DBA Part 2 Journey with forms

Approval stages
	Action
	Form
	UWTSD process

	Development of research ideas, writing of proposal.

Nomination of supervisory team 

	PG23

PG3
	A PG23 form should be completed to request addition of academic to supervisory directory (CV required including details of research and research student supervision).  
A PG3 form is used to nominate a supervisory team for each individual student.  Once formally approved by RDC the student and both supervisors will be notified by AO

	Completion of Proposal form
	PG1
	The form should be completed by the student, supervisors then add comments in the specific sections.  Both student and supervisors should complete relevant sections to the word limit given.  To be signed by student, Director of Studies and Faculty Director of Research.
Submitted to Research Degrees Committee within 3 months of progression to Part 2

	Completion of Ethical Approval Form
	PG2
	To be signed by student, Director of Studies and Faculty Director of Research
Submitted to Ethics Committee within 3 months after the approval of Proposal Form



Regular meetings with supervisory team (plus ongoing contact via email)
	Action
	Form
	UWTSD process

	Agree schedule of meetings for the academic year (one each month to be scheduled)  
Three of these to be identified as the formal meetings that will be attended by both supervisors and student – and will be reported as part of the Annual Review Process
	RM3
	List maintained by supervisory team, RM3 form to be held locally for monitoring purposes. 
RM3 form updated with dates of actual meetings as year processes.   
Local attendance at meetings records should also be held by supervisors and local administrators.

	After each meeting to complete a record of the meeting
	PG4
	Sections for supervisory team and for the student.  Details need to be provided of discussions.  Needs to be signed by all present.  Copies need to be stored in a central location locally.   



Annual Review
	Action
	Form
	UWTSD process

	Takes place every year for every student.    
Annual Review Boards are held at three times during the academic year, in late September, late January, and late May. A student’s first Annual Progress Report will normally be considered at the Annual Review Board held approximately 8 months after initial enrolment (students starting in October will be considered at the May Annual Review Board; students starting in February will be considered at the September Annual Review Board; students starting in June will be considered at the January Annual Review Board).
	PG5
	Supervisory team complete form and assigns a progress category (satisfactory/cause for concern/unsatisfactory), and then submits to PGRO (AO), via portal (information provided directly by AO to supervisors).  PGRO (AO) sends to student for addition of their comments.  Forms are considered by a sub-group of RDC.   Outcomes sent to student (and supervisory teams)

	IF Cause for Concern, or Unsatisfactory, then Action Plan put in place
	PG6
	Progress reviewed at next Review Board (i.e. after 4 months via PGRO (AO)
Please note the outcomes of Review Board consideration have now been tightened (see section 7.3 of the Code of Practice for Research Degrees) the regulations now allow automatic termination of candidature if a student continues to be Cause for Concern or Unsatisfactory.

	When satisfactory, then reviewed again in line with annual review cycle.
	
	



Thesis submission and examination
	Action
	Form
	UWTSD process

	Advanced notification of submission of thesis
	PG8

PG9
	PGRO sends e-mail to student with form.  Student completes and submits to PGRO 3 months before expected submission date.  This triggers process to appoint Examination Board
Supervisory team suggest names for External Examiner.  FBAM Director of Research Degrees (in consultation with supervisors) nominates an internal examiner and Chair, PG9 completed and submitted to RDC  (with External Examiner CV)

	Submission of thesis (soft board)
	PG10
	Student submits 2 copies to AO with PG10 form

	Viva 
	
	[bookmark: _GoBack]Usually takes place within 3 months of thesis submission

	Examination Board produces a report
	PG12
	PG12 completed and submitted to RDC, student formally notified of outcome

	Submission of any corrections or revisions as explained in AQH
	PG12R
PG16
	



RDC = Research Degrees Committee		
EC = Ethics Committee
AO = Postgraduate Research Office 
