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1. [bookmark: _Toc1114080926]Recruiting a student
If you are looking to appoint a student, it is essential that you discuss this with the Research Administrator. Please email p.mullan@qmul.ac.uk as early as possible in the process to ensure that all procedures are correctly followed. There is a checklist in the Staff Zone of things that need to in place before any student can be enrolled. Please ensure that you submit this checklist document to the Research Administrator at least 3 months prior to the anticipated start date of your student.
Please note that the institute will not issue fee waivers for overseas fees in any cases. If you wish to appoint an overseas student to a position which only covers home fees, then the difference must be covered by the student. 
I. Funded Positions
If you have secured funding that allows you to recruit a student, then please ensure that you follow the recruitment procedures laid out by the funder. 
II. If you need assistance advertising the studentship, you should contact the Research Administrator on p.mullan@qmul.ac.uk tAd hoc approaches from funded students
You may receive expressions of interest from prospective students who have funding and are interested in undertaking a PhD with you as their primary supervisor. In these instances, you can discuss the project and if you feel it is suitable, then aid the student in developing their project proposal. However, before fully committing to taking on these students please discuss this with the DGS team.
III. Recruiting Self-Funded Students
To ensure a rigorous and fair selection process, all applications from self-funded students must undergo the following steps. This process ensures that self-funded applicants are evaluated with the same level of scrutiny as those applying for funded positions, and that they are fully equipped to successfully undertake a PhD.
1.  Initial Enquiry and Proposal Development
· Students may approach you directly via email or through an application submitted via the MySIS portal, which will be forwarded to you by the Research Administrator.
· You may engage in preliminary discussions to understand the student’s research interests and provide guidance on refining their proposal.
· Keynote: The project proposal must ultimately be the student's own work. Supervisors may advise but should not draft or overly shape the proposal.
2. Eligibility Criteria
To proceed with the application, students must meet the following minimum requirements:
· Academic Qualifications: At least an upper second-class degree (or international equivalent) in a relevant subject.
· Professional Qualifications: Other qualifications or work-related expertise may be considered, particularly for interdisciplinary or applied research topics. These should be discussed and agreed upon with the Directors of Graduate Studies.
3. Submission Requirements

Evaluating the submitted writing sample is a critical step in assessing whether the candidate has the necessary skills and expertise to undertake a PhD. 
Prospective students must submit:
· A detailed research proposal, developed independently by the applicant, that aligns with their research interests and the expertise of the proposed supervisory team.
AND
· A sample of written work, which may be: 
· A Masters or Undergraduate dissertation, or
· A published or submitted academic article, or equivalent.

The proposed primary supervisor is responsible for conducting an initial assessment of the submitted piece of writing and research proposal. While this task does not require formal documentation, the supervisor must be convinced that the candidate’s submission demonstrates the following criteria before proceeding to the formal interview stage (some examples of questions to assess this are provided):
A. Academic Rigor
· Is the writing well-structured and logically organised?
· Does the argument or narrative flow clearly, with a coherent introduction, body, and conclusion?
· Are claims supported by appropriate evidence, data, or citations?
· Is there a critical analysis of the evidence or subject matter, rather than just a description?
B. Writing Style and Clarity
· Is the writing clear, concise, and free of unnecessary jargon?
· Are complex ideas effectively communicated in an accessible way?
· Does the writing adhere to the conventions of academic writing (e.g., grammar, syntax, tone)?
C. Depth of Knowledge
· Does the writing demonstrate a strong understanding of the topic?
· Is there evidence of engagement with relevant literature, theories, or frameworks?
· Does the candidate identify gaps in knowledge or suggest areas for future research?
D. Methodological Competence (if applicable)
· For research-based writing, does the candidate demonstrate an understanding of research methods and their application?
· Is the methodology sound, clearly explained, and appropriate for the research question?
E. Originality and Critical Thinking
· Does the writing reflect the candidate's ability to think critically and independently?
· Is there evidence of original thought, innovative ideas, or unique perspectives?
4. Interview Process
If the candidate meets the eligibility criteria and their written work is deemed acceptable, a formal interview must be arranged to assess their overall suitability for PhD study. The process includes:
· Interview Panel Composition:
· The proposed primary supervisor.
· A Centre Lead or equivalent senior faculty member.
· A Director of Graduate Studies (DGS).
· Interview Preparation:
· A set of structured questions must be prepared in advance, focusing on the applicant’s research proposal, academic background, and suitability for PhD-level work.
· Clear assessment criteria must be developed and shared with all panellists before the interview. Assistance in drafting questions and criteria can be sought from the DGS or Research Administrator.
· Interview Format:
· The interview should follow the standard QMUL process for PhD interviews.
· It should assess the applicant’s ability to articulate their research idea, their understanding of the subject area, and their preparedness for independent study, the following criteria can be used:
Criteria for Evaluation
The interview should assess the following areas:
· Understanding of the Research Proposal
· Ability to articulate the research aims and objectives.
· Awareness of the research's significance and originality.
· Understanding of the methodological approach, including strengths and limitations of the approach
· Academic Background and Skills
· Demonstrated knowledge of the subject area.
· Relevant skills and experience to undertake the research (e.g., analytical skills, prior research experience).
· Awareness of areas where skills need further development 
· Motivation and Commitment
· Reasons for pursuing a PhD.
· Awareness of the challenges of PhD study and strategies for managing them.
· Discussion of how PhD will be funded, and if the student plans to work, how will they balance work with PhD commitments (including need to complete skills training points and engagement with centre and institute wide activities). The student should be aware of the types of costs that they will need to fund (fees, research, travel, as well as possible living expenses).
· Alignment with Supervisory Expertise
· Fit between the candidate's research interests and the expertise of the proposed supervisor.
· Communication and Critical Thinking
· Ability to respond to questions clearly and thoughtfully.
· Evidence of critical thinking and intellectual curiosity.
5. Post-Interview Assessment
· Each panel member will evaluate the applicant against the agreed criteria and provide a written assessment.
· The panel will collectively decide on the applicant’s suitability for the program and whether any conditions (e.g., additional preparatory courses or revisions to the proposal) should be applied.
6. Final Decision
The final decision, along with any conditions, will be communicated to the applicant in writing by the proposed primary supervisor copying in the Research Administrator. Decisions must be approved by the Director of Graduate Studies to ensure consistency and fairness across applications.

This process ensures that self-funded applicants meet the same rigorous standards as funded students, maintaining the integrity and quality of PhD admissions at QMUL.

IV. Appointing members of your research team to PhDs

You can appoint members of your research team to PhD positions, provided you have funding for these roles. When considering staff members as potential PhD students, you should assess their suitability using the same criteria as for self-funded students, as outlined above.

[bookmark: _Toc435686662]Enrolment
There are three enrolment windows per year for students to start: September, January, and April. The majority of students are appointed in September and January, so the DGS team recommends using these windows whenever possible. This ensures your student is part of a larger cohort. April should only be used if absolutely necessary
In the first week of your new student being enrolled you should arrange to meet them and discuss your expectations around working patterns as well as their goals for the first months of the PhD. You should also inform your centre manager that you have a new student starting, as they will need to carry out a building induction for them. It is best practice to invite your students to your unit/research group meetings, to ensure that they feel part of a strong research culture and community. 
There are two sets of induction events which students are expected to attend. Firstly, students should go to the Doctoral College Induction week, which consists of a mixture of in person and online events, full details of which can be found here: https://www.qmul.ac.uk/doctoralcollege/skills-training/doctoral-college-training/. All students who hold an offer will be automatically invited to these sessions.  
Second, students will be invited to an institute induction event held in person by the DGS team, which will take place in the week following the Doctoral College induction. This will consist of an introduction to the institute, the DGS team and to the PhD cohort as well as the student representatives. 

Should we include something about the make-up of supervisory panels? 

Also something about the student log? And how supervisors should be engaging with this. Also monitoring student skill point training log? 
2. [bookmark: _Toc1118849671]Progression
Progression is a formal process that assesses a student’s readiness to progress  to the next stage of their research studies programme. Full details of the progression guidance can be access here:
The supervisor's responsibilities for student progression are outlined as follows:
Monitoring and Reporting Progress:
If the supervisor has concerns about a student’s progress, they must notify the Institute Director of Graduate Studies (DGS) at the earliest opportunity.
For each annual progression, the supervisor is required to complete a Supervisor Report Form. This can be downloaded through the following link: Supervisor_Update_Report_Form_for_PhD_MDRes_Students.doc This form must be submitted to the Institute PGR administrator for processing, and the DGS must approve it for final progression approval.
Setting up the Progression Panel:
Ahead of the Year 1 progression, the supervisor is responsible for selecting a panel of examiners.
At least one examiner should be internal to the WIPH (research center or department).
The panel must include examiners who have experience in both examining a PhD and supervising a PhD student to completion. This experience can be distributed across the panel members.
It is important that the same examiners are assigned to future progressions whenever possible. Any change in the panel needs approval from the DGS.
Approval Process for Examiners:
The supervisor is responsible for uploading the proposed panel of examiners to MySIS prior to the examination. This is essential to initiate the approval process, ensuring that the examiners meet the required criteria.
These responsibilities ensure the appropriate oversight of the student's academic journey and the formal progression process is followed. 

I. Year One Progression (9 months full time/18 months part time)
[bookmark: _Hlk184719543]For full time students the window for the first (Year 1) progression is 6-9 months from initial registration, with an expectation that by the end of this period the progression outcome will be logged on the students MySIS record. If a Year 1 progression has not been completed within 12 months, the student’s registration will be ended.
For part-time students, the Year 1 progression point should occur by 18 months from initial registration and must be completed before 24 months.
For the Year 1 progression students are required to submit a report and undergo an oral examination. Full requirements are outlined in the FMD progression guidance which can be found on the Staff Zone. 
The lead panellist will make a progression outcome recommendation and submit the panel report through MySIS. The possible outcomes of the panel are:
· Progress – the student may progress to the next stage of the research studies programme
· Referred – the student must undertake further specified work (communicated in writing by the Institute DGS) and be reconsidered for progression within a maximum time period of 3 months.
· If referred, the student will have one further opportunity to resubmit their report and be re-assessed by the panel. This may require an additional oral examination where the institute DGS may also be present.
The only possible outcomes after referral are:
· Progress – the student may progress to the next stage of the research studies programme
· Fail to progress – the student’s registration should be terminated
De-registration will result in the immediate cessation of any studentship payments and the student will be liable for tuition fees.

II. Year Two Progression (18 months full time/36 months part time)
For full time students the window for the second (Year 2) progression is 18-24 months from initial registration, with an expectation that by the end of this period the progression outcome will be logged on the students MySIS record. 
For part-time students, the Year 2 progression point should occur by 36 months from initial registration and must be completed before 48 months.
For the Year 2 progression students are required to submit a 20,000-word report and undergo an oral examination. Full requirements are outlined in the FMD progression guidance which can be found on the Staff Zone.
Wherever possible the examiners should be the same as those which assessed the Year One Progression
III. Year Three Progression
The Year Three Progression is much more light touch that the Year One and Two Progressions. This should take place at 30 months for full time students, with the progression outcome logged by 36 months. For part time students it should take place at 60 months, with the outcome logged by 72 months. 
For the Year 3 progression students are required to submit a short written report. A viva examination is not required unless requested by the examiner due to concerns around the students’ progress. Full guidance on what the report should include can be found in the FMD Progression Guidelines on the Staff Zone. 
3. [bookmark: _Toc1757779899]Nomination of examiners and examination entry for final viva
The process for examination entry and nomination of examiners is initiated by the student. The student completes part 1 of the online form (found on MySIS). 
A student and their supervisor should discuss the appropriate timing of examination entry and the nomination of examiners to read the thesis and conduct the viva voce examination before the student completes their part of their form and before submitting their thesis. Once your student has completed part 1 of the online form, this will open a new MySIS task for you, which will allow you to nominate examiners. 
Full guidance on examiner nominations can be found here: https://www.qmul.ac.uk/registry-services/research-degrees/research-student-information/nomination-of-examiners-and-examination-entry/ 
There are two examiners for the viva. These two examiners can meet either of the following criteria: 
Either Model A
one internal examiner from the academic staff of Queen Mary University of London who has not been involved in the candidate’s work and has not been a member of the candidate’s progression panel(s); and
one external examiner.
Or Model B
Where the criteria above for an internal examiner cannot be met or a school/institute considers it to be academically desirable, two external examiners may be appointed.
Examiners should be experts in the field of the thesis but not necessarily in all parts of the precise topic.
If nominating two external examiners, please enter the details of the lead examiner in the section for examiner 1 on the nominations form. Examiner 1 is the lead examiner who takes responsibility for completing the examination outcome form and returning to RDO the form and the examiners’ reports.  
Criteria for Examiners
Examiners normally fulfil the following criteria:
· The examiners should have examined at least five research degrees of the same or equivalent level between them, of which a minimum of three examinations should have been for a research degree in the UK.  For the MD(Res), at least one examiner should have previous experience of examining for the MD(Res).  
· Nominated examiners must have had no direct involvement in the candidate’s research and they must not have taken an active role in considering the student’s progression.
· Examiners must not have any close connections or extensive recent (within the past five years) collaborations with either the supervisor(s) or student including joint publications or research grants which might inhibit a completely objective examination.
· An external examiner should not normally be appointed more than once during a given academic year by members of the same School/Institute. 
· An examiner who is a member of QMUL staff may be appointed up to three times during a given academic year.
· NHS Consultants or the equivalent in the NHS who are not QMUL or University employees may be appointed as examiners, but they should hold an Honorary Senior Lecturer or above contract with a College or University.  Other professional experts may be appointed as external examiners, but the normal requirements for examining experience across the examination team will apply. 
· Individuals who were previously members of staff, students or other members of Queen Mary University of London must not be appointed as an external examiner until a period of three years has elapsed.
· Individuals who have retired from academic positions at Queen Mary University of London or another higher education institution may be appointed as internal or external examiners if they remain active in their field of research. 
· Overseas examiners are appointed as external examiners only in exceptional circumstances and where it is considered that such an appointment is necessary.
Examination entry and nomination of examiners are considered first by the Director of Graduate Studies. If supevisors wish to check whether a proposed panel meets the criteria, please contact the DGS ahead of uploading to MySIS. Once approved by the DGS the examiners will be reviewed by the Research Degrees and Programmes Examination Board. The board meets monthly to consider applications received in the preceding month. The Research Degrees Office will inform you of the Board’s decision after the meeting.
You can find the paperwork deadlines at: http://www.arcs.qmul.ac.uk/research-degrees/research-degree-students/examiner-nomination-and-exam-entry/
4. [bookmark: _Toc1317864996]Thesis Submission
Students can only submit their thesis once the exam entry forms have been completed. They should submit this via email to the Doctoral College, researchdegrees@qmul.ac.uk. There is no longer a requirement to submit bound copies of the thesis. As supervisor you are responsible for reviewing the final thesis and agreeing that it is ready for submission. 
5. [bookmark: _Toc1470967982]Viva Voce 
Supervisors are responsible for arranging the date, time and location viva voce on behalf of their students. Examinations can take place in person, online or in a hybrid format depending on the students/examiners preferences. Please note that a hybrid examination will require an independent chair. This independent chair can be any member of academic staff, including the students supervisor. Please let the Research Administrator know if you need any assistance with this. Students must not contact the examiners themselves under any circumstances. Additionally, neither student nor supervisors should send the thesis directly to the examiners.  The examination may be declared invalid if you do so. 
Please ensure that you make it clear if the thesis needs to be printed and a hardcopy is to be dispatched to the examiner.  

6. [bookmark: _Toc1467286883]Examination Outcomes 
After the viva, the examiners will inform the Research Degrees Office of the outcome. They are required to do this within two weeks of the viva. They may inform you and the student of the outcome of the examination at the end of the viva but are not required to do so.
There are eight possible outcomes:
· Pass;
· Pass subject to minor amendments to be completed and checked by one or both examiners within six months;
· Pass subject to major amendments to be completed and checked by both examiners within nine months.
· Not pass, but the candidate is allowed to revise the thesis and resubmit it within 18 months (for the PhD and MD(Res) degrees) or 12 months (for the MPhil degree);
· Not pass, but the candidate is allowed to take a written paper or practical examination;
· Not pass, but the candidate is allowed to submit to a second oral examination on the same thesis and by the same examiners within 18 months;
· [If entered for a PhD] Fail PhD but the candidate is deemed to have met the requirements for an MPhil (with or without minor amendments) or should be allowed to resubmit a revised thesis for the MPhil degree within 12 months;
· Fail outright: no re-entry permitted.
If your student receives an outcome of not pass but resubmission, there is an expectation that the supervisory team will support them through this resubmission process. The Research Degrees Office will write to you and the student to formally notify you of the outcome of the examination and advise you both of the post-viva procedure. The RDO will send you a copy of the examination outcome form, a copy of the examiners’ report on the examination, and a list of amendments required by the examiners, unless you have passed outright or have already been provided with a list of amendments. Students are responsible for submitting the revised thesis to the examiner(s) responsible for checking your amendments by the date stipulated on the examination outcome form. 
7. [bookmark: _Toc1719393921]Supervisor training 
It is mandatory that all new supervisors attend New Supervisor Training, and all existing supervisors ensure that they are up to date with the Supervisor Refresher Training, which must be completed every two years. Both training modules are available on QMPlus here and are self-taught sessions which you can do at a time that suits you. 
Completion of these training courses is monitored by the Research Administrator, and supervisors who are not up to date with their training will not be allowed to take on new students until the training is completed. 
8. [bookmark: _Toc1335632933]Supporting Student Wellbeing
Part of your role as a student’s supervisor is to support their wellbeing. A PhD is a challenging undertaking, which can bring about various stresses for both the student and supervisor. It’s important to be aware of the resources available to help manage these pressures and navigate difficult situations
QMUL offers a series of training courses for staff who manage researchers, designed to assist you in supporting students’ mental health and wellbeing. Information can be found here: https://www.qmul.ac.uk/queenmaryacademy/academics/support-for-staff-who-manage-researchers/.
If you have concerns regarding the welfare of your student you can direct them to Advice and Counselling, who will be able to provide support to both you and them, full details can be found here: https://www.qmul.ac.uk/welfare/
If you feel that there is a breakdown in your student/supervisor relationship, then the DGS team can help mediate issues and support you with this. You should alert the team to potential issues as early as possible to allow us to work towards a resolution before the escalate. If you have any concerns about your students and need advice then please contact Afia Ali afia.ali@qmul.ac.uk , Jamie Ross jamie.ross@qmul.ac.uk or Patrick Mullan p.mullan@qmul.ac.uk 

9. [bookmark: _Toc220274709]Key Contacts

Co-Director of Graduate Studies -  Afia Ali afia.ali@qmul.ac.uk 
Co-Director of Graduate Studies -  Jamie Ross jamie.ross@qmul.ac.uk 
Deputy Director of Graduate Studies – Nina Fudge n.fudge@qmul.ac.uk 
Research Administrator Patrick Mullan p.mullan@qmul.ac.uk
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