity in qualitative research and the capacity to 

minimise threats to the validity of research processes and outcomes. 
• Further developed their critical reading skills. 
• Acquired basic skills in the use of a software package assisting the organisation of 

the analytical process 
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The Researcher Development Programme 
 
This next section of the handbook focuses on the Researcher Development Programme and 
provides background on some of the national agendas, outlines training provision for PGR 
students and major requirements within the Faculty of Humanities.  The Researcher 
Development Programme in the Faculty will be running various workshops and courses 
available to book through eProg.  For details of the Faculty programme please visit: 
www.humanities.manchester.ac.uk/researcherdevelopment.  For more information about 
Researcher Development please contact the Postgraduate Research Development Officer, Dr 
Emily McIntosh emily.mcintosh@manchester.ac.uk  

 

The Researcher Development Programme has been based in the Faculty since 2004.  Over 
the past few years, a number of major national initiatives in researcher development for 
postgraduate research students have been introduced.  In 2002, the Metcalfe report to the 
Higher Education Funding Councils of England, Scotland and Wales, Improving Standards in 
Postgraduate Research Degree Programme’ (Metcalfe et al., 2002) was distributed to all UK 
Higher Education Institutions (HEIs). The objective of this consultation document was to 
review good practice, to determine the role of threshold standards and to identify indicators 
that could be used to monitor their attainment.  
 

The implications of the final policy directive have been linked with those contained in: the 
White Paper (2003), The Future of Higher Education, and the Roberts’ Report (2002), Set for 
Success, amongst others. All of these documents emphasised the need to change the way 
graduate students are prepared for research, suggesting more attention be paid to 
enhancing the development of researchers through training in core research methods and 
wider related training on the research process.  These are the recommendations to which 
the major research councils, including the AHRC and the ESRC, adhere.  For more 
information about the research training strategy for each research council please visit the 
appropriate websites.  
 
In 2010 the national organisation Vitae (www.vitae.ac.uk) published the Researcher 
Development Statement and Researcher Development Framework (RDF) (see below).  The RDF 
is a major new approach to Researcher Development which promotes the development of 
world-class researchers.  The RDF is a professional development framework for planning, 
promoting and supporting the personal, professional and career development of researchers in 
higher education.  It articulates the knowledge, behaviours and attributes of successful 
researchers and encourages them to realise their potential.  Details of the RDF can be found on 
the Vitae website: www.vitae.ac.uk/RDF. 

 
It is recommended that researchers read the Researcher Development Statement and 
Framework in full at a very early stage in their research programme to understand exactly what 
is required of them during their research degree.  An overview of the Researcher Development 
Framework is available on the following page.  All workshops in the Researcher Development 
Programme are mapped according to the RDF and are available to book through eProg. 
 
 
 
 



33 

The Researcher Development Framework (RDF)  

 

 
 
 
Methods@Manchester 
 
Methods@Manchester is a resource that highlights the depth and breadth of methodological 
expertise in social sciences and humanities at the University of Manchester. The website 
contains useful resources both at the University of Manchester and nationwide. Regular 
methods-related events are held through the year, including: 
 
What is…? talks which provide short, accessible introductory guides to key research methods. 
They are ideal for research students, or their supervisors, who want to find out what the 
method does and whether it might be useful in their research. Recordings of the What is? talks, 
together with more information about the topic, can be found at 
www.methods.manchester.ac.uk/methods/ 
 
National Resource workshops highlight the research opportunities that ESRC-funded 
resources for social researchers offer. 
 
Methods workshops focus on particular methods and provide an opportunity for discussion 
and exchange. 

 
artsmethods@manchester 
 
artsmethods@manchester is a programme that has been specifically designed for those 
conducting research in the arts, languages & cultures. The artsmethods programme offers a 
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series of workshops, events and initiatives that focus on research methods and approaches to 
research in the arts, languages & cultures.  The website also offers artsmethods resources, 
including podcasts and videocasts. For more details please visit 
www.artsmethods.manchester.ac.uk or email artsmethods@manchester.ac.uk.   
 
Identifying Research Training Opportunities 
 
The Researcher Development, artsmethods@manchester and methods@manchester 
programmes work alongside each other to relevant and complementary research training in 
methods and approaches to research, and the process of undertaking  a research degree, 
within a wide variety of disciplines.  Researchers are encouraged to attend workshops across all 
three programmes to develop a programme of training, in consultation with their supervisors, 
which is specific to their own needs.  For an interactive overview of the training on offer across 
the Faculty please visit www.humanities.manchester.ac.uk/researcherdevelopment/RDF 
 
 
Researcher Development Planning 
 

What is Continuing Professional Development (CPD)?  
 
The University of Manchester Personal Development Planning Policy (2005) defines CPD as a 
“structured and supported process that is undertaken by an individual to reflect upon their own 
learning, performance and achievement and to aid planning for their own [personal], academic 
and career development.” The CPD process provides you with the opportunity to Plan, Reflect 
and Record your progress throughout the period of your research.  The recording of 
progression is done through the eProg system https://www.eprog.manchester.ac.uk 
 
CPD takes a holistic view of development, as opposed to focusing only on the research process.  
The components of CPD build into a portfolio for you to reflect upon and use as a source of 
reference.  Records should be maintained as evidence of researcher development is 
accumulated through, for example, participation in training courses and attendance and 
presentations at conferences.  Evidence can also take a range of forms such as the satisfactory 
completion of assignments or thesis chapters; feedback from peers, experts or research 
participants after a seminar, team activity or research encounter, and perhaps even 
involvement in voluntary work.  It should ultimately provide you with a fully rounded record of 
your individual progress.   
 
In addition to keeping a formal record on eProg, your CPD should also provide space for you to 
reflect, periodically, on the distance you have travelled in terms of professional development 
overall.  This can be done using the Online CPD Tool (see below). 
 
For this reason, some elements of CPD remain confidential and in the ownership of the 
student.  However other aspects of CPD, such as the training plans and reports to Review 
panels, will be available through eProg to the supervisor(s), supervisory board, review panels 
and administrative staff, to confirm and monitor progress.  
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How does CPD work? 
 
In the Faculty of Humanities, CPD is structured by the following elements: 

1) The Skills Audit and Training plans 
2) Records of meetings with supervisor(s) 
3) Records and evidence of training 
4) Formal reviews – interim and annual 
5) Student Evaluation and Reflection 
 

Taken together with the structure the University provides, these five elements form the CPD 
process that enables researchers to reflect on their personal and professional development 
seriously.  
 
eProg 
 
All postgraduate researchers are registered on eProg and relevant training will be providing 
during the induction to demonstrate how to use eProg during the research process.  eProg has 
been developed to produce a record of research training and researcher development activity 
and it also has an online booking system for booking onto training workshops available 
throughout the Faculty.  The eProg timeline enables researchers to view their progress with the 
PhD and plan ahead. 
 
 
Research Diary/Blog 
 
Maintaining a Research Diary or blog is optional and at your discretion, but it should be noted 
that this is an activity that many students find beneficial. A research diary/blog is a working 
document which will enable you to keep track of your development throughout the PhD 
programme.  A research diary will allow you to reflect on your progress and showcase training 
& development activity which has contributed to your knowledge, expertise and skills.  This 
information can be used and referred to on a regular basis throughout supervision meetings 
and in upgrade panels.  When used in conjunction with the RDF a research diary can enable 
researchers to keep track of their development and progress during their research career. 
 
The CPD is supported by a continuous cycle of activity including (see below) 
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Need/Goal 
       Identified  
 
 
 
Reflect on Outcome Required       Action 
Evaluate Achievement/Progress         
         
 
 

Action Taken 
& Recorded 

 
 
 
Reflecting on every aspect of the PhD experience and your professional development, helps 
you to become more self-aware of your overall development and progress.  Through greater 
awareness of transferable skills and growing self-consciousness of professional development, 
you are enabled to assess your strengths and observe your successes.  You should also be able 
to recognise and identify weak areas and make steps to minimise these, if not overcome them 
completely.  This method of self-appraisal is an attribute employers approve of and you are 
actively encouraged by the University to undertake the process.   
 
Over the course of the research, a CPD builds into a comprehensive record or your 
development and achievements, which can be used as the basis for a CV upon thesis 
completion. 
 
PGR students are also encouraged to attend a ‘GradSchool’ during the course of their 
programme. GradSchool programmes are funded by the joint Research Councils and are free to 
research council funded students. Many of the programmes have matched funding for students 
not supported by the councils.  Some programmes focus on specific career and/or discipline 
areas, while others are generic. But all GradSchool programmes offer students a range of 
working experiences including negotiation, project management, planning and team working, 
during an intensive 3 or 5 day course.  In addition to national programmes, a local GradSchool 
is held in Manchester on an annual basis and the Faculty actively encourages students to 
attend in either the penultimate or final year of research.  
 
For more information on programmes available through GradSchool, go to: 
http://www.vitae.ac.uk/ . Or if you would like to be notified when additional activities 
for postgraduate researchers in 2011/12 are added to GradSchool website please email 
courses@vitae.ac.uk adding 'Postgraduate researchers 2011/12' in the subject line. 
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Key Points 

The Student’s Role in Training  
 

• The student is responsible for booking and cancelling attendance on training courses 
• Each student is expected by the University to complete a Skills Audit 
• Each student is responsible for undertaking training in transferable skills as indicated 

• Each student should develop a CPD on eProg and regularly upload an up-to-date report 
from the Online CPD Tool 

 

The Supervisor’s Role in Training 
 

• To encourage and support the training process 
• Assist and advise the student in identifying their training needs 
• Enquire as to the progress of training on a regular basis  
• Bring to the attention of the supervisory board and/or Review Panel any problems or 

lack of progress in a timely manner 
 

Other relevant information:  
 
• For Faculty training queries email:  humanities-training@manchester.ac.uk 
• Faculty training website 

http://www.humanities.manchester.ac.uk/researcherdevelopment 
• PGR Doc Blog: http://pgrdocblog.wordpress.com  

• Humanities Researchers Twitter Feed @HumsResearchers  
• Vitae events and workshops: www.vitae.ac.uk 
• In the North West we have a regional hub of Vitae http://www.vitae.ac.uk/policy-

practice/1749/North-West-Hub-contacts.html and the Project Officer for Postgraduate 
Talent NW is  Dr Emma Gillaspy   

• The National Postgraduate Committee is run by PG students: http://www.npc.org.uk/  
• Faculty of Humanities home page contains all kinds of useful information and links – i.e. 

to conferences, the training page http://www.humanities.manchester.ac.uk/ 

• Research Council special events: www.rcuk.ac.uk  
• eProg support: eprog@manchester.ac.uk  
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7 PROGRESS AND REVIEW 
 

 
 

Progress Review using ‘eProg’ 

 
Students have a formal review of progress carried out six monthly throughout their prescribed 
programme of study and during the submission pending period. This takes the form of an on-
line progression monitoring system (eProg) which is completed by both the student and their 
supervisor and co-supervisor, and on occasions an additional advisor who is appointed because 
they have specialist knowledge of some aspect of the student’s research. In the case of split-
site PhDs, monitoring of progression will include representation from both institutions. 
 
For the Annual Review, the student and the main and/or co supervisor are required to meet 
face-to-face (or via skype) with an independent reviewer.  The independent reviewer will also 
be a PGR supervisor from the school.  Completion of the Annual Review Report form is 
mandatory and a student will not be able to register for the next year of their programme if the 
report has not been submitted in eProg. 
 
That formal progress review meetings would be treated as examinations in as much as if a 
meeting was cancelled, it would be rescheduled at the nearest possible date. Further, should a 
student fail to attend, or fail to submit a piece of work that was to be reviewed at that meeting 
without presenting any mitigating circumstances, then the panel would record this on the 
student’s file and call for a rescheduled meeting. Where a student submits a piece of work that 
fails at the formal progress review meeting, or does not submit the work requested, this would 
be recorded on the student’s file as a first submission. 
 
Repeated non-attendance of scheduled formal progress review meetings, failure of a piece of 
work on second submission or repeated non-submission of review material without the 
presentation of mitigating circumstances will lead to the case being referred to the School 
Research Degree Panel for consideration and possible withdrawal.  
 
Annual Review Process 
 
In accordance with the Faculty Policy on the Progression and Review of PGR Students, an 
Annual Review meeting has to take place at the end of each year of study.  Registration to a 
subsequent year of study will not take place until the annual review process has taken place.  
  
The process will involve: 

 
1. An annual meeting of the student with at least one member of the supervisory team and 
an independent reviewer (external to the team), and selected by the supervisory team from an 
approved list, should take place two months before the registration date (eg June/July for 
September registration).  If a face-to-face meeting cannot be arranged (eg because the 
student is on field work) then a skype interview should be arranged. 
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2. In the case of professional doctorates the programme teams may decide, with the 
agreement of their external examiner, that during the 'taught' phase of the programme the 
requirement for an independent reviewer to be involved in the Annual Review may be 
suspended if progress through the programme is timely and academic standards are met. 
From the third year onward (for part-time professional doctorate students) an independent 
reviewer presence should be invited to the meeting. 

 
3. The student should 'own' the review process and complete a first draft of the Annual 
Review form in eProg as a basis for the review discussion. 

 
4. Subsequent to discussion, at the close of the review meeting, any revisions to the review 
form should be made and the supervisor and independent reviewer should complete the 
comments.  

 
5. The outcome of the review should be agreed between the parties as either (A) the student 
will progress to another year of study, and the form should be signed off in eProg; (B) the 
student should be referred to complete additional work.  The work should be completed and 
returned to the supervisor at least two weeks before the re-registration date and, if satisfactory, 
signed off in eProg.  If the supervisor deems the work to be unsatisfactory, they should contact 
the independent reviewer and negotiate further targets; (C) The student should be referred to 
complete additional work and attend a further Annual Review meeting.  The meeting should be 
held at least two weeks prior to re-registration, and if satisfactory, the Annual Review form 
signed off in eProg.  If the outcome of the second Annual Review meeting is not satisfactory 
the student should be referred to the PGR Director; (D) The student  is required to register for 
a further 6 or 12 months with full fees; (E) the student should be allowed to progress into the 
submission pending year (not applicable to the 4 year or equivalent PhD programme) on the 
understanding that there is evidence of a credible first draft and the thesis will be submitted 
with the next 12 months; (F) the student is about to give Notice of Submission.  

 
In addition to the six monthly progress reports, progress from the probationary period for PhD 
(one year for full-time/ two years for part-time students) is dependent on satisfactory 
performance. Students are required to attend a PhD Review Panel where they are expected to 
present and defend their research plan and other records of progression and training will be 
also be considered.  
 
For Professional Doctorate students, progression to the thesis stage of their programme is 
dependent on a) successful completion of the taught element of the programme and b) 
attendance at a Professional Doctorate Review Panel where they are expected to present and 
defend their research plan and evidence of records of progression and training will also be 
considered.  The Panel’s recommendations are reported to the School PGR Committee and 
written feedback is provided to assist the supervisor and the student. 
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PhD/Professional Doctorate Review Panel 

Constitution and Remit of the PhD/Professional Doctorate Review Panel 

 

• The School PhD Review Panel normally meets four times a year (January, April, June 
and September) and the Professional Doctorate panels meet six times a year. 

 

• The School Review Panel will normally constitute four senior members of the 
Academic staff of the School, of which one will be a Chair, and one will have 
particular responsibility for School of Education Research Integrity approval.  

 

• If the research is inter-disciplinary, an academic from outside the School may be 
asked to serve on the panel. 

 

• The Panel will provide formal written feedback for the student which should clearly 
state the Panel’s recommendations regarding progression. Recommendations need to 
be clearly articulated and if appropriate the appeal mechanism available to the 
student.  

 
The key responsibilities of the PhD/Professional Doctorate Review Panel are as follows: 

Responsibilities of the Student 

 
Students are required to submit a PhD research proposal. Details of the student’s 
Supervision Meetings, and evidence of their Research and Skills Training will be 
accessed through eProg so students should ensure that they are up to date. In addition 
students are required to prepare their Research Ethics (please see Section 8) approval 
form for subsequent submission subject to a successful review panel process. 
 
Research proposals should be a maximum of 8 pages single line spacing, excluding 
appendices (minimum font size 12) and should focus on: 
 

• the research questions and background literature 
• the proposed methodology/analyses 
• progress to date and future timetable 

• any access and ethical issues 
• the expected contribution to knowledge 
 
The supervisor is required to provide a written evaluation of the plan to be circulated to 
the panel before the presentation. The supervisor is also required to attend the Review 
Panel with the student. 

Presentation 

 
• The presentation should last for approximately 15 mins and should detail the 

research plan. This will then be followed by 20–25 mins of discussion and questions. 
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Responsibilities of the Supervisor 
 

• The supervisor is required to provide a written evaluation of the research plan to 
be circulated to the panel two weeks before the presentation. 

 

• If a supervisor feels that specialist expertise will be helpful, a report from an   
expert may be sought and supplied by the supervisor 

 

• The main supervisor is required to attend the Review Panel meeting with the 
student, and possibly other members of the supervisory team. The principal 
supervisor will provide informal oral feedback as soon as possible after the 
meeting, and not later than by the end of the following day. 

 

Responsibilities of the Panel Member 
 

• To provide the Review Panel chair with their written evaluation pro-forma of each 
plan two days prior to the meeting so that the chair can compile a summary of 
panel members’ views prior to the meeting. 

 
 

Panel Judgements/Decisions 

 
The panel can make the following decisions with regards to PhD/Professional Doctorates: 
 

a) Continuation of PhD/Professional Doctorate 
b) Resubmission of revised proposal 
c) Termination of PhD/Professional Doctorate with possible recommendation to 

transfer to MPhil (where appropriate) 
 
PhD/Professional Doctorate panels follow the guidance contained in Appendix 2.  
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8 PLAGIARISM 

 

 
 
Turnitin 
 
The University uses electronic systems for the purposes of detecting plagiarism and 
other forms of academic malpractice and for marking.  Such systems include 
TurnitinUK, the plagiarism detection service used by the University. 
 
As part of the formative and/or summative assessment process, you may be asked 
to submit electronic versions of your work to TurnitinUK and/or other electronic 
systems used by the University (this requirement may be in addition to a 
requirement to submit a paper copy of your work).  If you are asked to do this, you 
must do so within the required timescales.   
 
The School also reserves the right to submit work handed in by you for formative or 
summative assessment to TurnitinUK and/or other electronic systems used by the 
University.  
 
Please note that when work is submitted to the relevant electronic systems, it may 
be copied and then stored in a database to allow appropriate checks to be made.  
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9  RESEARCH INTEGRITY 
 

 

Rights and fundamental freedoms 

Article 8:  Right to respect for private and family life  

1 Everyone has the right to respect for his private and family life, his home and his 
correspondence.”  (Human Rights Act, 1998) 

This article, set out in the Convention on Human Rights, put into legislation what 
many academics and scientists would regard as a ‘given’.  Of course we respect 
others, as we expect others to respect us.  However, in research involving human 
participants[1] that is intent on improving the lot of fellow citizens, occasions have 
arisen where focus on outcomes has meant that due attention to process, the 
respect due to participants, has been inadequate and very occasionally, 
unethical.  For example, in order to truly consent to take part in a study, the person 
requires clear and complete information about what they are being asked to 
do.  However, the information given to potential participants can be ‘sketchy’, or 
written in a style that is difficult for the lay person to understand.  Researchers need 
to ensure that they are sensitive to the rights of participants when implementing 
any study, and that their own behaviour matches the highest standards.    
 
Within the School of Education, we wish to ensure that the highest of standards, in 
relation to research integrity, are observed. Research Integrity refers to an ethos of 
ethical conduct as academics, practitioners and researchers.  Each of us individually, 
or in teams, demonstrates research integrity by taking full responsibility for acting in 
an ethical manner in the conduct of our research. This includes matters of finance, 
methodology and respect for truth and persons.  
 
We adhere to the University’s Code of Good Research Conduct (available from: 
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=2804) and our standards 
enshrine the following values: 
 
Respect for Human Dignity, 
Ensuring Integrity and Quality 
Respect for Free and Informed Consent 
Respect for Vulnerable Persons 
Respect for Privacy and Confidentiality 
Voluntary Participation 
Use of procedures that avoid Harm 

 

                                                 
[1] The term ‘participant’ refers to any person who provides data in any context. 
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We ensure that appropriate and timely Education, Training and Advice are available 
to all students. We expect that supervision teams will ensure that Research Integrity 
is on the agenda at meetings and is integral to decision-making.  
 
We aim to provide clarity regarding the allocation of responsibilities and lines of 
accountability, and endeavour to make our decision making processes transparent. 
Our processes will be monitored and reviewed regularly according to best practice. 
 
 
Demonstrating Research Integrity  

 
All students and staff should read: School of Education Ethical Practice Policy 
and Guidance. This provides an outline of the issues you need to discuss with your 
supervision team.  See the School of Education Intranet for copies of relevant 
documentation http://www.education.manchester.ac.uk/intranet/ethics/  
 
What research does it cover? 
 
All research involving human participants or human data or material must have 
ethical approval.  Research using information about human participants that is 
publicly and lawfully available, or made available by private individuals or 
organisations e.g. information published in the census, population statistics 
published by the government, personal letters and diaries etc, held in public 
libraries, does not require review by an ethics committee.  However we are still 
obliged to act ethically as researchers and acknowledge our obligations in this 
regard.  This includes observation of any confidentiality clauses, copyright, 
permissions and to avoid plagiarism. 
 
How is research integrity demonstrated? 
 
Step 1 
Research integrity should be planned into your research design right from the 
beginning and this should be demonstrated formally at your Review Panel.  In 
preparation for this you and your supervisory team should complete the Research 
Risk and Ethics Assessment Form (RREA). This form asks you a series of 
questions regarding your planned research with a view to establishing any potential 
risk to personal safety (of both participant and researcher), or causing distress or 
upset to participants, and to breaches of data protection. This applies to both ‘pilot’ 
studies and your main dissertation research. 
 
Depending on your research design, your research may be categorised as either: 
Low, Medium or High Risk. It is essential that you enter into honest and 
thorough discussions about your plans with your supervisor. Different actions will 
then be required depending on the outcome of this assessment[2]. 

                                                 
[2] If you are undertaking work in the NHS then you must follow their procedures for online 

application for ethical approval. You can obtain information regarding this from: Ethical Approval 
within the NRES System, available on the School of Education Intranet as noted above.  
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NB: Where indicated by the RREA, you must also complete a Fieldwork 
Risk Assessment form in discussion with your supervisor.   
 
Step 2 
Where the study is determined to be: 
 

High Risk: you will need to complete the University Research Ethics 
Committee (UREC) Form and append supporting documents including draft 
data collection instruments, recruitment emails/advertisements, and 
participant information sheets and consent forms for each type of participant, 
for example, where research involves both teachers and students as 
participants. In addition, where relevant, your Fieldwork Risk Assessment 
form should be appended to your application.  A UREC Guidance Form has 
been provided on the School Intranet to help you. You and your supervisor 
will be invited to the UREC Committee meeting considering your application, 
and revisions may be required.  
 
Medium or Low Risk: you will need to complete a School of Education 
Ethical Approval Application Form and append supporting documents 
including draft data collection instruments, recruitment email/advertisement, 
and participant information sheets and consent forms for each type of 
participant, for example, where research involves both teachers and students 
as participants. In addition, where relevant, your Fieldwork Risk Assessment 
form should be appended to your application.  There is a Guidance, School of 
Education Ethical Approval Form to help you on the School of Education 
intranet.  

 
Step 3 
When you attend your review panel meeting you will be required to submit your 
RREA form and your SoE/UREC Ethical Approval Application form with your panel 
paper. If you and your supervisory team have assessed your research to be:  
 

Low/Medium Risk: your RREA form will be reviewed at the Panel 
meeting.  Where the Panel agrees with the assessment of the study as Low 
or Medium Risk, your SoE Ethical Approval Application form will be screened 
and either approved or recommended for further revision on the basis of 
Panel feedback. If the panel requires you to revise and resubmit your paper 
then you should submit revised RREA and SoE Ethical Approval Application 
forms with it. If the paper is satisfactory, or requires only minor revisions, but 
the SoE Ethical Approval Application form is unsatisfactory, such that the 
changes required are significant, then the final amended form should be sent 
to the SoE Quality Assurance Administrator (QAA) by your supervisor. You 
should expect a minimum of 6 weeks wait for gaining ethical approval, 
from the date the documentation is submitted to the SoE QAA. Please take 
this into account when planning your fieldwork. Where revisions are required 
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these should be reflected in your Fieldwork Risk Assessment if relevant.  The 
Fieldwork Risk Assessment is a ‘living document’ and should be revised and 
updated, as necessary, up to the start of fieldwork visits. 
 
 
High Risk: your RREA form will be reviewed at the School Panel 
meeting.  Where the Panel agrees with the assessment of the study as High 
Risk, your UREC Application form (amended if necessary on the basis of 
Panel feedback) should be sent to the SoE Quality Assurance Administrator 
(QAA) by your supervisor. Your UREC form will be reviewed by the SoE 
Research Integrity Committee Chair/Deputy and when confirmed as 
complete, the SoE QAA will forward the documents to the UREC 
administrator.  This administrator will send the application to the next 
available University Research Ethics Committee meeting.  You and your 
supervisor will be invited to the UREC meeting to offer any necessary 
clarification on your application.  After the meeting you will receive a formal 
email telling you that your plans have been approved, or asking for 
amendments to be made before approval can be given.  Amendments are 
normally approved by Chair’s action.  You should expect to wait 8 weeks for 
approval to be granted, from the date the documents are first submitted to 
the SoE QAA. Please take this into account when planning your fieldwork. 
Where revisions are required these should be reflected in your Fieldwork Risk 
Assessment if relevant.  The Fieldwork Risk Assessment is a ‘living document’ 
and should be revised and updated, as necessary, up to the start of fieldwork 
visits. 

 
 
 
Please note:  
 
1. You cannot begin data collection (or participant recruitment) until you 

have been given formal approval.  
 

2. You can approach organisations, to seek permissions to recruit 
participants or access services in order to prepare to conduct your research (if 
and when it is approved), before ethical approval is granted.  

 
 
3. Any changes to your plans must be formally agreed either by the School or by 

UREC.  
 
4. If your plans mean that the risk level of your study moves from low or medium 

to high risk during a project, then you must complete the UREC form to obtain 
approval. 

 
5. All projects are subject to audit: the forms will be lodged with the Quality 

Assurance Administrator, and an audit process will be in operation to check the 
‘risk’ level and any changes that have taken place.  
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6. This process of establishing research risk (RREA) and seeking ethical 

review  (SoE or UREC) applies to pilot studies as well as formal projects.  
 
There are additional information booklets that can support your thinking, discussion 
and planning:  
 
Informed Consent 
 
Informed consent is fundamental to ethical research practice.  It is therefore crucial 
that you understand what is involved and demonstrate this understanding through 
your research recruitment and implementation plans and supporting 
documentation.  The School has produced guidance to help you with this aspect of 
research design. 
 
          Please see http://www.education.manchester.ac.uk/ 
 

 
Fieldwork Risk Assessment 

The fieldwork risk assessment is simply a careful examination of aspects of your 
proposed fieldwork that may cause harm to you, particularly as the majority of 
studies are carried out outside the University campus. It is conducted alongside your 
Research Risk and Ethics Assessment (RREA) where indicated. Where you and your 
supervisor identify specific risks to you when you complete the RREA, you should 
complete a full Fieldwork Risk Assessment.  You will then be able to decide upon the 
most appropriate action to take to minimise risks to your safety. Risk Assessment 
of all activities is required by Law. As noted above the Fieldwork Risk 
assessment should be included as a supporting document appended to your SoE or 
UREC Ethical Approval application form. 

The Fieldwork Risk Assessment form includes guidance to help you and your 
supervisor to consider potential risks and make decisions about the safeguards that 
will be put in place.  The Fieldwork Risk Assessment form is available on the School 
of Education intranet: http://www.education.manchester.ac.uk/intranet/ethics/  

Research Integrity - Responsibilities 

Student Responsibilities: 

• To follow guidance from teaching staff and in School documents 

• To complete necessary actions in a timely fashion  

• To implement research design and dissemination as approved 

• To seek further approval if changes are necessary BEFORE deviating from 
proposal 

• To report incidents that arise which conflict with School Ethics Protocol 



48 

• To take part in audit processes if required. 

Supervisor Responsibilities: 

• To provide appropriate teaching and guidance to students in relation to 
standards in quality research. 

• To act in a timely fashion in relation to student Panel Paper preparation and 
RREA discussions. 

• To ensure that the appropriate route for student research review is followed. 

• To submit the application for Ethical Approval to the School Quality 
Assurance Administrator who will arrange appropriate ‘sign off’ where 
necessary, on confirmation of ethical review route by Panel.  In doing so you 
confirm: 
i. The research design is rigorous and achievable within the timescale; 
ii. The student understands their ethical responsibilities and has the 

requisite experience, knowledge and skills to carry out the research in 
an appropriate manner.  

iii. There are no risks, or acceptable levels of risk for which measures for 
minimisation have been agreed. 

• To keep accurate records and establish a clear audit trail. 

• To take part in audit processes if and when required. 

NB:  Ethical approval can only be given for your study as presented in the UREC or 
School of Education Ethical Approval Application Form, if you make more than minor 
changes[3] to the research design, participants etc then you will have to make a new 
application. Minor amendments should be approved by the committee member 
confirming the original approval.  Approval for minor changes should be submitted 
to the SoE Quality Assurance Administrator in the first instance, for action. 

Where you will be conducting research involving NHS patients approval must be 
sought via the National Research Ethics Service (NRES).  This involves completing 
an online Integrated Research Application System (IRAS) application.  As this is an 
online application, the IRAS form is designed to adapt to the type of research design 
proposed.  It prompts for information relating to the design specified, that will 
enable NRES committees to make a decision regarding the ethical issues the study 
raises. Applicants must register to use the service.  All applications completed, or 
part completed will be recorded in the user’s ‘account’.  Applications may be saved 
and completed over a period of time.  They may be downloaded for review as often 
as required before submission.  Completed IRAS forms, signed by the student and 
their supervisor, must be sent to the University of Manchester Research Office for 
review and completion of any additional documents required by NRES.  Once the 
Research Office is satisfied with the application, the University Director of Research 
signs the form to confirm that the University will act as ‘sponsor’ of the 
research.  Only when this is complete can the application be ‘submitted’ (online and 
followed by signed copy by post).   

                                                 
[3] Minor changes are those that do not alter the character of the research or the participant groups. 
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This process can take a considerable length of time to complete. Do not 
seek University approval before beginning an IRAS application, 
www.nres.npsa.nhs.uk/applications  The University Research Office also 
provides help and guidance with completing an IRAS form. Guidance on IRAS 
applications is available on the School intranet. 
 
What happens if I have not applied for or obtained ethical approval? 
Failure to follow the School’s procedure for ethical approval may leave you in breach 
of the University’s Code of Good Research Conduct.  It may leave you and the 
University open to legal action without the protection of an insurance policy and is 
likely to result in disciplinary action.   
 
Suspected breaches of ethical approval are investigated within the School of 
Education for medium/low risk studies and by the University Research Office for 
high risk studies.  Where intention to circumvent the University Code of Conduct is 
identified, students are referred to the University’s Student Disciplinary Procedures. 
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10 POLICIES AND PROCEDURES FOR DOCTORAL STUDIES 
 
 

 
 
The University Regulations for your programme provide the university-wide framework 
within which the Schools operate. See Appendices 1 and 2 for full details of the 
University PhD and Professional Doctorate Regulations.  
 

PhD/Professional Doctorate Degree  

 
(See Appendix 3 and 4 to see full details of the University PhD and Professional 
Doctorate Regulations) 

 

Length of the prescribed programme 

 
According to current regulations, the normal minimum period of registration at this 
University for the degree of PhD is three years (full-time) or six years (part-time).  For 
the first year (full-time) or first two years (part-time) students are on probation, and a 
positive recommendation from the School is needed if they are to proceed beyond that 
period. At the end of their prescribed programme, postgraduate research students on 3 
year full time courses, or 6 year part time, who have not already submitted their thesis 
within the prescribed period of study will be allowed to register for the submission 
pending period, if they are at the writing-up stage, and pay a fee of £225.  The total 
maximum period allowable for submission pending is one year. Please note that students 
on 4 year PhD courses are not eligible for the submission pending period.  For further 
guidance see the policy at 
http://www.humanities.manchester.ac.uk/humnet/acaserv/pgresearch/ 
 



51 

Special Permissions to School Postgraduate Research Committee 

 
The School PGR Committee is responsible for the administration of PhD regulations within 
the School. The following matters must be brought to the Committee for approval: 

• Applications to undertake fieldwork/study away from the University. 

• Applications to interrupt the degree. 

• Changes of thesis title. 

• Changes in supervision arrangements. 

• Applications to reduce the period of the degree. 

• Applications to extend the deadline for submission. 

• Applications to extend the word limit of the thesis. 

Applications to undertake fieldwork/study away from the University 

 
The probationary period of the degree is normally spent in attendance at the University. 
Subsequently the regulations allow students to spend part of the degree away from 
Manchester undertaking research, and many students undertake fieldwork or travel abroad 
as part of their degree. Written applications for a specified period away must be made to the 
PGR Committee well in advance of departure together with the Risk Assessment form.  The 
Committee will normally grant permission if it is assured that there has been adequate 
preparation and progress during the period of attendance at Manchester, and that during the 
period of fieldwork there will be regular contact between student and supervisor (including 
submission of written material where appropriate). The student must be engaged full-time 
in research during this period.  
 
Under University regulations, students are not permitted to spend more than a total of 12 
months away on fieldwork.  There will be no rebate of tuition fees during this period. 
 
For further guidance see the policy at:  
http://www.campus.manchester.ac.uk/medialibrary/researchoffice/graduateeducation/p-
change-to-prog-pgr.pdf  

Applications to interrupt the degree 

 
A student may be permitted to interrupt the degree for good cause, such as illness, family 
crisis or bereavement. The provision for interruption is of great importance because it 
effectively ‘stops the clock’ and postpones the submission deadline. It is therefore very much 
in the student’s interest to seek a formal interruption where the progress of research has 
been disrupted by any misfortune. In such cases, the School should be informed of the 
reasons for the request and a medical certificate should be provided if an interruption is 
sought on health grounds. Where appropriate, students are also advised to consult their 
funding body before making such an application.   
Please Note: Retrospective requests will only be considered in exceptional circumstances. 
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Please note that non EU-International students may need to apply for an extension to their 
permission to stay in the UK (Visa or Residence permit) as a consequence of an interruption. 
The immigration application must include a letter from the appropriate Graduate Office or a 
member of the supervisory team stating the reasons for the interruption and the length of 
time required to complete the degree. This letter must be supported by relevant medical 
and/or other evidence. 
 
Non-EU international PGR students will normally obtain at the start of their programme a 
student visa for the standard duration of the degree plus one year for writing up the thesis (if 
the degree allows a submission pending period) plus an additional four months. In order to 
extend their immigration permission for a further period as a result of an interruption, 
students should approach the appropriate Graduate Office to arrange a visa letter or a 
Confirmation of Acceptance of Studies (CAS) from the University, which will support the 
student’s application for a visa extension.  
 
International students are advised to contact the International Advice Team in the Student 
Services Centre for further advice on visa applications: 
http://www.studentnet.manchester.ac.uk/crucial-guide/academic-life/immigration/  
 
For further guidance see the policy at:  
http://www.campus.manchester.ac.uk/medialibrary/researchoffice/graduateeducation/p-
change-to-prog-pgr.pdf  
 

Changes of thesis title 

 
A change in the thesis title originally approved by the School PGR Committee must be 
approved by the Committee. Normally titles are further defined as the writing of the thesis 
nears completion, and such changes are approved at the same time as appointment of 
examiners. Students should finalise the thesis title in consultation with the supervisor before 
completing the Notice of Submission form. 
 

Changes in supervision arrangements 

 
While it is expected that a student will work with a particular supervision team throughout 
the period of registration, there will be occasions when a change of supervision becomes 
necessary, e.g. when one of the original supervisor leaves the University, temporarily or 
permanently. In such circumstances another supervisor must be allocated to the student, 
and the change approved by the School PGR Committee. 
 

Applications to extend the deadline for submission 

 
After completing the prescribed period of registration, if the student has evidence of having 
completed a credible first draft of their thesis, they can apply for the Submission Pending 
period for up to a further 12 months in which to submit the thesis.  There is a fee for the 
submission pending period of £225.  Students are entitled to a refund of £150 if they submit 
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their thesis within the first six months of the submission pending period. If the student is not 
in a position to submit at the end of the 12 month submission pending period their 
registration automatically lapses and the student cannot subsequently submit, unless prior 
permission has been granted by the School PGR Committee to extend the submission 
pending period. 
 
It is very important to recognise that extensions to the submission pending period can only 
be granted in situations where unforeseeable events, or events beyond the student’s control, 
have made submission in good time impossible.  A request for such an extension will only be 
considered in exceptional circumstances and must be supported by appropriate evidence 
such as medical certificates plus a letter of support from the student’s supervisor.  Requests 
for extensions based on a student’s employment situation or financial arrangements will be 
entertained only in exceptional unforeseen circumstances.  Students will not be granted 
extensions because research has taken longer than expected, or on the basis of personal or 
financial situations which could reasonably have been foreseen.  Any application for an 
extension must normally be submitted at least two months in advance of the final deadline 
for submission. 
 
The University’s Policy on Interruptions, Extensions, Withdrawals and Terminations for 
Postgraduate Research Degrees (PGR) can be found at (see Appendix 5): 
http://www.campus.manchester.ac.uk/researchoffice/graduate/code/changestodegrees/ 

 

Applications to submit thesis after registration has lapsed 

 
“If a thesis is not submitted before the end of the PhD degree or submission pending period, 
the student’s candidacy automatically lapses and the student cannot subsequently submit, 
unless further approval is granted by the University.” 
(Ordinances and Regulations: Degree of Doctor of Philosophy (PhD), Section 10.b, October 
2007)  
 
If a student is outside of their registration period and has not requested/been granted an 
extension but requests to submit their thesis, exceptional approval will first need to be 
sought from the appropriate School Postgraduate Research Committee. Only if approval is 
given can the thesis be accepted.  All cases will be considered on a case by case basis. 
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11    PRESENTATION OF THE THESIS 
 
 

Presentation of the Thesis 

 
The thesis should be presented in the manner put forward in the following publication: 
 
The University’s “Guidance Notes for the Presentation of Theses” (see Appendix 6) 
 
Please note that the School recommends that you submit your thesis in soft-binding. This 
is in your own best interests, since most theses require at least some revision after 
examination. In addition to the two soft-binding copies you will be asked to submit an 
electronic version of your thesis via the Manchester e-Scholar portal. 

What is Manchester E-Scholar? 

 
Since August 2009, the University of Manchester has adopted the mandatory submission of 
electronic thesis for all Doctoral-level students. 
 
This meant that all Doctoral-level students are now required to submit an electronic 
version of their thesis in addition to a bound paper copy. 
 
For more information on how to submit your thesis electronically please visit the e-Scholar 
website: http://www.escholar.manchester.ac.uk/etd/index.html   
 
 
The University policy on the Ownership of Intellectual Property for staff and students can 
be found in Appendix 7. 
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12  SUBMISSION AND EXAMINATION PROCEDURES  

 

 

Timing of submission 

 
Students normally give Notice of Submission, via the eProg system, only after completing the 
prescribed period of registration. Early submission is, however, possible; on the 
recommendation of the supervisor, a thesis may be presented approximately three months (for 
full-time students) or six months (for part-time students), before the end of the prescribed 
degree. Thus students registered for a three-year degree may submit at any time between two 
and three-quarter years and four years from initial enrolment.  Students granted early 
submission will still be required to pay full tuition fees for the remainder of their prescribed 
programme. 

 

International students and the standard of written English  

 
Theses must achieve a universally acceptable standard of writing. Students who have had 
problems with their standard of English will therefore be advised, prior to submitting their thesis 
that they should have it professionally proof-read and corrected. The final draft of the thesis is 
to be submitted to the supervisor prior to forwarding to the proof-reader.   

 
No allowance should be made for English not being the first language in the marking of the 
thesis. The student is required to pay the proof-reading costs. 

 

Procedures for submission of a PhD thesis in an alternative format (suitable for 
publication or dissemination) 

 
Students at The University of Manchester are entitled to request permission to vary the 
standard PhD thesis format to allow a candidate for the degree of PhD to incorporate in his/her 
thesis, sections that are in a format suitable for submission for publication or dissemination.  
Apart from the different formatting, the thesis must conform to the same standards expected 
for a normal PhD thesis and, for instance, include the detailed critical analysis of the 
methodologies, data, information and other types of output expected of a Doctoral candidate 
and remain an original contribution to the field of research by the student, regardless of the 
form of the thesis.  Apart from the variation in format described in the Guidance on the 
Presentation of Theses (see Appendix 6), the thesis must otherwise conform to the regulations 
governing a standard thesis. 

 
The process is as follows: 
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1) Candidates wishing to submit a thesis in this format must first prepare a written request 
giving an outline of the proposed thesis structure.  This will be submitted for approval by the 
supervisor and the School Postgraduate Research Committee to the Faculty Postgraduate 
Office who will examine the conformity to the principles and details of the regulations.  
Candidates must prepare this request as early as possible and before the end of year two 
for full time students and the end of year four for part time students. The request should 
specify why the alternative format thesis is more appropriate for the research project and 
demonstrate how they will take full advantage of the alternative format. 

 
2) Once the student has obtained the permission of the School and Faculty Office to submit the 

thesis in the alternative format, the Faculty/School gives the student 2 signed copies of the 
form headed Permission to submit a PhD thesis in an alternative format (suitable for 
publication or dissemination), with further copies retained by the Faculty and the School 
concerned.  A copy of the form is available from the School Graduate Office. 

  
3) A question is added to the Notice of Submission Form, asking the student if s/he has written 

permission from the Faculty concerned for the thesis to be in the alternative format.  This, 
together with the above form, enables the School to identify the correct guidance notes to 
be sent to the examiners. 

 

Submission 

 
Notice to submit a thesis must be made via the ‘examination summary’ tab within the eProg 
system.  Examiners cannot be appointed until the form has been submitted. 
 
Two copies of the thesis must be submitted to the School Graduate Office, Christine Chadwick, 
School of Education, Room B3.9 Ellen Wilkinson Building, University of Manchester, Oxford 
Road, Manchester M13 9PL 
(Tel: +44(0)161 275 3309, email: christine.m.chadwick@manchester.ac.uk as well as an 
electronic version.  
 
A PhD thesis submission shall consist of one electronic copy in Portable Document Format (PDF) 
with a plain-text metadata record, and two paper copies downloaded and printed directly from 
the submitted electronic copy. Please note that this is compulsory for all PhD students. For 
further information on how to submit your thesis electronically please visit: 
 
http://www.escholar.manchester.ac.uk/etd/index.html 
 

Dates for Submission of Theses  

 
It is the responsibility of the student to choose their submission date.  The student must ensure 
that a Notice of Submission form is submitted within eProg six weeks before the date they want 
to submit. 
 
The University of Manchester holds two graduation ceremonies a year, one in July and one in 
December.  Please note that should there, for any reason, there be a delay in the 
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administration of your result and award of the research degree, you may attend the next 
available graduation ceremony.   
 
A PhD thesis may be presented at any time within one year of completion of the period of 
registration but candidates who have received approval from the School Graduate Office for an 
extension to the submission date should realise that the work will be judged by standards 
applicable at the time of examination: candidates will not receive credit for work which, because 
of delay in preparation, has become out-of-date.  
 
Theses will be accepted on any day on which the University is open, and arrangements will be 
made for them to be examined as expeditiously as possible. Please note that an electronic 
version must be submitted as well as two bound copies of the thesis. Similarly, once the award 
of the degree has been recommended, the result will be published shortly thereafter. 
Postgraduate degree results differ from undergraduate results in that they are published all the 
year round, rather than appearing predominantly in June/July. 
 
Every effort is made to complete the examination process as quickly as possible, and the 
University normally expects examiners to make their reports and set up the oral examination 
within eight to twelve weeks of receiving the thesis. The University cannot, however, provide 
any absolute guarantee that this timetable will be adhered to. Factors such as difficulty in 
finding a suitable examiner, or problems over fixing a date for the oral examination, may 
unavoidably delay the process. Fortunately delays of this kind occur only in a small minority of 
cases. 
 

Appointment of examiners 

 
Examiners are appointed within the candidate’s School and approved by the School 
Postgraduate Research Committee. Two examiners (normally one internal and one external) will 
be appointed in all cases, their function being to make a recommendation to the Committee 
about the award of a research degree. A candidate’s supervisor will not normally serve as the 
internal examiner; where an exception is made to this rule, an additional examiner will be 
appointed. 

Consultation of candidates in the appointment of nominated examiners 
 

Research students should be consulted when deciding upon appropriate examiners, although 
they do not necessarily have the right to veto any particular nomination.  Students unhappy 
with the choice of Examiners should put their objections in writing to the School Postgraduate 
Office. 
 

Substantial grounds for objecting to a particular examiner might be: 
 

• That the candidate has had too close a connection with either examiner, on either a 
personal or professional basis. 

 

• That there is felt to be too close a relationship between the examiners themselves (e.g. 
they are partners/relatives or they are directors of the same company). 
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• That there is evidence of dispute between an examiner and the candidate. 
 

Criteria for award of degree 

 
A successful PhD thesis must show evidence of originality and independent critical judgment 
and constitute an addition to knowledge (such as can reasonably be achieved within the period 
of registration). Original research is not a basic requirement for the degree of MPhil in the way 
that it is for the PhD, although naturally it is not ruled out, but the candidate must demonstrate 
full knowledge of existing scholarship in the field specified by the thesis title, show competence 
in the relevant methods of research, and present material with clarity and evidence of 
independent judgment. 
 

Oral examination 

 
All candidates will be required to attend an oral examination.  (In exceptional circumstances 
however, the internal and external examiners may agree to dispense with the oral examination 
for an MPhil thesis.) The external examiner should liaise with the internal examiner on the 
timing of the examination of the thesis.  The internal examiner may also consult the candidate’s 
supervisor and the candidate about the oral examination arrangements. 
 
Through the oral, the examiners satisfy themselves that the thesis is the candidate’s own work, 
and clarify any ambiguities in the thesis. It also allows the candidate to relate the thesis to a 
broader field of study, and to demonstrate a knowledge and appreciation of adjoining fields 
which is up to the standard expected for the award of the degree. 
 
Oral examinations must be held on University premises and will be attended by all the 
examiners. It is the internal examiner’s responsibility to book a room and to notify the School 
Postgraduate. The candidate will be informed of the arrangements in writing no less than ten 
working days in advance. 
 

The Examination Report and Recommendation 

The examiners submit a joint report in support of their recommendation to the School 
Postgraduate Research Committee. In exceptional circumstances, examiners may submit 
separate reports with the permission of the appropriate Graduate Office. In the case of the PhD 
they may recommend the following: 
 
(a) that the candidate be awarded the degree of PhD with no corrections to the theses 

(recommendation Ai);  
 
(b) that the candidate be awarded the degree of PhD subject to minor corrections being made 

to the thesis (recommendation Aii); 
 
(c) that the candidate be invited to revise and resubmit the thesis for the degree of PhD.  A 

candidate will be permitted to resubmit on only one occasion.  A fresh examination of the 
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thesis, normally by the original examiners, is required and may include further oral 
examination (recommendations Bi, Bii or Biii)*; 

 
(d) that the candidate be awarded the degree of MPhil (recommendation Ci); 
 
(e) that the candidate be awarded the degree of MPhil subject to minor corrections 

(recommendation Cii); 
 
(f) that the candidate be invited to revise and resubmit the thesis for the degree of MPhil.  The 

candidate will be permitted to resubmit on only one occasion.     A fresh examination of the 
thesis, normally by the original examiners, is required and may include further oral 
examination (recommendation Ciii); 

 
(g) that no award be made to the candidate and no resubmission be permitted 

(recommendation Civ). 
 
The most important point is that examiners can only pass a thesis which requires almost no 
amendments or corrections. Thus, many theses are referred and that outcome does not mean 
that such theses have failed. 
 
*Where a thesis has been referred, revision will be subject to one of three sets of conditions:  
first, resubmission without further research and without a further oral examination; second, 
resubmission without further research but with a further oral examination; and third, with 
further research and with a further oral examination. In all cases where a thesis is referred for 
resubmission, the examiners will provide written guidance which details their criticisms and the 
changes required.  A fee will be charged for all theses re-submitted for examination. 
 
In the case of the MPhil the examiners may recommend the following:- 
 
(a) the examiners may pass the thesis and recommend the award of an MPhil degree; 
(b) the examiners may pass the thesis subject to minor corrections being made to the 

satisfaction of the Internal Examiner 
(c) the examiners may refer the thesis i.e. withhold the award and require specific changes or 

corrections with permission to resubmit after revision; 
(d) the examiners may reject the thesis without permitting resubmission. 
 

Submission and confidentiality of examination reports 

 
Examiners are asked to ensure that there is no unnecessary delay between the examination of 
a thesis and their submission of a report. 
 
Examiners’ reports are confidential to the Faculty and School but are available to the student 
under the Data Protection Act 2000.  Students should bear in mind that examiner reports are 
recommendations only and the final decision on the award rests with the Faculty of Humanities.  

Guidance for revision 
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Resubmission procedures are identical as those for submission except that students must pay a 
fee. Students must submit a Notice of Submission form six weeks before they wish to submit. 
The cost of resubmission depends on whether the student is required to take a second oral 
examination.  Resubmission fees are as follows: 
 
PhD Resubmission without oral examination  £250.00 
PhD Resubmission with oral examination   £400.00 
 
MPhil Resubmission without oral examination  £200.00 
MPhil Resubmission with oral examination  £300.00 
 
It is important that candidates who are required to resubmit their theses will be made aware of 
any points which the examiners require to be covered in the resubmission. Candidates are 
expected to liaise with the supervisor regarding the nature of the revisions required. It may also 
be necessary for the candidates to meet with the internal examiner if further guidance is 
required on the examiner’s statement of corrections. When conducting the examination for a 
resubmitted thesis, examiners will pay particular attention to the manner in which the candidate 
has revised the thesis in response to their original report. 
 

Appeals procedure 

 
Research students have the right to appeal against the decision of the examiners if they believe 
that there were exceptional circumstances affecting their performance of which the examiners 
were not made aware; or that there were procedural irregularities in the conduct of the 
examination; or that there was evidence of prejudice or bias or of inadequate assessment on 
the part of one or more examiners; or that the supervision or training of the student in respect 
of research for a dissertation or thesis or equivalent was unsatisfactory to the point that his or 
her performance was seriously affected. 
 
Examiners will be made aware, that, under the University’s Regulations Governing Academic 
Appeals at Postgraduate Research Level, in the event of an appeal, and notwithstanding their 
confidential nature, the examiners’ reports would be made available later to the Graduate 
Appeals Committee and also, in summary form, to the candidate who is appealing. 
 
Before initiating an appeal, a student is strongly advised to discuss the matter with his or her 
personal tutor, supervisor, programme director or other appropriate person in the School.  If 
the matter remains unresolved, the student may invoke the formal appeal procedure. 
 

Period within which an appeal could be raised 
 
Any appeal against the appointment of an examiner, if not resolved locally by the supervisor, 
must be referred to the School Postgraduate Office within 7 days of the candidate being told 
the names of the examiners. 
 
Ideally, the period within which an appeal could be raised should not impede the 3-month 
timescale between submission of the thesis and oral examination (as prescribed in the 
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University’s Code of Practice).  However, the candidate has to accept that an appeal may delay 
the examining process. 
 
The speed of the response of the School Postgraduate Office to an appeal will be dependent on 
the availability of the examiner(s) concerned and/or the candidate (for investigation purposes), 
the availability of an appropriate Committee to consider it and, depending on the nature of the 
appeal, consultation with any other relevant body. 
 
The decision of the appeal committee should be conveyed to the candidate in writing 
immediately. 
 
To ensure that fair play is maintained when the examination eventually takes place, it is 
recommended that, whatever the outcome of the investigation, a third, experienced examiner 
(either internal or external) is appointed to participate in the examination.  There should be no 
right of appeal against the appointment of this third examiner. 
 

Number of appeals possible 
 
There must be a limit on the number of times an appeal can be made.  The candidate is 
permitted to appeal against the appointment of either or both the internal and external on one 
occasion only.  The matter of appointing replacement examiners is an issue for the School 
Postgraduate Research Committee. 
 
In the case of a re-submission, with the original examiners being re-appointed, there is no right 
of appeal against their re-appointment.  Any such objection should have been made on their 
first appointment.  Any objection and appeal raised as a consequence of their actions as 
examiners, on the first occasion, should be made through existing appeals procedures, which 
already allow for appeal after examination. 
 
 
NB REGULATIONS DO CHANGE FROM TIME TO TIME SO PLEASE CHECK THE 
UNIVERSITY INTRANET FOR UP TO DATE VERSIONS OF THE EXAMINATION OF 
DOCTORAL DEGREES POLICY 
 (http://www.campus.manchester.ac.uk/researchoffice/graduate) 
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 13  PRACTICAL AND PASTORAL SUPPORT  

 

 
For information on the following, please refer to the Crucial Guide for Postgraduate Students at: 
 
http://www.studentnet.manchester.ac.uk/crucial-guide/ 
  

• The University of Manchester Accommodation Office 

• Athletic Union 
• The Burlington Society 
• Careers Service 
• Central Academic Advisory Service 
• Counselling Service 

• Disability Support Office 
• Equality and Diversity Office 
• Harassment 
• The University Language Centre 
• Student Services Centre 

• Student’s Union 
• Student’s Union Advice and Information Centre 

 
Student Services Centre 
 
The Student Services Centre can offer all sorts of help and advice about tuition fee assessments 
or payments, Council Tax, examinations, graduation ceremonies etc.  
 
The Centre is located on Burlington Street (campus map reference 57) and is open Monday to 
Friday, 10am to 4pm. OR in Staff House, Sackville Street (campus map reference 13) which is 
open Monday to Thursday, 10am to 4pm. 

Tel: +44(0)161 275 5000 or email ssc@manchester.ac.uk 

The John Rylands University Library 

With more than 4 million printed books and manuscripts, over 41,000 electronic journals and 
500,000 electronic books, as well as several hundred databases, the John Rylands University 
Library (JRUL) is one of the best-resourced academic libraries in the country.  

The Main Library holds the principal collections for teaching and research in the humanities, 
education, law, medicine, science and the social sciences and is located on Burlington Street, 
off Oxford Road (campus map reference 55). 

In addition to the main sites, there are a number of satellite specialist libraries located across 
the campus see  http://www.library.manchester.ac.uk/aboutus/locationsandopeninghours/ 
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Careers Service  

From the moment you arrive at university, we encourage you to be proactive about planning and 
developing your career. The Careers Service can help you in many ways, including: 

• Exploring your career options and ideas 
• Looking for part-time or vacation work 
• Finding out about specific jobs and sectors 
• Improving the skills sought by employers 
• Finding graduate jobs, internships or postgraduate study; 
• Writing strong applications and CVs 
• Succeeding at interviews and assessment centres 
• Starting your own business, and much more. 

Please do not wait until your final year to access these services, or you might find that you have 
missed out on an important opportunity, such as a summer internships. 
 
The Careers Service is located in Crawford House, Booth Street East –  
Campus Map reference 31 - www.manchester.ac.uk/aboutus/travel/maps/ 
 
tel: 0161 275 2829 
email: careers@manchester.ac.uk 
 
www.manchester.ac.uk/careers/students/ 

The University of Manchester Alumni Association  

Defintion: alumni, plural of a�lum�nus (male), alumnae, plural of a�lum�na (female)  
Noun: A graduate or former student of a particular school, college, or university. 

The University of Manchester Alumni Association is the main point of contact for the University’s 
global network of over 250,000 former students.  It gives you the opportunity to continue your 
lifelong connection with us after you complete your studies here. We want you to remain an 
active part of The University of Manchester community. We also don’t want you to miss out on 
all of the advantages of being a Manchester alumnus/na; we offer exclusive discounts, benefits 
and services which are redeemable with your alumni card which you will receive after 
graduation. You will continue to gain first hand access to cutting edge research through Your 
Manchester Insights events - an exciting lecture series designed to showcase the excellence, 
relevance and topicality of research going on at the University. This includes the biggest alumni 
event of the year; the prestigious Cockcroft Rutherford lecture – exclusive and free to alumni. 
The 2012 lecture was delivered by Professor Brian Cox and attracted over 1200 alumni back to 
campus.. 

At Manchester we work hard to employ the talent of our vast alumni base to improve the 
student experience and enhance our teaching programmes. For example, Humanities graduate 
Janette Faherty (BA Politics and Modern History 1971), the CEO of Avanta Enterprises,  
returned to campus recently to give a talk to students on ‘Women, Leadership and 
Entrepreneurship’. There have also been talks and mentoring sessions with Managing Director 
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of Morgan Stanley, David Buckley (BSc Electrical and Electronic Engineering 1984) and Sir Terry 
Leahy (BSc Management Science 1977) former Chief Executive of Tesco plc. 
 
When you graduate from Manchester you will be joining an illustrious group of professionals 
from every sector. We have trained highly successful performing artists such as Benedict 
Cumberbatch (BBC’s Sherlock Holmes and The National Theatre’s Frankenstein) and Ed 
Simmons and Tom Rowland (The Chemical Brothers); writers such as Ian King (Business Editor 
of The Times), Sam Bain and Jesse Armstrong (television writers of Peep Show and 
Freshmeat); architects such as Sir Norman Foster, broadcasters such as Anna Ford; and 
politicians such as Chuka Umunna (Shadow Secretary for Business and Skills), George Maxwell 
Richards (President of Trinidad and Tobago) and Jennifer Vel (the youngest member of the 
Seychelles National Assembly). 
 
You automatically become a member of the Alumni Association on graduation, but to get the 
full benefit of being a part of the Alumni Association you should register with our online alumni 
community ‘Your Manchester Online’ www.manchester.ac.uk/yourmanchester and provide your 
email address to receive regular updates and invitations from us. 

Access to buildings and computer rooms  

 
The desirability of giving students maximum access to the buildings in which they are based has 
to be balanced against the need to provide adequate security in an area where theft of 
equipment and personal belongings is unfortunately not uncommon.  The position is 
complicated by the fact that the subject areas which make up the Schools in the Faculty of 
Humanities are, in some cases, spread over separate buildings, and that shortages of portering 
staff may not make it possible to operate a uniform system of opening across each one of 
them.  Students are advised to consult their subject area office staff on this point.   

Health and Safety 

With respect to VDU usage, we offer the following general advice: 
 
If you have any problems with your eyes when using a VDU, please arrange an appointment for 
an eye test. If using a VDU for a long period, you are advised to take a five minute break from 
the machine once every hour, moving away from the screen and walking around the room, 
relaxing your arms and shoulders, as well as your eyes. 
 
The University’s policy on Health and Safety is available at 
http://www.campus.manchester.ac.uk/healthandsafety/policy.htm. 

International Society 

William Kay House 
327 Oxford Road 
Manchester M13 9PG 
Telephone: (0161) 275 4959 
Fax: + 44 (0) 161 275 7696 
Email: info@internationalsociety.org.uk 
Web: http://www.internationalsociety.org.uk/ 
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International Students Welfare Officer 
Ms Gerry Bell 
Student Services Centre 
Burlington Street 
Manchester, M13 9PL 
Telephone: (0161) 275 5000 
 

Medical Services and Ill Health 

The Student Occupational Health Service for the University provides an accessible occupational 
health service for all students.   

Student Occupational Health Service 
182/184 Waterloo Place 
Oxford Road 
Manchester M13 9PG 
Telephone: (0161) 275 2858 
 
http://www.campus.manchester.ac.uk/healthandsafety/studentOH.htm 
 

School Computing and Printing Facilities 

 
There are four computer rooms in total: B3.1, B3.3, and B3.17. Computers are also available in 
the PhD room B2.2 and B3.6 which are exclusively for use of PhD students. After you have 
registered and received your library card you can access these computer facilities using a self-
registration system on the PCs in these rooms.  You will then be free to use these PCs during 
most of the working day, when they are not being used for scheduled classes.  All computers 
are connected to the Internet and have email facilities, as well as access to standard computer 
packages. Printing Facilities are available within the four computer rooms and the PhD room 
B2.2. Print credits from the print robots located around the University. 

Photocopying Facilities 

 
The photocopying facilities are available in the John Rylands Library, and uses a system of 
photocopying credits. Self-Service machines are available in the library where you can charge 
your student swipecard with credit. These library facilities are often convenient, and you will 
need to use them for copying reference material such as printed journal articles, remember the 
charge per copy may be higher by necessity than the Students’ Union or private copy shops.  
Whenever you make copies, you should be aware of the copyright regulations, 
which are displayed on all University photocopying equipment. 
 
General Communication 
 
Information for research students is displayed on the PGR notice boards near the School Office.  
Written communication to individual students is usually emailed to students to their university 
email address so please check your email account regularly.   
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APPENDICES  
 
 

APPENDIX 1 
 
Student/Supervisor Agreement 

 
A good relationship between research student and supervisor is a vital factor in successfully 
completing a research programme of study (PhD, Ed D, M Phil).  It is therefore essential to 
clarify and negotiate/re-negotiate expectations of student and supervisor from time to time. 
This document is intended to help student and supervisor begin this process.   
 
The student-supervisor relationship is dynamic so these expectations will be adapted 
accordingly as your research develops and you become more independent in your study. 
 
It is important to note that the aim of this agreement is not to prescribe the way in which you 
should work, but to simply establish some basic guidelines to ensure that the student - 
supervisor relationship develops smoothly and that each can be confident in expectations of the 
relationship.  
 
A supervisor can be expected to: 
 
• Guide and advise on the research project 
• Meet with the student as appropriate.  University guidelines advise full-time students and 

supervisors to meet every fortnight during academic semesters (although this may become 
less frequent as your research progresses) and part-time students to meet once a month.   

• Ensure the student is aware of the requirements for progression 
• Help the student solve any problems within the School/Faculty/University 
• Offer support and guidance on non-academic matters as appropriate 

• Monitor progress  towards submitting a thesis in the required time 
• Give feedback on work, usually within two weeks as far as possible 
• Discuss the role of appropriate conferences and other professional networks. 
• Advise on publishing in peer-reviewed journals and preparing and submitting papers 
• Help prepare for any oral examinations. 
 
 
A student can be expected to: 
 
• Accept responsibility for their own research activity and learning, including informing the 

supervisor if you are experiencing difficulties.  If it is not possible to raise difficulties with 
your supervisor you should consider talking either to your co supervisor or to one of the 
advisors 

• Undertake the Skills Audit annually and attend appropriate training programmes including 
research methods training in accordance with University regulations 

• Discuss progress with the supervisor  regularly  
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• Seek permission for any periods of absence from the University aside from normal holidays 
• Keep a record of all supervisory meetings 
• Keep a record of training and skills development 

• Agree deadlines with the supervisor for the submission of written work and maintain 
progress in accordance with the deadlines agreed 

• Make every effort to submit a thesis at the appropriate time 
 
 
Your supervisory team/panel is made up of at least a main supervisor and a co-supervisor.  
While much of your supervision and contact will be with the main supervisor, it is beneficial to 
know the responsibilities of the co-supervisor. 
 
Responsibilities of Co-Supervisors 
 

• Be available to the student for consultation and advice on academic matters relating to 
the programme. 

• Offer support and guidance on non-academic matters as appropriate. 
• Meet with the student at least twice a year as part of formal review 

• Make themselves fully aware of the research programme that has been agreed between 
the student and the main supervisor. 

 
In addition to the supervisory team, there are two advisors within the School that are available 
to support you as and when required. The Director of PGR is responsible for providing academic 
support and giving advice accordingly. The School Tutor is responsible for providing pastoral 
support and giving advice accordingly.  The Director of PGR and School Tutor can also act as a 
point of contact for you if the student/supervisor relationship breaks down.  
 
Responsibilities of the Advisors 
 

• To provide pastoral and academic support to the student and monitor their progress, 
providing advice accordingly. 

• Be a point of contact for the student if the supervisor/student relationship breaks down. 

The most recent Policy on Supervision for Postgraduate Research Degrees can be found 
at this link: 

 
http://www.campus.manchester.ac.uk/researchoffice/graduate/code/supervision/  
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APPENDIX 2 
 
Review Panel Framework for Decision-making 
 
Background 
 
This document codifies the custom and practice of the PGR/ Professional Doctorate review 
panel for the guidance of panel chairs, members, supervisors and students. 
 
The panel can make the following decisions: 
 
1) Progression to thesis stage of doctorate 
2) Transfer from doctorate to MPhil 
3) Termination of studies 
 
Please refer to the following points below in order to inform and be aware of when making a 
decision regarding progression. 
 
A) Unconditional progression to the thesis stage requires the panel to decide that the work 

is ‘on track’.  This implies: 
 

• that the proposal has no obvious methodological flaws, is complete and achievable in the 
time/resources available, and that the envisaged ‘contribution to knowledge’ is of 
doctoral scope and level; 

• the student is ‘prepared’ i.e. understands and is capable, with reasonable support, of 
carrying out the plan, which implies they have been successful in their research training; 
and  

•  the student has an adequate supervision team in place and the first  supervisor supports 
the student’s progression. 

 
B) Conditional progression to the thesis stage where some modest amount of relatively 

inessential training has not yet been completed, or where there is some relatively 
unproblematic element of the plan not yet in place, the review will normally advise 
progression subject to completion of this work and a report at some future date that the 
supervisor confirms satisfactory completion of this work. In this case there will not be a 
need for the panel to see the student again, and the student can progress to the thesis 
stage without delay. 

 
C) Referral for more work before progressing to the thesis stage if a more serious problem 

needs to be resolved before progression can be recommended, the review panel will specify 
what that problem is and when the student should re-present, and in what form, e.g. in 
writing, by attendance to answer questions on a written submission, or by attendance and a 
re-presentation of a revised proposal. In this case the student will not be allowed to 
progress to the thesis stage until the review has been successfully completed.   

 
D) Termination of Doctorate Studies. In the event the panel does not believe the proposed 

doctorate thesis is salvageable by the student, taking into account their proposal and 
supervisory team report, then the Professional Doctorate can be terminated. 
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Feedback 
 
The review panel chair will make notes of the panel’s recommendations and these will be 
implemented by PGR Director/officers, via letters to students and supervisors, normally within 
two weeks. 
 
Appeal 
 
If a procedural problem becomes evident, the PGR director may refer the case to School PGR 
Appeals Committee with a view to reconsideration at the next panel. If there is an appeal that 
cannot be dealt with in this way, or the student wants to appeal at a higher level, the normal 
procedure is that the appeal is considered by Faculty under Regulation XIX (within 4 weeks of 
the decision being received by the student). 
 

APPENDIX 3 
 
Ordinances and Regulations: Degree of Doctor of Philosophy (PhD)  

 
The most current version of the Ordinances and Regulations for PhD can be found here: 
http://www.campus.manchester.ac.uk/researchoffice/graduate/ordinancesandregulations/ 
 

APPENDIX 4 
 
Ordinances and Regulations: Professional, Engineering and Enterprise Doctorate 
Degrees  

 
October 2007 Research Office Graduate Education Team  
 
The most current version of the Ordinances and Regulations for Professional and Engineering 
Doctorate Degrees are found on: 
http://www.campus.manchester.ac.uk/researchoffice/graduate/ordinancesandregulations/  
 

APPENDIX 5 
 
Policy on Interruptions, Extensions and Withdrawal/Terminations for Postgraduate 
Research Degrees 

 
September 2007 Research Office Graduate Education Team  
 
The most current version of the Policy on Interruptions, Extensions and 
Withdrawal/Terminations for Postgraduate Research Degrees can be found at: 
http://www.campus.manchester.ac.uk/researchoffice/graduate/code/changestodegrees/ 
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APPENDIX 6 
 
Guidance for the Presentation of Theses 

 
The most current version of the Guidance for the Presentation of Theses are found at: 
 
Presentation of Theses Guidance (Changes September 2007) 
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=7443 
 
Presentation of Theses Guidance (Changes November 2008) 
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=7442 
 
 

APPENDIX 7 
 
Intellectual Property Policy 

 
The most current version of the policy can be found here: 
http://www.staffnet.manchester.ac.uk/policies/display/?id=87877&off= 

 

 
 

 
 
 
 

 

 


