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Appendix 2: Progress Reports Form
How to complete this form
Students should complete Parts 1, 2 and 3 and email the completed form to Christine Weir, Research Degrees Officer
The answer boxes should be expanded as necessary.

For submission to the Research/Higher Degrees Committee
PART 1: STUDENT DETAILS
to be completed by student

Your name
Main supervisor
Additional supervisor(s)
Research title (title or working title of thesis):
Date of first registration as a research student at the
Institute (month/year):
MPhil / PhD status:
Part-time or full-time:
Writing up status? y/n
Home, EU or Overseas:
If Overseas, please give current visa expiry date:
Expected completion date

PART 2: STUDENT’S PROGRESS REPORT
Self-assessment of progress
to be completed by student

2.1

In the space below, please assess your progress in the last 6 months. Your assessment should cover the following bullet
points, but please add more information if you wish:




List the number of chapters you have drafted/completed,
Give a brief account of any fieldwork you have undertaken,
Summarise any primary and secondary sources you have consulted,
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Briefly note any problems you have encountered since you last reported – for instance, difficulties with access to
material, with writing, with organizing your material, etc),
Note the steps that you have taken to overcome these difficulties,
Give a brief overall assessment of your progress.

Supervision and training
to be completed by student

2.2

Please list the supervisory meetings you have had in the last 6months, giving their dates, and the main discussion points
to emerge. [Please note that you are strongly advised to make a brief note after each supervisory meeting, noting
especially the targets you are set. It is good practice to then email this to your supervisor(s), to ensure that you both
have a clear record.]

2.3

Over the course of a doctoral programme, a research student is expected to take approximately 30 days of training. To
serve as a cumulative log during your studies and to help us track your progress towards this goal, please provide below
a brief account of any training, formal or informal, which you have undertaken in the last 6 months. This may include
but is not limited to



Training courses or sessions you have attended or completed online. Please include personal development training
(eg ‘how to write an academic cv’, as well as discipline-specific training, or language or IT training
Other skills development. Examples include delivering a paper at a seminar, organizing an event, attending a
conference.

Please provide the approximate duration of each course or activity listed (for example: Working in Archives - 0.5 day
seminar, Research Methodology in Law - 3 day conference, etc.).

Research Ethics
to be completed by student

2.4

Have you completed a Research Ethics Self- Evaluation and submitted this to the Research Office?
YES / NO (delete as applicable)

2.5

If yes, have you addressed any issues or concerns raised?
YES / NO (delete as applicable)
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2.6

If no, please explain why this hasn’t been completed using the space below

PART 3: PLANNING AHEAD
to be completed by student
3.1

In the space below, please briefly set out your plan of work for the period for the next six months

3.2

In the space below, please identify any training or personal development needs which you have identified.

3.2

Optional question. You may use the space below to record any practical difficulties you may be having, including those
relating to your visa status, or requests that you may have:

Once you have completed Parts 1, 2 and 3, please email this form to Christine Weir, Research Degrees Officer at
Christine.weir@sas.ac.uk

PART 4: SUPERVISOR’S REPORT
to be completed by the Supervisor1

Note – Freedom of Information Subject Access Requests
Supervisors are reminded that under Freedom of Information legislation, students may submit Subject Access requests that
permit them to view all information held by the University (including with the School and the Institute) about them.

Supervisors’ assessment of progress to date
4.1

In the space below, please assess the student’s progress since the previous meeting of the Institute’s (H/RDC). You
should briefly comment on, where relevant:






the quality of draft chapters/other work completed,
the suitability of the scope of the proposed thesis for PhD standards,
the rate of the student’s progress,
the suitability of steps taken to overcome problems encountered,
training and development needs identified and steps taken to meet those needs

This section should be completed by the student’s main supervisor – that is, the one most familiar with the student’s work and
progress, in consultation with other supervisors.
1
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Supervisors’ review of student’s plan of work
4.2

In the space below, please comment on the suitability of the student’s plan of work for the period until the next H/RDC (6
months). You may wish to comment on:





the ambition and scope of the plan,
the timeliness or prioritisation of particular tasks,
potential difficulties that may be encountered, and
any other relevant factors.

Supervisors’ comments on formal progression
4.3

Please indicate if you wish to recommend the student for any of the following stages, and add any comments you feel
would be helpful . Please fill out this section even if no recommendation for upgrade, transfer, or submission is being
made.
Assessment for upgrade to PhD
(only after more than 1 year's full-time registration or
equivalent)
Transfer to continuation fee status
(only after 3 years’ full-time PhD registration or equivalent)
Proceeding to submission
(only after 3 years’ full-time registration or equivalent)
Other recommendation

Once you have completed Part 4 (the student having already completed Parts 1, 2 and 3) you should
email the form to Christine Weir, Research Degrees Officer at christine.weir@sas.ac.uk
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Appendix 3: Writing Up Status Form
Change of Mode Form
Application for Continuation/Writing Up Status
2017/18
Continuation status can only be applied at the start of a term. No changes can be made in the summer term and changes cannot be made
retrospectively. Applications must be received well in advance to allow for application process.

Section 1: Student to complete
Institute_____________________________
Name_______________________________ Student Number___________________________
Current Mode of Study (Full Time/Part Time)_________________________________________
Start Date (Month/Year)__________________________________________________________
What is your expected completion date (Month/Year)__________________________________
Are you on a Tier 4 visa
Yes
No
Have you successfully passed the upgrade from MPhil to PhD?
Yes
No
Has your supervisor seen a full draft of your thesis?
Yes
No
Have you had any periods of interruption to your MPhil/PhD Study?
Yes
No
If Yes please give details:

Print Name__________________________________Signature______________________________
Please forward this form to your supervisor to complete Section 2

Section 2: Supervisor(s) to complete
Have you seen a full draft of the candidate’s thesis
Yes

No

Do you recommend the candidate transfers to continuation/writing up status
Yes

No

Print Name_____________________________

Signature_____________________________
Regulations and Institute Approval Overleaf
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Continuation (“writing-up”) fee Regulations
At the end of the normal period of full fee registration, where the student is in the final process of writing up or editing
their thesis prior to submission for examination, but not before the fourth year (full time) or seventh year (part time) of
continuous registration, the Institute may permit a student to continue their registration on payment of a reduced
‘continuation fee’.
Continuation fee status will not be granted before the transfer from MPhil to PhD registration.
The continuation fee shall be the same in all Institutes in the School, and shall be the same for Home/EU and overseas
students. The fee will be no more than 25% of the standard full-time Home/EU fee.
Subject to the provisions of the following paragraph, the maximum period of registration on continuation fee status will
normally be 12 months;
Permission to continue for a further 12 months will be at the discretion of the Institute.
Students may continue on the ‘continuation fee’ beyond two years only through successful application to the AQSC. In
such cases the fee can be applied for one further year only (maximum permitted time on the continuation fee being no
more than three years). Students who have not submitted by the end of the third year will be returned to the relevant
PhD fee. The fee charged is at the discretion of the Institute but it is to be higher than the continuation fee.
The Institute may require a student who has been examined and who has been required by the examiners to carry out
corrections and/or further work on the thesis to pay the full fee or the continuation fee or such fee as the Institute shall
determine.
The liability for payment of fees will normally continue until the date of award of the degree.
Writing Up Fee is not pro-rated. There is a flat fee for the whole year
Applications must be received in advance of any changes. Changes cannot be made retrospectively
INSTITUTE RESEARCH DEGREE COMMITTEE APPROVAL

Print Name___________________________________________
Signature_____________________________________________

REGISTRY
Student Meets Criteria

Yes

Approved

Yes

No

Record Updated

Yes

No

No

Print Name_____________________________________________
Signature_______________________________________________
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Appendix 4: Examination Entry Form
Ph.D.
UNIVERSITY OF LONDON
FORM OF ENTRY FOR THE DOCTOR OF PHILOSOPHY (Ph.D.)
SCHOOL OF ADVANCED STUDY
THE FORM MUST BE RETURNED TO THE SCHOOL OF ADVANCED STUDY (SAS) REGISTRY, SENATE
HOUSE, NOT LATER THAN FOUR MONTHS BEFORE THE SUBMISSION OF THE THESIS.

RECEIPT OF THIS FORM BY THE UNIVERSITY INITIATES THE PROCESS OF APPOINTING EXAMINERS AND IT
IS THEREFORE IMPORTANT THAT IT IS RETURNED WHEN INDICATED SO THAT YOUR EXAMINATION IS NOT
DELAYED ONCE YOU HAVE SUBMITTED YOUR THESIS. (A CANDIDATE PERMITTED TO RE-ENTER WITHIN
A SPECIFIED PERIOD SHOULD SUBMIT THE ENTRY FORM AND THESIS AT THE SAME TIME).

Full Names of Candidate as registered (please use BLOCK CAPITALS and underline surname)(See Note 1 overleaf)

.............................................................................................................................................................................
(Mr/Mrs/Ms)

INSTITUTE of the University

............................................................................................................................................................................................

Date of Registration for PhD ..................................................

Field of Study .............................................................

Approved title of thesis (in BLOCK CAPITALS)

............................................................................................................................................................................................

............................................................................................................................................................................................

............................................................................................................................................................................................

Month and year in which it is intended to submit the thesis for examination …….............................................................

Address for correspondence during conduct of examination and notification of result (See Note 2 overleaf)
............................................................................................................................................................................................

............................................................................................................................................................................................

.......................................................................................... Telephone Number ........................................................
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Private Address to which you wish your degree diploma to be sent (See Note 3 overleaf)

...........................................................................................................................................................................................

............................................................................................................................................................................................

I agree to my Supervisor being present at my oral examination if he/she so wishes. YES/NO (delete as applicable)

If you have previously been a candidate for the degree, please state when ..........................................................

Signature of candidate ...................................................................................................Date ……........................

See Note 4 overleaf for instructions on the return of this form

FOR COMPLETION BY SUPERVISOR AND COLLEGE REGISTRY

We hereby certify that the candidate named above has either already completed or is expected to complete within the
next six months, a course of study in accordance with the Regulations under the supervision of the teacher named
below. We shall notify the University immediately if a candidate who has not at present completed the prescribed
course does not do so. We confirm that the information given above is correct.

AQSC to advise on or appoint examiners ....................................................................................................................

Name and title of Supervisor
(please specify title, department, telephone number and, if applicable, campus and e-mail addresses)

............................................................................................................................................................................................

............................................................................................................................................................................................
Signature
................................................................................................................................................................................
The oral examination will be arranged by .........................................................................................................................
(please specify the name of the responsible individual and , if not the supervisor, give the details requested for the
supervisor)
............................................................................................................................................................................................
Signature on behalf of the Governing Body of College......................................................................................................
Date .....................................................
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Official Title ..............................................................................................

Appendix 5: Reproduction of Thesis Form
REPRODUCTION OF THESES
A thesis which is accepted by the University for the award of a Research Degree is placed in the Library of the College
and in the Senate House Library, and an electronic copy will be placed in an open access institutional e-repository. The
copyright of the thesis is retained by the author.
As you are about to submit a thesis for a Research Degree, you are required to sign the declaration below. This
declaration is separate from any which may be made under arrangements with the College at which you have pursued
your course (for internal candidates only). The declaration will be destroyed if your thesis is not approved by the
examiners, being either rejected or referred for revision.
Head of Academic Office
------------------------------------------------------------------------------------------------------------------------------------------------------------------To be completed by the candidate
NAME IN FULL (Block Capitals)_______________________________________________________________________________
TITLE OF THESIS_________________________________________________________________________________________

DEGREE
FOR
WHICH
THESIS
PRESENTED__________________________________________________________________

IS

DATE OF AWARD OF DEGREE (To be completed by the University)__________________________________________________

DECLARATION
1.

I authorise that the thesis presented by me in *[
] for examination for the MPhil/PhD Degree of the
University of London shall, if a degree is awarded, be deposited in the library and electronic institutional
repository of the appropriate College and in the Senate House Library and that, subject to the conditions set out
below, my thesis be made available for public reference, inter-library loan and copying.

2.

I authorise the College or University authorities as appropriate to supply a copy of the abstract of my thesis for
inclusion in any published list of theses offered for higher degrees in British universities or in any supplement
thereto, or for consultation in any central file of abstracts of such theses.

3.

I authorise the College and the University of London Libraries, or their designated agents, to make a microform
or digital copy of my thesis for the purposes of electronic public access, inter-library loan or the supply of copies.

4.

I understand that before my thesis is made available for public reference, inter-library loan and copying, the
following statement will have been included at the beginning of my thesis or clearly associated with any
electronic version: The copyright of this thesis rests with the author and no quotation from it or information
derived from it may be published without the prior written consent of the author.

5.

I authorise the College and/or the University of London to make a microform or digital copy of my thesis in due
course as the archival copy for permanent retention in substitution for the original copy.

6.

I warrant that this authorisation does not, to the best of my belief, infringe the rights of any third party.

7.

I understand that in the event of my thesis being not approved by the examiners, this declaration would become
void.

*Please state year.
DATE_______________________________________SIGNATURE_______________________________________
___________
Note:

The University’s Ordinances make provision for restriction of access to an MPhil/PhD thesis and/or the abstract
but only in certain specified circumstances and for a maximum period of two years. If you wish to apply for such
restriction, please enquire at the School of Advanced Study (SAS) Registry, Ground Floor, Senate House,
University of London, Malet Street, London, WC1E 7HU; Email: sas.registry@sas.ac.uk.
THIS DECLARATION MUST BE COMPLETED AND RETURNED WITH THE
EXAMINATION ENTRY FORM
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Appendix 6: Description of Thesis Form
IMPORTANT NOTICE TO STUDENTS
DESCRIPTION OF THESIS
All candidates are required to submit WITH THEIR ENTRY FORM a short description of the content of their thesis of
approximately 300 words. It must not extend over more than one side of paper and should be typed.
NOTE:
1.

Failure to submit this with the entry form may result in your examination being substantially delayed.

2.

The description should be set out overleaf or submitted on a separate sheet. If it is submitted on a separate
sheet, please ensure that you include your name and the title of the thesis on that sheet
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DESCRIPTION OF THESIS

Name of candidate ......................................................................................................................
Title of thesis ..............................................................................................................................
......................................................................................................................................................
TEXT
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Appendix 7: Word Count Form
UNIVERSITY OF LONDON
DECLARATION OF NUMBER OF WORDS FOR MPHIL AND PHD THESES
The University Regulations for the Degrees of MPhil and PhD prescribe a maximum word limit of 60,000 words for the
MPhil degree and 100,000 words for the PhD degree. In both cases this length includes footnotes, but excludes the
bibliography and any appendices. Appendices should only include material which examiners are not required to read in
order to examine the thesis, but to which they may refer if they wish.
Exceeding the word limit
Only in exceptional circumstances may a student apply for permission to exceed the word limit (normally up to a
maximum of 10% over the word limit). This must be made at least six months in advance of submission of the thesis
(at the time of the PhD entry form submission). It must be fully supported by the supervisor, who will be required to
provide a full explanation as to why the student cannot fulfil the requirements for the degree within the standard word
limit set by the University Regulations. The request will be forwarded to the Chair of AQSC for consideration.
This form should be signed by the candidate and the candidate’s Supervisor and returned with the theses to:
Research Degrees Officer, School of Advanced Study (SAS) Registry, Ground Floor, Senate House, Malet Street,
London, WC1E 7HU.

Name of Candidate: ........................................................................................................................................................
Thesis Title: ......................................................................................................................................................................
............................................................................................................................................................................................
............................................................................................................................................................................................
College:.............................................................................................................................................................................

I confirm that the word length of
1) the thesis, including footnotes, is .................................................................................
2) the bibliography is ........................................................................................................
and, if applicable,
3) the appendices is ..........................................................................................................

Signed: ..................................................................................................................................... Date: ..........................
Candidate

I confirm that the thesis submitted by the above-named candidate complies with the relevant word length specified in
the College and/or federal Regulations for the MPhil and PhD Degrees.
Signed:.........................................................................................................................................Date. ......................
Supervisor
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Appendix 8: Abstract Form
UNIVERSITY OF LONDON
Abstract of Thesis

See over for
notes on
completion

Author (full names) .................................................................................................................................
Title of thesis ..........................................................................................................................................
.................................................................................................................................................................
.......................................................................

Degree .................................................................

Notes for Candidates

1

Type your abstract on the other side of this sheet.

2.

Use single-space typing. Limit your abstract to one side of the sheet.

3.

Please submit this copy of your abstract to the School of Advanced Study (SAS)
Registry, Ground Floor (South Block), University of London, Senate House, Malet
Street, London, WC1E 7HU, at the same time as you submit copies of your thesis.

4.

This abstract will be forwarded to the University Library, which will send this sheet to
the British Library and to ASLIB (Association of Special Libraries and Information
Bureaux) for publication in Index to Theses.

For official use
Subject Panel/Specialist Group ...................................................................................................
BLLD ...................................................................
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Date of Acceptance ...............................

Appendix 9: Progression Assessment Form
MPhil Progression
ASSESSMENT FORM
How to complete this form
Students should complete Parts 1 and 2 and return to their Supervisor with the required written work and brief
outline of the full thesis
The answer boxes should be expanded as necessary.

1. STUDENT DETAILS
Full name:
Institute of study:
Title of MPhil thesis:
Supervisor(s)

Date of initial registration for MPhil:
Full-time/ Part-time:
Date of progression:
2.

STUDENT’S REPORT ON PROGRESS

SECTION 3
To be Completed by the Supervisor
Once complete forward to Research Degrees Officer, SAS Registry, Ground Floor, Senate House, Malet Street,
WC1E 7HU for consideration at the Research Degree Committee
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3. SUPERVISOR’s REPORT
(to include recommendations as appropriate)

Do you support the application for
progression?

Yes :



No:



Date:
Name and Signature
4.

HIGHER/ RESEARCH DEGREES COMMITTEE APPROVAL
(Comments

Date:
Signed (on behalf of
the Committee):
Progression and Upgrading of Research Students Regulations
Progression from year 1 to year 2 (full time – year 2 to 3 for part-time)

•
•
•
•

•
•
•
•
•

•
•
•

All recommendations are subject to the approval of the institute’s RDC and the usual academic appeals process of the University
of London
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Appendix 10: Upgrade Assessment Form
Upgrading from MPhil to PhD
ASSESSMENT FORM
How to complete this form
Students should complete Parts 1 and 2 and return to their Supervisor with the required chapters of
work
The answer boxes should be expanded as necessary.
4. STUDENT DETAILS
Full name:
Institute of study:
Title of MPhil thesis:

Supervisor(s)

Date of initial registration for MPhil:
Full-time/ Part-time:
Date of upgrading panel:
5.

STUDENT’S REPORT ON PROGRESS

SECTION 3
To be Completed by the Assessment Panel
Once complete forward to Research Degrees Officer, SAS Registry, Ground Floor, Senate House, Malet Street,
WC1E 7HU for consideration at the Research Degree Committee
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6. REPORT OF THE ASSESSMENT PANEL
(to include recommendations as appropriate)

Do you support the application for transfer to
MPhil to PhD?

Yes :



No:



Date:
Names, positions (e.g. internal assessor, external assessor, supervisor) and signatures of panel members:
a)
b)
c)
5.

REPORT OF THE INSTITUTE’S HIGHER AND RESEARCH DEGREES COMMITTEE
(to include recommendations as appropriate)

Date:
Signed (on behalf of
the Committee):

Upgrading of Research Students Regulations
Upgrading from MPhil to PhD (Full-time students: year 2/Part-time students: year 3–4)
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If the student is considered to have progressed quickly enough by the end of year 1, the upgrade procedure may
replace the year 1 to year 2 progression procedure described above. Normally, however, at some point between
the end of year 1 and the end of year 2, in order to upgrade from MPhil to PhD, students should be required to:
•
submit written work - a substantial portion of the draft thesis (usually a chapter of at least 10,000
words) demonstrating capacity for PhD level writing and research, to an upgrade panel for
consideration;
•
The submission will include a thesis outline setting out the research question or questions to be
addressed, indicative chapter headings with a brief synopsis of the content of each chapter, and an
indication of the research methodology to be employed.
•
A timetable for completion of the thesis (which may be done by annotating the chapter outline with
indicative dates for completion of the first draft) attend an interview with an upgrade panel

The composition of the upgrade panel should be as follows:
•
an external assessor
•
an assessor with knowledge of the topic
•
the student’s supervisor(s)
Having considered the written work and performance at interview, the upgrade panel may recommend to an
institute’s RDC:
•
that the student be upgraded to PhD registration
•
that the student should be advised to proceed towards a less substantial thesis for the degree of
MPhil
•
that the student should be allowed to reapply for upgrading, within a specified period (not more than
nine months), to allow time to rectify problems identified by the panel. Reapplication for an upgrade
decision may only take place once

The upgrade panel’s recommendation is then submitted to the RDC of the institute for consideration. All
recommendations are subject to the approval of the institute’s RDC and the usual academic appeals processes
of the University of London.
Upgrade to PhD registration is conditional upon the RDC of the institute being satisfied that the work is of a
sufficiently high standard.
Deferral of the upgrade procedure may be made for six months in exceptional cases (for example, if students
are away for long periods of fieldwork).
In exceptional cases, the upgrade process may allow the student to submit written work to an upgrade panel
without the accompanying interview. In these cases, the panel recommendation, once it has been endorsed by
the institute’s RDC, must be considered by the AQSC, accompanied by (a) a statement from the supervisor(s) as
to why an upgrade interview is not necessary and (b) approval from the RDC of this exemption.
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Follow the School of Advanced Study and the
Institute of Historical Research:
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