[bookmark: _vr6ma2trp2is]Student Submission of Application for Registration or Transfer

This is a guide for research students who would like to submit their application for Registration or Transfer to the HESS or S&T Sub-Committees. Applications should be submitted for consideration 2 weeks before the relevant Sub-Committee meeting.

1. Before submitting your application please ensure that it has been reviewed by your DOS and your PGRT. Guidance Notes for completing the RDC-R form should be followed closely. The Faculty staff will need sufficient time to review your application before the submission deadline.

2. You should always download the most up to date version of the RDC-R or RDC-T form from the Research Degrees Team website.

3. This should be completed with support from your Director of Studies and the submission should be within the timeframe notes in the Research Degrees Policy and Procedures Handbook, section 5. Once it is complete and ready to submit to the Sub-Committee you will need to submit the application via your Student Information.
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4. Go to Forms, Register or Transfer Request and choose the relevant application.
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5. Once your form is completed and ready to upload you should attach the form and any other additional evidence (for example, your AI certificate, ethics approval letters, letters of collaboration, supervisor CVs) via the portal.

[image: ]

6. Once all the documents have been uploaded press SUBMIT.

7. You will receive an email confirming submission and this will contain a unique ID. You should quote this ID if you need to contact the Research Degrees Team about the application.

8. Once you have submitted your application you will be able to review the status of this via your Student Information under ‘My Requests’.

9. Once the application has been submitted it will be checked by RDT and then sent for formal approval to your DOS and PGRT. If there is anything missing or any details that need correcting this may be returned to you with notes. You would then be required to resubmit the corrected file.

10. When all approvals are complete the application will go forward to the Sub-Committee and you will receive feedback after the meeting. Formal feedback takes up to 7-10 working days to be sent but you should receive an informal update from your PGRT who will have represented your application at the meeting.
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Student Information

Hello Catherine Joyejob,
This is the entry page for Student Information. From here, you can navigate to the following pages using the menu on the header (Alt+M):

« My Record & Results

« My Programme Requirements

« Student Profile

« Update My Personal Information
« Online Enrolment

« Forms

« My Accounts

« Moodle

« My Calendar

« Graduation Ceremony

If you are a taught student and have any questions, please contact the Student Central Advice Team.

If you are a research student and have any questions, please contact the Research Degrees Team.

Please clear your browser cache if you are not able to access self service as usual.
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Register or Transfer Request

Please see below the guidance for completing and subrmicting applications for Registration and Transfer foral research studens. ffyou have:
any questions please contacs the Research Degrees Team rct.researchdegrees@orookes acuk.

‘What type of request do you wan to make?

Register for  Research Dezree.

Registration

“This i the page for you to upload all the documens for your application for Regisration. Once you press subrmit you you will receive an email
confirmation.

Before uploading the completed RDCR for consideration by the HESS or S&T Subject Sub-Committees please ensure that

1. You have downloaged the most recent version of the RDC-R Form and read the Guidance Notes for completing the ROCR:
Home > Students > Research Degrees Team > Curren students > Research degree forms

2 You have reviewsd the guicance for completing the Data Management Plart
Home > Students > Research Degrees Team > Current students > Research degree regulations.

3. You have checked the deadines for submission of appiications;
Home > Students > Research Degrees Team > Curren students > Research degrees sub-comitiees

4. You have discussed the application with your supervisors and Postgraduate Research Tutor and they have both agreed that it is ready o
upload for consideration at the Sub-Committse

5. You have gatnered your supporting evidence ready to upload with your applcation e.g. Gantt Charts, ethics relsted etters, P related letters,
letters giving access t faclties, ectr(s) from collaborators,leter() from co-authors (PR by PW) and RDC-CV form) for supenvisors that have
ot previously supervised at Brookes
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