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Birkbeck College – Contact Information

Birkbeck Postal Address

Birkbeck College, Malet Street,

London, WC1E 7HX, UK

College Research School

Web Site
http://www.bbk.ac.uk/research/research-school
Tel

+44(0)20 7631-6477

Student Financial Support

Web Site
http://www.bbk.ac.uk/reg/index_html
Tel

+44 (0)20 7631 6362

Accommodation

Web Site
http://www.bbk.ac.uk/prospective/index_html
Tel

+44 (0)20 7631 6390/6307/6392/6389

Email

admissions@bbk.ac.uk
Birkbeck Alumni

Web Site
www.bbk.ac.uk/alumni

Tel

+44 (0)20 7631 6563

Email:

alumni@bbk.ac.uk

Birkbeck Students’ Union

Web Site
http://www.birkbeckunion.org/
Tel

+44 (0)20 7631 6335

Fax

+44 (0)20 7631 6349

Email

administrator@bcsu.bbk.ac.uk

ULU (University of London Union)

Web Site
http://www.ulu.co.uk/

Tel

+44 (0)20 7664 2000

Fax

+44 (0)20 7436 4604

Email

general@ulu.lon.ac.uk

University of London Accommodation Office

Web Site
http://www.lon.ac.uk/accom
Tel

+44 (0)20 7862 8880

Fax

+44 (0)20 7862 8084

Email

ulao@accom.lon.ac.uk

Welcome to Birkbeck

Birkbeck College Research School takes a special interest in the overall education of research students at Birkbeck.  Your Research Student Log Book will provide a valuable framework for recording details of your graduate research programme, scheduled supervisory meetings and activities concerning the development of academic and key skills.  Your Log Book will also help you to assess your progress.  The skills development self audit section will help you to identify your skills and to plan your skills development programme as part of your academic studies.

How to use the Research Student Log Book

The Research Student Log is for you to retain but certain pages, which are clearly marked, may be copied for your departmental records.

Section A: This is where you can record some general information about yourself and your research.

Section B: Document all ‘formal’ supervisory meetings in this section.  The framework of meetings included here is taken from the College Code of Practice for Postgraduate Training and Research for the MPhil and PhD Degrees and should be used as a guide only, as practice will vary from School to School and whether you are full-or part-time.

Section C: The self-auditing process may not be familiar to you.  Evidence of the development of skills is a measure of your accomplishment, whether acting alone or as part of a team.  Feedback from others, especially supervisors, also constitutes useful evidence.  It will strengthen your claim to have mastered a variety of situations, personal as well as professional.  Having done this audit, you should be able to identify those skills which you may need to develop further.  We recommend that you focus on a limited number of development areas at a time.  Development needs and opportunities may change, but the practice of intentional development of skills should give you the confidence to develop further in any area you choose.  It is important that you plan ahead in acquiring these skills.  The records of the formal supervisory sessions will prompt you to reflect on your progress towards attaining specific skills and planning how you will acquire further ones.

Section D: Here you may keep a record of the skills acquired and applied to your academic work.

If this Log Book is found…

This log forms an important part of a student’s development.  If found, please return it to the nearest Birkbeck building and it will be forwarded to the student or his/her school.

Name

__________________________________________________

School

__________________________________________________

Location
__________________________________________________

Duration of research degree programme

Full-time students are expected to complete their studies in 4 years

Part-time students are expected to complete their studies in 7 years

Beyond these periods, no further registration will be permitted unless exceptional circumstances have been notified to, and approved by, the Registrar or his nominee.

It is particularly important that any student who receives funding for their research, be it from Birkbeck or an external funding body such as the Research Councils, completes within the specified timeframe.  Failure to do so may result in penalties against the College, especially in the case of Research Council-funded students.

Student’s Summary Record

Summary Record

	Name
	
	Email
	

	
	
	
	

	Nationality
	
	Home/Overseas
	

	
	
	
	

	Degree

	
	Full Time/Part Time

	
	
	
	

	Supervisors
	
	
	

	
	
	
	

	Supervisor 1:
	
	Email
	

	School:
	
	
	

	
	
	
	

	Supervisor 2:
	
	Email
	

	School:
	
	
	

	
	
	
	

	Additional Supervisors or Change of Supervisor (if change of supervisor, indicate date/s)

	


	
	Anticipated Date/s
	Actual Date/s

	Start Date
	
	

	
	
	

	1. Transfer to PhD
	
	

	
	
	

	2. Field Work away from Birkbeck
	
	

	
	
	

	3. Continuing research student    

    Status
	
	

	
	
	

	4.  Thesis submission
	
	

	
	
	

	Funding (include major sources of funding as well as applications for research funding, conference attendance and other sources)

	Applications


	Outcomes

	1. First Year
	

	2. Second Year
	

	3. Third Year

	

	4. Any additional years
	


	

	Schedule of Research Candidature

The following schedule is a guide that may be modified to match School procedures as long as they comply with the minimum requirements as outlined in Birkbeck Code of Practice for Postgraduate Training and Research for the MPhil and PhD Degrees.


	
	Date 

	Initial supervisory meeting at start of research
	

	3-month review (where applicable)
	

	6-month review (where applicable)
	

	End of year review of progress each year enrolled
	

	Transfer review: upgrade to PhD
	

	Review when entry forms for the examination submitted
	

	Thesis submission
	

	Thesis examination
	

	
	

	Dates of any formal requirements stipulated by the department

	1.

	2.

	3.

	4.


	Study Leave Record



	Study leave refers to absences from College of longer than 4 weeks for research purposes.  These must be approved and are dependent on the recommendation of the student’s principal supervisor.

	

	
	Start date
	End date
	

	1. Destination 
	

	2. Destination
	

	3. Destination
	

	
	
	
	

	

	Extensions to Candidature



	These extensions can be granted for medical or personal reasons.  The Registry, and Funding Body where applicable, must approve any such request for it be to approved.  Make sure permission is sought.

	

	
	Start date
	End date
	New thesis submission date

	Reason

	
	
	

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	


Record of formal supervisory sessions

How to use this section

These forms should be used to record the formal meetings you have with your supervisory team.  Depending on the reporting practice within your School, you may or may not use all of the forms during your time at Birkbeck.

Initial Supervisory Session

To be completed by the Student BEFORE the meeting

Birkbeck Computer Access
Yes/No
Birkbeck Email
Yes/No

Working Title of Project

Initial Skills Assessment Summary

Complete this AFTER filling in the Research Skills Audit in Section C

Academic and Research Skills

Key (transferable) Skills

Student and Supervisor Meeting

To be completed DURING the Supervisory Session

Planned Skills Course




Yes / No / n/a

Knowledge of Risk Assessment at Birkbeck
Yes / No / n/a

Knowledge of Health & Safety at Birkbeck
Yes / No / n/a

Particular needs identified



Yes / No / n/a

Agreed research plan and activities (with dates where possible)

Agreed by


Signature



Date

Supervisor


_________________

___________

Student


_________________

___________

Second Supervisor
_________________

___________

End of Year Annual Review

To be completed by the Student BEFORE the meeting

Complete this form at the end of each year and meet with your supervisory team to discuss the content.

Academic Year
(____/____)

Year of Research
1/2/3/4/5/6/7 (delete as necessary)
What progress have you made during the year?

Did you encounter any difficulties?  If so, did you deal with them?

Skills developed/courses attended/seminars attended

Review skills development and priorities during the year

Complete this AFTER filling in the relevant Research Skills Audit in Section C

Academic and Research Skills

Key (transferable) skills

Have you changed your skills development plans?  If yes, give details

Student and Supervisor Meeting

To be completed DURING the Supervisory Session

Has transfer to PhD been discussed?


Yes / No / n/a

Date for transfer (if applicable)



____________

End of Year Report to Funding Body required?

Yes / No

If Yes, date it was sent




____________

Agreed research plan and activities for next year

Any changes to direction of research?

Are there skills you wish to develop?

Any further needs identified?

Agreed by


Signature



Date

Supervisor


_________________

___________

Student


_________________

___________

Second Supervisor
_________________

___________

Transfer to PhD

Date of Interview
_________________

Assessor 1 (Principal Supervisor)

______________________________

Assessor 2 (Second Supervisor)

______________________________

Assessor 3




______________________________

Assessor 4




______________________________

Transfer Decision

Recommend transfer to PhD?

Yes / No / defer decision

If deferred, date for resubmission of transfer
________________________

Outcome of Resubmission

Agreed research and recommendations originating from transfer procedure

Agreed by


Signature



Date

Supervisor


_________________

___________

Student


_________________

___________

Second Supervisor
_________________

___________

Programme Director
_________________

___________

Supervisory Session prior to thesis examination

To be completed by the Student BEFORE the meeting

Have you achieved what you set out to do in your research?
What difficulties did you encounter?  How did you address them?

Skills developed/courses attended/seminars attended

End of research review of skills

Complete this AFTER filling in the Research Skills Audit in Section C

Academic and Research Skills

Key (transferable) skills

Student and Supervisor Meeting

To be completed DURING the Supervisory Session

Date Examination Entry forms submitted

___________________

Date planned for thesis submission


___________________

Date of mock viva




___________________

Agreed action to be taken before the viva

Agreed by


Signature



Date

Supervisor


_________________

___________

Student


_________________

___________

Second Supervisor
_________________

___________

Programme Director
_________________

___________

Research Skills Audit

The Research Councils skills training requirements for research students

The targets for the generic research skills all research students should acquire during the period of their research degree are outlined below. Each student has a responsibility to undertake a self-audit of competency in all these areas, but it is also the supervisor(s)’ and School’s responsibility to ensure that these targets are met. 

	(A) Research skills and techniques – to be able to demonstrate

1. The ability to recognise and validate problems.

2. Original, independent and critical thinking, and the ability to develop theoretical concepts. 

3. A knowledge of recent advances within one’s field and in related areas.

4. An understanding of relevant research methodologies and techniques and their appropriate application within one’s research field.

5. The ability to critically analyse and evaluate one’s findings and those of others. 

6. An ability to summarise, document, report and reflect on progress. 



	(B) Research environment – to be able to

1. Show a broad understanding of the context, at the national and international level, in which research takes place.

2. Demonstrate awareness of issues relating to the rights of other researchers, of research subjects, and of others who may be affected by the research, e.g. confidentiality, ethical issues, attribution, copyright, malpractice, ownership of data and the requirements of the Data Protection Act.

3. Demonstrate appreciation of standards of good research practice in their institution and/or discipline.

4. Understand relevant health and safety issues and demonstrate responsible working practices.

5. Understand the processes for funding and evaluation of research.

6. Justify the principles and experimental techniques used in one’s own research.

7. Understand the process of academic or commercial exploitation of research results. 



	(C) Research management – to be able to

1. Apply effective project management through the setting of research goals, intermediate milestones and prioritisation of activities. 

2. Design and execute systems for the acquisition and collation of information through the effective use of appropriate resources and equipment.

3. Identify and access appropriate bibliographical resources, archives, and other sources of relevant information.

4. Use information technology appropriately for database management, recording and presenting information. 



	(D) Personal effectiveness – to be able to

1. Demonstrate a willingness and ability to learn and acquire knowledge. 

2. Be creative, innovative and original in one’s approach to research.

3. Demonstrate flexibility and open-mindedness.

4. Demonstrate self-awareness and the ability to identify own training needs.

5. Demonstrate self-discipline, motivation, and thoroughness.

6. Recognise boundaries and draw upon/use sources of support as appropriate.

7. Show initiative, work independently and be self-reliant. 



	(E) Communication skills – to be able to

1. Write clearly and in a style appropriate to purpose, e.g. progress reports, published documents, thesis. 

2. Construct coherent arguments and articulate ideas clearly to a range of audiences, formally and informally through a variety of techniques.

3. Constructively defend research outcomes at seminars and viva examination.

4. Contribute to promoting the public understanding of one’s research field.

5. Effectively support the learning of others when involved in teaching, mentoring or demonstrating activities. 



	(F) Networking and team working – to be able to

1. Develop and maintain co-operative networks and working relationships with supervisors, colleagues and peers, within the institution and the wider research community. 

2. Understand one’s behaviours and impact on others when working in and contributing to the success of formal and informal teams.

3. Listen, give and receive feedback and respond perceptively to others.

 

	(G) Career management – to be able to

1. Appreciate the need for and show commitment to continued professional development.

2. Take ownership for and manage one’s career progression, set realistic and achievable career goals, and identify and develop ways to improve employability.

3. Demonstrate an insight into the transferable nature of research skills to other work environments and the range of career opportunities within and outside academia. 

4. Present one’s skills, personal attributes and experiences through effective CVs, applications and interviews. 




	Research skills self audit

At start of programme



	Research skills and techniques

	Research environment 



	Research management

	Personal effectiveness


	

	Communication skills

	Networking and team working 

	Career management


	Complete this form at the end of each year

Academic Year
(____/____)

Year of Research
1/2/3/4/5/6/7 (delete as necessary)


	Research skills and techniques

	Research environment 



	Research management

	Personal effectiveness


	

	Communication skills

	Networking and teamworking 

	Career management


	At the end of your research



	Research skills and techniques

	Research environment 



	Research management

	Personal effectiveness


	

	Communication skills

	Networking and teamworking 

	Career management


Record of your Skills Development Activities

Courses attended

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Title:

Date:

School:





Other:

Skills developed:

Presentations given

Title:

Date:

School:





Other:

Nature (poster, oral, other):

Title:

Date:

School:





Other:

Nature (poster, oral, other):

Title:

Date:

School:





Other:

Nature (poster, oral, other):

Title:

Date:

School:





Other:

Nature (poster, oral, other):

Title:

Date:

School:





Other:
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