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Message from the Vice-Chancellor

I am delighted to welcome you as a postgraduate research student to Harper Adams
University. | hope that you will enjoy your time here, both academically and as part of the

Harper Adams’ community. As a leading specialist institution, the University has developed



1 Introduction

11 Research at Harper Adams University
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1.2 Responsibility for Research

The Deputy Vice Chancellor has overall responsibility for research working with the
Associate Pro Vice Chancellor Research. The



Committee shall have an informal meeting
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Chaplain room on campus

TG9 is the Chaplain’s room, A chaplain is a leader in their own faith but who works closely with
other faiths. You can talk in confidence about matters of religion, or any other worries or issues
you may have. They are here to help students and staff of all faiths or none. The chaplain, Libby
Leech, is also available at a drop-in session in the Graduate school common room, the first
Thursday of every month 12 — 1pm. If you require access to the room as a reflection room please

contact the Chaplain or student services in advance.

Religious societies

Christian staff and students have their own society which welcomes members of all faiths. We
can help you set one up for your own particular faith if there is enough interest.

Places of worship

The village of Edgmond, a short stroll from the university, has Anglican and Methodist churches
and nearby Newport has a Roman Catholic church, all of which welcome students as
worshippers. Our borough of Telford and Wrekin is culturally diverse and you will find places of

worship for most faiths.

2.5 Wellbeing Support

The wellbeing team consists of general Wellbeing Advice and support, Counselling, Mental
Health Support and Occupational Therapy. The service is available to any student that feels

they would benefit from additional support.

Seeing a counsellor can provide you with an independent and confidential venue to discuss
issues that may be concerning you. Sometimes there are difficulties that are hard to discuss
with supervisors, family, friends or other research students. Professional assistance at these
times can help resolve problems and prevent future ones from developing. Appointments may
assist with academic support, personal counselling, assistance with policies and procedures,
dispute mediation, crisis services and particular support for students with disabilities.

All students at Harper Adams also have access to the Student Assistance Programme (SAP) by

Health Assured. This is a 24/7 phoneline where you can receive advice and support for a whole
range of issues (not just wellbeing). There is also a handy app that you can download “My

Healthy Advantage”
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research qualification may lead to a career in an academic setting, but could equally result in
technical research work in industry, a specialist communication or policy development role, or

a wide range of other opportunities both in the UK and overseas.

To support the diversity of our research students and their aims, individual and group training
is provided by the supervisory team and by the University. Research students are also
encouraged to consider development opportunities through external events and activities e.g.,

those offered by sponsors, professional organisations and learned societies.

MPhil and PhD students will see the Personal Development Planning Advisor (PDPA) at or
soon after induction. They will meet with the PDPA individually to discuss their individual
training and development needs, and formulate their Personal Development Plan (students

intending to register for MPhil) or Doctoral Development Plan (students intending to register for
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Once each year, (date set in Academic Calendar) usually by the end of the first academic
term, a Postgraduate Research Colloquium is held which all MPhil and PhD students are
expected to attend and to present the latest information on progress of their project to their
peers, and learn about progress with the wide range of other projects at Harper Adams
University. This will help to develop both presentation skills, and also the skill of understanding

other research and how it could be improved. The Colloquium also allows for networking within
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Research Student Advisor of the holiday authorisation via email confirming the amount
of days holiday to be taken which will then be recording within the students file.
Holidays are allowed up to a maximum of six weeks (30 working days) a year, plus
public holidays. University closure days e.g. between Christmas and New Year do not

need to be taken as holiday.

e The
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To liaise with the IT Service Desk by telephone 01952 815050 (or Ext 5050 from an
internal phone or MS Teams) on producing and
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4.3 Recording and Reporting Visa Sponsored Student Engagement in Supervisory

Meetings and Administrative Sign-ins

Monitoring Engagement with Supervisory Meetings

Attendance monitoring obligations for visa sponsored students on MPhil and PhD

programmes are detailed here. Students are required to attend a progress meeting with

their designated supervisor, normally the Director of Studies, on at least a monthly basis, face-
to-face, other than in exceptional circumstances. Only, exceptionally is occasional supervision
at a distance permitted and only normally where a student’s change of location has been
advised to the Home Office. The normal expectation is for face-to-face meetings. These
meetings are required to take place for the duration of the sponsored student’s registration
and associated visa sponsorship period, even when the student enters the ‘writing up’,
‘awaiting viva voce examination’ or ‘making corrections’ periods of their studies. The meetings
will be organised at times agreed between the supervisor and the student and where a student
has an absence, any planned meeting should be rearranged to ensure that an alternative
takes place no later than within one week of the original meeting and within 42 days of the last
meeting. Details of the dated supervisory meetings will be recorded via an MS Form Monthly
Meeting form and evidence provided to the Postgraduate Research Students Advisor on a
monthly basis by the supervisor, in the form of an action plan and any relevant supporting
notes. The Postgraduate Research Students Advisor is responsible for the collation of
information in relation to supervisory meetings so that the Research Postgraduate
Programmes Manager can monitor engagement records, with a view to take follow-up action

where necessary.

Where the supervisor confirms to the Postgraduate Research Students Advisor that a meeting
has not taken place as agreed and they have also been unable to contact the student and
reorganise a meeting within 42 days of the last meeting, the Research Postgraduate
Programmes Manager will be notified by the Postgraduate Research Students Advisor. The
Research Postgraduate Programmes Manager or designate will make immediate contact with
the student to have a meeting to discuss the reasons behind their non-engagement. During
this meeting, the Research Postgraduate Programmes Manager or designate will discuss with
the student the reasons behind their failure to meet with their supervisor and ensure that the
student understands the importance of attending such meetings as required, in relation to
programme success and fulfilment of their visa sponsorship obligations. The outcomes of this
meeting will be documented and held by the Postgraduate Research Students Advisor for the

student’s visa sponsorship.
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Chancellor, in writing, within 7 days of the date of notification of the outcome. The Vice-
Chancellor will advise the Admissions and Visa Compliance Manager of the appeal receipt
using, so that the Home Office can be informed that an appeal is in progress. The Vice-
Chancellor will review the evidence considered at the formal review meeting in conjunction
with the appeal lodged by the appellant. Appeals will only be considered on the following

grounds:

. Procedural
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Crops Environment Trials, facilities, glasshouse etc.

Students must submit details of any accident or near miss incident in which they are involved on

a University Accident and Near Miss form.

The Student Safety Handbook is available on the Harper Adams University website.

Where students are lone working off the University premises e.g. undertaking interviews in
participant's homes, workplaces or other locations then a lone working risk assessment with
associated protocols must be in place and be monitored for efficacy and refined as necessary.
Where students are considering conducting research outside of the UK they must check with the
Procurement and Insurance Coordinator that the university is able to provide adequate
insurance to support such an activity. At the time of writing there are countries where travel

insurance etc cannot be provided.

5. Monitoring Schedule

Students’ progress throughout their research programmes is formally monitored by the Research

Degrees Awarding Board.

Student and supervisor(s) should have regular meetings at which academic advice is given
and through which progress is monitored. Written records of these meetings should be kept in
the form of action minutes. This is particularly important at the beginning of the research
project. The frequency of meetings should be agreed between the student and supervisor at
the initial supervisory meeting. Meetings should be frequent (at least weekly) in the early
stage of the project. These meeting would normally be with the student’s Director of Studies.
After the six-month progress meeting, depending on student progress and the requirements of

the programme of study, monthly meetings may be sufficient.
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5.1.1 Period of study

The periods of study for full-time and part-time students are outlined below.

Full-time students

Degree Minimum Normal Maximum before submission
MPhil 1 year 3 months 2 years 3 years
PhD 2 years 3 years 4 years
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5.2 Ethical Issues

In all the work students carry out for their research project they are expected
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For security purposes you will be asked to provide your email address and a password
(letters and numbers only). You can return to the form as many times as you wish. You will

have the opportunity to access the guidance notes from within the on-line form.

You cannot proceed with primary data collection until you have gained both ethical and
project approval. You are advised to discuss the ethics form with your supervisor to ensure
that you have fully considered ethical issues associated with your research project, its
design, the methods of data collection and analysis, the use of results, etc.

5.3 Initial supervisory meeting

The first meeting between student and supervisors is particularly important in establishing a

provisional framework for future support and for getting the academic work off to a good

start. It is mandatory for all supervisors to either be physically present at the meeting or be

in communication with the meeting by Teams, video conference or telephone conference.

During the meeting the Initial Supervisory Meeting form
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It is important to note that there is a specific requirement for the supervisory team and the
student to consider both health and safety requirements and ethical approval as part of
completion of the Six-Month Progress Meeting form and to make note of points of significance

to the project.

5.5 Optional interim progress meeting

After the six-month meeting the student should be demonstrating the potential to complete
and submit an appropriate Specific Degree Registration Report by the end of the first year of
study. Any concerns supervisors have with student’s progress at any time should be drawn

to the attention of the student and if required, with specific advice given on the Optional
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general
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subject. The Student’s Director of Studies will be encouraged to attend the Specific Degree
Registration Report viva voce to assist, rather than restrict, the student and the project. The
examination of the Specific Degree Registration Report is an important progression point
and students are expected to submit the report on time. If mitigating circumstances occur
during the first year which may delay submission (e.g. loss of an experiment through animal
or crop disease) and an extension of the submission date is required, this must be specified
on the Extension Request form. This must be submitted no later than one month before the
due date.

Learning Outcomes for Specific Degree Registration Report

1. Produce a coherent and appropriately structured report;

2. Critically evaluate a range of appropriate secondary sources;

3. Synthesise a hypothesis/hypotheses or research question(s) to evaluate a stated
objective(s);

4, Select and/or develop suitable research design and methodologies;

5. Analyse data using appropriate techniques;

6. Present and interpret results in an informative manner;

7. Critically appraise results in relation to published work and proposed work plan.

Following the viva voce, a recommendation will be made by the examiners regarding the

student’s specific degree recommendation (using the Examiners’ Specific Degree Registration
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The student’s Director of Studies and second supervisors must complete the Supervisors’
Specific Degree Registration Report form, recommending the student’s specific degree
registration and submit these to the Postgraduate Research Students Advisor for
consideration by the Research Degrees Awarding

35









chosen. It should also include
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or PhD as appropriate. It should include a revised Gantt Chart for the remaining
period with clear milestones.

References: Should contain details of all references and texts that you have cited

in the text, providing sufficient information to enable the reader to find the references
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paper. The student is expected to give a draft copy of the paper to their
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5.9 General advice on presenting a research seminar at Harper Adams

All research students are expected to present a research seminar in their third/final year
(full-time students).
The two most important
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before the submission of the these.

Students are required to complete a Thesis Submission Declaration form, at the time they

submit their thesis.

The examiners produce individual pre-viva reports (Thesis Examiner’s Pre-Viva Report) and
a joint Thesis Examiners’ Award Recommendation Report.

Students who are required to make corrections to their thesis must return the corrected thesis
together with the Completion of Corrected Thesis form to the Postgraduate Research
Students Advisor by the required date. The Postgraduate Research Students Advisor will
forward the corrected thesis and form to the examiner(s). The examiner(s) will inform the
Postgraduate Research Students Advisor of his/her(their) view of the corrected thesis using

the Completion of Corrected Thesis form.

Details of the examination procedures are available in the Examination Regulations within

Section 6 of the Academic Quality Assurance Manual available via the Portal.
When the final thesis is approved by the Research Degrees Awarding Board, the E- Thesis

Library Deposit form, must be completed and submitted to the Postgraduate Research
Students Advisor.
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5.12 Changes in mode of study or supervisor

Any changes to the original registration, e.g. mode of study from full-time to part-time or
changes to the supervisory team, must be approved by the Research Degrees Awarding
Board. A change in mode of study should be requested using the Change of Mode of Study
form, and a change to the supervisory team should be requested using the Change of
Supervisor form. Each form should be submitted to the Postgraduate Research Students

Advisor for consideration by the Research Degrees Awarding Board.

5.13 Destination of Leavers from Higher Education Survey

All leavers will be contacted in the Autumn or Spring after their graduation by University staff
collecting information for the Destination of Leavers from Higher Education Survey. You will
be contacted by letter initially, and then followed up by telephone or e-mail if your response
is not received. Please could you take ten minutes to help us by filling out this short

survey. Your answers help us to find out what our graduates are doing, and how useful you

found your course in preparing you for employment or further study.

5.14 Public dissemination of your project results

Itis likely that your project may be of interest beyond Harper Adams University and that you
may be considering disseminating information about the project. It is essential that your
supervisory team is consulted before any form of formal communication about your
project outside Harper Adams University takes place. This includes: publication in
scientific journals, presentation at conferences, presentations to other organisations,
entering into a dialogue with any communication professional, posting any information from
your project on any form of internet site. If a scientific publication is contemplated, the

Principles of Good Research Practice must be followed, see Appendix 3.

If agreement to dissemination has been obtained from your supervisors, your
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APPENDIX 1: Postgraduate Research Student Journey

Form/Submission

Initial Supervisory Meeting
Report

Monthly Meeting Reports

Due
Full- time: 2 weeks
Part-time: Varies depending if
4.5 or 6 years

Monthly (no later tTch 6xt reg

Process
Submitted to PGR Office
Approved by RDAB/Chair
Progression outcome provided to student and DOS by

PGR Advisor along with next reporting date
Electronically filed on student record
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APPENDIX 2a: Services provided to MPhil and PhD students
by the Laboratory Group

To include the Role of Technicians in Assisting Research Students Working in
Harper Adams University Facilities and General Expectations of Research
Students and Directors of Studies

Itis important to note that working in laboratories is a
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team.
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Provide technical advice.

Provide a purchasing service:

Laboratory Team members will discuss purchasing requirements with research

students and, where applicable, their directors of studies. Suitable items will be

sourced and the Team will liaise with suppliers to obtain quotations and negotiate an
offer price. On completion of a requisition form (available from S1); orders will also be
placed on the authority of a budget code holder for items required. On delivery, goods
will be unpacked, checked and their receipt will be communicated to the person who
requested the purchase. Purchasing requests should be made after prior discussion

with the relevant member of the laboratory team.

Responsibilities of Research Students:

It is important that for the safety and convenience of all users of the laboratories, students are
expected to:

Behave in a safe manner at all times and be polite and respectful towards staff. Laboratory
technicians represent the Laboratory Manager at all times; please follow any direction they
give you on any particular matter. If you have cause for concern or are not sure of anything

then please speak with the Laboratory Manager or your supervisor.

Complete all assigned laboratory induction activities at the start of their project and before
commencing their laboratory work.

Where applicable, attend an additional, separate, microbiology suite induction and/or
containment level 2 training where projects involve microbiology work. The aim of this is
to draw attention to the operation of the micro preparation and laboratory areas and the
safety and work standards required. Additional training will be given on an individual basis.
The microbiology technicians must be consulted before commencing any microbiology
work and all work which must he carried out under containment level 2 must first be

approved by the Biological Safety Committee.

Adhere to the Princess Margaret Laboratory’s Regulations and associated Codes of
Practice for individual laboratories. A copy of the Harper Adams University Laboratories

51


mailto:labpurchases@harper-adams.ac.uk

Health and Safety Policy and the Harper Adams University Health and Safety Manual can
be found on the L: drive under L:\PM Labs Public.

Abide by the general safety regulations which include but are not exclusive to, the
following:
Wearing a laboratory coat (buttoned up)
Keeping their work areas tidy
Washing their hands before leaving a laboratory
Tying back of long hair
Wearing of safety glasses or visor
Wearing close-toed, low heeled shoes
No eating, drinking, smoking or application of cosmetics
Clearly label all samples and solutions. Labelling must indicate the nature of the
contents (with appropriate hazard data if required), the name of the person responsible
and the date. Sample labels should also include the date after which they no longer
needed. Unlabelled samples may be thrown out.
Not leave work in progress unattended for long periods of time. Laboratory staff should
be kept informed as to progress and once work is completed all chemicals and
equipment should be cleared away to their original locations.

Decontaminate all dirty glassware and leave in the washroom for cleaning. It is not
acceptable to leave flasks/jars in the washroom with materials or solutions still in them.
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Permission is only granted for low risk activities and usually where the student has
already demonstrated reasonable competency in their laboratory work. Lone worker
alarm systems are available from Security at any time of day or night and from the
Library help desk when the library is open. All access to Harper Adams laboratories is
at the discretion of the Laboratory Manager.

Submit details of any accident or near miss incident in which they are involved. Forms
are available in the Technicians’ Office (S1).

Ask for help when in any doubt over laboratory related matters. Students should
never be afraid to seek assistance. It is far better for students to ask for help
than to potentially endanger yourself or others, or damage equipment, ruin

samples or produce bad data.

Note that the above covers work in the Princess Margaret Laboratories and Elizabeth Creak
Building. Similar arrangements are in place for the Jean Jackson Entomology Laboratory and
the Nematology Laboratories in Crops and Environmental Trials (CET) — please contact the

relevant facility managers for details.
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Role of Technicians in Assisting Research Students
Working in Harper Adams University Facilities and
General Expectations of Research Students and

Directors of Studies
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Organise the provision of required project consumables/equipment up to an
amount agreed between the facility manager and the director of studies/head of
academic department.

Provide general technical advice and guidance. For non-routine activities or
methods, technicians will often be able to assist/advise but the primary
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approval by the Biosafety Committee and approval under the Animals (Scientific
Procedures) Act 1986 via the Animal Welfare Ethical Review Board.

Liaise with BOTH the technical staff and the student with regards to any
husbandry, health and welfare matters of animals involved in studies.
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APPENDIX 2b:
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APPENDIX 2c: Services provided
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APPENDIX 2d: Services provided to MPhil and PhD students
by the Engineering Department

Members of the Engineering Department will:

Provide a workshop induction. This will include:

Tour of the Engineering Department facilities and Health and Safety
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Adhere to the Engineering Department’'s Codes of Practice. They include but are not
exclusive to the following:

Wearing a pair of overalls and safety boots.

Keeping their work areas tidy.

Washing their hands before leaving a workshop.

Tying back of long har.

No eating, drinking, smoking or application of cosmetics.

Not leave work in progress unattended for long periods of time. Engineering
Department staff should be kept informed as to progress and once work is completed
all equipment should be cleared away to their original locations.

Provide sufficient notice of their requirements. Whilst Department members will always

try to be accommodating, last minute requests should always be the exception rather
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APPENDIX 2e: Services provided to MPhil and PhD students
by the Food, Land & Agri-Business Management Department.

Students should contact Rebecca Payne for appropriate information (rpayne@harper-
adams.ac.uk)
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Openness
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paper is accepted, and no later than three months after the date of acceptance. The
repository is maintained by the Library to whom the electronic copy of the paper should be
sent. In recent years, questions have been raised, in particular about the growth in number

of authors
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Guidelines for Authorship of Published Papers

Co-authorship S8 FrBQPg@IBG[(S)15(c)13(0)13(r)9(i)66 QIgQIG[()] 40178..22 200 1 295.97 494 TLIO 0 1

INTELLECTUAL INPUT
(Planning/designing/interpreting)

No contribution 0
One detailed discussion 5
Several detailed discussions 10
Correspondence or longer meetings 15
Substantial liaisons 20
Closest possible involvement 25

PRACTICAL INPUT: DATA-CAPTURE
(setting-up/observing/recording/abstracting)

No contribution 0
Small contribution 5
Moderate indirect contribution 10
Moderate direct contribution 15
Major indirect contribution 20

Major direct contribution
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APPENDIX 4: Useful Contacts

Dr Martin Hare

Director of Postgraduate Research, Research
Postgraduate Programmes Manager and
Chair of Research Degrees Committee

E: mhare@harper-adams.ac.uk

Emma Hancox
Postgraduate Research Students Advisor

E: PGRoffice@harper-adams.ac.uk

Dr Isobel Whiting
Personal Development Planning Advisor

E: iwhiting@harper-adams.ac.uk

Jo da Silva
Head of Student Services

E: [dasilva@harper-adams.ac.uk

Stephen Giles
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