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KEY TO RESEARCH DEGREE STANDARD FORMS REFERRED TO IN THIS DOCUMENT

· SE8
Application for Extension of Period of Registration

· SE10
Notification of Withdrawal of Registration

· SE11
Application for Suspension of Registration

	Please note that the guidance notes and forms referred to in this document are available on our website http://www.open.ac.uk/research/research-degrees/sponsoring-establishments/policy-documents/index.php


1
Introduction
This document outlines the arrangements and procedures relating to the progress of students during their research degree studies.  It is intended to provide information for research degree

co-ordinators at sponsoring establishments and supervisors.  If you have any queries or require advice please contact the relevant member of the research degrees team who will be happy to help you: 

	Subject Area
	Research Degrees Adviser
	Contact details



	Life and Biomolecular Sciences
	Michelle McGregor/

Julie Williams
	01908 655712

Life-Sciences@open.ac.uk


	
	
	

	All other subject areas


	Julie Williams


	01908 653117

j.williams@open.ac.uk



Research School 

The Open University 

Milton Keynes 

MK7 6AA

Fax: (01908) 653999

2
Annual Progress Reports

The Open University requires a report on the progress of each student to be submitted annually.  Progress monitoring reports must be prepared for all students unless:

(a) a probationary period report has been requested

(b) s/he has been suspended for the whole of the review period

(c) s/he is completing corrections and amendments following examination.

When the student and supervisors have provided their reports, the research degree co-ordinator at the sponsoring establishment should complete the final section by:

(a) indicating whether any changes to the student’s registration are recommended

(b) making a recommendation on the student’s continuing registration

(c) confirming that the student has been offered third party monitoring

(d) confirming that a copy of the full report has been sent to the student

(e) signing the report.

The report is then sent to the Research School.
The Research School will confirm that any changes in the student’s registration have been made and, if necessary, may contact the research degree co-ordinator in the sponsoring establishment to clarify points in the progress reports.

Detailed guidance on the progress monitoring requirements are sent to sponsoring establishments annually with the request for reports.  

3
Probationary Period Reports

The first period of a student’s registration is a probationary period, lasting twelve months for students registered to study full-time and twenty four months for those registered to study part-time.

Towards the end of a student’s probationary period the Research School will write to the research degree co-ordinator at the sponsoring establishment requesting a probationary period report.  A personalised coversheet will be provided to which the reports prepared by the student and supervisors should be attached.

The probationary period report should involve a major review of the student’s progress so that a recommendation can be made about which degree s/he is to be registered for, i.e. PhD or MPhil.

When the student and the supervisors have provided their reports, the research degree

co-ordinator at the sponsoring establishment should complete the coversheet by:

(a) making a recommendation about the completion of the probationary period and degree registration

(b) confirming that third party monitoring has been offered

(c) confirming that a copy of the full report has been sent to the student

(d) signing the coversheet.

The coversheet with the reports attached should then be sent to the Research School.

The Open University will consider the reports and the recommendations made by the research degree co-ordinator and will either:

(a) confirm the recommendations made or

(b) request further information before a decision can be made regarding the confirmation of the probationary period and/or the degree registration.

Detailed guidance on the preparation of probationary period reports is sent to the research degree co-ordinator at the sponsoring establishment with the request for reports.  The mailing will include copies for each student for whom a report is required, and all the supervisors concerned.

4
Third Party Monitoring

Third party monitoring is a system of support for Open University research students that is in place to:

(a)
provide pastoral support for the student outside the supervisory environment

(b)
identify and resolve potential problems, thus avoiding impeding progress

(c)
provide a dispassionate view if difficulties arise 

(d)
identify resource management problems (staff time, equipment etc).

Guidelines which provide further information about third party monitoring are available for research degree co-ordinators, supervisors and students (SE6G and SE7G).

The research degree co-ordinator at the sponsoring establishment is asked to confirm in the progress monitoring report or the probationary period report coversheet that the student’s progress has been monitored by a third party or that monitoring has been offered and declined by the student, by entering the name of the third party monitor and the date on which the monitoring took place or was offered.

5
Suspensions

In cases of illness or maternity leave a student may, subject to approval, suspend her/his studies for a total maximum period of 12 months for full-time students and 24 months for students registered to study part-time
.  Students unable to study for longer than these maximum periods of suspension will be required to relinquish their registration.

A student wishing to suspend her/his studies is encouraged to discuss this with her/his supervisors before requesting a suspension.

Requests for suspensions must be made in advance of the start of the requested period of suspension.

The research degree co-ordinator at the sponsoring establishment should forward a request for a suspension to the Research School on the suspension of registration request form (SE11) or (if appropriate) on the progress report cover sheet.

The Research School will acknowledge receipt of the application and will arrange for it to be considered on behalf of The Open University Research Degrees Committee.  The Research Degrees Committee may:

(a) approve the suspension of registration, or

(b) request further information before the suspension request can be considered, or

(c) not approve the request.

The Research School will notify the research degree co-ordinator at the sponsoring establishment of the outcome of the request and, if appropriate, provide a summary of the student’s updated registration including the revised submission deadline.  The research degree co-ordinator at the sponsoring establishment should notify the student and supervisors of the outcome of the request.

6
Mode of Study Changes 

A student registered to study full-time is permitted to change her/his mode of study during the first year of study.  After that s/he is bound by the four year maximum registration period for full-time students and if unable to submit the thesis within this period, must request an extension of registration, which, if granted will be on a part-time basis.

No student may retain full-time registration for longer than four years.

7
Extensions of Registration

Exceptionally The Open University Research Degrees Committee may consider requests from sponsoring establishments for extensions to the maximum periods of study if the student is making satisfactory progress and a successful submission can be anticipated.

The Research School will write to the research degree co-ordinator at the sponsoring establishment in advance of the student’s deadline.  If the student will not be ready to submit by the deadline an extension request should be considered if the students I making satisfactory progress and successful submission can be anticipated.
The request for an extension should be submitted to the research degree co-ordinator at the sponsoring establishment, endorsed by the supervisors, on the extension of registration request form (SE8).  The student should provide the following information on this form:

(a) a summary of the work completed to date 

(b) a timetable for completion

(c) an indication of the length of extension required.

The research degree co-ordinator at the sponsoring establishment should, if the sponsoring establishment supports the extension case, forward the form to the Research School.
The Research School will acknowledge receipt of the request and arrange for it to be considered on behalf of The Open University Research Degrees Committee.  The Research Degrees Committee may:

(a) approve the request

(b) request further information before the request can be considered

(c) not approve the request.

The Research School will notify the research degree co-ordinator at the sponsoring establishment of the outcome of the request and, if appropriate, provide a summary of the student’s updated registration details.  The research degree co-ordinator at the sponsoring establishment should notify the student and supervisors of the outcome of the request.

8
Withdrawal from the Research Degree Programme

If a student decides to withdraw from the research degree programme a notification of withdrawal form (SE10) should be completed and sent to the Research School as soon as possible.

The Research School will acknowledge receipt and will confirm the withdrawal of the student’s registration.  The date given on the form will be recorded as the formal withdrawal date.  If the student withdrew before the start of the academic year and the form has been received in a timely manner, the Research School will arrange for any invoice raised for the student’s fees for the current year to be cancelled or a credit raised.  Fees will be charged for students whose notification of withdrawal is received substantially after the start of the academic year, regardless of the date given on the form.

9
Termination of Registration

Registration on the research degrees programme is subject to the student continuing to make satisfactory progress.

If a sponsoring establishment and/or supervisor is not satisfied with the progress made by a student, attempts should be made to ascertain if there are any specific reasons for the lack of progress.

The student should be made aware of the concerns about her/his progress and be given opportunities to rectify the problem with specific targets for achievement set by the supervisors.

Detailed guidance on managing poor performance is available from the Research School.  The sponsoring establishment should be in a position to demonstrate that these guidelines have been followed before a recommendation is made to terminate a student’s registration due to lack of academic progress.
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�  	It would also be appropriate for a part-time student to consider suspending her/his registration if domestic problems or work pressures impede progress and look likely to continue for a significant period.
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