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1
Introduction

This document provides the research degree co-ordinator in an affiliated research centre (ARC) with information about that role and about The Open University‘s research degree processes.  

It is intended to be a quick reference guide and provides information about which guidelines contain full details of individual aspects of the programme.  Attention is also drawn to the Student Handbook which contains more information about the ARC programme and includes The Open University Research Degree Award Regulations.

2
Applications

2.1
To apply to register a student you should send the completed the Application for registration form (ARC9) to The Open University Research School.  Before the form is completed you should ensure that the student has read the Student Handbook and the Guidelines for Applicants (ARC\S3G) 
 these should assist with the completion of the form.

2.2 The Research School will notify you of the outcome of the application.  If approval of the application is deferred you will be given details of the additional information that is required before approval.

2.3 When the application is approved you should provide the student with:

(a) a copy of the letter confirming registration

(b) a personal copy of the Student Handbook (if not already provided to the student)

(c) a copy of the Third Party Monitoring Guidelines for Students (ARC\S7G)
and ensure that each member of the supervision team has a copy of the current handbook and the relevant Guidelines.

2.4
The Research School will arrange for:

(a) fee invoice to be sent to you for the current year’s fees
(b) students in Science to be registered on STM855 (Postgraduate research skills in Science, Technology and Mathematics) or
(c) students and their supervisors in other subject areas to receive a copy of the training pack U501 Doing Academic Research
.

2.5
For more information on the application process see:  Registration Guidelines (ARC\S2G).
3
Annual Progress Reports

3.1 The Open University Research Degrees Committee requires progress reports annually for all students.  Full details of the requirements for the reports are sent to you in January each year.  Reports should be completed and returned to the Research School by 31 March. 

3.2 If any changes to the student’s registration are recommended in the Progress Report, the Research School will confirm the outcome of these recommendations to you in writing.

3.3 You should inform the student and her/his supervisors of the outcome.

3.4
For more information on the annual report exercise see:  Progress Guidelines (ARC\S4G).

4
Probation Assessment Reports

4.1 Probation assessment reports for students registered to study full-time must be submitted before the student has completed 12 months registration.  Requests for these reports and details of the requirements will be sent to you after the student has been registered for approximately eight months.  The reports should be completed and returned to the Research School by the end of the student’s eleventh month of registration.

4.2 Probation assessment reports for students registered to study part-time are required before the student has completed the second year of registration.   Requests for these reports and details of the requirements will be sent to you after the student has been registered for approximately eighteen months.  The reports should be completed and returned to the Research School by the end of the student’s twenty-third month of registration.

4.3 The Research School will confirm the outcome of the probation assessment review to you in writing.

4.4 You should inform the student and her/his supervisors of the outcome of the probation assessment review.

4.5
For more information on probation assessment reports see:  Progress Guidelines (ARC\S4G).
5
Suspension of Registration

5.1 A part-time student may apply to suspend her/his registration at any time up to a maximum total of 24 months.  Applications, which must be supported by the student’s supervisors should be submitted via you on the Suspension of registration request form (ARC11) in advance of the start of the suspension.  Students are encouraged to seek a suspension of registration if they are prevented from studying for any period of time through illness or maternity leave or domestic commitments.
5.2 Full-time students may suspend their studies only for reasons of ill-health or maternity leave.  The maximum length of suspension for a full-time student is 12 months.
5.3 The Research School will confirm the outcome of the application to suspend the student’s registration to you in writing. 

5.4 You should inform the student and her/his supervisors.

5.5 Students unable to study for periods longer than the maximum suspension length will be required to relinquish their registration.  

5.6
For more information on suspending a student’s studies see:  Progress Guidelines (ARC\S4G).
6
Extension of Registration

6.1 Approximately 6 weeks before the end of the student’s registration the Research School will write to you reminding you of the deadline.  If student is not able to submit before the registration expires an extension of registration (up to a maximum registration length of 8 years) may be requested using the Extension of registration request form (ARC8).  
6.2 Students are not permitted more than 4 years full-time registration.  If a full-time student is unable to submit and an extension is approved the student will be transferred to a part-time registration.
6.3 The Research School will confirm the outcome of the application for an extension of registration to you in writing.  

6.4 You should inform the student and her/his supervisors of the outcome of the application for an extension.

6.5
For more information on registration extensions see:  Progress Guidelines (ARC\S4G).

7
Submission and Examination

7.1 A student should give you approximately three months notice of her/his intention to submit her/his thesis.  

7.2 You should send the student a copy of the Examination Guidelines for Students (ARC\S11G) and the supervisors copies of the Examination Guidelines(ARC\S10G)

7.3 The Examination panel nomination form (ARC5) should be completed by you, in consultation with the supervisors, and sent to the Research School with CV forms (ARCCV5) for the examiners.  Either you or the supervisors must confirm with the examiners that they are willing to examine the thesis.

7.4 The Research School will arrange for the nomination to be considered by or on behalf of The Open University Research Degrees Committee.  

7.5 Once the examination panel has been approved the Research School will write to the examiners formally confirming the appointment on behalf of The Open University.  Copies of these letters of appointment will be sent to you.
7.6 The Research School will also send the examiners electronic copies of the ARC32 Pre-viva Report and the internal examiner the ARC33 Exam Panel Report Form.  The examiners are asked to complete the ARC32 at least five working days prior to the exam and for the external to send it to the internal.
7.7
For more information on examination panel appointments see:  Examination Guidelines (ARC\S10G).
7.8 The student should submit 3 copies of her/his thesis to you together with the completed Student declaration form (ARC13).  You should complete section 4 of the form to confirm the date on which the thesis was submitted.

7.9 The original ARC13 form should be sent to the Research School.  

7.10 Each examiner should be sent a copy of the student’s thesis and a copy of the Student declaration form (ARC13).  The thesis must not be sent until you have received confirmation that the examination panel has been approved.

7.11 The ARC is responsible for arranging the viva voce examination and for ensuring that all parties are aware of the arrangements.  

7.12 It is essential that the student does not have any contact with the examiners prior to the examination, all contact must be made by yourself or the supervisors.

7.13
For more information on thesis submission and examinations see:  Examination Guidelines (ARC\S10G).
7.14 On the day of the viva or the following day the internal examiner should email the completed ARC32s and the ARC33 to you and cc to the external examiner.  You should send these on to the Research School
.
7.15 You should send the completed ARC33 form and the list of any corrections, amendments or revisions required to the Research School.

7.16 Once the exam result has been ratified on behalf of the Research Degrees Committee a letter confirming this and giving the deadline for the completion of any corrections, amendments or revisions will be sent to you.

7.17 You should confirm the ratification of the result to the student and her/his supervisors.  This confirmation should make clear the deadline for the completion of any corrections, amendments or revisions.

7.18 If the outcome of the examination was that the degree should be awarded subject to completion of corrections or amendments the student should submit a copy of the corrected/amended thesis to you.  You should arrange for the nominated examiner(s) to check that all corrections or amendments have been completed satisfactorily. 

7.19 The nominated examiner(s) should provide written confirmation of the satisfactory completion of the corrections/amendments to you.  You should send this confirmation to the Research School.

7.20 The Research School will confirm that the academic requirements for the award of the degree have been met.

7.21 If the student has been permitted to submit her/his thesis for re-examination the examination process must be started again and a second viva held with (wherever possible) the same examination panel.  The student must submit three copies of the thesis to you as before.

7.22
For more information on the examination result ratification and the confirmation of the award of the degree see:  Examination Guidelines (ARC\S10G).

7.23
The student should provide 2 bound copies of the thesis, an additional copy of the thesis abstract, a signed Library authorisation form (ARC12) and, if applicable, the British Library authorisation form.  You should send these to the Research School.

7.24
For more information on the requirements for the bound copies and the library authorisation forms see:  Examination Guidelines for Students (ARC\S11G).

7.25
The Research School will arrange for the bound copies to be accessioned into The Open University Library, and will then confirm in writing to you that the student has been awarded the degree and provide information about the arrangements for the conferment of the degree.  You should advise the student of the confirmation of the award and the arrangements for the conferment of the degree.

8 Changes to Registration Details

8.1 If a student wishes to change the name in which s/he is registered, you should forward the request together with the necessary documentary evidence
 to the Research School as soon as possible.

8.2 The Research School will make the necessary changes to the student’s registration details and confirm, in writing, that the changes have been made.  

8.3 You should inform the student and her/his supervisors that the changes have been made.

8.4
If the supervision team appointed for the student changes after registration you should complete the Supervisor appointment recommendation form (ARC7) and send it with a completed CV form for supervisor nominations, if appropriate, to the Research School.

8.5
The Research School will arrange for the change in supervision arrangements to be considered and will confirm the outcome in writing.

8.6
You should inform the student and the supervision team and ensure that the new member has all the documentation required e.g. handbook, guidance notes.

8.7
If the student withdraws from her/his research degree registration, you should complete a Notification of withdrawal form (ARC10) and send it to the Research School.

8.8
The Research School will confirm the withdrawal of the research degree registration and, if appropriate, arrange to cancel any invoices raised.


For more information about withdrawal of registration see:  Progress Guidelines (ARC\S4G).
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� 	This will be sent to you for you to pass on to her/him and supervisors will receive a copy when their first student registers.


�	ARCs may prefer to have the internal examiner email the ARC32s and ARC33s directly to the Research School.  In which case the external examiner and you should be copied in.


� 	See Section 3 of the handbook.
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