Guidelines on Completing the Examination Arrangements (EX1) Form
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Non-Europeans

ePassport AND

eVisa/ Entry Clearance stamp /Biometric card issued by the UK Border Agency
giving permission to work.

eTier 4 Students (in addition to the above)

sEvidence of the academic term and vacation dates covering the duration
of the students studies in the UK for which they will be employed by UWE.
e.g., Aprintout from the student’s education institution’s website or other
material published by the institution setting out its timetable for the
student’s course of study

«Student Visas only allow a maximum of 20 hours (sometimes 10) work a week in
term time - Check the visa endorsement . Can work full time in vacation period: )





	Graduate School
	RDAB EX1 GUIDANCE NOTES


GUIDELINES ON COMPLETING THE EXAMINATION ARRANGEMENTS (EX1) FORM
	GUIDANCE

	Applications for approval of thesis examiners are managed on behalf of the University Research Degrees Award Board by the PGR Assessment Manager in the Graduate School, on recommendation from Faculty Research Degrees Committees (FRDC).  It is important therefore that Faculty Research Degree Committees gives careful consideration to form EX1 to ensure that there is an appropriate level of subject expertise and examining experience among the proposed examining team and the application meets the requirements of Academic Regulations (section K16.2). The form needs to be signed by the Director of Studies and the Chair of the Faculty RDC before the University Research Degrees Award Board (RDAB) can consider and approve any EX1 applications.

	The form has 10 sections.  All questions within each section must be answered/completed.


	SECTION 1: DETAILS OF PGR CANDIDATE

	Mode of study FT/PT – this is important as it can affect the time given to complete minor amendments post viva voce stage and must reflect their ISIS status upon submission of the thesis.

	Employment at UWE - “Employment” is defined as follows: 
K16.2.11
1) the candidate is a permanent employee of the University/Affiliated Institution 

OR

2) the candidate is an employee of the University/Affiliated Institution with a fixed term contract longer than 12 months duration

OR

3)  the candidate is an employee with a fixed term contract of less than 12 months duration, but this is one of a succession of fixed term contracts, such that the total duration of employment is greater than 12 months. 

	There may also be other circumstances in which the nature of a candidate’s employment within the University/Affiliated Institution might be seen to compromise the judgments by internal examiners. The requirement for a second external examiner does not apply if the student is on a bursary and has had some part-time teaching hours allocated. For further information see http://www1.uwe.ac.uk/research/postgraduateresearchstudy/studysupport/guidanceandregulations.aspx

	Please contact research.degrees@uwe.ac.uk for further guidance if required.


	SECTION 2: COLLABORATING ESTABLISHMENTS

	This section must be completed to give details of any formal collaboration.  These collaborations are noted on the thesis title page and would have been formally noted on the original RD1.  


	SECTION 3: MODULES COMPLETED

	MPhil/PhD and DPhil Students are required to complete the minimum credit requirement of 60 Level M credits. Professional Doctorate candidates should refer to the award handbook for the number of modules required to be completed.  Modules contributing towards this requirement must be listed here.  It is good practice for all modules to be completed before the thesis is submitted for examination (Academic Regulation K13.1R).  If the candidate intends to use modules undertaken as part of a previous award the relevant AL Regulations apply.  Please consult your Faculty officer in the Graduate School if necessary. No award can be made until both the modules and the final assessment requirements are undertaken to the satisfaction of the Award Board.


	SECTION 4: EXPECTED DATE OF EXAMINATION

	Viva dates will not have been set when completing and submitting this form, however, you may have an idea of when the viva is expected to take place.
This form is required to be complete and submitted to the FRDC at least 3 months before the expected date of submission of the thesis and at least 4 months prior to the expected date of the viva.  This allows the process for the FRDC to consider the application, and once approved, forward it to the Research Degrees Award Board for approval before the thesis is received.
The appointment of examiners is valid for 12 months from approval by the Research Degrees Award Board.  

Note: Final theses will not be accepted by the Graduate School until the EX1 has been approved.


	SECTION 5: FINAL THESIS TITLE

	The final title is approved on behalf of the University Research Degrees Award Board with this application and may not be changed unless at the request of the examiners.
Please ensure the student is aware of this title.


	SECTION 6: CONFIDENTIALITY

	ALL THESES WITH THE EXCEPTION OF THOSE WHERE A CONFIDENTIALITY AGREEMENT HAS BEEN APPROVED WILL BE PUBLISHED VIA THE UWE REPOSITORY PRIOR TO THE CANDIDATE BEING AWARDED.

	K12.3 Restricted access to a thesis

K12.3.1R The University may at the time of project confirmation determine that open access to a thesis should be restricted for a specified period of time upon completion, as agreed by the Research Degrees Award Board (RDAB)

	K12.3.2R Where the need to restrict access to a thesis emerges at a subsequent stage of registration exceptional application may be made to RDAB.

	K12.3.3R The agreed period of restriction shall normally not exceed two years from the date of the confirmation of the award; however RDAB may approve a shorter or longer period where it considers this to be appropriate.

	Application of the regulations

K12.3.4 Application to restrict access to a thesis should be made as early as possible, ideally at RD1 stage, and not later than the appointment of the thesis examiners.  Applications should be submitted to the Officer of RDAB and must be supported by relevant evidence sufficient to enable the Board to reach its decision.

	K12.3.5 The Research Degrees Award Board shall normally only approve an application to restrict access to a thesis on the following grounds:

	a.
To enable a patent to be lodged;

b.
To protect commercially sensitive material;

c.
To protect material that may be politically sensitive or has implications for national security;

d.
To protect the safety, physical or mental health of identified individuals;

e.
Where the candidate has not, despite ongoing best efforts,  been able to gain permission to include third-party copyrighted material without detrimental effect to the fabric of the thesis; 

f.
Where it can be clearly demonstrated that the candidate’s opportunities to publish material from the thesis in the normal range of journals or other published outlets for that subject discipline will be significantly and detrimentally affected by providing open access via the University’s Research Repository, the British Library EThOS or other specified online service.

	N.B. The Board will consider all such applications individually on the basis of evidence submitted by the candidate:  

•
The Board will normally expect circumstances at d) to be identified at project confirmation (RD1) stage and addressed through the University’s ethics processes where appropriate;

•
Supporting evidence at f) may include a letter from the relevant publisher(s) or an extract from the publisher's terms and conditions obtained from a verifiable source e.g. the Sherpa-Romeo Website.

•
A thesis shall not be restricted in this way in order to protect research leads.


	K12.3.6 Where the Research Degrees Award Board determines that the nature of the candidate’s work is such as to preclude the thesis being made openly available in the library of the University via the Research Repository or, in the case of a Doctoral thesis via the British Library EThOS, or other specified online service, and in that of any collaborating establishment, the thesis shall be retained by the University on restricted access immediately upon completion of the award for a time not exceeding the approved period and, subject to any requirements under the Freedom of Information Act (2002), shall only be made available to those who were directly involved in the research.

	Applications must be made to the Officer of RDAB (PGR Assessment Manager) via research.degrees@uwe.ac.uk.    

	Please allow an extra 4 weeks for this process to take place as, if agreed, the thesis will not be sent to examiners without a formal contract of confidentiality being signed and returned by each examiner.  

	K12.3.6 Where the Research Degrees Award Board determines that the nature of the candidate’s work is such as to preclude the thesis being made openly available in the library of the University via the Research Repository or, in the case of a Doctoral thesis via the British Library EThOS, or other specified online service, and in that of any collaborating establishment, the thesis shall be retained by the University on restricted access immediately upon completion of the award for a time not exceeding the approved period and, subject to any requirements under the Freedom of Information Act (2002), shall only be made available to those who were directly involved in the research.

	Applications must be made to the Officer of RDAB (PGR Assessment Manager) via research.degrees@uwe.ac.uk.    

	Please allow an extra 4 weeks for this process to take place as, if agreed, the thesis will not be sent to examiners without a formal contract of confidentiality being signed and returned by each examiner.  


	SECTION 7: THESIS IN FORMAT OTHER THAN THE NORM

	Theses are expected to be submitted as detailed in the Academic Regulations K16.3 however the following must also be taken into consideration:

	K16.3.16: Distinct from the provision of registration for research degrees based upon creative practice (K1.4), parts of the thesis, and very exceptionally all of it, may be presented in other formats (such as CD-ROM) or using paper sizes other than A4, where it can be demonstrated that the contents can be better expressed in that form and are capable of being assessed.  An application to submit a thesis in another format must be made to the Officer on the designated form (RD20) for consideration by the Research Degrees Award Board as early as possible in the candidate’s registration and must have the support of the Director of Studies.  All Research Degree (RD) forms can be found at Research Degree Forms.


	SECTION 8: SUPERVISORS

	Please complete all relevant details.


	SECTION 9: PROPOSED EXAMINERS

	An EXCV must be included for each proposed examiner.

	There will need to be a second external examiner if the student is a member of staff.  Please note Academic Regulation K16.2.6R  If you have any further enquires please contact PGR Assessment Manager in the Graduate School on research.degrees@uwe.ac.uk.

	Right to Work in the UK:  it is a legal requirement that all employees of the University in the UK must prove their eligibility of the Right to Work in the UK before they are employed (this also relates to External Examiners). This means the person (DoS) who approaches a possible employee of the University (eg. External Examiner) must have confirmation from that person that they have the right to work in the UK and that they have the relevant original documents as proof.  The original documents will need to be brought to the viva voce examination for copying and attaching to their claim forms.  No fee can be paid for an examination that takes place on UK soil without the relevant proof of eligibility to work in the UK.

	Attached to this guidance is a document which shows the relevant documentation required dependent on the originating country.  If you or the External Examiner requires further information you may like to visit http://www.ukba.homeoffice.gov.uk/ or contact the University’s HR department.

	The same information will be provided to the External Examiner in the Appointment Letter and details requesting them to bring the correct documentation to the viva voce examination.


	K16.2 The Examining Panel

	Appointment of the examiners

K16.2.1R The Academic Board shall establish procedures relating to the selection, approval, appointment, roles and responsibilities of examiners.

	K16.2.2R A candidate for PhD, MPhil and professional doctorate shall be examined by at least two and normally not more than three examiners, of whom at least one shall be an external examiner and one an internal examiner. Candidates for MPhil and DPhil by publication are examined by two external examiners and no internal examiners.

	K16.2.3R internal and external examiners shall be appointed in accordance with criteria at K16.2.4R and K16.2.5R respectively, but no examiner shall have had substantial co-authoring or collaborative involvement in the candidate’s work or with members of the supervisory team, nor shall their own work be the focus of the research project.

	K16.2.4R An internal examiner shall be: 

a. a member of staff of the University; or 

b. a member of staff of the candidate’s collaborating establishment; or 

c. a member of staff of an affiliated institution where the candidate is registered.

	An internal examiner shall not have acted previously as the candidate’s supervisor or adviser.  They may have acted as an independent assessor or examiner in the Progression Examination or Progress Review but not have undertaken a mock viva with the candidate.

	K16.2.5R External examiners shall be independent of the University and affiliated institutions registering students with the University for research degrees, and any collaborating establishment linked to the research project, and shall not have acted previously as the candidate’s supervisor or adviser.  Former members of staff are eligible for appointment as external examiner after a period of 5 years.

	K16.2.6R Where the candidate and the internal examiner are both on the permanent staff of the same institution or establishment, a second external examiner shall be appointed. This shall not normally apply if the candidate is on a fixed contract of employment of 12 months or less.

	K16.2.7R Faculty committees need to exercise caution when appointing internal examiners where the individuals themselves are candidates for research degrees at UWE to ensure that there is no potential for conflict of interest.

	Application of the regulations

K16.2.8 The responsibility for identification of appropriate examiners lies with the Director of Studies, who should start the process during the 12 months prior to the anticipated date of the examination, in consultation with:

a. other members of the supervisory team;

b. senior research staff within the discipline at the University or elsewhere;

c. other research active academics in closely related fields;

d. the candidate.

K16.2.9 The examining panel should contain an appropriate balance of experience of examining at research degree level and subject specific expertise. At least one examiner shall have experience of examining research degree candidates at the appropriate level. Normally panels will have the combined experience of at least four degree examinations at the same level as the candidate or higher between them.

	K16.2.10 The judgement of the research should be made largely by academics uninfluenced by personal knowledge of the candidate. A member of staff who has previously acted as the candidate’s progression examiner or independent reviewer may also be proposed as an internal examiner, but where a candidate might be considered to have a relationship which may compromise the objectivity of any examiner, either through employment, research collaboration, or by any other means, two external examiners must be appointed.

	K16.2.11 In this context “on the permanent staff” is defined as follows:

a. the candidate is an employee of the University/Affiliated Institution with a contract longer than 12 months duration;
b. the candidate is an employee with a fixed term contract of less than 12 months duration but this is one of a succession of fixed term contracts, such that the total duration of employment is greater than 12 months.


	K16.2.12 The appointment of a second external examiner is not required where candidates, including any falling under category (b) above, are allocated a small amount of hourly paid lecturing work alongside their research degree registration and have not been employed by the University in the preceding 12 months in any other context.

	K16.2.13 There may be other circumstances related to the nature of a candidate’s employment within the University where it may be good practice to appoint two external examiners in order to establish the objectivity of the examining panel.

	K16.2.14 The candidate shall take no part in the arrangement of the examination and shall have no contact, in connection with the examination of his or her research or thesis, with the proposed or appointed internal and external examiners until the viva voce examination.

	K16.2.15 Not less than three months before the expected date of examination the faculty research degrees committee shall submit to the Officer to the Research Degrees Award Board (hereafter referred to as the Officer)  the designated form(s) proposing the examination arrangements including the details of the proposed examiners for approval.

	The following extract is take from the UWE Policy & Strategy for PGR Contributions to Learning and Support & Teaching which can be found in the Policy for PGRs who teach.

http://www1.uwe.ac.uk/research/postgraduateresearchstudy/studysupport/guidanceandregulations.aspx

	8. PGRs will be appointed as Hourly Paid Lecturers (HPL)/Associate Lecturers (AL) under the relevant Terms & Conditions and rates of pay. PGRs who have acted as HPLs/ALs for less than 220 hours per year, and do not have standard academic contracts, will not fall under the regulation that requires a 2nd external examiner for their final examination. However Faculty Research Degree Committees and the Research Degrees Award Board can require a 2nd external examiner if they consider that any learning support or teaching a PGR has contributed up to 220 hours per year could compromise the independence of the examination.  PGRs who have done sufficient learning support and/or teaching to be eligible for a fractional standard academic under the HPL/AL terms and conditions will require a 2nd external examiner.

	9. A PGR candidate who teaches more than 120 hours per year as an Hourly Paid Lecturer/Associate Lecturer must be registered on their degree part time.


	SECTION 10: Points of Explanation

	Please use this section for any notes including any relationships, personally or professionally between the supervisory team and nominated examiners.


	SECTION 11:  1998 DATA PROTECTION ACT, CONSENT TO PROCESS PERSONAL INFORMATION

	The postgraduate researcher is agreeing to the collection of their personal information and the use of this throughout the final assessment phase.


	SECTION 12:  DIRECTOR OF STUDIES DECLARATION

	The DoS is signing to confirm that to the best of their knowledge the proposed examiners do not have an association with each other, personally or professionally, nor the candidate, the supervisors or the research to be examined, that might compromise the ability to act independently. 

	Please use section 10 to put any notes that may be relevant here.


	SECTION 13:  FRDC APPROVAL

	The completed EX1 with the attached EXCVs must be submitted to the relevant Faculty Research Degrees Committee for a recommendation to be made to RDAB .

	Please submit the forms to graduateschool@uwe.ac.uk.
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