CODE OF PRACTICE FOR POSTGRADUATE RESEARCH
DEGREES IN 2022/23

This Code of Practice relates to all students taking supervised
research degree programmes at the Royal Veterinary College
(RVC), specifically those on MPhil, PhD and DProf programmes
and the MRes. It should be read in conjunction with the
College’s General Regulations, the Research Degree
Examination Regulations and the University of London
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Training programmes leading to PGDipVCP (Internships) and
MVetMed (Residencies) degrees.

The processes and procedures regulating research students
within the RVC are approved by the Research Degrees
Committee and then Academic Board.

In relation to research degree students, the Graduate School
has responsibility for the following:

l

Together with the Academic Departments and the Vice-
Principal for Research and Innovation, identifying an
appropriate supervisor and co-supervisor and ensuring
that there are appropriate and sufficient resources for
the specific project;

Together with the Vice-Principal for Research and
Innovation, allocating any bursaries or other forms of
student support available to the College;

Monitoring and reviewing the progress and training of
each student periodically, and specifically confirming
progression in accordance with established criteria and
procedures at different stages of their programme, and
alerting the Head of Department to any concerns about
student progress;

Approving administrative matters such as extensions to
study, changes of registration status or supervisor or
interruption of study in consultation with the Vice-
Principal for Research and Innovation and/or the
Student Performance and Development (SPD) system, as
appropriate;

After approval of examiners by the Research Degrees
Committee, managing entry to, and progress of, the
examination;



1.3

The Research Degrees Committee

Purpose:

l

To assure the quality and standards of the College's
research degrees and to make recommendations on
their award.

Terms of reference:

l

To recommend the College's strategy for the MRes,
MPhil, PhD and DProf for approval by the Academic
Board, and to promote and monitor its implementation;
To develop, implement and monitor policies,
procedures and regulations in respect of the MRes,
MPhil, PhD and DProf and for the assurance of the
academic standards of awards made by the College;

To develop and monitor the implementation of
procedures for the registration, progress, training,
supervision and examination of candidates for the
degrees of MRes, MPhil, PhD and DProf;

To approve any proposed changes to the programme
specification for a particular programme of study (e.qg.
introduction or adoption of new taught modules);

To approve any proposed changes to the form of
examination for the MRes, MPhil, PhD and DProf
degrees;

To recommend to the Academic Board the appointment
of Examiners for the awards of MRes, MPhil, PhD and
DProf (level 8 components), to consider their reports
and to ensure that the College responds appropriately*;
To make recommendations to the Academic Board for
the award of MRes, MPhil, PhD and DProf degrees;

To monitor the quality of provision for the MRes, MPhil,
PhD and DProf degrees with specific reference to the
QAA Code of Practice and to monitor students'
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experience of their course and to take action as
necessary to improve it;

f To ensure that the College's practices are consistent
with guidelines and codes of practice issued by the
BBSRC and similar bodies;

f To have oversight of, and to approve, the College’s
annual report that informs the University Quality
Enhancement Review (see UoL Regulation 1 paragraph
67.5);

f To ensure the proper discharge of the College’s
responsibilities in respect of these programmes by:

0 Approving and implementing for staff inclusion
on the list of suitably trained supervisors;

0 Recognising institutions for inclusion in the
Partner Research Institute (PRI) scheme;

0 Recognising partnerships with new organisations
for DProf candidates;

f To encourage the strategic development of level 8
research components of all postgraduate courses;

f To liaise closely with the Research Strategy Committee,
especially in matters such as approval of supervisory
teams, research environment and research groups to
host MRes, MPhil, PhD or DProf degree students.

*Academic Board approval of the appointment of examiners
for MRes, MPhil, PhD and DProf candidates will normally be
provided via Chair’s action, with report to the subsequent
meeting of Academic Board, to ensure that there is no delay
in the ratification process.

Membership:

Chair: A member of the Academic Board appointed
by the Board.

Members: Vice-Principal for Research & Innovation
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1.5.2 Responsibility for the health and safety of research
students will reside with both the RVC and the employer/PRI
where the student is studying. In the event of an accident,
local health and safety procedures will be followed.

1.5.3 The RVC and the employer/PRI must ensure that
research students are informed of all local health and safety
policies and procedures that are applicable to them whilst
carrying out their studies.

1.5.4 The employer/PRI must ensure that accidents involving
research students are recorded according to local procedures
and regulations and, if expected to impact on the student’s
academic progress, formally reported to the RVC as soon as
possible.

1.5.5 In the event that one or more representatives from one
Party are visiting the premises of the other Party during the
studentship, the visitor(s) will follow the local health and
safety policies of the hosting Party. The hosting Party reserve
the right to refuse entry to the representative(s) of the other
Party if the visitor(s) refuse(s) to comply with the local health
and safety policies.
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Graduate School or Head of Postgraduate Administration or a
Postgraduate Advisor.

1.6.6 Students registered for an MPhil or PhD will normally be
expected to spend a minimum of two thirds of their
studentship based at the College unless they are registered
part-time, are based at a PRI or are working on a jointly-held
studentship with another institution.
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the project planning process. In addition, students should
complete an annual Training Needs Analysis in PgR Manager
and use the system to book onto relevant training courses
offered by the Graduate School. This will feed into the
appraisal process to certify regular supervisory meetings have
taken place and that the student has met the College’s
professional skills training requirements of 20 points each year
(pro-rata for part-time students). The appraisal process itself
is also managed through PgR Manager.

Students are responsible for logging their skills
development
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1.6.11 The detailed responsibilities of the student include:

Registration and progression

l

Ensuring they register/enrol with the Graduate School
at commencement of their studentship, annually
thereafter and on return from interruption. Enrolment
must be completed within 4 weeks of the due date.
Failure to re-enrol will lead to withdrawal from the
course.

Ensuring their current contact information, including
mobile telephone number, personal email address,
contact address, as well as the details of their
emergency contact person is up to date on RoVer;
Reading the research integrity guidelines and
undertaking the mandatory on-line research integrity
training within 3 months of registration. DProf students
should complete this training within 3 months of having
completed the module Methods of Enquiry 1;
Undertaking all other mandatory professional skills
training requirements;

Making initial contact with their assigned postgraduate
advisor. It is compulsory that this is done within 3
months of registration;

Maintaining the progress of work in accordance with the
schedule agreed with the supervisor, as far as possible;
Agreeing a schedule of meetings with the supervisor,
setting aside sufficient time for them and attending
them promptly;

Attending research training courses, research seminars,
conferences, Postgraduate Research Day etc. as agreed
with the supervisor, and normally submitting a brief
report to the supervisor on any external event
attended;

Maintaining records of supervisory meetings and skills
development in PgR Manager;
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Presenting at the postgraduate seminar series
(MPhil,PhD students, normally in Year 1 and Year 2 for
full time students).

Presenting a graphical abstract in Year 1 (full time PhD,
MPhil and MRes students)

Presenting a poster (normally in Year 2 for full-time
MPhil and PhD and part-time MRes students and in Year
1 for full-time MRes students) at the Postgraduate
Research Day;

Giving a talk at

15


https://securewest-training.com/?post_type=groups&p=11288?gid=11288&unx8Ftd2yp3oc
https://securewest-training.com/?post_type=groups&p=11288?gid=11288&unx8Ftd2yp3oc




f Notifying
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1.7.8 The workplace-based professional adviser for a DProf
student should be qualified to provide impartial and relevant
advice on the field of work. Advisers may need to undertake
training in their role and responsibilities at the RVC. A joint
supervisory agreement will be signed by the College and the
organisation at which the DProf student and their adviser are
based. The role of the professional adviser is to:

l

= —. _—a

advise on the planning, feasibility and support available
to carry out the proposed research within a workplace
context;

advise on sources of data and information;

advise on current practice;

provide guidance on the research component of the
professional doctorate (both Organisation-Focused
Study and Research Thesis);

advise on the relevance of the research/practice being
planned and undertaken;

provide encouragement and support;

arrange appropriate training and monitor its
effectiveness;

assist the DProf student in assessing their development
needs, encourage them to develop transferable skills
such as IT, decision-making, communication, time
management and teamwork and provide opportunities
for them to attend relevant courses;

monitor the progress of the DProf student against
objectives/milestones agreed with the RVC supervisor,
counsel them on the adequacy of their progress and
standard of work and arrange supportive action where
appropriate, together with the RVC supervisor;
monitor the general welfare of the DProf student and
inform them of sources of specialist assistance as
required;
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1.7.9

advise the DProf student about the readiness of their
research for submission in consultation with the RVC
supervisor;

work together with the RVC supervisor to identify
suitable examiners;

where appropriate, advise the DProf student on future
career development;

notify the DProf Course Director and Graduate School of
any changes to the circumstances of the DProf student,
professional adviser or their workplace;

ensure that adequate alternative advisory arrangements
are made during periods of absence.
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performing sufficiently well to continue with their
studies.

1.7.13 Supervisors on sabbatical leave, or temporarily absent
for other reasons should, where possible, maintain continuity
of supervision. If this is not possible, clear arrangements
should be made by the supervisor for the period of absence
and notified to the Graduate School and the student. In such
cases, it would be expected that the co-supervisor would
normally take on the responsibilities of the primary
supervisor.

1.7.14 Where at all possible, continuity of supervision should
be maintained.

1.7.15 Supervisors are accountable to the College, Graduate

School and any external sponsor for providing such reports as
are required on the work, training and academic progress of

their research students.

1.7.16 Independent research fellows can act as a primary or
secondary supervisor for PhD students. Other post-doctoral
scientists (and graduate research assistants) are expected to
contribute to the supervision of undergraduate and
postgraduate (taught and research) students who are
undertaking project work within their research group.
However, it is recognised that a post-doctoral scientist may
contribute intellectually to a grant for, or which includes
funding for, a PhD studentship. More information can be found
in Appendix B.

1.7.17 Detailed responsibilities of supervisors include:

Registration and progression
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! Ensuring that the student
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Assisting the student in assessing their development needs
and encouraging them to develop transferable skills such as
project management, decision-making, time management
and teamwork and providing opportunities for the student
to attend courses;

Ensuring that the student has opportunities to develop
communication skills through, for example, presenting
their work at RVC research seminars and at external
meetings;

Attending RVC seminars and encouraging their research
students to attend;

Introducing the student to other workers in the field and to
appropriate academic bodies;
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Feedback and progress

l

Requesting written work as appropriate and returning such
work to the student as promptly as possible, with
constructive feedback;

Monitoring the student’s progress and advising them on the
adequacy of progress and the standard of work, arranging
supportive action where appropriate;

Arranging annual progress monitoring meetings before
each anniversary of registration in accordance with College
procedures and encouraging the student to submit annual
progress reports promptly. Students should not be asked
to identify or contact possible assessors; this is the
supervisors’ responsibility. For this process to work most
effectively it is essential that the meeting is before the
anniversary of admission, regardless of the status of
results.

Examination

l

Nominating examiners and informing the student of their
names. Under no circumstances should a student be
expected to identify or contact prospective examiners;
Assisting the student in planning for the oral examination;
Advising the student of the readiness of the thesis for
submission;

Informing the Graduate School of likely changes to the
submission date occurring after the nomination of
examiners;
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l

Being available on the day of the viva to meet the
examiners and to support the student before and after the
examination;

Advising students on thesis amendments and emphasising
the need for these to be completed in a timely manner and
to meet agreed deadlines.

Change of student circumstances

l
l

l

Notifying the Graduate School of any changes which
influence the registration status of the student;

In circumstances where the student wishes to interrupt
study, informing the Graduate School. All periods of
interruption must be agreed via SPD and will not normally
be agreed for more than one year per programme. If SPD
are requested to exceptionally agree an additional
interruption, it will also be necessary for the
Supervisors/Course Director to assess that overall
programme learning outcomes can still be met within the
registration limits of the programme at the intended return
date. This assessment must be completed prior to approval
of the additional interruption

Information regarding SPD can be found on Learn

Supervisors who are responsible for DProf students, in
addition to the responsibilities outlined above, should also:

{ offer guidance, support and feedback, particularly on the
quality and academic level of the work being carried out;

I offer guidance on the selection, coherence and quality of
work in the research thesis;

f monitor progress of the DProf student through the taught
components of the degree programme.
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their students their principal training needs and make
arrangements for such training to be made available to the
student.

2.2.3 There will be no minimum period of attendance each
year for externally based MPhil and PhD students but they
must attend an induction, visit the College to meet face-to-
face with their supervisor(s) at least once in each year of the
studentship and undertake the following mandatory skills
training:

f Year 1 (pro-rata for part-time students): Complete
following the mandatory courses on:
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2.3.3 There are a number of postgraduate student advisors?
whom students may approach with matters of either academic
or personal concern.

2.3.4 All new students will be assigned a Postgraduate
Student Advisor on commencement of their studies. It will be
the advisor’s responsibility to make initial contact with their
assigned student and this should be done within 3 months of
registration. It is up to the student to ensure that they
respond to this initial contact request. Advisors and their
students are encouraged to meet annually at the very least,
especially around the time leading to the student’s annual
appraisal and/or submission of their final thesis. Although
each student will have an assigned Advisor, they are welcome
to contact any on the list?.

2.3.5 The Heads of the Graduate School and Postgraduate
Administration are also accessible to all research students
seeking support and guidance, regardless of the academic
department in which they are carrying out their research.

2.3.6 The Student Union Postgraduate Officer/s is/are
responsible for promotion of the general interests of
postgraduate students and, together with their nominees,
provide(s) a recognised channel of communication between
postgraduate students and the RVC.

2.3.7 The RVC Students’ Union is responsible for promoting
the interests of all students and has specific Postgraduate
Officer/s and also provides a recognised channel of
communication between students and the RVC.

2.3.8 All research students are responsible for ensuring that
any copy editing and/or proof reading of their thesis which

2 See Appendix D for details
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they have not personally undertaken does not alter the
intellectual content and/or substance of their thesis. Any
deficiencies in the work identified as being introduced by
changes made by third parties undertaking either of these two
processes will not be accepted as mitigating circumstances in
the examination of the thesis for the award of a research
degree.

2.3.9 A separate written statement acknowledging the use of
professional third parties to copyedit or proof read the thesis
must accompany the submission of the thesis and be made
available to the examiners.

2.4  Studentships

2.4.1 The RVC normally has a number of studentships
available for research degree study. They may be funded from
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which they will be registered, the registration status (full-time
or part-time), normal length of study, the stipend in year 1 (if
the student is in receipt of a stipend), any terms and
conditions of the scholarship and relevant fees for year one. A
copy of the current Code of Practice will also be included,
with which the student must agree to comply (and any annual
changes made to it subsequently).

3.1.9 All PhD students are initially registered for the MPhil
degree, with upgrade to PhD occurring at the recommendation
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interruption, students will not be required to maintain active
study on their research programmes. Any access to facilities
needs to be approved by the Head of Department. Students in
this situation will normally have access to College resources
and facilities, but will not be required to pay any fees.
Student stipends may not be paid for all of the period of
interruption depending on the organisation funding the study
and the circumstances. The sickness and
maternity/paternity/adoption policies for postgraduate
research students can be found on the Graduate School site on
RVC Learn. All requests to interrupt must be submitted to the
Graduate School and may need to be considered SPD for a
final decision.

3.1.13 Fees for research degree study are set annually for a
12-month period from 15t August. Research students are
required to pay the level of fee according to the year in which
they register and subsequent years of re-registration. Students
who have not submitted their thesis within 4 years (or within 3
years and 6 months for a 3-year studentship) will be liable to
pay an annual fee (students should consult the Graduate
School site on RVC Learn for further details).

3.1.14 At least once a year there will be an RVC induction
programme to introduce new research students to the RVC and
key staff, to postgraduate research study, and to one another.

3.1.15PhD and MRes students can take up to 8 weeks’ (40
days) annual leave per annum commencing from the date of
registration (including all public holidays and College
closures). Annual leave must be booked in consultation with,
and with the approval of, the supervisor. Remaining annual
leave days cannot be carried forward to the next year, and no
more than one month of annual leave may be taken at the end
of study (unless the funding body supporting the studentship
states otherwise, in which case the latter takes precedence).
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Where applicable, research students must abide by an
employer’s terms and conditions relating to annual leave.

3.2  Period of registration until submission

3.2.1 The MRes degree requires 12 months of full-time study
or up to 24 months of part-time study; the maximum period of
registration is 36 months. The DProf programmes of study
should take a minimum of 4 and a maximum of 8 calendar
years part-time. Depending on the terms of the studentship,
the expectation is that the MPhil degree should take 24-36
months full-time or up to 6 years part-time and the PhD
degree should take 36-48 months full-time or up to 6 years
part-time. The minimum period of registration for the MPhil
and PhD degrees is two years or the equivalent in part-time
study. The maximum period of registration until submission is
48 months for an MPhil and 60 months for a PhD (pro-rata for
part-time students), excluding approved periods of
interruption. Full- or part-time fees will apply throughout
these periods of registration.

3.2.2 It is the College’s expectation that students complete
their work and submit their thesis within the period specified
in their offer of study.

3.2.3 Any request for an extension beyond the period
specified in the offer of study up to a maximum of four years
(pro-rata for part-time study) should normally come from the
supervisor and be endorsed by the grant holder (where
applicable). Extension requests must be submitted in a timely
manner and requests submitted within one month of the end
of the studentship will only be considered in exceptional
circumstances. The case needs to be made on the basis of the
whole period of study since initial registration, explaining why
the student has not been able to submit within the originally
allotted time, estimating the time which the student will need
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to complete (including a timeline) and advising on an
appropriate period of extension. Extensions must be approved
by the Head of the Graduate School and the Vice-Principal for
Research and Innovation and can be refused. Normally only
one extension will be permitted. Students who do not submit
within the period of extension will be asked to attend a
meeting with a SPD panel which will advise on continuation or
discontinuation of study.

3.2.4 Requests for an extension to the 4 year submission
deadline will NOT normally be considered and College
guidelines regarding allowable reasons for an extension should
be followed.

3.3  Requirement to remain in good academic standing

3.3.1 In order to remain in good academic standing, all
students are required to maintain active study and a
satisfactory standard of work. Failure to do so may result in a
requirement to withdraw from the RVC.

3.3.2 In order to demonstrate that students are actively
studying they will be expected to keep in regular contact with
their supervisors, irrespective of geographical location, and
submit work regularly in accordance with a schedule agreed
with supervisors. It is the responsibility of students to ensure
that supervisors are kept informed about any barriers to their
satisfactory progress. Failure to maintain contact may lead to
an SPD referral.

3.3.3 Students will be informed of any concerns about the
standard of their work, either by their supervisor (during
normal supervision sessions or in written comments on work
submitted) or as a result of formal appraisal. Students should
take any such concerns expressed seriously and ensure that
they take steps to improve the standard of their work.
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3.3.4 A notice of unsatisfactory progress at appraisal may
give rise to a recommendation that the student be re-
appraised in less than one year’s time and/or referral to SPD.

3.3.5 At any time (before or between appraisals) where a
supervisory team is dissatisfied with the amount or quality of
work submitted or undertaken by a student they may be
referred to SPD and required to attend a meeting, following
which recommendations will be made to the student. A second
meeting with a SPD panel may be necessary as a follow-up or
as a result of failure to respond to the recommendations
made. Failure to respond may result in discontinuation of
registration. The student has the right of appeal against
the decision through the College’s appeals procedure.

3.3.6 Students who reach the end of 4 years of study and
have not submitted their thesis will be deemed not to be in
good academic standing. They will be required to meet with a
SPD panel where their reasons for not submitting within 4
years will be assessed and a date for submission set. Failure to
meet that deadline will lead to a second meeting with the SPD
panel where discontinuation of registra
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of key formal meetings documented in PgR Manager, and in
the annual appraisal.

3.4.2 PgR Manager provides a framework for recording details
relating to the student’s programme of study, scheduled
supervisory meetings and activities concerning the
development of academic and key skills. It is used to chart the
evidence of the development of these skills through a process
of self-audit and discussion with the supervisor. It must be
presented Assessors should consult the records at appraisal to
provide assurance that regular supervisory meetings have
taken place and that the student has met the College’s
generic training requirements.

3.4.3 Annual Appraisal

The appraisal procedures are intended to provide a framework
for evaluating the progress of candidates in a regular, fair and
constructive manner and to provide constructive feedback to
the student on their progress.

The RVC is committed to a system of annual appraisal of all
students registered for higher degrees, including MPhil, PhD
and DProf. This applies to full- and part-time research
students, to members of staff, including research assistants,
who are registered for higher degrees on a part-time basis and
to students registered under the PRI scheme. Appraisals are
carried out by means of written reports or, where
appropriate, presentations and short summary reports
provided by the student, and formal meetings between the
student, supervisor and two other members of academic staff.
The discussions will include an opportunity for students to
express their perceptions of their own progress and any
aspects of their programme which are causing them concern.
The adequacy of the supervision they are receiving and future
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training needs will also be discussed. (See Appendix A for
Good Practice Guidelines).
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of the student report (including a presentation where
appropriate) and the relevant papers are uploaded in PgR
Manager at least 10 working days in advance of the meeting.
For the benefit of the student it is expected that at least one
supervisor, normally the primary supervisor, attends the
appraisal, unless the student specifically does not want them
to attend.

The appraisal takes the form of a mini-viva undertaken by the
assessors. Supervisor(s) are present to support the student and
should not actively participate in the discussion (unless invited
to do so by the assessors). At the meeting the student will be
given an opportunity to comment on their progress and any
issues encountered in the absence of the supervisor(s). Any
comments which the student relays in confidence which
suggest action is needed beyond the scope of the meeting
should be relayed separately to the Head of the Graduate
School who will advise the student and/or the supervisor on
the appropriate mechanisms or advice to achieve the action.
If the student is supervised by the Head of Graduate School,
the appraisers should relay their concerns to the Head of
Postgraduate Administration.

The assessment forms are to be completed on PgR Manager
and consist of the following

supervisors' assessment;

student’s comments (see 3.4.3 & 3.4.3.2);
assessments by assessors;

final recommendations;

= —a _—_a _a

The supervisors’ assessment, student’s comments and first
parts of the assessments by the assessors evaluating the
written report) should be completed by the relevant persons
in advance on PgR Manager and be available at the appraisal
meeting.
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3.4.3.5 Outcomes

At the end of the meeting it is the responsibility of one of the
assessors to ensure that the forms are completed and
submitted in PgR Manager. Following review by the Graduate
School, a confirmation will be sent to the student, the
supervisors, the asses
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Appropriate changes to the registration will be made on the
basis of this report; where appropriate, upgrading from MPhil
to PhD will be achieved.

Any student who receives an unsatisfactory progress report is
failing to meet the requirements for maintaining good
academic standing and may be recommended to attend a SPD
meeting (see section 3.3).

3.4.3.6 Appeal

The student will have the right of appeal against the decision
through the College’s appeals procedure. The Appeals
procedure can be found under ‘Further Student Policies and
Procedures’.

3.5 Progression to writing-up status

3.5.1 In order to transfer registration to writing-up status
students must have completed the minimum period of
registration.

3.5.2 In order for a student to be allowed to transfer to

writing-up status, the Head of Department must be satisfied
that t
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3.6 Withdrawal from research degree study

3.6.1 Students may be required to, or may wish to, withdraw
from their studies at any stage during their research degree. It
Is recognised that such a decision may be traumatic for a
student, particularly if it is at a late stage.

3.6.2 The period of notice should be agreed between the
supervisor and the student and should not normally exceed
one month.

3.6.3 All students, whether they withdraw voluntarily or are
required to withdraw from their programme of study, will be
offered a package of support from the Advice Centre, and on
written request will be provided with documentation setting
out their attendance and achievements on the research
training programme.
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4 Examination

4.1  Appointment of examiners and submission
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When preparing a thesis for submission, students should follow
the submission process guidance on the Graduate School site
on RVC Learn or ask for guidance from the Graduate School.

On submitting the thesis, a student will be required to insert
the following signed Declaration into their bound thesis:

| certify that:

1. The thesis being submitted for examination is my own
account of my own research;

2. My research has been conducted ethically;

3. The data and results presented are the genuine data
and results actually obtained by me during the conduct
of the research;

4. Where | have drawn on the work, ideas and results of
others this has been appropriately acknowledged in the
thesis;

5. Where any collaboration has taken place with other
researchers, | have clearly stated in the thesis my own
personal share in the investigation;

6. The greater portion of the work described in the thesis

has been undertaken subsequent to my registration for
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extenuating circumstances, the student will fail the
examination.

In the event that a student does not send their revised thesis

to the examiner(s) or their nominee by the deadline set, and
has not been in touch with the supervisory team/Graduate
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Modifications approved by Academic Board May 2006, May
2008, May 2009, May 2010, May 2011,May 2012, May 2013, May
2014, June 2015, June 2016, July 2017, July 2018, July 2019,
July 2020, July 2021 & July 2022.
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7 Dual/Joint PhD programmes
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8 Appendix A

Postgraduate Research Student Appraisal Good Practice Guidelines

The Col
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Year 5*

Year 6*

Year 7*

Year 8*

NOTE:

will consist Appraisal as
of a 2 page in year 2
progress
report, a 20-
30min
presentation | Performance
and at this
associated appraisal
oral with 2 will
assessors to | determine
discuss the the format
project of the
appraisal at
year 6
Light touch Appraisal
Performance | year 4
at excellent | appraisal:
/ good | *weak / v
poor
Appraisal as
in year 4 Appraisal as
in year 2

Light touch Appraisal

Submission

All appraisal documentation is completed in PgR Manager.
Guidance on using the online system for appraisals is on Learn.

*If in any year of appraisal a student does not satisfy their
assessors, remedial action may be needed, the nature of
which will depend on the individual circumstances.
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https://learn.rvc.ac.uk/mod/page/view.php?id=120711

#A “satisfactory” performance at appraisal could result in a
requirement for either a 5,000-word report or a short report
and presentation + oral at the next full appraisal.

“ICASE students are required to submit a placement plan and
objectives (normally) at the year 1 appraisal. A reflective
practice document written by the student will be considered
at the appraisal following completion of the placement.

Note for LIDo students:
LIDo students who join the RVC in year 1 of the LIDo

pr
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appraisal (year 2 for part-time students and 14-15 months into
the studentship for those registered 80% part-time) and a
recommendation made about the format of the next year’s
appraisal.

LIDo students who join the RVC in year 1 of the LIDo
programme will have a light touch appraisal towards the end
of year 1 and have their first full appraisal towards the end of
year 2

If

60
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f Supervisors should ensure that both they and the
student have completed their reports in PgR Manager
before the meeting. The reports will be available to the
assessors in PgR Manager.

Students

f The student is responsible for producing their
report/presentation in a timely fashion and ensuring
there is sufficient time for supervisors to comment and
for revisions to be made before the report is submitted
in PgR Manager.

f  The student is responsible for submitting their appraisal
report, and student feedback form, in PgR Manager at
least 10 days before the meeting.

f Students should come to the meeting prepared to
discuss their work and its wider context. They should
have access to their report and Student Log including
the list of attendance at seminars and training in PgR
Manager. ICASE students should additionally be
prepared to discuss their placement plan and
objectives (normally at the year 1 appraisal).
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Assessors
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9 Appendix B

1.
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2a. Guidance for Principal Investigators/Line Managers
regarding student research project supervision by post-
doctoral scientists or graduate research assistants

Post-doctoral scientists (and graduate research assistants)
contribute to supervision of undergraduate and postgraduate
(taught and research) students who are undertaking project
work in their research group. Therefore, it is appropriate that
they should be provided with some guidance on the nature and
extent of their commitments.

The following guidelines apply:

Where an academic member of staff has asked a post-doctoral
scientist (or graduate research assistant) to help them with
supervising an undergraduate or postgraduate student
research project, the academic must be actively involved in
overseeing the project.

Normally a post-doctoral scientist (or graduate research
assistant) should not be asked to help supervise more than
one research project student at any given time with a
maximum of three permitted during each academic year.

Post-doctoral scientists/graduate research assistants must
attend the supervisory training provided by the College.
Ideally they should do so before starting to supervise any
project students but if this is not possible, it should be at the
next available opportunity.
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A PhD student can contribute to supervision by showing a
student how to carry out a particular technique(s), help
them with troubleshooting problems as and when they
arise and assist by collecting (and if appropriate)
analysing samples/data for them,
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2.1

2.2

The guidelines apply to all individuals working at
all levels and grades, including full time and part-
time employees.

In the context of these guidelines:
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3 PERSONAL RELATIONSHIPS BETWEEN EMPLOYEES
AND/OR AGENCY WORKERS, CASUAL WORKERS,
CONSULTANTS, CONTRACTORS OR SUPPLIERS

31 To maintain  professionalism and avoid
embarrassment to others, an employee in a
personal relationship should avoid public displays
of affection in the workplace. This includes, for
example, kissing, touching and holding hands.

3.2  Where an employee is in a line management or
supervisory position, that employee must not be
involved in any recruitment, appraisal,
promotion, disciplinary or grievance process or in
any other process involving the other. Where
authorisation is required for any financial matters
e.g. expenses claims/salary changes or allocation
of external funding for an employee with whoffiext
personal relationship has been declared,
additional independent authorisation must be
sought.

33 When an employee has been in a personal
relationship, but it has come to an end, they
must throughout remain professional and ensure
that the ending of the relationship dtesonot
affect their

73
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4.6

In the event that the supervision of a Post-
Graduate student involves two employees who
are in a personal relationship, a third supervisor
should always be assigned.

CONFIDENTIAL DECLARATION OF A PERSONAL
RELATIONSHIP IN A LINE MANAGEMENT OR
SUPERVISORY WORKING RELATIONSHIP

51

5.2

Where a personal relationship exists or develops
within a line management or supervisory working
relationship, the line manager’s manager must be
informed. Upon receiving this information, the
line manager should seek further guidance from
Human Resources.

Employees may be reluctant to disclose their
personal relationship, but it is impor
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5.5 The employee concerned will be consulted
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relationship, there may still be aa)nflict ‘

of interest, breach o
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have been prudent to do so, disciplinary action will
be taken. S

78





mailto:sabeyesinghe@rvc.ac.uk
mailto:dberner@rvc.ac.uk
mailto:bcatchpole@rvc.ac.uk
mailto:vluisfuentes@rvc.ac.uk

Virginia is Head of the Cardiology Service and is based in
Hawkshead splitting time between clinics at the Queen Mother
Hospital, teaching and research.

Dr Scott Roberts sjroberts@rvc.ac.uk
Scott is part of the Comparative Physiology & Medicine
research group at the RVC and is based in the CBS department
at the Camden Campus.

Dr Claire Russell crussell@rvc.ac.uk
Claire is part of the Comparative Physiology & Medicine
research group at the RVC and is based in the CBS department
at the Camden Campus.

Dr Helen Stolp hstolp@rvc.ac.uk
Claire is part of the Comparative Physiology & Medicine
research group at the RVC and is based in the CBS department
at the Camden Campus.

Dr Tim West twest@rvc.ac.uk
Tim is part of the Comparative Physiology & Medicine research
group at the RVC and is based in the CBS department at the
Hawkshead Campus.

PhD and MRes Supervisors

PhD students
When is
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set up with the help of PhD students in years 2-4 of full-time
study and post-doctoral researchers.

What is the RDF and how can | help my student to identify
their skills training needs?

Many of you will know that the Researcher Development
Framework (RDF) was launched in 2010. The RDF is “a
professional development framework for planning, promoting
and supporting the personal, professional and career
development of researchers in higher education. It articulates
the knowledge, skills behaviours and attributes of successful
researchers and encourages them to realise their potential.”
The UK Research Councils and other funders expect HEIs to
use the Researcher Development Statement (RDS) derived
from the RDF to inform the development of all its researchers,
from postgraduate research student to Pro
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findings and resulting impact/practical application(s), along
with a presentation abstract.

What is the minimum attendance requirement at College
seminars for my PhD student?

All postgraduate research students are expected to attend at
least 50% of the postgraduate research seminars, a minimum
of 6 of the College’s research seminars and 6 other talks on
topics relating to their field of study. Note: Your student is
expected to present twice (once if they are based at another
institution) at the postgraduate research seminar series, the
first talk normally being given in year 1. Students not based
at RVC must provide evidence at annual appraisal of seminar
attendance elsewhere. This may also be allowable for RVC
based students undertaking social sciences or education
research and should be discussed with the Head of the
Graduate School. Recordings of the seminars are available on
Learn.

Should | be keeping a record of my meetings with my PhD

student?
Yes. Formal, compulsory meetings will be documented in P
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http://www.rvc.ac.uk/study/support-for-students

My PhD student needs to take a significant (more than 4
weeks) amount of time out from their studies for health
reasons or other extenuating circumstances. What do | do?
With your agreement, the student will need to request an
interruption to study by completing a change of registration
status form on PgR Manager; you must approve the request on
PgR Manager and this will then be sent to the Graduate
School for consideration and actioning. Depending on the
situation, the request may need to be considered by
representatives of SPD. Interruption to study can have
financial implications. The
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I would like to extend the period of funding for my PhD
student by a few months but | don’t have the funds to pay
their stipend and fees. What do | do?
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payments will be halted when a student chooses to interrupt.
Our normal policies on pay during interruptions for maternity
or sickness leave will continue to apply. The normal processes
in applying for extensions to College funded 3 year
studentships also continue to apply.

The 3 years funding for my PhD student has come to an end
but they haven’t yet submitted their thesis. What happens?
Their registration will be transferred from full- or part-time to
writing-up status and an annual fee of £640 will be charged.
This is not collected until 6 months after the date on which
the students’ registration is transferred and will not be
charged if they submit their thesis within this 6-month period,
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My PhD student has told me that they are pregnant. What is
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MRes Students

Where do | find a copy of the MRes Course requirements?
On the Intranet; look for the Assessment & Award regulations
under the Students and Teaching drop-down menu.

Which training workshops does my MRes student have to
attend?

Research student induction; Statistics course; Project
management; Time management; Effective presentation skills;
Writing workshop 1 and 2, Research with Impact and the
online Research Integrity training. Application of knowledge
and skills gained through attending these workshops will be
evaluated in the MRes oral examination.

My MRes student has some personal or financial issues. Is
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