
Starting a Research Degree Checklist 
	
	School
	Supervisor
	University
	LUU
	SDDU

	Registration 
	
	
	
	
	

	Initial Registration procedures
	
	
	
	
	

	How to get student ID and student card
	
	
	
	
	

	Support for International PGR
	
	
	
	
	

	Informed of International Student Office and the support available
	
	
	
	
	

	UKVI PBS responsibilities for PGR / University (where applicable and provided by a trained individual)
	
	
	
	
	

	Written and spoken English to be assessed by the supervisor as part of the training plan and designated as red, amber or green (Traffic Light Language Development Scheme)
	
	
	
	
	

	Supervisor and Research Arrangements
	
	
	
	
	

	Supervisor and Supervisory Team finalised
	
	
	
	
	

	Agreement of broad field of study
	
	
	
	
	

	Initial Meetings with supervisor(s) scheduled
	
	
	
	
	

	Arrangements in place for future supervisory meetings
	
	
	
	
	

	Regulations including criteria  for award and learning outcomes
	
	
	
	
	

	School transfer criteria and procedures
	
	
	
	
	

	Code of Practice for Research Degree Candidatures  - including the responsibilities of the supervisor(s) and the PGR.
	
	
	
	
	

	Systems for maintaining records  (data, findings, meetings, references)
	
	
	
	
	

	Use of the PDR and importance of this system
	
	
	
	
	

	Identify School/Research Group in related research area & research seminar series
	
	
	
	
	

	Other School PGR activity
	
	
	
	
	

	Any specific arrangements  for part time and split site PGRs (if appropriate) 
	
	
	
	
	

	Handbooks / websites
	
	
	
	
	

	Professional Development

	School Postgraduate training activities
	
	
	
	
	

	Faculty Postgraduate training activities
	
	
	
	
	

	SDDU training opportunities for PGRs
	
	
	
	
	

	Other central training available (Library, ISS, Careers etc)
	
	
	
	
	

	Relevant national postgraduate training opportunities (ie White Rose)
	
	
	
	
	

	Any appropriate ethical or legal training for work in the area
	
	
	
	
	

	Any other appropriate formal or informal training opportunities
	
	
	
	
	

	Completion of training plan
	
	
	
	
	

	Training on Plagiarism – academic malpractice and research conduct (referencing self plagiarism)
	
	
	
	
	

	Student Support (including DSAS, Counselling Services, Advice etc)

	LUU and the support and services they offer to PGRs
	
	
	
	
	

	Support services available (Counselling, DSAS/ Mental Health Team)
	
	
	
	
	

	Wider Research Community (including  PGRT and Head of School)
	
	
	
	
	

	Banner / ARGOS DSAS report actioned
	
	
	
	
	

	Money specialists and academic support from Student Advice Centre
	
	
	
	
	

	

	School
	Supervisor
	University
	LUU
	SDDU

	Facilities
	
	
	
	
	

	School arrangements for workspace
	
	
	
	
	

	School arrangements for storage and filing space
	
	
	
	
	

	Mail delivery/ pigeon hole
	
	
	
	
	

	Access to computer
	
	
	
	
	

	Information on procuring stationery, computer supplies
	
	
	
	
	

	Photocopying procedure, limits and costs
	
	
	
	
	

	If necessary, overview of Library access, local arrangements for interlibrary loans, electronic access
	
	
	
	
	

	Purchasing arrangements (interlibrary loans, ordering supplies, travel)
	
	
	
	
	

	Available funding opportunities 
	
	
	
	
	

	Working Arrangements
	
	
	
	
	

	Working hours 
	
	
	
	
	

	Building access
	
	
	
	
	

	Procedure for working out of hours
	
	
	
	
	

	Access to facilities (archive, library/shared equipment)
	
	
	
	
	

	Holiday entitlement
	
	
	
	
	

	Action to be taken in case of absences (including sickness)
	
	
	
	
	

	Requests for suspensions / extensions to period of study
	
	
	
	
	

	Safety, Security and Emergency Procedures
	
	
	
	
	

	Keys / Access Codes issued
	
	
	
	
	

	Security – extension 32222
	
	
	
	
	

	Any relevant Health and Safety Procedures –  from fire exits to specialist training for Research to be undertaken or School.
	
	
	
	
	

	Health and Safety Procedures  - including On-line Health and Safety training courses. 
	
	
	
	
	

	Key safety/ emergency personnel within the school
	
	
	
	
	

	Security re valuables and sensitive information
	
	
	· 
	
	

	Reporting procedure for intruders / strange packages
	
	
	
	
	

	Secure areas / alarms and local security systems
	
	
	
	
	

	Personal and Social Arrangements 
	
	
	
	
	

	Location of personal/ social facilities (shared space / coffee room / prayer room / baby changing facilities / disabled toilets etc)
	
	
	
	
	

	Map of campus
	
	
	
	
	

	Local Postgraduate Society
	
	
	
	
	

	University Club and Union Societies
	
	
	
	
	

	Financial support is in place
	
	
	
	
	

	Living Accommodation is in place
	
	
	
	
	

	Registration  with health services (doctor / dentist etc)
	
	
	
	
	

	Childcare services and caring responsibility arrangements available 
	
	
	
	
	

	Banner / ARGOS DSAS report actioned
	
	
	
	
	

	Map / Guide to city of Leeds
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