

NOTES FOR COMPLETING THE APPLICATION FORM FOR A RESEARCH PREPARATION MASTER’S SCHEME 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. 
5 Pasted text may become detached during office handling. If it is necessary to paste text, then please photocopy that page of the form. 

6 Please staple the complete application form, do not bind or use paper clips.
7 The closing date for applications is 5th March 2012. Please note the deadline for all Philosophy applications is 6th February 2012.
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 level, and in terms of any relevant professional experience.  Evidence is sought of a coherent and well thought-out plan for the applicant’s studies and evidence of an ability to articulate and undertake a research project. 
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 course or 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. There must be evidence that the applicant intends to proceed to doctoral study or, in the creative and performing arts, to proceed to doctoral study or a career in research in the higher education sector. 
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 course or programme of study. Information provided by the institution about the course or 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 institutions and department’s account of the preparation and training that will be provided to meet the applicant’s needs, in terms of his/her course or programme of 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 will also be considered. Evidence will also be sought to ensure there is appropriate expertise within the department 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. 

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.  Each application is taken on its own merits; your application will not be prejudiced in any way by a previous unsuccessful application. 
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. 

Question 4: Relevant Experience 
17 Please provide information about any employment or professional experience relevant to your proposed course or programme of study. You should use this space to give details of any work experience you wish to be taken into account. For example, if you are applying for an MA in Gallery Studies, you should include any gallery or museum work you have undertaken.  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: 

18 Please provide details of the institutions you have attended (or are attending) and the courses you have taken, at undergraduate and, if relevant, postgraduate level. You should enter only one undergraduate and one Master’s level degree. 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. 

19 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 Intended Programme of Study: 
20 Please give the name of the School or Faculty, 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 or course leader, if you know it. 

21 Please give the start date, end date and duration of the course. This is the minimum period of registration required to complete the course. If you are unsure of the dates, then please check with the institution. Please say whether you intend to study full-time or part-time. If the course is a distance learning course, then please indicate this. 
Case for Support
22 Please give the title of the course you intend to study 
23 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 of your programme of study or dissertation (if known) or the course convenor. 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 
· Details about your reasons for, and approach towards, undertaking your proposed study 

· A good awareness of the field of study in which you intend to specialise
24 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 answer all the questions detailed below: this section provides guidance on the issues you might cover when making your case for support. You must keep to the word limit of 500 words. You include the number of words in your case for support in the box provided. We will not be able to consider your application if it exceeds the word limit as this would be unfair to the other applicants. 
How will taking this course prepare you for doctoral study or, in the creative and performing arts, for doctoral study or provide a foundation for a career in research in the higher education sector? You should state briefly why you wish to study this course, or to pursue this research project, at this institution. What are the intellectual problems that interest you and how will this course address these interests? How will the course and the institution prepare you for doctoral study? In the case of creative and performing arts, how will the course prepare you for either doctoral study or provide a foundation for a career in research in the higher education sector? How does it relate to your eventual career aims? Interest will be in the relationship between the course you wish to take, your academic development and training, and your research and career aspirations. 
The expectation is that you will proceed to a course of doctoral study. You should therefore 
say why you wish to proceed to doctoral study and include an indication of the likely focus of 

your doctoral studies. 

For creative and performing arts subjects, including practice-led study, if you are not 

intending to continue to doctoral study, you should say how the course will act as a 
foundation for your career in research in the higher education sector. You should include 
an indication of the likely focus of your research beyond your Master’s degree.

If you have had a career change, it would be helpful to say why you wish to pursue this new direction. 
Explain the course or programme of study you will be undertaking, including your dissertation: If you are pursuing a taught course, you should briefly describe the individual pathway you intend to pursue through it, the subjects and topics you will be studying, and the proportion of time you will spend on each of them. You should not simply copy the structure of your course from the prospectus. Remember it is the reasons for you taking the course that are of interest; general information in on the course structure is not needed. 
You should identify your dissertation topic, showing that you are aware of the current state of knowledge and how the research will be pursued. In describing your dissertation, you may find it helpful to read the points below about the ‘research project’. Please note, however, that you are not required at this stage to have a fully worked-out plan for your dissertation. You should include any problems you foresee and say how these will be overcome. If your course is for full-time study and of more than 12 months duration, you should say why the additional period of training is necessary. 

Where there is a significant overlap between your undergraduate dissertation (if you completed one) and your proposed dissertation or research programme, you should demonstrate clearly how the project goes beyond your undergraduate work. The added value of continuing research in the area needs to be demonstrated. 

If you are applying for a Master’s by Research , you should give a brief synopsis of your proposed research project. We recommend that you discuss this section with your supervisor or tutor, asking him/her to comment on a draft. How you make your case for support is crucial, so you should use clear and concise language, avoiding jargon. 
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 problem or question 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 over the period of the award.
For practice-led research subjects (including creative writing) support will not be given to proposals that aim to produce only a creative outcome or piece of work; there must be a research basis and outcome to the project and this must be clearly explained in your proposal. 
Where there is a significant overlap between your undergraduate dissertation (if you completed one) and your proposed dissertation or research programme, you should demonstrate clearly how the project goes beyond your undergraduate work. The added value of continuing research in the area needs to be demonstrated. 
Preparation and previous experience:  You should give a brief indication of any previous experience or preparation that is relevant to your proposed study. For example, any modules you have taken as part of your undergraduate degree that are particularly relevant. This should not be an exhaustive list, but a summary which demonstrates that you are appropriately prepared to undertake your proposed course. 
You should also include preparation that is additional to the formal undergraduate qualifications you have already listed. For example, if you have additional degrees or qualifications that you have not mentioned elsewhere on the form and these are relevant training and preparation, please include them, e.g. a PGCE. If you are aware of further training you will require to enable you to complete your studies, e.g. language skills or ICT training, please include it in this section. The fact that you need further training will not be regarded as a sign of weakness. 

For practice-based research subjects, you should include details of your professional experience, e.g. any studio work or exhibitions. Your track record and how your research will build on previous experience will be looked at.  

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

26 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 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 course or project you will be undertaking.
27 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. 

28 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.
29 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

30 The student should have completed part 1 of the form  before forwarding it on to you 

31 If you have already supplied references to the College for this student as part of the application process please note this on the form.
32 This applicant has applied for an award under the Research Preparation Master’s (RPM) Scheme. The aim of the scheme is to support the student on a course that focuses on advanced study and research training explicitly intended to provide a foundation for further research at doctoral level. For creative and performing arts students, including practice-led study, the advanced study and research training should explicitly be intended to provide either, a foundation for doctoral study, or for a career in research in the higher education sector. We ask you to bear these in mind when you are completing your report, both in terms of the course or programme of study the student plans to pursue, and in respect of his/her future plans. 
33 As a referee, you should be able to comment in detail, and impartially, on the applicant’s recent work and his/her preparedness to undertake the proposed course of study or research project. Information will be sought to help distinguish between the many very high calibre students who apply for 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. 
34 Please type your report in no less than 10pt typescript and keep within the allocated space. 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.
35 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 referees are asked to draw on their experience of the applicant’s work  as a whole, not just on individual modules or courses
· 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 performed, and how this may have prepared the applicant for the proposed study. 
36  Please comment under the following headings: 
37 Quality of work: Please provide a realistic appraisal of the applicant’s abilities, based on the quality of his/her academic performance to date. Include comments on the applicant’s overall performance in his/her degree and his/her performance on individual modules or courses. Please give examples to illustrate your comments. 
38 For professional referees, please draw on your experience of the applicant’s work to give an appraisal on the applicant’s 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. 
39 Undergraduate performance: If the student is currently undertaking his/her undergraduate degree, and if you are permitted to do so, please include details of his/her marks. The information should link in to the predicted grade that you have indicated. 
40 Potential for postgraduate study: Please provide an assessment of the applicant’s aptitude and preparedness for the proposed course or programme of study, and for continuing to doctoral study. In the creative and performing arts, please provide an assessment of the applicant’s aptitude and preparedness for the proposed course or programme of study, and for continuing to doctoral study or to a career in research  in the higher education sector
41 Please provide an assessment of the suitability of the course or research programme, the applicant’s potential to complete the studies successfully, his/her motivation and commitment, and any relevant intellectual skills the applicant possesses. You should say how the proposed course or programme of work 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 course of study or programme of work, as the assessors will be looking at the applicant’s preparedness for the course, not just at his/her abilities. You may wish to address questions such as how the applicant has developed and improved during his/her undergraduate or postgraduate career. 
42 You should comment on factors such as the applicant’s conceptual ability; problem-solving skills; capacity for independent thought; potential for innovation; organisational skills; communication skills, and;  the applicant’s ability compared to other relevant groups or individuals of whom you have had experience.
43 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 the applicant to pursue the programme of study and proceed to doctoral research or, in the creative and performing arts, to proceed to doctoral study or to a career in research in the higher education sector. 
44 All referees: it would be helpful if you could details both the strengths and the weaknesses of the applicant. Do you have any concerns about the applicant’s ability to complete the course, his/her suitability for the proposed study, or his/her ability to progress onto further study or a research career? If so, how might these concerns be addressed? You may wish to highlight the applicant’s particular strengths, relevant to the proposed study. In which case, you should give evidence to support your case. 
45 Are there areas in which the applicant will require additional training in order to complete the course or programme of study? Highlighting such areas will not necessarily disadvantage the applicant since training is expected to be part of postgraduate study. 
46 Academic referees: where the degree has not already been awarded, please complete the box that asks for a forecast of the likely degree result. This is important information. It should be clear from the information provided in the rest of your report why you are predicting this grade. 
47 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. The 5th March (6th February for Philosophy applications) deadline is strictly enforced. 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. 
48 Second Referee: after you have completed your section, please forward the form to the relevant School contact listed at the bottom of this form.  The 5th March (6th February for Philosophy applications) deadline is strictly enforced. 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).
49 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. 

50 Please give the full title of the course. 

Authorisation
51 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 RELEVANT SCHOOL CONTACT, AS BELOW. 
1. The School of Arts includes the following departments:

· English and Humanities 

· History of Art, Film and Screen Media 

· European Cultures and Languages 

· Media and Cultural Studies 

· Iberian and Latin American Studies

· Forms for the School of Arts are to be returned to Shabna Begum or , School of Arts, Room G19, 42/47 Gordon Square, London, WC1H 0PD, or alternatively, scanned versions can be emailed to arts-ahrcars-applications@bbk.ac.uk
2. The School of Social Science, History and Philosophy includes the following departments: 

· Applied Linguistics and Communication 

· Geography, Environment and Development Studies 

· History. Classics and Archaeology 

· Politics 

· Social Policy and Education 

· Psychosocial Studies 

· Philosophy - The deadline for all Philosophy applications is 6th February 2012

· Forms for the School of Social Science, History and Philosophy are to be returned to Jane Halstead, School of Social Science, History, Philosophy, Room 101, 26 Russell Square, London, WC1B 5DQ

3. The School of Law

· Forms for the School of Law are to be returned to Vikki West, School of Law, Room G02, 16 Gower Street, London, WC1E 6DP 

4. The London Consortium
· Forms for the London Consortium are to be returned to AHRC Applications, London Consortium, 24 Litchfield Street, London, WC2H 9NJ

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

1

