

NOTES FOR COMPLETING THE APPLICATION FORM FOR A DOCTORAL AWARD 
Important points for applicants:

1 Please consult the AHRC Guide to Student Eligibility – December 2009 and the notes below before completing your application form. There is a lot of information so it is important that you allow yourself sufficient time to read the guide and notes to complete the form.

2 Ensure that you have downloaded the correct form. There is a different form for each scheme (Professional Preparation Master’s Scheme, Research Preparation Master’s Scheme and the Doctoral Awards Scheme), and they are updated annually. If you submit your application on the wrong form it will not be accepted.

3 You must not submit your application directly to the AHRC. 

Important points for applicants and referees: 

4 All sections of the form must be word-processed using at least 10pt font. Text should be confined to the spaces provided. Please ensure that you preserve the format of the form and that the text boxes do not run over onto subsequent pages. You may complete small boxes by hand if you are unable to fill them in electronically. Please do not attach additional pages to the form (unless you are applying for an extended period of funding, in which case, you may need to include an additional page for Part 1, question 8: your proposed study). 
5 Pasted text may become detached during office handling. If it is necessary to paste text, then please photocopy that page of the form. If the page needs to be signed, please sign the photocopied version, as we need an original signature. 

6 Please staple the complete application form, do not bind or use paper clips.

7 The closing date for all applications is 15th February 2010. 

Assessment Criteria:

Each application is judged on its own merits, taking into account the following criteria: 

8 Evidence of the quality of the applicant: this will be based on the case made by the applicant in support of his/her application, and evidence provided by the referees and institutions about the applicant’s performance at undergraduate and postgraduate level, and in terms of any relevant professional experience.  Evidence is sought of an ability to articulate a research project, a coherent and well thought-out plan for doctoral study, and a good awareness of the place of his/her research within the current field. 
9 Evidence that the applicant is well-prepared for his/her proposed study and future career:  this will be based on the applicant’s description of how his/her previous experience (academic and professional) has prepared him/her for postgraduate study, and the applicant’s description of how the programme of study will contribute to his/her long-term career aims. Supporting evidence provided by the referees and the institution will also be considered, particularly in terms of the applicant’s ability to complete the programme of study.
10 Evidence of the quality and feasibility of the proposed study: this will be based on the applicant’s account of, and reasons for pursuing, the proposed programme of study. Information provided by the institution about the programme of study and how it relates to the applicant’s current and long-term goals will also be considered. 
11 Evidence of the quality and appropriateness of HEI support and resources: this will be based on the institution’s and department’s account of the preparation and training that will be provided to meet the applicant’s needs, in terms of his/her doctoral study and future career. Information provided on the resources and support provided for the student that will enable him/her to successfully pursue his/her studies and complete a high quality thesis will also be considered. Evidence will be sought to confirm that that there is appropriate research expertise within the department, in particular, that the supervisor(s) expertise is relevant to the student’s proposed study. 
Part 1: 

This section should be completed by the applicant. 

Question 1 and 2: Name and Address 
12 Please ensure that these questions are answered fully 

13 We need your date of birth for identification purposes, i.e. to ensure that you are not confused with another applicant with a similar name 
14 We need to be able to contact you between April and July. Under ‘Correspondence Address’ you should provide the address at which you can be contacted for the majority of this period. If there is a period when you cannot be contacted at the address please say when it is no longer valid and provide an ‘Alternative Address’. Please include the dates between which you will be available at the alternative address. If you will be moving to this address for the remainder of the summer, please provide your arrival date against ‘valid from’, then write ‘ongoing’ against ‘to’. If you wish to be contacted at a third address, please let us know, in writing, either by letter or email. 

Question 3: Previous Funding: 
15 Please indicate if you have applied to the AHRB or AHRC funding previously by ticking either ‘yes’ or ‘no’. You should tick ‘yes’ even if your application was unsuccessful, and say in which year or years you applied. 
16 Please provide information about any previous awards you have received from UK government-funded bodies (such as the AHRB, AHRC or other Research Councils) for postgraduate study. If you have had previous funding, then it may limit the period of funding you may apply for to undertake your doctoral study.

17 If you are also applying through your supervisor for a research studentship attached to a Research Grant, you must tick ‘yes’ to this question. 

Question 4: Relevant Experience 
18 Please provide information about any employment, work or professional experience relevant to your proposed programme of study. This is of particular importance if your programme is practice-based, or in the creative or performing arts, or in librarianship, museums or archives, or if you have no previous postgraduate training. You should use this space to give details of any professional experience you wish to be taken into account. You may also provide information in support of your residency status if you have spent time living and working outside your country or normal residence. Please ensure you provide the location of your employment, i.e. city and, if necessary, country. Please use the space provided. Do not attach additional pages. 
Question 5: Career in Higher Education: 

19 Please provide details of the institutions you have attended (or are attending) and the courses you have taken at undergraduate and postgraduate level. You should enter only one undergraduate and one Master’s level degree. If you have already started your PhD, please include the date on which you commenced your studies and whether you have been studying part-time or full-time. If you have more than one qualification at the same level, please provide details of the one most relevant to this application (this may not be the most recent qualification). Please do not enter PGCE qualifications in this section. If you have other qualifications, which you consider to be relevant, please include these under the ‘Proposed Study’ section. 

20 Point to note:

· If your undergraduate degree was completed outside the UK, please tell us the name of your qualification in the original language (e.g. MaÎtrise, doctoraal), and not the English equivalent. 
Question 6: Your Proposed Programme of Study: 
21 Please give the name of the School and the department at which you intend to study; the qualification to which your study will lead; the start and end dates of your proposed study; and the name of your intended supervisor, if you know it. Please indicate whether you intend to continue your studies full-time or part-time by ticking one of the boxes. 

22 We expect the end date to be more than a year but no more than three years from the start of your studies if you will be studying full-time. The end dates should be more than two years but no more than five years from the start of your studies if you will be studying part-time. You should not include your ‘writing up’ year in your calculation of your end date, as we will only provide funding for the period for which you are fully registered. In certain cases, you may apply for up to four years’ support for full-time study or up to seven years for part-time study. The cases for which this applies are detailed in section 3 of the Guide to Student Eligibility. If you are applying for more than three year’ full-time study or more than five years part-time study, please specify in the relevant box. If you do not specify, your period of funding may be reduced to three years’ funding for full-time study or five years for part-time study. 
Question 7: Description of your Proposed Course: 
23 Please give the title of your proposed programme of study
24 This section plays a key part in the assessment of your application. We recommend that you discuss the content of this section with your proposed supervisor. Evidence is sought of high quality and strong potential for postgraduate study. Enthusiasm and interest are important, but the following is also sought after: 
· Evidence of intellectual purpose and originality
· Details about your reasons for, and approach toward, undertaking your proposed study 

· A good awareness of the research context 

25 You need to present your case clearly and concisely. Use the subheadings below to set out as clearly as you can the work you intend to undertake. You do not have to address every point listed below: this is intended as a guide to help you structure your case. 

26 Space is limited so take care not to repeat information. You must keep to the word limit of 500 words. You should include the number of words in your case for support at the end of your proposal. We will not be able to consider your application if it exceeds the word limit as this would be unfair to the other applicants. 

27 Your reasons and purposes for undertaking this project:  state briefly what the key area or issues of your project will be and why you wish to pursue this research project. How does your proposed work relate to what you have studied already? Where there is a significant overlap between your Master’s dissertation (if you have completed one) and your doctoral study, you should demonstrate clearly how the project goes beyond your Mater’s study and state clearly the added value of continuing to research in this area. This does not mean that it is expected that your research programme to be in the same area as your previous study, but it will need to be shown that you have sufficient experience to complete your project. Finally, you should say how your doctoral study relates to your eventual career claims. 
28 Your research project: give a brief synopsis of your proposed research project. We recommend that you refer to the Council’s definition of research (given in section 3 of the Guide to Student Eligibility) before completing this section and ensure that, in describing your research project, you address the key points of: research questions, context and methods. In a competition as fierce as this, how you make your case for support is crucial, so you should use clear and concise language, avoiding jargon. 
29 The main thrust of this section should be the research problems or questions you intend to address in your doctoral study. These should be clearly defined in your proposal. You should describe:
· The research problems or questions you intend to address 
· The research context (background) in which those problems or questions are located. In describing the context, you should refer to the current state of knowledge and any recent debate on the subject. 
· The particular contribution to knowledge and understanding in this area that you hope to make. You should explain why the work is important. The fact that an area has not been studied previously is not, in itself, a case for the work to be supported. We are also seeking a description of relevance beyond the development of your own skills or experience, though this is important too. 
· The methods and critical approaches that you plan to use to address the problems or questions you have set. We do not just need to know what you are going to work on we need to know how you plan to go about it. 
· The sources that you will use, if appropriate. You will need to state where these sources and materials are located and how these will be assessed. For example, if you are undertaking an archaeological project, do you need a permit to access a particular site, and how will this be obtained? It is sometimes helpful to put forward alternative strategies or approaches if you are aware that problems might arise. 
· You should say, as far as you can, how the project will develop or how you will structure the work over the period of the award. 
30 For creative and practice-led subjects:  support will not be given to proposals that aim to produce only a creative outcome or piece of work. It is expected that the practice is to be accompanied by some form of documentation of the research process, as well as some form of textual analysis or explanation to support its position and to demonstrate critical reflection. 
31 If you have already begun your doctoral study:  it is important that you give some indication of the work you have undertaken to date, e.g. information an any chapters or major pieces of work you have completed. 
32 Preparation and previous experience: you should give a brief indication of any previous experience or preparation that is relevant to your proposed doctoral study. For example, you may wish to highlight key areas of your Master’s study.  Where applicable, you should also include training and preparation , additional to the formal undergraduate and postgraduate qualifications already listed, which is relevant to your proposed study, e.g. if you have additional degrees, qualifications or relevant skills that you have not mentioned elsewhere on the form. If you are aware of additional training, e.g. language skills, ICT training, that you will require in order to complete your studies, please include it in this section. The fact that you require further training will not be regarded as a sign of weakness. 
33 For practice-led subjects, you should include details of your professional or work experience (including relevant voluntary work or exhibitions). For example, if your application is for doctoral study in creative writing, please describe the kind of writing (published or unpublished) you have undertaken. If your work experience was completed over several short periods, it would be helpful to give an overall number of weeks or months, e.g. 3 months’ gallery experience (this information should match that provided in response to question 5). 

Applying for Extended Funding
34 If you are applying for more than three years’ full-time or five years’ part-time funding then please ensure that you read section 3 of the Guide to Student Eligibility. You must provide a justification for the additional period of support you are requesting, in line with the criteria outlined in section 3, as follows: 
· the research cannot be undertaken in full without the acquisition of specific language skills 

· the research cannot be undertaken in full without learning specific new, high-level methodological skills, for example, complex quantitative skills

· the research cannot be undertaken in full without the development of very significant and demanding new discipline-specific skills, for example, palaeographical, papyrological or epigraphical skills, or where a high degree of collaboration with other disciplines necessitates a significant period of additional time to develop the requisite knowledge of other areas
· the research cannot be undertaken in full without field work being undertaken which presents significant challenges, for example, of a methodological or practice nature. 

35 The justification should be under a separate heading in your case for support and should not exceed 200 words (this is in addition to the 500 word limit). Your justification should: 

· Demonstrate why the additional time is needed, including why the research cannot be completed in three years (full-time) or five years (part-time), and why it was not possible to acquire the relevant skills and knowledge as part of a research preparation Master’s course 

· Give details of how the additional time would be used and demonstrate how the acquisition of the relevant skills and knowledge would be integral to the proposed doctoral study 

Checklist 
36 Please check that you have answered as fully as possible all the questions in part 1 of the form. 

37 Fill in the names and positions of two referees on part 2 of the form. Normally these will be academic references, but if you have relevant work experience, one of the referees could be a professional colleague. If you have commenced doctoral study then one of your referees should be your supervisor.  If you completed your studies some time ago and cannot include two academic referees, you may include one professional referee and one referee who may be from the institution at which you will be studying. You are strongly advised to select your referees with care as their comments will play an important role in the assessment of your application. You should select referees who have detailed knowledge required to appraise your recent intellectual development and preparedness for the programme of study you will be undertaking. Once you have completed this section, tick the box on the checklist. 

38 If you have already supplied references as part of your application please note this on the form; the Registry will retrieve copies of these references upon notification. You may choose to use different referees for your programme application and studentship application if you wish.
39 Pass the complete form (i.e. including all three parts) and a copy of these notes to the first of your referees. Your first referee should complete his/her section and then pass it to the second referee. Please ensure you provide the first referee with the address of the second referee, in order that the form can be forwarded without delay.  The second referee should then pass the form to the institution at which you intend to study for completion of Part 3. 

40 You may wish to send your referee a copy of this form by email. Alternatively, your referee can download a copy of the form from our web site. He/she will then print out the completed first referee’s report, sign it, and include it with your original before passing the form to the second referee. 

Part 2

41 The student should have completed part 1 of the form  before forwarding it on to you 
42 If you have already supplied references to the College for this student as part of the application process please note on this form; Registry will retrieve these references and supply with the studentship application.

43 This applicant has applied for a doctoral award. As a referee, you should be able to comment in details, and impartially, on the applicant’s recent work and his/her preparedness for doctoral study. Information will be sought to help distinguish between the many very high calibre students who apply for doctoral awards. References that do not provide a detailed appraisal of the applicant’s academic development and suitability for his/her proposed study, but are simply a general statement of support, may disadvantage even the strongest applicant.  It is helpful if you provide evidence of the skills that the applicant possesses and, importantly, how they relate to the proposed study (as described in the applicant’s case for support). 
44 Please type your report in no less than 10pt typescript and keep within the allocated space. Please note that we will only accept references that are completed on the forms provided and we may refuse to consider applications where references are illegible. Pasted text may become detached during office handling. If you are unable to complete the form electronically, and need to paste text to the form, please photocopy the form. We need an original signature, so please copy the form before you sign it.
45 Please note that: 
· Referee’s assessments are of vital importance. The fairness of the competition for awards depends to a significant extent on the accuracy and completeness of the comments you provide 

· Academic references are asked to draw on their experience of the applicant’s work 
· Professional referees should state how long the applicant has worked with them, and in what capacity. You should detail the type and range of duties that were preformed, and how this may have prepared the applicant for the proposed study. 
46  Please comment under the following headings: 
47 Previous Performance: Please provide a realistic appraisal of the applicant’s abilities based on your assessment of his/her academic and, where relevant, professional performance to date. Include comments on the applicant’s overall performance in his/her degree (or degrees, if you have taught him/her at undergraduate and Master’s level), and his/her performance on individual modules or courses. Where appropriate, you should draw on the comments of external examiners or other external contacts. 
48 The following qualities are of interest; the applicant’s conceptual ability, ability to solve skills, organisational abilities and, where relevant, his/her practical or technical capabilities. Please give examples to illustrate your comments. 
49 For professional referees, please draw on your experience of the applicant’s work to give an appraisal of his/her professional performance to date. Please highlight the applicant’s strengths in the area in which he/she plans to study and note any weaknesses the applicant may have. Please give examples to illustrate your comments. 
50 Preparedness for doctoral study: It is important to know how well prepared the applicant is for doctoral study and whether he/she can bring it to completion. 

51 Please give your assessment of the applicant’s motivation and commitment, his/her capacity for working independently on the project throughout, and the likelihood of the applicant completing the project successfully. You should also mention any relevant intellectual, practical, technical or professional skills the applicant possesses that you have not already highlighted. You should say how the proposed research project relates to the applicant’s experience to date, and to his/her future plans. You should make your comments in the context of the applicant’s proposed programme of work as the applicant’s preparedness for doctoral study will be looked at, not just at his/her abilities more generally. You may wish to address questions such as how the applicant has developed and improved during his/her undergraduate or postgraduate career. 
52 If the applicant is currently undertaking a Master’s degree, and if you are permitted to do so, please include details of any formal assessments of his/her Master’s work. This information should link in to the predicted grade that you have indicated. 

53 If the applicant has commenced his/her doctoral study, please include details of his/her progress to date. You should give an assessment of the applicant’s progress and say on what basis this assessment has been made. For example, there may have been formal monitoring or a review of the applicant’s work upon which you can draw. 

54 Professional referees should also comment on the applicant’s professional commitment, motivation and potential. It would be helpful to say how the professional experience the applicant has gained has built on his/her academic studies, and how it will prepare him/her to pursue his/her research and meet his/her long-term career aims. 
55 If it is likely that the panel from within the departments looking at the application forms will not be familiar with the research or professional environment to which your comments refer, please ensure that you provide sufficient background to enable the panel to place your comments in context. 
56 If the applicant has already started studied at postgraduate level, please give examples of how this study has prepared the applicant to undertake doctoral research. If the applicant has no experience at postgraduate level, please comment on his/her preparedness to move directly to doctoral research without an initial year of Master’s-level training (see section 5 of the Guide to Student Eligibility).
57 It would also be helpful if you could mention any additional training that the applicant will need in order to successfully complete his/her doctoral studies. Are there particular aspects of the proposed study of which the applicant has had no, or little, experience? For example, the applicant may require language training in order to work on original source material, or IT training to access particular datasets. Constructive observations about training needs will not disadvantage the candidate since the acquisition of new skills is an important part of a doctoral student’s training and development. 
58 Where the degree has not already been awarded, please complete the box that asks for a forecast of the likely Master’s degree result. This is important information for the panels. 
59 First Referee: after you have completed your section, please send the completed form and these guidance notes to the second referee named by the applicant. Please allow the second referee and the institution sufficient time to complete their sections of the form. Please inform the applicant that you have passed the form on. 
60 Second Referee: after you have completed your section, please forward the form and these guidance notes to the Assistant Dean of the department, or equivalent, at the relevant department.  . Please allow the institution sufficient time to complete the form. Please inform the applicant that you have passed the form on. 
PLEASE DO NOT SEND THE FORM OR YOUR REPORTS DIRECTLY TO THE AHRC OR TO THE APPLICANT.
Part 3 
This section is completed by the Assistant Dean, or equivalent, and the Registry. 

Question 1: Institutional Statement (the Assistant Dean, or equivalent, should complete this section).
61 Please confirm the start date and end dates for the course. The end date should be the date on which all work is completed, including any dissertation or practical work that is assessed as part of the course. These dates should agree with those quoted by the student under part 1, question 7. 

62 Please give the full title of the course. 

Authorisation
63 Please fill in your name, department and the position that you occupy and then sign the form. If you would like to nominate someone else as the contact for any queries, please provide his/her name and contact details in the space provided. 

PLEASE SEND THE FORM AND NOTES TO THE RESEARCH STUDENT UNIT LOCATED IN THE REGISTRY, BY 31st MARCH 2010 
Authorisation 
Please check that: 

· Both parts of the form are complete 

· The student is applying to the correct scheme, and all three parts of the form are for the same scheme

64 There is a checklist attached to these notes which you can use, if you wish, to ensure that all parts of the form have been completed. 
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