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Preface

A continuous skills audit is a vital part of a research degree programme. For the student it has immediate value in maintaining an awareness of strengths and weaknesses, and in highlighting developing skills. In the longer term, it serves to point out that generic skills, which are often taken for granted, can be used to enhance the employment prospects of postgraduates.

Professor S K Chapman, Head of Department, University of Edinburgh.

A research degree is highly regarded by employers and academics. The essential purpose of a Master or Doctor of Philosophy research degree is a period of training in research. The second purpose is the development of a range of personal and professional skills. These skills are necessary not only for research, but also form the basis for the development of future  careers.   This Postgraduate Skills Record is designed to help postgraduates develop a range of skills during their research programme.

Whatever career postgraduates choose, the range of skills included in the Postgraduate Skills Record will prove invaluable.  Research has become increasingly multidisciplinary and interdisciplinary and the need for communication and teamworking skills is more vital than ever.  Careers outside research and development also require a range of skills, and the need to continually learn and develop skills is an essential part of all jobs.

Postgraduates are therefore required to use the Postgraduate Skills Record to assist them throughout their research programme, and as a basis for their Continuing Professional Development throughout their careers.

Parts of this document are derived from original work by Dr Derek Cooper, successively edited by Denise Rafferty, Julie Connolly and Kristy MacDonald and designed by Black Pearl and Sage Associates on behalf of the DfES and Royal Society of Chemistry.
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* These elements must be completed and a copy submitted to the Research Degrees Administrator, Quality Assurance and Enhancement Unit, as part of the University’s regulatory and quality assurance requirements for research degree students. Professional Doctorate candidates must submit copies to the designated member of staff in their School instead.
Introduction

Welcome to the Postgraduate Skills Record with Research Planning and Achievement

Why do I need to develop a range of skills?

As a graduate you need to be equipped with a wide range of skills in this ever-changing world of work and continuous learning. You already have some of these skills - you have the opportunity to develop these skills further as well as learn new ones during your research.

Building a profile of your skills ability forms the basis of your lifelong learning plans – no matter what career you choose after your research degree, you continually need to develop your skills and expertise.

Your Skills Profile will prove invaluable to you when:

- carrying out your research effectively;

- applying for a job or preparing your curriculum vitae;

- identifying your Continuing Professional Development needs;

- applying to a professional body for membership;

- seeking promotion.

What skills?

Handling information – using information, producing and interpreting data

Communication skills (oral and written) – communicating effectively in oral and written formats

Improving learning and performance – developing and identifying opportunities for skills development

Planning and organisation – planning your research on a short-term and long-term basis

Working with others - working as part of a team and networking with others

How do I develop these skills?

- Assess your skills according to statements in each section;

- Note areas where you need to develop skills or learn a new skill;

- Set targets for your development;

- Seek opportunities to develop your skills;

- Build a record of your skills achievement and a Skills Profile.

When do I use this scheme?

Remember that this scheme has been designed to help you meet some of the requirements set by the University for its research students, as well as for your personal use.  Within these constraints, when you revisit it is up to you.  You will need to complete the research student-supervisor agreement, project planning and postgraduate induction parts within one month (two if part-time) of initial enrolment.  The research progress plan and skills audit is completed within the first two months of initial enrolment (four if part-time), then annually thereafter to support your annual progress report.  The application to register for a research degree (R1) is expected some six months (nine months if part-time) from initial enrolment.  Students applying to transfer from MPhil to PhD or undergoing mid-programme assessment if registered for PhD direct should do so within 12-18 months (24-36 months if part-time), using form R2.

Building a Skills Profile

There are several sections to be completed, some of which you will be required to repeat each year. These sections guide you through the development of your skills. Work your way through each section in turn, and build up an assessment of your skills and examples of your ability in each skill area. The penultimate section includes guidance on building your Skills Profile, while the final section helps you to plan for your future skills development throughout your career.

This is not a test – this is your assessment of your development.  Your assessment is shared with and confirmed by your supervisor and, although it is not a formal part of your thesis, your research progress plan is used to support your annual progress report required by the University.

Project Planning (Mandatory Submission 1)
Complete within one month of initial enrolment (two months if a part-time student) and submit a copy to the "Research Degrees Administrator, Quality Assurance and Enhancement Unit".

All research programmes differ from one another and you may need to develop skills particular to your area of research. Understanding the aims of your research and identifying the specific approaches and techniques you need to apply at an early stage are fundamental to the success of your research.

Re-visit your responses to this section at various stages throughout your research and reassess

your ability in each specific approach and technique you use.

Project-specific skills
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Name                                                                   School/Centre  
[image: image25.wmf]Title of project

What are you setting out to do?
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Why are you attempting to do this?
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What do you know and what do you need to know about previous research in this area?
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What contribution will your research make?
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What approaches and techniques do you need to apply to your research?

– these might involve a known method of theoretical, practical and statistical thought or analysis

Note them according to the headings provided.

I need to be an expert user

[image: image30.wmf]
I need to be a regular high competence user
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I need to be an occasional competent user
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I need to be familiar with method, but rare user
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Are there any new approaches or techniques you plan to develop? If yes, what are they?
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How will you know that your approaches techniques are the most appropriate?
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Signed by research student





Date
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Signed by supervisor






Date

Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit. (Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre).
Postgraduate Induction (Mandatory Submission 2)
Complete within one month of initial enrolment (two months if a part-time student) and submit a copy to the "Research Degrees Administrator, Quality Assurance and Enhancement Unit".

From the outset of your research, you need to understand the aims of your research and you need to be aware of the facilities and services available to you.

Read through the list of statements below and enter Yes, No or N/A (not applicable). When you have completed this section, identify any areas that need attention and, with your supervisor set some targets for yourself.  Investigate the facilities provided by the University to support your development throughout your research programme.

Postgraduate induction

[image: image40.wmf][image: image41.wmf]School/                                                           Name

Centre
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                                                                        Date                                                                             

Research Aims

Do you understand:
 Y
N
N/A

[image: image43.wmf][image: image44.wmf][image: image45.wmf]
the aims of your research project






[image: image46.wmf][image: image47.wmf][image: image48.wmf]
the approaches and techniques required to undertake your research
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how your project fits into a broader field of research
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ethical considerations of your research and their resolution






Departmental issues

Do you know about: 
Y
N
N/A
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security and access arrangements
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health and safety requirements
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first aid equipment
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emergency evacuation procedures
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environmental impact of research
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safety checks for equipment
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raising the fire alarm
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key technical, administrative and clerical staff
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technician, administrative and clerical support
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training on, and access to, specialised equipment





Local issues

Do you know about: 
Y
N
N/A

[image: image85.wmf][image: image86.wmf][image: image87.wmf]
provision of materials and equipment





[image: image88.wmf][image: image89.wmf][image: image90.png]



technician support





[image: image91.wmf]
word-processing and photocopying facilities






IT provision






research interests of relevant Institute staff






research seminars



Do you understand: 
Y 
N 
N/A


supervisory arrangements






specific studio/workshop/laboratory notebook requirements






requirements for writing reports






arrangements for attending courses and conferences, etc





University issues

Library and Information Services

Do you know about:
 Y
 N 
N/A


availability and location of facilities






library procedures - eg book loans, library searches






key library staff related to your subject






databases and on-line journals, texts, etc





IT Services

Are you aware of: 
Y 
N 
N/A


location and availability of IT facilities






staff specialising in services related to your subject






e-mail and internet facilities






software running on central PCs





Central Research Support and Procedures
Do you know about:
Y
N
N/A

your attendance at the Postgraduate Research Environment

Training Programme 





the committees relevant to approval and monitoring of your

research programme






the major procedural milestones in your research progress






the contents of the Research Student Joining Pack





the role of the Research Degrees Administrator in the

Quality Assurance and Enhancement Unit





the payment of any tuition fees and/or bursary




Campus Services
Are you aware of:
Y
N
N/A


catering outlets






sports facilities






students union






clubs and societies








Signed by Research Student
Date
Signed by Supervisor
Date







Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit. (Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre).
Personal Data
It is useful to keep photocopies of your qualifications along with the information you record below.


Surname
Forename(s)
Date of birth


(use capital letters)


Current status (MPhil/PhD student)










Department














Title of research project












Project Supervisor(s)












Date of Initial enrolment
Anticipated completion date






First degree
Classification
Date awarded




Professional Membership








Membership Number






Other post - 18 qualifications (include date awarded)

(eg. Higher National Certificate, National/Scottish Vocational Qualification)


Awards/bursaries

Work experience (if any)


Research Student-Supervisor Agreement (Mandatory Submission 3)
To be completed by Students and their Supervisors and returned to the Research Degrees Administrator, Quality Assurance and Enhancement Unit,  within 1 month of enrolment (2 months if a part-time student).

Copies to be authorised and re-issued to both supervisor and the student.

Name of Student
School/Centre
Mode of Study

Names of Supervisors
Internal

External (if known at this stage)

Subject Area of Research
Initial Title of Proposed Research and Degree Award (MPhil, PhD via MPhil, PhD direct)

Proposed Time Period and Expected Completion Date for the Research
Expected Date of Transfer from MPhil to PhD (if appropriate)

By signing this agreement the research student, their supervisors, School/Centre Managers and/or Research Coordinators and any other University employees confirm that they understand that it is a condition of enrolment with the University as a research student, or of their contract of employment with the University, that any intellectual property arising from a research student’s research or studies shall belong to the University unless expressly assigned back to the research student and/or supervisors in accordance with the University’s Intellectual Property Rights Policy available on the University’s website.
State here whether there are any existing or planned agreements with third parties (e.g. research sponsors) relating to ownership of intellectual property and commercial returns on its exploitation, or any agreements with third parties or between the research student and supervisor(s) affecting the confidentiality, prior permission to publish, or naming of authors of publications and conference papers or of any other outputs which might arise from the research.

Planned Frequency of Contact with Supervisor

Research Facilities, Working Conditions and Support Facilities to be provided by the Department and University (for example clerical support, IT equipment, reprographics, accommodation)
University Postgraduate 'Research Environment' Training Programme - please specify the titles of topics and the year in which you have agreed to take them (please note that you are normally expected to attend the full programme)

Other Research Training and Related Studies to be provided or arranged through the School/Centre
Health and Safety Training (if appropriate)

Is Risk Assessment Required? YES/NO

Details of Risk Assessment (if appropriate)

Is Ethical Approval Required? Yes/No 

(For all research involving human participants, data or material Form RE1 must be completed, approved, and submitted with Form R1 in due course)

Teaching Duties

Source of Funding Support (if University or other Studentship, confirmation that the student has received a copy of the relevant terms and conditions)

Monitoring and Review Requirements

a.
University Requirements 


Has Postgraduate Skills Record with Research Planning and Achievement been discussed YES/NO
b.
Have the following been completed and submitted to the Research Degree Administrator, Quality Assurance and Enhancement Unit 

– Project Planning Form YES/NO 


– Postgraduate Induction Form YES/NO

b.
Other Requirements of Sponsoring or Funding Bodies

Any Other Agreed Conditions for the Research

Signature of Student

                                     

 Date:          

     
Signature of Director of Studies
                                       

 Date:     

       
Signature of Director of School/                                      

 
Date:         

        
Centre or nominee
Submitted to Research Degrees

Administrator, Quality Assurance 
and Enhancement Unit


_____________________________
Date: ____________

(Professional Doctorate Candidates should submit the copy to the designated member of staff in their school/Centre).
Now please send this signed version to the Research Degrees Administrator, Quality Assurance and Enhancement Unit or, for Professional Doctorate Candidates, to the designated member of staff in your School/Centre.
Confirmed on behalf of the Board of

Studies for Research Degrees

                   


 Date:      



Research Progress Monitoring for (name of student) 







Copy blank sheets for your use.  It is advised that you make a note, after each formal meeting with your supervisor(s), of the issues discussed and agreed outcomes.  These records are for your own use but may be required to be seen under circumstances described in section 1.8.3 of the University’s Research Degree Quality Assurance Procedures.

Meetings with Supervisor(s) (name(s)) 









Date of Meeting:

Issues Covered and Agreed Outcomes:

Student Comment:


Signature 







Supervisor Comment


Signature 







Research Progress Report and Action Plan  (Mandatory Submission 4)

As soon as possible following initial enrolment you must download an electronic version of this form to your PC or removable storage device, complete and submit it, and work on the same copy each year (updating as necessary) so that you, your supervisors and relevant University authorities have access to a cumulative record of your progress throughout your research programme.

	Name of Student

	Today’s Date



	Full-time or Part-time
 
	When did you last enrol (month/year)?



	Registered or intending to register for MPhil/PhD via MPhil/PhD Direct (delete as appropriate)



	Name of Director of Studies     
                                            
	School/Centre  



	Name(s) of Second Supervisor(s)



	What is your current position in relation to your R1?



	What is your current position in relation to your R2/mid-programme assessment?



	Title of Research Project



Complete within two months of initial enrolment (four months if part-time) and annually thereafter. Submit a printed, signed copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit.
Before carrying out a detailed assessment of your skills in the Skills Audit take an overview of your skills development by completing this progress plan.

Remember that progress in research occurs at different rates and depends on the nature of your research. While some students obtain major results or make significant progress in their first year of research, others do not do this until later in their research.

Read each statement on the following pages, and enter Yes or No in the column relating to the stage of your research programme. As you note your overall progress, identify short-term and long-term goals to develop any skills you may lack. Some of the statements may not be applicable to you because of the nature of your research.

Use the notepad at the end of this section to include your plans for skills development.  Review the comments in the notepad at various stages of your research to check on your skills development and note particular issues in the notepad at the end of this section.

Read each statement and enter (Y)es or (N)o.  If you answer ‘(Y)es’ one year there is no need to repeat this answer in subsequent years.  Identify targets for development in the notepad at the end of this section.
	
	At Enrolment
	End of  Year:

	Research progress

	
	1
	2
	3
	4
	5
	6

	1.
	I have a clear understanding of the nature of my project, its objectives, and a strategy for reaching targets

	       
	
	
	
	
	
	

	2.
	I have an understanding of relevant literature

	
	
	
	
	
	
	

	3.
	I have my own system for reviewing literature on a regular basis

	
	
	
	
	
	
	

	4.

	I have become familiar with, and use, literature search methods

	
	
	
	
	
	
	

	5.
	I have become familiar with, and use, specific concepts, models, theories and techniques necessary for my research

	
	
	
	
	
	
	

	6.
	I have developed an understanding of any ethical, health, safety, and  environmental issues relevant to my research

	
	
	
	
	
	
	

	7.
	I have considered and where necessary completed/renewed any risk assessment for my research

	
	
	
	
	
	
	

	8.
	I have identified relevant specialist skills to support my research eg statistics, modelling, questionnaire design

	
	
	
	
	
	
	

	9.
	I have produced precise and informative summaries of my research

	
	
	
	
	
	
	

	10.
	I have kept precise records and I have retained a copy outside the University

	
	
	
	
	
	
	

	11.
	I have contributed to discussions in seminars

	
	
	
	
	
	
	

	12.
	I have planned my research independently on a daily and weekly basis

	
	
	
	
	
	
	

	13.
	I have gained an understanding of the support provided by technical, IT, and library services


	
	
	
	
	
	
	

	14.
	I have discussed the need for any changes in the direction of my research with my supervisor

	
	
	
	
	
	
	

	15.
	I have presented my research, and have incorporated constructive feedback into planning my research

	
	
	
	
	
	
	

	16.
	I have discussed colleagues’ projects and given constructive feedback

	
	
	
	
	
	
	

	17.
	I have re-assessed my research approaches and techniques

	
	
	
	
	
	
	

	18.
	I have planned for, and gained new research skills

	
	
	
	
	
	
	

	19.
	I have developed my transferable skills

	
	
	
	
	
	
	

	20.
	I have initiated plans for the structure of my thesis

	
	
	
	
	
	
	

	21.
	I have identified research work which establishes and confirms my results and/or ideas


	
	
	
	
	
	
	

	22.
	I have developed the ability to recognise the amount of data needed to evaluate my results

	
	
	
	
	
	
	

	23.
	I have defined the central message and key themes of my thesis

	
	
	
	
	
	
	

	24.
	I have planned and managed the writing of my thesis


	
	
	
	
	
	
	

	25.
	I have sought opportunities to present my research outside the University – eg publishing in journals, oral and poster presentations


	
	
	
	
	
	
	

	26.
	I have planned for my oral examination

	
	
	
	
	
	
	

	27.
	I have carried out a Skills Audit (research and transferable)

	
	
	
	
	
	
	

	28.
	I have considered the next step in my career

	
	
	
	
	
	
	

	29.
	Physical and human resource support has been appropriate (laboratories, technicians, library, IT, office facilities, clerical, accommodation, etc)

	
	
	
	
	
	
	

	30.
	My research training and related studies have been useful

	
	
	
	
	
	
	

	31.
	My supervisory arrangements and support have been satisfactory

	
	
	
	
	
	
	

	32.
	My research is progressing according to plan overall


	
	
	
	
	
	
	


Research Student’s Signature:

………………………………………………………………. Date …………………………..

Director of Studies Signature:

………………………………………………………………. Date …………………………..

Research Progress Report and Action Plan - targets

Use this notepad to include your plans for development. Review your comments at various stages of your research programme.

	Targets at enrolment - to be completed in Year 1


	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit.

Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.




	Research Progress Report and Action Plan - targets
Targets at the end of Year 1 - to be completed in Year 2



	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit

Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.



	Targets at the end of Year 2 - to be completed in Year 3


	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit
Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.




	Targets at the end of Year 3 for your future development (full-time) or to be completed in Year 4 (part-time)


	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit

Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.




	Targets at the end of Year 4  to be completed in Year 5


	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit
Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.




	Targets at the end of Year 5 - to be completed in Year 6


	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit
Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.




	Targets at the end of Year 6 for your future development


	Don't forget to send a copy to the Research Degrees Administrator, Quality Assurance and Enhancement Unit
Professional Doctorate Candidates should submit the copy to the designated member of staff in their School/Centre.




Skills Audit

Complete this Skills Audit within two months of initial enrolment (four months if part-time) and at the end of each Year of your research programme.

You have already recorded several objectives for your research programme in addition to assessing your awareness of the facilities available to you. You also have the opportunity to assess your skills in detail this stage and at the end of each year of your programme.  Remember that you will not necessarily have developed all skills at the same rate.  Use the notepad for each skill category to record comments, targets, plans, examples and evidence to support your scoring.  Examples and evidence are necessary for your supervisor to confirm your rating.

When you have completed each successive year of your research programme, look back on your research progress plan and review the targets you set for yourself. It is also important to set some new targets for the next year of your programme.

When you have completed your final year Skills Audit rate your skills development overall for your research programme. This will form the basis of your Skills Profile using the Skills Audits carried out throughout your programme. The final section on Continuing Professional Development helps you to plan for skills development during your career.

Skills are divided into five categories:

Handling information

- assess your ability to use relevant literature and to produce and interpret data;

Communication skills

- assess your ability to communicate effectively in oral and written formats;

Improving learning and performance

- assess your development and ability to identify opportunities for further skills development;

Planning and organisation

- assess your ability to plan your research on a short-term and long-term basis;

Working with others

- assess your ability to work as part of a team and to network with others.

Rate your ability according to the scale provided. As you go through each category remember to identify short term and long term plans to develop your skills.

Include examples to show why you have scored a high rating, and remember to include evidence to show why you are not scoring highly in a particular skill, in the notepads provided. Note that development of skills depends on whether you have the opportunity to practise your skills.


Use the flow chart to guide you through the Skills Audit.

Statement

– eg I can use primary and abstracting literature

Rating

4, 3, 2, 1, N/A




Handling Information

Rate your ability against each statement below:
End of Year


Enrolment
1
2
3
4
5
6


I can use primary and abstracting literature and citation indices







I can use search and find techniques (electronic and hard copy)







I am able to maintain a data/literature record of references

(electronic or hard copy)












I can produce careful, detailed and accurate data









I am able to distinguish ‘data’ from ‘results’ and ‘evaluation

of results’














I can manage my own electronic database










I can carry out in-depth literature surveys










I am able to use search methods – eg abstracts, internet

search














I can use safety literature, hazard data – eg Directory of Toxic

Effects, COSHH data












Consider your responses above and rate your ability overall

for Handling information by putting an 'X' in the box that applied: 
End of Year


Enrolment
1
2
3
4
5
6


All aspects of Handling information reasonably developed







Some aspects reasonably developed










Few aspects reasonably developed











No aspects reasonably developed











Research Student's initials












Supervisor's initials













Month and Year (mm/yy)












Handling Information

At Enrolment
Note comments, targets and plans, examples and evidence to support your scoring


        Date


End of Year 1
Note comments, targets and plans, examples and evidence to support your scoring


        Date


End of Year 2
Note comments, targets and plans, examples and evidence to support your scoring


        Date


Handling Information

End of Year 3
Note comments, targets and plans, examples and evidence to support your scoring


        Date


End of Year 4
Note comments, targets and plans, examples and evidence to support your scoring


        Date


End of Year 5
Note comments, targets and plans, examples and evidence to support your scoring


        Date


Handling Information

End of Year 6
Note comments, targets and plans, examples and evidence to support your scoring


        Date


Communication Skills

Rate your ability against each statement below:
End of Year


Enrolment
1
2
3
4
5
6

I can use particular styles for reporting results efficiently (as

recommended by my supervisor)











I am able to give oral presentations of my research








I can produce written reports of my research which support my

conclusions













I am able to give oral presentations of my research at national/

international conferences












I can present my research in poster sessions









I am able to maintain notes on  my research









I can generate informative summaries on research topics







I can participate actively in seminars including giving constructive

criticism














I can report back on meetings and symposia to colleagues








I am able to contribute to Newsletters (electronic or hard copy)







I can give oral presentations to a lay audience








I am able to listen to colleagues’ comments and suggestions






I can take constructive criticism from colleagues and incorporate

feedback in planning my research










Consider your responses above and rate your ability overall for

Communication skills by putting an 'X' in the box that applies:
End of Year


Enrolment
1
2
3
4
5
6


All aspects of Communication skills reasonably developed







Some aspects reasonably developed










Few aspects reasonably developed











No aspects reasonably developed











Research Student's initials











Communication Skills

Supervisor's initials













Month and Year (mm/yy)












At Enrolment
Note comments, targets and plans, examples and evidence to support your scoring


        Date


End of Year 1
Note comments, targets and plans, examples and evidence to support your scoring
       


Date


Communication Skills

End of Year 2
Note comments, targets and plans, examples and evidence to support your scoring
       


Date


End of Year 3
Note comments, targets and plans, examples and evidence to support your scoring
       


Date


Research Student's Signature


   Supervisor's Signature

End of Year 4
Note comments, targets and plans, examples and evidence to support your scoring
       


Date


Communication Skills

End of Year 5
Note comments, targets and plans, examples and evidence to support your scoring
       


Date


End of Year 6
Note comments, targets and plans, examples and evidence to support your scoring
       


Date


Improving Learning and Performance
Rate your ability against each statement below:
End of Year


Enrolment
1
2
3
4
5
6

I am able to assess my current, and future, skills requirements

(research and transferable)











I can identify opportunities to develop my skills (and

transferable)














I am able to assess my progress regularly










I can maintain an interest in general issues relevant to my
research














I can review my progress plan regularly, and plan for skills

development














I am able to review targets in my research with my supervisor






I am able to consider other theses linked to my field of research

and relate these to my research











I can understand how my field of research has, or could have, an

impact on other areas in the subject or on other subjects











I am able to assess critically the skills I possess in relation to the

needs of potential future employers











I can act independently with confidence in novel and/or

unexpected situations













I can comply with University policies on postgraduate research






Consider your responses above and rate your ability overall for

Improving learning and performance by putting at 'X' in the box

that applies: 
End of Year


Enrolment
1
2
3
4
5
6

All aspects of Improving learning and performance reasonably

developed














Some aspects reasonably developed










Few aspects reasonably developed











No aspects reasonably developed











Research Student's initials











Improving Learning and Performance

Supervisor's initials













Month and Year (mm/yy)












At Enrolment
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 1
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Improving Learning and Performance

End of Year 2
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 3
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 4
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Improving Learning and Performance

End of Year 5
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 6
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Planning and organisation

Rate your ability against each statement below: 
End of Year


Enrolment
1
2
3
4
5
6


I can identify a series of targets in my research








I am able to plan experimental work according to set targets in

my research














I can operate a ‘day to day’ planning system










I can plan ahead for new techniques











I am able to plan for meetings with my supervisor









I can use a systematic method to keep up to date with the

literature













I am able to include results from colleagues’ research when

planning my research













I can plan and manage support of my research









I am able to take account of the use of shared equipment and/or

facilities in my daily plans












I can take advice from my supervisor










I am able to suggest changes in the direction of my research and

analyse potential benefits












I can plan the layout and content of my thesis









I am able to plan for the next stage of my career








Consider your responses above and rate your ability overall for

Planning and organisation by putting an 'X' in the box that applies: 
End of Year


Enrolment
1
2
3
4
5
6

All aspects of Planning and organisation reasonably

developed














Some aspects reasonably developed










Few aspects reasonably developed











No aspects reasonably developed











Research Student's initials











Planning and organisation 


Supervisor's initials













Month and Year (mm/yy)












At Enrolment
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 1
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Planning and organisation

End of Year 2
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 3
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 4
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Planning and organisation 

End of Year 5
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 6
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Working with Others

Rate your ability against each statement below: 
End of Year


Enrolment
1
2
3
4
5
6

I can work with colleagues to maintain general areas of

research space eg. Studio, Workshop, Laboratory








I am able to work as part of a team when appropriate







I can assist others with a specific approach or technique that I

have developed













I am able to work with my supervisor(s) to progress my research







I can network with colleagues in the University









I can network with researchers nationally and internationally







I can tutor undergraduates 












I am able to take the lead in my research group









I can lead group seminars in my area of research








Consider your responses above and rate your ability overall for

Working with others by putting an 'X' in the box that applies:
End of Year


Enrolment
1
2
3
4
5
6

All aspects of Working with others reasonably

developed














Some aspects reasonably developed










Few aspects reasonably developed











No aspects reasonably developed











Research Student's initials












Supervisor's initials













Month and Year (mm/yy)












Working with Others 

At Enrolment
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 1
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 2
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Working with Others 

End of Year 3
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 4
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


End of Year 5
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Working with Others 

End of Year 6
Note comments, targets and plans, examples and evidence to support your scoring
       











Date


Skills Audit - an overview

Complete towards the end of your final year.

Consider each Skills Audit you carried out during your research programme and rate your ability overall for each skill in the table below by putting an 'X' in the box that applies.


All aspects
Some aspects
Few aspects
No aspects


reasonably
reasonably
reasonably
reasonably


developed
developed
developed
developed


Handling information













Communication skills












Improving learning and

performance














Planning and organisation












Working with others













FORM R1

(All references are to the University’s Research Degrees Regulations)

Application to register for a Research Degree (R1) (Mandatory Submission 5)







School/Centre
Submitted by                                           (Candidate's name) 


for the degree of (delete as appropriate):
(i)
Master of Philosophy (MPhil)



(ii)
Doctor of Philosophy via Master of Philosophy



(iii)
Doctor of Philosophy (PhD)


(PLEASE USE ARIEL 12 FONT) Diagrams, tables, references and other supporting information may be appended to section 4.3.2 of this document. The substance of the application must however be contained within the word lengths provided in the R1 Form itself. Consult the published guidance booklet and notes before completion.  For research involving human participants, data, or material Form RE1 (Research Ethics Checklist) must be completed, approved at School/Centre level, and submitted along with Form R1.
1.
The Applicant

Name:
Male/Female*
Date of Birth:                                     

Private address:

Present post and place of work:

Particulars of any scholarship or other award held in connection with the proposed research programme:

Qualifications gained (see Regulations 2.1 and 2.2) (include place(s) of higher education, courses completed, main subjects, classification of award, date and name of awarding body):
Training and experience (include details of activities (with dates) relevant to this application, and of any research or other relevant papers, books, etc. which have been published):
2.
Academic Referees (See Regulation 2.2)
3.
Name of Collaborating Establishment (please attach letter - see Regulation 1.5)
4.
Programme of Research

4.1
Title of the proposed investigation:
4.2
Aims of the investigation:

4.3
Proposed plan of work, including its relationship to previous work, with references, and its intended outcomes.  In the case of PhD state clearly the original contribution to the subject which will be made (See Regulations 1.3, 1.4, 3 and Annex 3)


4.3.1
Description of previous work (not to exceed 1000 words)
4.3.2
Proposed work (not to exceed 3000 words)
4.3.3
Summarise clearly and succinctly the contribution to knowledge to be made by this research


4.4
Facilities  (details of facilities available including funding and location)
4.5
Collaborating Establishment


Relationship between work to be undertaken in the collaborating establishment and that to be undertaken at the University or elsewhere (see Regulation 1.5)
5.
Related Studies (Complete either 5.1 or 5.2)

5.1
Details of programme of related studies to be undertaken (see Regulations 3.1(ii) and Annex 3, para 1)
5.2
Where an integrated programme of study is proposed, details of the course of postgraduate study on which the candidate's performance is to be formally assessed (see Regulations, Annex 3, para 1, 4 and 6)
6.
Period of Study (see Regulation 4)

6.1
Expected starting date for registration purposes (see Regulation 4.5)
6.2
Mode of Study (full-time or part-time)
6.3
Amount of time (hours per week average) allowed for programme:

Expected duration of programme (in years) on the above basis to MPhil:

and additionally to PhD:

7.
Statement by the Applicant

I wish to apply for registration for                                 
on the basis of the proposal given in this application.

I confirm that the particulars given in Section 1 are correct.


I confirm that, if my research involves human participants, data or material, Form RE1 (Research Ethics Checklist), approved at School/Centre level, is submitted with this application.

I understand that, except with the specific permission of the Board of Studies for Research Degrees, I must prepare and defend my thesis in English.

Signed                                                   
Date








Section 8 onwards to be completed by the School/Centre on behalf of the student

8.
Supervision(see Regulation 5)
8.1
Director of Studies (First supervisor) (include name, qualifications, post held and place of work)
Experience of supervision of registered research degree candidates:
	
	Masters
MPhil
	Doctorates
DPhD
	

	Currently supervising
	
	
	UK candidates

	Previously supervised to successful completion
	
	
	UK candidates


8.2
Second Supervisor(s) (include name, qualifications, post held and place of work)
Experience of supervision of registered research degree candidates:

	a.
	Masters
MPhil
	Doctorates
	

	Currently supervising
	
	
	UK candidates

	Previously supervised to successful completion
	
	
	UK candidates


	b.
	Masters
MPhil
	Doctorates
PhD
	

	Currently supervising
	
	
	UK candidates

	Previously supervised to successful completion
	
	
	UK candidates


8.3
Details of any other person(s) who will act in an advisory capacity (name, qualifications, post held and place of employment)
9.
Recommendation by the Supervisors

We support this application and believe that                                  has  the 
potential to complete successfully the programme of work proposed.

We recommend that this applicant be registered as a candidate for the research degree of  



Signed                                                   
Date







Signed                                                   
Date




_____
Signed                                                   
Date







10.
Confirmation of Support by School/Centre and Research Team

It is the responsibility of Schools/Centres and Research Teams to ensure that all registration proposals are considered by them and that any external approval is secured (where appropriate) before Standing Panel scrutiny on behalf of the School/Centre Research Committee or equivalent and submission to the Secretary for the Board of Studies for Research Degrees. In particular, signatories should satisfy themselves that:

i.
there are appropriate facilities in place and adequate funding to support the proposed research project for its duration;

ii.
the proposed arrangements for supervision, research training etc. are commensurate with University Regulations and Procedures;

iii.
the proposed programme of work is of an appropriate standard for the award for which it is submitted and is in accordance with the School/Centre/Team Research Plan;
iv.
For research involving human participants, data, or material, this application is accompanied by Form RE1 (Research Ethics Checklist), approved at School/Centre level.
Signed                                                   
Date

(Director of School or Centre)

Signed                                                   
Date

(Research Team Leader/Co-ordinator)

This application has been approved by the School/Centre Standing Panel

Signed                                                                          Date

             (Standing Panel Chair)


Form R2

(This application should be typewritten)

Application for transfer of registration from Master of Philosophy  to Doctor of Philosophy (R2) or Mid-Programme Assessment for PhD direct candidates (Mandatory Submission 6)
(Note that the Board of Studies for Research Degrees requires an oral assessment on the basis of the full progress report to be made before approving a transfer or confirming progress as satisfactory.  Consult the published guidance notes before completion of this form.)

1.
The Candidate

Name:

Name of collaborating establishment, if any:

Mode of study (full-time or part-time):

Title of research programme:
Effective date of registration:


Expected date of completion:

2.
The Supervisors (names, qualifications, designations and posts held):
3.
Brief Report of the Supervisors

3.1
On the candidate's progress with the programme of related studies:

3.2
On the candidate's progress on the approved research programme:

3.3
On evidence that the research programme provides a basis for work at PhD standard:

4.
Recommendation of the Supervisors
Having considered all aspects of the candidate's progress and examined the candidate's own progress report (an abstract of which is given overleaf), and found this to be a satisfactory description of what has been achieved, we recommend either (a) that the transfer of registration from Master of Philosophy to that of Doctor of Philosophy be granted or (b) that the candidate’s progress on their PhD programme is confirmed as satisfactory.

Signed................................................  Date...........................................................

Signed  ............................................... 
Date ..........................................................

5.
Summary of Progress Made (to be completed by the candidate)

(The candidate is required to provide in the space below an abstract, not exceeding 500 words, of the progress report made to the supervisors.  In addition to the abstract there should be reference to the further development of the research as the basis of a submission for PhD.  The full progress report (of between 3000 and no more than 6000 words or of 1000 words of accompanied by drafts of the first (normally three) chapters of the thesis) should be submitted to the Chair of the School/Centre Research Committee or equivalent with the form, for consideration by a Standing Panel and onward submission to the Secretary to the Board of Studies for Research Degrees.  Please note that the full progress report must be an analysis of what has been accomplished so far and what the precise nature of the PhD stage of the work will be, including the original contribution it will make to the subject).

Signed  ............................................................... Date  ...........................................

(Candidate)

This application/progress report has been approved by the School/Centre Standing Panel

Signed                                                                          Date

             (Standing Panel Chair)

Skills Profile

You have now completed the Skills Audit and hopefully it has helped you to plan your skills development. It should have shown you a way of realising your potential, and how you can develop your skills over a period of time.

You can generate your Skills Profile from the outcome of the Skills Audit. Your Skills Profile is beneficial in a number of ways:

Applying for jobs

Your Skills Profile can be used as an aid to complete a company’s application form or it can be included with your job application. You may wish to bring a copy of your Skills Profile with you to an interview.

Your Skills Profile needs to clearly set out the skills that you can offer to a potential employer. Remember to highlight appropriate skills you possess that may be suitable for the job you are applying for.

Membership of your professional body

Use your Skills Profile when applying for membership of your professional body. To be admitted to membership you are usually required to demonstrate the development, through professional experience, of key skills at the appropriate level. A copy of an appropriate completed Skills Profile can be used to provide this evidence.

Continuing Professional Development

If you are using the Profile as an aid to your own Continuing Professional Development remember to include statements relating to areas where further development is required, as well as your strengths.

A Skills Profile should clearly set out the skills and abilities you have gained to date – ie those you have identified in the Skills Audit. Like a curriculum vitae, it should be brief. In short, a Skills Profile should address the following two questions:

- What skills have I got?; and

- What can I do?

Use the six categories in the Skills Audit to generate your Skills Profile. Under each heading include a brief statement of your ability and include an example. An example is shown overleaf for Planning and Organisation. Use positive and action words such as those listed on the next page.

	Planning and organisation
I can carry out work in a versatile and productive manner.  I am capable of working independently, or effectively within a team.  I successfully planned my research during my research programme.  This included
	organising meetings with my supervisor, researching relevant literature, developing new approaches and procedures, and analysing my results.


Positive/action words for use in your Skills Profile


Skills Profile

Complete towards the end of your final year.

Your Profile should not be a dated list of events. In addition to the examples and statements about your skills ability, it is worthwhile generating a summary of your achievements in approximately 200 words.

Remember, a copy of an appropriate completed Skills Profile can be used to provide some of the evidence required to be admitted to membership of your professional body.

Handling Information


Target(s)


Communication Skills (oral and written) 


Target(s)


Improving Learning and Performance


Target(s)


Planning and Organisation


Target(s)


Working with Others


Target(s)


Summary of Achievements


Continuing Professional Development (CPD)

Completing your research degree may be the end of your formal education but it is only the starting point for your lifelong learning. When you start your first job you need to take responsibility for your Continuing Professional Development (CPD). Maintaining and developing your skills and  knowledge is essential – you may change your job several times throughout your working life and you need to demonstrate that you are remaining competent.

Many organisations have formalised training programmes and you should take advantage of these. However, it is important that you set targets for, and take account of, your professional development.  In the same way as you carried out the Skills Audit throughout your research programme you should plan your development throughout your career.

What is CPD?

Continuing Professional Development is learning, by any means, that helps you carry out your present or future job more effectively. It helps to ensure that you maintain a sufficiently high standard of professional competence, and that you remain employable in an ever-competitive job market.

In today’s world, professionals are required to demonstrate that their knowledge and professional

skills are being kept up to date. Advances in knowledge and the increasing need to use a variety of skills particularly when working at the interfaces with different subject areas requires the individual to develop and maintain a range of skills. This will ensure that they are able to meet the needs of evolving employment requirements.

There are several ways to develop your skills as well as maintaining your competence  throughout your career. These include:

On the job training

Attending courses/seminars

Distance and open-learning programmes

Attending conferences

Writing papers and articles for publication

Secondment/special projects

Making presentations

Reading current publications

Networking – eg contact with other professionals

Mentoring/tutoring others

CPD Cycle of Events

CPD is applicable to every stage of your career. As with the Postgraduate Skills Record, the suggested method of CPD should follow a cycle of events from the initial assessment of your present situation through to assessing your achievements. This is an on-going process throughout your professional life.
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Postgraduate Skills Record - with research planning and achievement





























































































































Identify any areas that need attention and set some targets for yourself.




























































































































































































































































































































































































































































































































































































































































































Positive words





Ambitious	Assertive





Capable	Competent





Competitive	Confident





Effective	Efficient





Enthusiastic	Experience





Innovative	Positive





Productive	Proficient





Profitable	Resourceful





Successful	Versatile











�


�








Rating





4	Very well


I feel confident in my ability to use this skill.





3	Satisfactory


I am able to use this skill well, but my ability could be improved.





2	Needs attention


My ability to use this skill needs to improve.





1	Needs considerable attention


I struggle with this skill and need to put in considerable work to develop this skill.





N/A	Not applicable


This skill is not appropriate during my research, or I have not had the opportunity to develop this skill at this stage.








4 or 3 rating





2 or 1 rating





N/A rating





Examples of skills





Absence of opportunity?





Unlikely to ever be applicable





Institute (eg department or central unit) can create opportunities





Lack of time?





Create own opportunities





Targets and plans for development





Might be applicable in


the future
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Ability ratings


Rate your ability according to the scale		4 Very Well	1 Needs considerable attention


shown and enter your rating in the boxes	3 Satisfactory	N/A Not applicable


provided.					2 Needs attention
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Ability ratings


Rate your ability according to the scale		4 Very Well	1 Needs considerable attention


shown and enter your rating in the boxes	3 Satisfactory	N/A Not applicable


provided.					2 Needs attention
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Ability ratings


Rate your ability according to the scale		4 Very Well	1 Needs considerable attention


shown and enter your rating in the boxes	3 Satisfactory	N/A Not applicable


provided.					2 Needs attention


















































































































































































































































































































































































































































































































































































































































































































































































































































�








�








�








�

















Ability ratings


Rate your ability according to the scale		4 Very Well	1 Needs considerable attention


shown and enter your rating in the boxes	3 Satisfactory	N/A Not applicable


provided.					2 Needs attention
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Ability ratings


Rate your ability according to the scale		4 Very Well	1 Needs considerable attention


shown and enter your rating in the boxes	3 Satisfactory	N/A Not applicable


provided.					2 Needs attention

























































































available separately
































































































































































































































































































































































































































































































































































































































 c Crown copyright material is reproduced with the permission of the Controller of HMSO and Queen's Printer for Scotland.





Adapted from the Postgraduate Skills Record produced by the Royal Society of Chemistry on behalf of the Department for Education and Skills (DfES)























Action words





Achieve		Administer





Analyse	Articulate





Build	Communicate





Control	Co-ordinate





Create	Design





Determine	Develop





Direct	Engineer





Establish	Expand





Guide	Implement





Improve	Initiate





Lead	Manage





Monitor	Organise





Participate	Process





Quality	Repair





Specialise	Supervise





Train






























































(complete within 12-18 months of study, or 24-36 months if part-time)





(complete within six months, or nine months if part-time)


Use Form R1 (PD) (for Professional Doctorate candidates) (plus RE1)


Use Form R1(PW) (for candidates registering for PhD by Published Work)














Identify goals


What areas of my work are likely


to change in the future?


What do I aim to achieve?





Determine the skills


required


What additional skills are required


in order to meet my goals?





Plan to achieve


development goals


How do I acquire or maintain the


relevant skills to the required


level?





Record training


What activities have I


undertaken?





Evaluate and review


Have I made progress towards


my goals?





 (complete within one month, or two months if part-time)


 (record the aims of your research and specific techniques you use











 (complete within one month, or two months if part-time)


 (an overview of your awareness of the facilities and services necessary for your research











 (a record of your qualifications and work experience





 (complete within two months, or four months if part-time and annually thereafter)


 (a section to help you judge your overall research progress and skills development











  (complete within two months, or four months if part-time and annually thereafter)


  ( a detailed assessment of your skills and an opportunity for you to plan your skills development











  (complete towards the end of your final year)


  ( an opportunity to generate an overview of your skills development including examples highlighted in 


  previous sections











  (looking to the future – a section to help plan for your skills development as you start your career.














 (complete within one month, or two months if part-time)


(the agreement sets out the rights and responsibilities of both parties
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