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1. MPHIL/PHD STUDY AT THE DEPARTMENT OF 
SOCIAL POLICY AND EDUCATION

1.1 The Department
The Department of Social Policy and Education (SPE) offers the opportunity to undertake independent research as a part-time or full-time student, leading to an MPhil or PhD. The Department setting is multi-disciplinary covering a broad range of areas within social policy and education in national and international perspective. Research study in SPE allows students to develop their own expertise as well as an understanding of the research issues and working methods in other disciplines. In addition to personal supervision, students take part in regular research seminars. Specific research methods training is organised to meet individual needs, and a programme of training and events is offered via the College Research School and the Bloomsbury Consortium. The Department has links with relevant departments across the college, and joint supervision between other schools is possible. Research students can also participate in the Department’s taught Masters programmes and research workshops where relevant. 

1.2 Research centres: 
The Department currently hosts two Research Centres: 
Birkbeck Institute of Lifelong Learning (BILL) http://www.bbk.ac.uk/bill/, directed by Professor Sue Jackson 
International Centre for Education for Democratic Citizenship (ICEDC) http://www.bbk.ac.uk/icedc, directed by Dr. Dina Kiwan (and co-directed by Dr. Hugh Starkey, Institute of Education)

1.3 Personal supervision in a range of topics: 
The research expertise of the academic staff in the Department covers a range of disciplines and methodologies. Personal supervision can be offered by the following academic members of staff: 

Dr. William Ackah, Lecturer in Community and Voluntary Sector Studies
Research interests: politics and community development in the African Diaspora; community politics and identities in the UK. Email: w.ackah@bbk.ac.uk; tel: 0203 073 8354
Webpage: http://www.bbk.ac.uk/soced/our-staff/william_ackah

Professor John Annette, Professor of Citizenship and Lifelong learning
Research interests: citizenship education in schools and for lifelong learning, community based learning and community partnerships in higher education, community leadership and involvement in community development and local governance. Email: j.annette@bbk.ac.uk; tel: 0207 631 6681
Webpage: http://www.bbk.ac.uk/soced/our-staff/john_annette

Professor Claire Callender, Professor of Higher Education Policy
Research interests: Student funding in HE and FE, part-time HE provision, HE policies related to widening participation and improving access. Email: c.callender@bbk.ac.uk; tel:  0207 631 6624 Webpage: http://www.bbk.ac.uk/soced/our-staff/claire_callender

Dr. Sarah Hale, Lecturer in Politics and Public Policy
Research Interests: Local government, especially elected members, the interface between political theory and politics, political theory, especially liberal theory, history of political thought. Email: s.hale@bbk.ac.uk; Webpage: http://www.bbk.ac.uk/soced/our-staff/sarah_hale



Professor Sue Jackson, Professor of Lifelong learning and Gender
Research interests: education, lifelong learning and gender, including the intersections of gender with social class, ethnicity and age; explorations of identities, social justice, power and privilege.
Email: s.jackson@bbk.ac.uk; tel: 0207 631 6625
Webpage: http://www.bbk.ac.uk/soced/our-staff/sue_jackson

Anne Jamieson, Reader in Education and Lifecourse studies (Head of Department)
Research interests: Social policies for older people, education and ageing, life transitions and ageing. Email: a.jamieson@bbk.ac.uk; tel: 0207 631 6649
Webpage: http://www.bbk.ac.uk/soced/our-staff/anne_jamieson

Dr. Dina Kiwan, Academic Fellow and Senior Lecturer in Citizenship
Research interests: citizenship in multicultural and multinational contexts; citizenship, migration and naturalisation policies; citizenship education policy; ethnic and religious diversity, multiculturalism, integration.  Email: d.kiwan@bbk.ac.uk; tel: 0203 073 8389
Webpage: http://www.bbk.ac.uk/soced/our-staff/dina_kiwan

Dr. Ben Kotzee, Lecturer in work-based learning
Research interests: Higher education, professional education, philosophy of education, the nature of expertise and professional knowledge. Email: b.kotzee@bbk.ac.uk; tel: 0203 073 8393
Webpage: http://www.bbk.ac.uk/soced/our-staff/ben_kotzee

Dr. Linda Milbourne, Senior Lecturer in Youth, Voluntary and Community Studies
Research interests: Youth policy, youth in society, social exclusion, power and participation, third sector, organisational change, inter-agency and partnership working. Specialisms in research methods: qualitative studies including participatory methods, group observation and focus groups
Email: l.milbourne@bbk.ac.uk; tel: 0203 073 8373
Webpage: http://www.bbk.ac.uk/soced/our-staff/linda_milbourne

Dr. Anita Walsh, Senior Lecturer in work-based learning
Research Interests: academic recognition of higher level learning taking place outside the university, e.g. in the workplace; the role of experience in work-based learning, the way ‘knowledge’ is produced in context in the workplace and in the pedagogies developed to support these activities.
Email: a.walsh@bbk.ac.uk; 0203 073 8225
Webpage: http://www.bbk.ac.uk/soced/our-staff/anita_walsh

There are also a number of associate, part-time lecturers and visiting professors attached to the department:
Associate lecturers http://www.bbk.ac.uk/soced/our-staff/our-staff#associate-lecturers
Part-time lecturers http://www.bbk.ac.uk/soced/our-staff/sessional
Visiting fellows and professors http://www.bbk.ac.uk/soced/our-staff/our-staff#visiting-professors

1.4 Subject Specific Teaching 
Research students who need to develop their subject knowledge have the opportunity to attend classes which are part of a relevant Masters programme. 
2. ADMISSIONS 
2.1 Criteria and procedures 
Applications are considered at any time, and admissions are possible at the beginning of Autumn and Spring terms. 
Applicants should have a second class honours degree in a relevant subject, and a proven ability to work independently. 
Applicants should complete the College application form and include a research proposal (see below). However, it is advisable, before applying, to contact the relevant Department staff for an informal discussion (see contacts above). 
Once a relevant member of staff has agreed to consider a proposal, applicants are invited to submit a proposal of 2,000 words, stating aims, proposed methods of the research, and the position of the project in the context of existing literature. This proposal should also include a preliminary bibliography. 
Following the submission of the proposal, the candidate will be invited for an interview to discuss aspects of the proposed work. Candidates may either be accepted, rejected or advised to develop their ideas further before re-submitting a proposal. 
2.2 Studentships 
The School of Social Sciences, History and Philosophy (SSHP) dispenses a limited number of studentships (fees only) each year. Applications for these are considered in the Spring/Summer for admissions the following October. Grants for overseas students are considered in early March. 
2.3 General enquiries 
For general inquiries, contact: 
Dr. Dina Kiwan
Postgraduate Research Director
Birkbeck, University of London 
26 Russell Square 
London WC1B 5DQ 
e-mail: d.kiwan@bbk.ac.uk

3. AIMS AND OBJECTIVES OF MPHIL AND PHD STUDY 
Details of what is required to be awarded an MPhil or PhD are in the University of London regulations, and students are advised to familiarise themselves with these and with the College Code of Practice (See Appendix 4). 
3. 1 The Award of an MPhil Degree 
The scope of the thesis shall be what might reasonably be expected after two or at most three years of full-time study, and the length would not normally exceed 60,000 words. It should be an integrated whole and present a coherent argument. It should be either a record of original work or of an ordered and critical exposition of existing knowledge and should provide evidence that the field has been surveyed thoroughly. 
MPhil graduates: 
Will be able to deal with complex issues both systematically and creatively, make informed judgements in the absence of complete data, and communicate their conclusions clearly to specialist and non-specialist audiences; 
Will be able to demonstrate self direction and originality in tackling and solving problems, and act autonomously in planning and implementing tasks at a professional or equivalent level; 
Will have the qualities and skills needed in circumstances requiring sound judgement, personal responsibility and initiative in complex and unpredictable professional environments. 

3. 2. The award of a PhD 
The scope of the thesis shall be what might reasonably be expected after three or at most four years of full-time study, and the length would not normally exceed 100,000 words. The work should form a distinct contribution to the knowledge of the subject and afford evidence of originality by the discovery of new facts and/or by the exercise of independent critical power. 

PhD graduates: 
Will be able to make informed judgments on complex issues in specialist fields, often in the absence of complete data, and be able to communicate their ideas and conclusions clearly and effectively to specialist and non-specialist audiences; 
Will be able to conduct, understand and use research techniques relevant to their specific discipline; 
Will have the qualities and skills needed in circumstances requiring the exercise of personal responsibility and largely autonomous initiative in complex and unpredictable professional environments. 
4. SUPERVISION: ROLES AND RESPONSIBILITIES 
4.1 Allocation of supervisors 
Research students are usually allocated one principal supervisor, and in most cases a second supervisor is also involved, although in some cases this will include a supervisory team. Responsibilities are as follows: 

4.2 Principal supervisor’s responsibilities 
1. To provide guidance about the: 
(a) nature of the research being undertaken and the quality and quantity of work required 
(b) planning of the research programme including the timetabling of research and writing activities and deadlines 
(c) taught classes which should be attended 
(d) research techniques necessary to undertake the research and relevant ethical considerations. 
2. To agree, at the start of the student’s registration, a programme of research training based on an assessment of the student’s training needs. 
3. To meet formally with the student normally at least twice a term (part time students) and at least three times per term (full time students). To be available to the student at other times for informal discussions. 
4. To request that written work (e.g., drafts of chapters) be submitted according to the agreed timetable and that constructive criticism and feedback on written work is provided within a reasonable period. 
5. To encourage the student to participate in research activities (e.g., attend Research Seminars, present papers at conferences) and to make use of external resources and expertise (e.g. contacts with other research groups, specific researchers). 
6. To discuss the annual report with the student (see Section 7). 
7. To keep the Director of Graduate Studies aware of any current or potential problems or difficulties. 
8. To advise the student on the ‘readiness’ of the work for upgrading to PhD and for final submission; to read and comment on a draft of the thesis before final submission. 

To ensure that the programme of research is completed within the usual maximum time limits (this is three years full-time, six years part-time for PhD students). 

4.3 Second supervisor’s responsibilities (or responsibilities of supervisory team) 
1. To develop an awareness and understanding of the research being undertaken by the student. 
2. To be available to the student for informal meetings and discussions (particularly during times when the principal supervisor is unavailable). 
3. To read the annual report prepared by the student and the principal supervisor’s comments and, where it is felt necessary or requested, provide comments to the principal supervisor and/or the student. 
4. To ensure that advice and suggestions given are done in the context of the advice and suggestions already provided by the principal supervisor. 

To act as a mentor for the principal supervisor where the principal supervisor is relatively inexperienced. 

5. STUDENT’S RESPONSIBILITIES 
1. To establish, through discussion with the principal supervisor, the nature of the guidance required and preferred ways of working (e.g., numbers and types of meetings). 
2. To keep the supervisor informed of work in progress and to meet with the supervisor at least twice a term, unless otherwise agreed. 
3. To take the initiative in raising current and anticipated difficulties and problems with the principal supervisor. 
4. To take an active part in the research life of the Department and School (attend Research Seminars, make research presentations, share information, and take part in research group activities). 
5. To participate in external research activities (e.g. present papers at conferences) and to make use of external resources and expertise (e.g. contacts with other research groups, specific researchers). 
6. To attend any research training programme agreed with the principal supervisor. 
7. To abide by relevant professional code of ethics in conducting research. 
8. To complete the annual report. 
9. To keep the Director of Graduate Studies aware of any current or potential problems or difficulties. 
10. To ensure that the programme of research is completed within the usual maximum time limits (this is three years full-time, six years part-time for PhD students). 
6. RESEARCH TRAINING, SEMINARS AND ETHICS 
6.1 Research Training and Seminars 
Research students at Birkbeck will be offered appropriate research training, according to their specific needs, and will also be expected to take part in generic research methods training, offered partly by the College Research School, partly by the Department, and partly by the Bloomsbury Consortium. Finally, they are expected to attend student seminars on research in progress. 

1. Subject related research training, such as for example the use of specific computer packages like SPSS or specific statistical techniques, will be arranged for students who need this for their research. 

2. Training in generic aspects and general skills will be offered partly at College level and partly by the Department. Topic areas include epistemological issues; planning and designing a research project; ethical aspects; time management; literature search; oral and written presentational skills; bibliographic computer packages. 

3. Research students in the Department are expected to attend regular seminars, which include student presentations on research in progress. 

4. Research students are expected to be familiar with, and participate in, the activities and events of the College Research School. 

5. Students are also encouraged to participate in the academic activities of the Department and College. These include staff seminars and lectures. 

6.2 Ethics 

The School Research Ethics Policy applies to PhD students, postgraduate students and undergraduate students conducting substantial research as the basis for an original thesis. However, it only applies to those studies which involve human participants. For each study conducted the student should complete the ‘ETHICS PROPOSAL FORM’ (see Appendix 2). 
Some guidance on the ethical issues that need to be considered can be found in the School Research Ethics Policy. The ethics proposal should be approved by the student’s supervisor, classified by the supervisor as ‘routine’ or ‘non-routine’ and sent by email to the Chair of the School’s Ethics Committee [also known as the School Ethics Officer]. Definitions of ‘routine’ and ‘non-routine’ can be found in the School Research Ethics Policy. The Chair will forward non-routine proposals to at least two other members of the Committee for consideration. Where the project is routine the Chair of the committee will review, sign and return it. Where possible the time taken to review proposals will be three weeks. Proposals will not be considered out of term time. 
A copy of the School Research Ethics Policy can be found at: 
http://www.bbk.ac.uk/ce/research/ethicspolicy.pdf 
7. ANNUAL REPORT 
Research students are required to complete an Annual Report once a year in conjunction with their supervisor, see form in Appendix 1. Usually, the report is expected to be submitted in May each year. Students who started their study in mid-session would still be expected to submit a report in May, although it would cover less than a year. 
The report form provides an opportunity for students to review their own work during the year and to evaluate the supervision and training offered by the Department. It is also an opportunity for the student in conjunction with the supervisor to clarify expectations for the coming year and to decide on areas of need. 
8. TRANSFER FROM MPHIL TO PHD 
8.1 Timing and procedure 
Application for transfer is made by the supervisor in consultation with the student. Students are normally expected to submit work for conversion to PhD status after about two years part-time work, or 1-1½ years’ full-time work, i.e. when the student has completed two chapters. 
Students are expected to work closely with their supervisor in developing their application and deciding on the timing. 
Applications can be made in any of the three terms of the academic year.
An SPE review panel will consider applications and make recommendations for the approval of the Committee. There will be at least three members of the panel, including the student’s supervisor(s) and at least one other subject specialist from outside the Department. The composition of the review panel can be approved by the Committee through Chair’s action. The review panel should make their recommendations to the Research Committee within a month of receiving the application. This should reach the Research Committee at least two weeks in advance of their next scheduled meeting. 
The decision of the Research Committee will be communicated in writing to the student. 
Outcomes of application 
There can be three outcomes of the application: 
1. Acceptance of upgrading to PhD status. This may include minor suggestions from the panel for modifications; 
2. Recommendation that the student re-apply, following further development of her/his work. The recommendation will include clear guidance as to the work needed; 
3. Rejection of the application with the recommendation that the student works towards obtaining an MPhil. 

8.2 Appeals 
A student whose application for transfer is unsuccessful and who disputes the decision on academic grounds has the right of appeal within one month of notification of the decision. Appeals should be made to the Department Head and will be considered by a panel comprising the Director of Postgraduate Research and, wherever possible, a member of the Department (or, if appropriate, another College School) with supervisory experience who was not previously concerned with the assessment of the application or the student’s research. 
8.3 Criteria and Requirements for MPhil and PhD 
MPhil 
Some students, for a variety of reasons, may wish to complete an MPhil, rather than proceed to PhD study. Some of the main London University requirements for an MPhil are set out below: 
The London University regulations state the criteria for the award of an MPhil to include the following. 
The scope of the thesis shall be what might reasonably be expected after two or at most three years of full-time study. The thesis shall: 
not exceed 60,000 words 
be either a record of original work or of an ordered and critical exposition of existing 
knowledge and shall provide evidence that the field has been surveyed thoroughly; 
be an integrated whole and present a coherent argument; 
give a critical assessment of the relevant literature, describe the method of research 
and its findings and include a discussion on those findings; 
(For the full list of criteria, see University of London Regulations). 

PhD 
The key principle for conversion from MPhil to PhD is that there should be sufficient evidence to indicate that the work can be completed within the normal period of study (usually four years of part-time work), and of the standard required for a PhD, as set out in the University of London regulations. 
The London University regulations state the criteria for the award of a PhD to include the following. The work should: 
not exceed 100,000 words; 
form a distinct contribution to the knowledge of the subject and afford evidence of 
originality by the discovery of new facts and/or by the exercise of independent critical power; 
give a critical assessment of the relevant literature, describe the method of research and its findings, and include a discussion on those findings, and indicate in what respects they appear to the candidate to advance the study of the subject; 
be of a standard to merit publication in whole or in part or in a revised form (for 
example, as a monograph or as a number of articles in learned journals). 
(For the full list of criteria, see University of London Regulations). 
An application for conversion from MPhil to PhD should show that: 

· there is a clearly stated aim to conduct a piece of research that will form a distinct, original contribution to knowledge of the subject; 

· there is evidence of knowledge and understanding of the principal theories and approaches used by earlier research in the subject concerned, upon which the proposed research seeks to build; 

· the research proposed is a suitably sized project for the time period in which it must be completed - neither too superficial nor too ambitious to complete within the normal period of study; 

· the proposed method(s) are appropriate to the stated aims of the research; 

· the proposed method(s) are practicable. 


Requirements for work submitted with application: 
1. A (max) 500 word summary of work done and proposed work; 

2. At least two draft chapters, totalling no less than 15 - 20,000 words; 

3. The work submitted should include the following: 
a) statements of the central research questions and/or hypotheses, their rationale and background, including an indication of the ‘state of the art’ of the relevant debates in the subject ; 
b) a substantial piece of analysis of the research question, which indicates that the work is near or at PhD level. For empirical field work this would include a review of existing literature, a report of a completed pilot study, and detailed methodology with evidence that the work is practicable. 
c) Chapter headings for the whole thesis, and no less than half a page on each chapter 
d) A bibliography and references 
e) Timetable for the remainder of the work. 
9. SUBMISSION OF THESIS 
9.1 Procedures and requirements for written submission 
The details for what is required in the final thesis should be discussed with the supervisor. Procedures for submission of theses are set out and administered by London University. Forms for submitting the thesis for examination must be obtained from the Examinations Office of Senate House six months before the submission. Three bound copies of the dissertation must subsequently be submitted to the Examinations Office of Senate House. It should be typed or word-processed on A4 pages, double-spaced and with generous margins. Only one side of the paper should be used. The thesis should have a single, continuous pagination. Further information on the specific requirements of the University of London for the submission of Doctoral and MPhil Theses can be obtained from Senate House. 
9.2 Referencing and plagiarism 
Analytical points and all materials used throughout the thesis must be extensively referenced and documented. Students will also be required to provide a complete bibliography of all works and materials they have consulted, together with citations of the exact source of quotations and other specific points taken from books, articles and web sites used. 
Students should at all costs avoid PLAGIARISM, i.e. the presentation of another author’s ideas or words as if they were their own. If an author is quoted, the quotation should be placed in inverted commas and a reference given for it. Plagiarism and any other form of intellectual dishonesty can result in students failing the degree. 
Students are advised to discuss the choice of most appropriate referencing system with their supervisor. Advice on referencing is given in Appendix 3. 
9.3 Assessment 
Senate House will arrange for the thesis to be read and examined by two examiners, one within the University of London and one external to the University who are specialists in the field of study. Students will be called for a viva voce examination of their thesis where they will defend its arguments orally to the two examiners. Advice from the supervisor on the suitability of the thesis for examination is crucial, and it is unwise to submit a thesis that the supervisor considers insufficiently prepared. At the end of the viva voce examination the examiners will inform the student of whether the thesis has met the requirements of a doctoral or MPhil degree without the need for revision, or whether it needs further revision before it will be eligible. See University of London Regulations for details, and for appeals procedures. 




















APPENDIX 1. 

ANNUAL REPORT FORM.
(Available in electronic form)

Name of student:

Registration (MPhil/PhD)

Status: (FT/PT):

Initial Registration date:

Report for year: 

Supervisor(s):

Title of thesis:


To be completed by supervisor:

1. Were there any problems in maintaining a reasonable amount of contact time? (If yes, give details)

2. Has the student submitted sufficient written work during this year, adhering to an agreed timescale? (If no, give details)

3. Has the quality of work been adequate in terms of:
a) written English
b) depth of treatment of issues

If no, give details. Have these concerns been discussed with the student?

4. Does the student show an ability to test ideas against those of others? (If no, give details)

5. Has sufficient reading been done during the last 12 months? If no, has this been discussed with the student?

6. Is information being collected in a rigorous manner?

7. Is analysis being conducted in a rigorous manner?

8. Is there a possibility that this work will produce publishable articles? If yes, has this been discussed with the student?

9. Any further comments

To be completed by student
Participation in the last 12 months

1.  Attendance at lectures/seminars/conferences/Masters modules:
2. Details of any seminar or other presentation by you:

3. Was the research training offered appropriate?

4. What other training would you like to attend?
Supervision sessions
Please list supervisor-student contacts/sessions during the last 12months. This could include face to face, email, telephone etc.
Contact			Mode
Was supervision satisfactory? If not, give details.
Signature of student________________________________ Date________________
Action Plan
To be completed jointly by supervisor and student:
Agreed plan of action for the next 12 months:
1. Work on thesis
2. Training
3. Conference and seminar attendance, publication plans

Signature of student__________________________________ Date______________
Signature of supervisor_______________________________  Date______________

APPENDIX 2
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]ETHICS FORM FOR RESEARCH INVOLVING HUMAN PARTICIPANTS

This form is to be completed by the student or member of staff completing the project. It is to be completed for any piece of research involving human participants. For students it is the type of work that will be the basis for a dissertation or thesis [i.e. a Certificate/Diploma/Degree or postgraduate dissertation, or PhD thesis]. 

	Name(s) of applicant
	

	Project Title
	

	Staff member, PhD student, postgraduate  student, undergraduate student, Certificate/Diploma student?
	

	Thesis, dissertation, academic staff research?
	

	Course of study (Subject and title)
	

	
Supervisor(s)

	 

	Funding source for study
	




Attached: Information sheet	    Consent form               Questionnaire		Other




Please answer all questions listed below. If they do not apply, write in n/a.
Expand on each question as needed.


1. For students: My supervisor/course director has approved my proposal, its aims and methods as relevant and worthwhile, and is satisfied that ethical issues have been addressed adequately:                N/A

Name of supervisor/course director: … ……………………

2. Rationale and description of proposed project:
This should be a summary of key aims and research questions, derived from your research proposal. 
         What question/s do you aim to answer and why? 


3.  What method(s) of data collection are planned? (e.g. self-completed questionnaires; interviews; observation, experiment etc): (If designing an experiment, observation, action research etc What exactly will you do)? 


4. Who will be the participants and how many participants will be included in the study?


5. How will you recruit participants? Is there any possibility that participants might feel coerced to take part and if so how can you manage this issue? 


6. How will participants be made aware of what is involved in the research [prior to, during and after data collection]?  [Attach information sheet]


7. How will you ensure that participants really do understand their rights? [Attach consent form]


8. Is there a risk of harm to participants, to the participants’ community, to the researcher/s, to the research community or to the College? If so how will these risks be managed? 

9. If conducting a survey or interviews, what questions will you ask? [Attach draft questionnaire/interview schedule/aide memoir] 

10. How will you record and store the data [e.g. notes/audiotape/video/other]? 


11. What plans do you have for managing the confidentiality and anonymity of participants in this study?

12. Are there any potential conflicts of interest for you in undertaking this study? 

13. How will the findings be used on completion of the study? 

14. Does this work raise any other ethical issues and if so, how will you manage these?

15. What training or experience do you bring to the project or will you undertake to enable you to recognize and manage the potential ethical issues?

Classification of project	 ROUTINE  		NON-ROUTINE 

(Supervisors should classify projects on behalf of students. The distinction between routine and non-routine can be found in the policy).

Signatures:
Supervisor (if applicable):………………	Date:…….

Please note that in signing this form, supervisors are indicating that they are satisfied that the ethical issues raised by this work have been adequately identified and that the proposal includes appropriate plans for their effective management. 

The researcher: ………	Date:…….



School Research Ethics Officer: ………………………….	Date:………………….

Approved	           Approved subject 		                Referred to 		Rejected
                          to adaptations			College Research 
Ethics Committee
REVIEWERS’ FEEDBACK:

Date received:………………………………Date returned:……………………………...

Name of reviewer:……………………………………………………………………….…

Signature…………………………………...........................………………………………      

Do you have enough information to make a decision? If not, what else do you need to know? 



Do you have any concerns about any of the following? If so, what? 
	
Clarity of the aims, the feasibility and worth of the study:                  Yes            No         Maybe


	
The worth of the study and the use of findings on completion of the study?    Yes       No        Maybe


	
Arrangements for recruitment                                                        Yes          No         Maybe
[including access to participants and  potential for coercion]   



	
Informed consent and participants’ understanding of their rights      Yes          No         Maybe



	
Risk of harm to participants, participants’ community, the researcher,         Yes       No          Maybe
the research community or the College




	
Confidentiality and anonymity     Yes       No          Maybe



	
Conflicts of interest     Yes       No          Maybe



	
Whether the researcher/student has sufficient experience or training to           Yes            No             Maybe
recognise and  manage the ethical issues effectively  

 


	
Any other ethical issues       Yes       No          Maybe



	What is your recommendation?
	Yes
	Maybe

	Accept proposal
	
	

	Ask for further information
	
	

	Recommend changes
	
	

	Require changes 
	
	

	Refer  to College Ethics Committee
	
	

	Reject
	
	

	Get expert advice
	
	

	Other [please state]





Please add any additional comments, feedback or suggestions on additional page.








Appendix 3

ADVICE ON REFERENCING

Students may choose to give their citations and references in notes, either at the foot of the page or the end of the essay/dissertation, or to incorporate them in brackets in the text using what is called the Harvard system. Students are advised to discuss the choice of most appropriate referencing system with their supervisor.
Whatever system you use, be consistent, give full details, and do not repeat information already given.
The most useful system is the Harvard system or adaptations from that. This cites authors and year of publication in the text, and gives full details in a list of references at the end of the text.
The difference between references and bibliography is that references are titles that are all referred to in the text, whereas the bibliography can include sources consulted but not referred to. You may have a bibliography after your list of references, but this is not always necessary.
 Examples:

1) Book:
Hudson, P.J. (1988) Capital Politics,  London: Croom Helm
2) Article in a journal:
Biggs, A.J., Hollis, J. and Parker, B. (1989) The European Monetary System, Journal of Political Studies, vol. 4, no 5: 33-42
3) Chapter in a book:
Morgan, R.H and Asew, S. (1989) International economic policy, in D. Pierson (ed) World Politics: 10-40, London: Macmillan
The important point to bear in mind is to give information about: author, title, year of publication, place and publisher. For journal articles it is important to give information about volume and issue number of journal and range of page numbers. For chapters in edited books, it is also important to give page numbers.








4) Web sites
References to material found on web sites should give the name of the web site, the full http address, and the date last accessed.

Example:
Rogers, A. and Nicolaas, G. (1998) Understanding the patterns and processes of primary care use: a combined quantitative and qualitative approach. Sociological Research Online, 3(4), <http://www.socresonline.org.uk/socresonline/2/2/7.html> Last accessed 1st July 2002.
The text
By listing references at the end of the essay, the main body of the text only needs to mention author and year. With this information the reader can look up the details in the list of references.
Quotations: If a writer is quoted directly, you must indicate so, and in addition to giving the author and year, you should give the exact page number from where the quotation is taken.
Examples:
1) 'It has been argued that the earth is flat (Hudson 1988).'
2) '...This point has been argued by Hudson (1988), who claimed that the earth is flat.'
In the second example Hudson is part of the sentence, and all you need to give is the year.
3) In the debate about whether the earth is round, Hudson argues, 'I think it is clear that the earth is flat and at the centre of the universe' (Hudson 1988, p.45) 
This is an example of a direct quote, and therefore the page number is indicated.
Use of secondary sources: 
Please note that literature listed under 'references' or 'bibliography' is meant to be sources which you have read yourself, and not sources referred to by others. If you want to list such secondary sources, you must indicate so in your list of references, e.g. Achenbaum, A. (1978), Old Age in the New Land, Johns Hopkins University, Baltimore, cited in C.Victor (1994), Old Age in Modern Society. You should strive towards using primary sources as far as possible.


APPENDIX 4

COLLEGE CODE OF PRACTICE FOR POSTGRADUATE TRAINING AND RESEARCH FOR RESEARCH DEGREES

This Code of Practice is concerned with the following aspects of postgraduate training and research:

· School structures
· Admission for research degrees
· Planning the research
· Training in research methods
· Supervision
· Student progression
· Transfer from MPhil to PhD
· Submission of theses 
· Final examinations for MPhil and PhD degrees
· Subsequent careers of MPhil and PhD graduates

School structures
1.	Schools should appoint a sub-committee with responsibility for the conduct of research training and other matters relating to postgraduate study or, as may be appropriate in the case of smaller schools, a senior member of staff (the “designated officer”). Subsequent reference in this Code of Practice to the school sub-committee should be deemed to refer also to the designated officer. The school sub-committee should oversee the admission of research students, their supervision and progress, prescribe procedures and determine applications for transfer from MPhil to PhD, and consider and determine other matters pertaining to postgraduate research. The sub-committee should report termly to the head of school and meetings of the school.

2.	Postgraduate research students are expected to participate in and benefit from the postgraduate life of the school. It is the responsibility of the school to create and sustain the sense of intellectual and academic community among its research students. This is of particular importance in those disciplines, eg. in the Humanities, where the student would not necessarily be part of a research team.

Admission for research degrees
3.	All applications for admission shall be considered in accordance with the College’s policy of equal opportunities. Admission requirements and admission procedures detailed in College publications should include an indication whether and at what stage an interview and/or a qualifying examination is normally required. Successful completion of the qualifying period may be prescribed before registration as a research student.

4. The detailed requirements for a programme of work frequently cannot be specified in advance but the recommendation to admit should take account of the following points: 

(a)	The applicant should be appropriately qualified for the proposed programme of work in terms of academic qualifications, ability in relation to the proposed topic and knowledge of the related literature. He/she should have the ability and motivation to devise a strategy for the programme of research and bring it to successful completion in the required time.

(b) 	The proposed programme of work must be capable of being studied to the depth required to obtain the degree for which the candidate is to be registered. 

(c) 	(i)	The proposed programme of work must be capable of completion within the timescale designated for it. The maximum periods under normal circumstances are: full-time students four years; part-time students six years.

	(ii)	The expectations and requirements for part-time research students will differ from those for students studying full-time. While arrangements for part-time students should be flexible to accommodate individual circumstances, schools have a responsibility to define expectations and closely monitor progress, thus providing a framework to assist part-time students to complete their work in reasonable time.

(d)	In so far as can be predicted, the appropriate necessary resources (eg. library, computing, laboratory facilities, technical assistance) should be available. 

(e)	Schools must ensure that proper supervision can be provided, and be maintained throughout the research period, including during any periods of study leave for the supervisor or periods of research undertaken abroad by the student. Supervision must be provided by a person or persons active in the student’s research field or in a field closely related to it. (See also 14 below.)

(f)	In the case of self-financing full-time students, and notably overseas students, selectors should be satisfied that the students will have adequate financial resources available to them for their maintenance and study costs for at least the minimum prescribed period of registration.

5.	The decision to admit should not normally be taken by an individual member of staff alone but, wherever staff numbers allow, by a group of at least three persons properly constituted for the purpose. The school’s offer of admission, subject always to University and College registration and financial requirements, should be made in writing to the student by the head of school or a member of academic staff nominated by the head of school. This person is responsible for ensuring that all documentation relating to the application has been properly completed. The school’s offer of admission should in all cases be made with the consent or endorsement of the head(s) of the school(s) concerned. 

6.	The student’s principal supervisor should be designated by the school sub-committee (or by a selection panel as the school may prescribe).

7.	This Code of Practice shall be provided to all academic staff and to research students with the offer of admission. The purpose of the Code of Practice is to establish clear and explicit mutual expectations and so to minimise the risks and problems of personal difficulties, inadequate supervision, or unsatisfactory student performance. It is of great importance that the supervisory relationship should be fully discussed between student and supervisor. In addition to this Code of Practice which is concerned with general policy, schools should prepare as necessary or as indicated in this document more specific statements of school requirements and arrangements; these also should be provided to each student with the offer of admission. (See also 20 below.)

8.	The confirmation of the offer of admission on behalf of the College shall be made by the Registrar after receiving notification of the school’s decision. Such notification to the Registrar should be made with the endorsement of the head(s) of the school(s) concerned.

Planning the research
9.	The student should select the research topic in consultation and agreement with the supervisor. In many science and social science areas the choice may be determined by the research in progress in the school or by an external funding body. Industrial needs may in appropriate circumstances influence the choice of research fields. With the consent of the student, employers may in appropriate cases be involved in planning the research and providing facilities to advance it.

10.	A detailed research plan should be formulated in consultation between the student and the supervisor as soon as possible and no later than the end of the first term in a context of what is appropriate for the discipline. The supervisor has a responsibility to ensure that delay in planning the research is kept to a minimum and that the head of school is kept informed.

Training in research methods
11.	The school should ensure that training is provided in research methods appropriate to the discipline. The minimum period will be the first year of the course with training continued in subsequent year(s) as the school may consider necessary. Such training should be conveyed at least in part through formal teaching or instruction. This requirement may be modified in individual cases if the student has either previously attended a postgraduate course in the discipline (or in a cognate discipline), which in the opinion of the school included appropriate training in research methods, or has appropriate experience in research. In the case of some schools it may be necessary to arrange training in collaboration with other schools or external bodies.

12.	Throughout their research students should be encouraged to develop their knowledge of their research field and their presentational skills by such activities as participating in seminars, making oral presentations of their research in the school or attending relevant conferences or colloquia.

Supervision
13.	Schools should ensure continuity of supervision.

14.	All teaching staff undertaking the supervision of postgraduate research students should have received guidance in respect of postgraduate supervision as an aspect of staff development. Supervisors who have not themselves successfully completed a PhD thesis will be expected to have equivalent research and publications experience. In addition to the principal supervisor, a second supervisor should be appointed in every such case. The second supervisor should be known to the student and familiar with the student’s work. It would not normally be appropriate for a member of staff under probation to be appointed as the principal supervisor. However, in the interest of staff training and development there is advantage in the appointment of a member of staff on probation as a joint principal supervisor provided care is taken to ensure that irresolvable conflicts between the joint supervisors are not likely to occur. There will be occasions where it is appropriate to appoint as a principal, joint principal or second supervisor a person who is an externally-funded member of staff and/or a person who is a member of another academic institution or a collaborating body. In this case care needs to be taken to ensure that full control over the supervision rests with the College.

15.	The responsibilities of the supervisor which are exercised on behalf of the school include the following matters: 

(a)	Guidance should be given about the nature of research and the standard expected, the planning of the research programme, literature and sources, attendance at taught classes, requisite techniques (including arranging for instruction where necessary), and the problem of plagiarism.

(b)	Supervisors should meet with their research students for formal consultation at least three times a term in the case of full-time students or at least twice a term in the case of part-time students. The number of formal consultations may be varied by mutual agreement as circumstances may require. They may also maintain contact through regular seminar meetings, in accordance with College and school policy and in the light of discussion of arrangements with the student.

(c)	Supervisors should be accessible to the student at other appropriate times when advice may be needed. 

(d)	Detailed advice should be given on the necessary completion dates of successive stages of the work so that the whole may be submitted within the scheduled time as prescribed in 4 (c) (i) above.

(e)	Written work should be requested as appropriate, and returned with constructive criticism and in reasonable time.

(f)	Arrangements should be made as appropriate for the student to talk about his or her work to staff or graduate seminars, and to have practice in oral examinations.

(g)	The supervisor should ensure that the student is made aware of inadequacy of progress or of standards of work below that generally expected.

(h)	In appropriate cases the supervisor should be prepared to refer the student for professional guidance in respect of personal or other problems not necessarily directly related to the research.

(i)	The supervisor will report annually to the school sub-committee on the student’s progress and any problems encountered during the year. The supervisor will also comment as appropriate on the student’s own report which is submitted to the sub-committee through the supervisor (see 17 (d) below).

16.	Particular care should be taken with overseas students who may need in the early stages very frequent contact, and often advice, particularly in relation to 15 (a) above, as the circumstances of individual students require. The assistance needed may include help with language problems and advice about language training where necessary. The supervisor should be aware that the period of time available for the completion of the thesis will normally be determined by the funding available and in many instances will be less than the maximum four-year period prescribed in 
	4 (c) (i) above.

17.	The responsibilities of the student include the following matters:

(a)	The student should discuss with the supervisor the type of guidance and comment found to be most helpful, and agree a schedule of meetings.

(b)	The student should take the initiative in raising problems or difficulties, however elementary they may seem.

(c)	The progress of the work should be maintained in accordance with the stages agreed with the supervisor, including in particular the presentation of written material as required in sufficient time to allow for comments and discussion before proceeding to the next stage.

(d)	A formal report should be submitted annually to the school sub-committee through the supervisor for consideration in accordance with school procedures (see 21.1 below). Students’ reports should be made on a standard form provided by the school and should embrace such matters as self-assessment of academic progress, supervision, provision of resources, administrative and any other relevant matters.

18.	A clear understanding between supervisor and student should be established at an early stage about the supervisor’s responsibilities in relation to the student’s written submissions. The understanding must accord with any University, College or school regulations (of which the student should be made aware) and must cover the nature of guidance or comment the supervisor will offer.

19.	The nature of research supervision is such that no supervisor should undertake the supervision of more than a limited number of students. The limit will vary from one subject to another and according to such factors as a supervisor’s experience and other duties but each school should have a normal maximum to be exceeded only in exceptional circumstances.

20.	The school statements (see 7 above) should include information about procedures by which students may make representations to the head of school or other designated officer if they feel that their work is not proceeding satisfactorily for reasons outside their control. It is important that the school statement should make clear that, if the student feels that an effective working relationship is not being established with the supervisor, these procedures provide a means of discussing the possibility of changing supervisors. It is necessary that the procedures should operate expeditiously to avoid loss of time in regard to the research or its funding.

Student progression
21.1 	Regular consultation between supervisor and student should establish an agreed view of the direction and progress of the research and identify any remedial action necessary to re-direct the student’s work or to revise the agreed schedule for completion within the specified period. Progress will be monitored at the school level by annual reports on progress and any problems encountered during the year which should be submitted by both the supervisor and student (see 15 (i) and 17 (d) above). Reports will be assessed by the responsible school sub-committee and will be available to both parties, the head of school and, if required, the Faculty Dean. The school sub-committee will decide annually whether re-admission should be offered and agree targets proposed by the supervisor to be met in the following academic year. The sub-committee’s decisions will be subject to endorsement by the head of school and subsequently communicated to the student by the supervisor.

21.2	The school will maintain files of reports and sub-committee decisions centrally as part of its student records. The school will draw upon these records in making its yearly report to the relevant Degrees Committee, as required by the College’s quality assurance procedures, and the records will form part of the evidence available for quality assessment.

21.3	If at any time the supervisor forms the view, on the available evidence, that the student’s rate of progress is such that the student is unlikely to achieve within the specified period the degree for which he or she is registered, the supervisor should notify the student without delay and discuss with the student ways of achieving the objectives of the student’s research plan. If progress remains unsatisfactory the supervisor should notify in writing the school sub-committee and the head of school. The supervisor’s report will be available to the student who may make representations to the sub-committee. The sub-committee will make recommendations relative to the student’s continued membership of the College in terms of College procedures for the termination of registration and/or revised arrangements for the conduct and supervision of the research. The sub-committee’s recommendations will be subject to the approval of the head of school.

21.4	Schools should give students the opportunity at regular intervals to comment to the school sub-committee on all supervisory and other arrangements which bear on their work. Research students should be consulted where appropriate on matters of policy relating to their supervision. Students should be made aware that they may also raise issues for discussion at meetings of the school exchange committee.

22.		It is the responsibility of schools to monitor the progress of their publicly-funded full-time research students in terms of the thesis submission dates sought by the British Academy and research councils: four years after taking up a postgraduate studentship. In responding to the Registry’s periodic surveys on the progress of such students, they should identify those whose completion within the required period is in doubt and specify the measures being taken to secure timely submission. The effect of transfer from MPhil to PhD (see 24 below) must not be such as to extend submission of the thesis beyond the required date.

Transfer from MPhil to PhD
23.1 	Schools should have a formal procedure for considering the transfer of students’ registration from MPhil to PhD. This procedure should be conveyed in writing to research students at the time they are offered admission to the school. All staff concerned with the supervision of research students should be familiar with the procedure and should comply with it in all respects.

23.2	The school’s procedure must indicate the amount and level of work to be done to merit consideration for transfer. It should specify the point in a student’s course when such consideration would normally be appropriate if satisfactory progress is being made in the research relative to the required submission date. This is particularly important in the case of publicly-funded students when the renewal of a studentship may be dependent upon such transfer to PhD.

23.3	The application for transfer should be made by the supervisor in consultation with the student. The application should be considered by the full school sub-committee. If the responsibility for overseeing research in the school rests with the designated officer, he/she should consider the application in consultation with the head of school and at least one other member of staff with experience of postgraduate supervision. This process should take place in good time to allow for any subsequent appeal by the student; the decision should normally be available at least six months before the date when for full-time students funding would cease if transfer was not approved.

23.4	Normally transfer will take place only when there is clear evidence that both the quality and scope of the proposed or completed research make it appropriate. 

23.5	If the application is unsuccessful, the student should be informed promptly in writing and given the reasons for its rejection. In appropriate cases, the student should be given detailed guidance on the measures to be taken before any further application for transfer would be considered.

23.6	A student whose application for transfer is unsuccessful and who disputes the decision on academic grounds should have the right of appeal within one month of notification of the decision. Appeals should be made in writing to the head of school and considered by a panel comprising the chair of the school sub-committee (or designated officer), the head of the school and, wherever possible, a member of the school with supervisory experience who was not previously concerned with the assessment of the application or the student’s research. The outcome of the appeal should be conveyed by the head of school to the student in writing.

23.7	There shall be no further right of appeal. If, however, the student has good reason to believe that the case has not been fully and fairly considered in accordance with the school’s declared procedures, the student has the right to make a written complaint to the Registrar. On receipt of the complaint the Registrar may consult with other members of the College as considered appropriate. This review shall be confined to considering whether the school in reaching its decision did so fully in accordance with its procedures. The conclusions will be conveyed to the student in writing. If the Registrar finds that school procedures have not been observed the head of school will be asked to arrange for further consideration of the student’s application in accordance with those procedures. The school’s decision shall then be final.
Submission of theses
24.		The student should decide when to submit the thesis in consultation with the supervisor. The supervisor’s guidance will be of crucial importance in assisting the student to make this decision. If school procedures require, the student must also consult with the school sub-committee before reaching a decision.

Final examinations for MPhil and PhD degrees
25.		The MPhil and PhD degrees are conferred by the University of London, not by the College. Examination arrangements for those degrees are the responsibility of the University. 

26.		Examiners are appointed and examinations are conducted in accordance with the University of London ‘General Instructions for Appointment of Examiners and for Conduct of Examinations for PhD or MPhil degrees for Internal Students’ and ‘Regulations for the degrees of MPhil and PhD for Internal Students’.

27.		Examiners are appointed by University Subject Area Boards on behalf of the University. Supervisors should ensure that recommendations for the nomination of Examiners are submitted to the appropriate University authorities, in accordance with their procedures and practices, and at such time as to avoid unnecessary delay in the arrangement of the examination.

28.		The University has approved a Procedure for Consideration of Appeals by Candidates for Research Degrees, which is available from the Academic Registrar of the University. An application under the Procedure must be made within two months of notification of the result of the examination to the candidate and be accompanied by the prescribed fee.
Subsequent careers of MPhil and PhD graduates
29.		Schools should endeavour to maintain contact with their research graduates and build up records of their subsequent careers to inform future supervisory practice, report to public-funding bodies and to meet the requirements of both quality audit and quality assessment bodies.
UNIVERSITY OF LONDON REGULATIONS FOR THE DEGREES OF MPHIL AND PHD
See Birkbeck College web site.
http://www.bbk.ac.uk/reg/#regulations























Appendix 5


	
RESEARCH DEGREES SUPERVISION RECORD SHEET
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