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PGR LEAD: PGR CONCERN REVIEW FORM


This form is designed for you to use in cases where you wish to raise concerns about a research environment, supervisor, postgraduate researcher and/or the PGR experience within the School for which you are PGR Lead. Before this form is submitted, every effort should be made to discuss and resolve the concerns with the postgraduate researcher and their supervisor, in consultation with relevant colleagues (e.g. Head of School, School Research Director) where needed. 

Should it not prove possible to resolve the issue informally, you should complete and submit this form to the Faculty PGR Director, copying in your faculty PGR administrator.  They will work with you to suggest a resolution. If the concern relates to the PGR Director, the form should be sent to the faculty PGR Administrator only, and they will share the form with the Faculty Dean of Research. In most cases, the form will not be discussed at Committee, though on occasion the PGR Director may decide that a full committee discussion is required. The purpose of formally logging this is to ensure that there is an audit trail of concerns, and that there are clear handover notes should either yourself or the PGR Director step down from your role. 

The steps in the process following submission are set out in the flowchart in Annexe A at the end of this form.

Section B below allows you to provide the context to your concerns, including previous attempts to address the matter informally.

Reasons for using this form can include, but are not limited to: 

· Difficulties a postgraduate researcher (or group of postgraduate researchers) in your school have encountered within the research environment. This could include:
· Issues with access to equipment or software which is required for the research
· Concerns with allocated working space

· Difficulties with relationships such as:
· Concerns around a supervisor’s engagement with their supervisee(s) studies
· Concerns around a postgraduate researcher’s engagement with their studies. 
· Concerns around a postgraduate researcher’s attitude or behaviour within the research environment (where there is an immediate concern for person or property, this should be treated in accordance with Regulation B1, section 5)

· Issues with a postgraduate researcher’s progress (outside of the formal Progress Review process set out in the Progress Review Handbook). Concerns raised about progress could trigger an additional IPR meeting if the concerns fall outside of the usual IPR dates, whereby the academic warning process can be invoked if required.

In line with the Code of Practice on Postgraduate Research Degrees (Section 7.8), the PGR Director must ensure that, if you propose a change of Lead Supervisor as an outcome, this request is:

· By the mutual agreement of the PGR and the University;
· Compliant with the requirements of any sponsors;
· Compliant with University equality and diversity policies.


Part One: PGR Lead’s Case

To be completed by the PGR Lead:

	Section A: Details of Concerns 

	Please use the box below to set out clearly the concern(s) you have:

Your description should include the following:

· The nature of your concern(s) and the impact on PGR studies, the impact on yourself, and/or the impact on others;
· Details of how have raised your concern(s) before with an appropriate member of staff, what the outcome has been so far;
· Why you feel that the situation remains unresolved.

	












	Where the concern relates to a specific PGR, please complete their details 

	Name of PGR: 
	 
	Student No. 
	 

	Research Home: 
	​​ Choose an item. ​ 

	Lead supervisor: 
	 

	Degree registered for: 
	 
	MoA: 
	​​ Choose an item.

	Start date: 
	 
	End date: 
	 




	Section B: Proposed Solution to Concerns

	Please use the box below to set out clearly how you would like your concern(s) to be resolved. 

	











	Section C: Supporting Documentation

	Please use the box below to list any documentation you are submitting to aid the full consideration of your concern. Documentation you might wish to attach includes:

· Evidence which supports the concern(s) you have raised;
· If you have raised your concern(s) before with an appropriate member of staff, evidence which demonstrates any previous attempts to resolve the concern(s) (e.g. email correspondence, meeting notes).

	Documentation submitted with form: 



	[bookmark: _Int_DEc7jyYO]Section D: PGR Lead Details

	Name:
	

	Faculty:
	Choose an item.


The fully completed form, and any supporting evidence, should be submitted to the PGR Administrator in your Faculty. They will process the information in line with current General Data Protection Regulation (GDPR) legislation. It will be further processed by the specific people in the roles outlined within the form (e.g. Faculty PGR Director, SESO) and potentially by representatives from the relevant School(s), Research Institutes, Faculties, Services and Directorates and other parts of the University who may be asked for information relating to the issues raised. It may also be processed by any other person or service named in your concern who we may need to contact to check the issue you have raised. e.g. Finance, Disability Services, I.T. Services. 
This form, and any supporting evidence, is confidential and should not be shared with anyone outside of the concern raised.
If you do not wish certain personal information to be made known, you must explain this in Section A when describing your concern.
As stated In the University’s retention schedule, information regarding your concern will be kept securely for 3 years following the last action on the case. Where information relates to a member of staff or University service it may be kept for a longer period with PGR identifying data anonymised or redacted.




Part Two: Faculty’s Report
(To be completed by the PGR Director)

This report template is designed to help you respond to the concern(s) which a PGR Lead in your Faculty has raised in relation to a postgraduate researcher, supervisor or PGR Director in their School and/or the PGR experience. 

You should use Sections A-C below to detail (i) the action you have taken to response to the PGR Lead’s concern(s), (ii) any evidence considered as part of the investigation into the PGR Lead’s concern(s), and (iii) the decision the Faculty has taken following the investigation into the PGR Lead’s concerns. Where appropriate, the PGR Director should seek advice from other areas of the University, such as Heads of School, Research Deans, Early Resolution Officers, and Student Services. 
 

	Section A: Action Taken in Response to PGR Lead’s Concerns

	Please use the box below to set out the action you have taken in response to the concerns which the PGR Lead has raised.

	



	Section B: Evidence Considered

	Please use the box below to list the evidence you considered in response to the case.

If the evidence includes a statement from a student and/or other members of a supervisory team, please reproduce it below.

	



	Section C: Decision

	Please use the box to set out the decision made in response to the PGR Lead’s case. 

If concerns about a supervisor have been raised, the PGR Director should meet with the Head of School or the supervisor’s line manager to discuss concerns. This box should be used to surmise discussions. 

	



	Section D: Faculty Postgraduate Research Committee Approval

	The Faculty Postgraduate Research Committee has approved the report:   Choose an item.                            

	PGR Director’s Signature:
	

	Print Name:
	



This form, and any supporting evidence, is confidential and should not be shared with anyone outside of the concern raised.


Annexe A

PGR Lead Concern:PGR Lead informally discusses concerns with PGR Admin, Supervisor and/or Postgraduate Researcher (PGR), Head of School, School Research Director, Student Experience and Support Officer (SESO) as appropriate.
Concern is resolved; no further action necessary
Concern remains unresolved; PGR Lead completes Part One of the “PGR Lead: PGR Concern Review Form” and submits to their Faculty PGR Administration Team
Faculty PGR Administration Team shares the form with the Faculty PGR Director (or Faculty Research Dean if required)
The Faculty PGR Director (or Faculty Research Dean) works alongside colleagues such as the PGR Supervisor, Early Resolution Officer, Head of School and SESO and completes Part Two of the form suggesting a resolution.
Faculty PGR Administration Team emails a copy of the completed form to the PGR Lead and copies in the SESO if the case relates to a specific PGR.
If the case relates to a specific PGR, the SESO checks in with the PGR 4 working weeks after the outcome has been confirmed to ensure the concerns have been addressed fully.
Concern is resolved; no further action necessary
If the case has not been resolved within 4 working weeks after the outcome has been confirmed, the SESO feeds back to the Faculty PGR Director (or Faculty Research Dean) and continues to work alongside the PGR Lead, the PGR and colleagues in the school/faculty to resolve the concern.
If the case does not relate to a specific PGR, the Faculty PGR Director (or Faculty Research Dean) checks in with the PGR Lead 4 working weeks after the outcome has been confirmed to ensure the concerns have been addressed fully.
If the case has not been resolved within 4 working weeks after the outcome has been confirmed, the Faculty PGR Director (or Faculty Research Dean) will continue to work alongside the PGR Lead and colleagues in the school/faculty to resolve the concern.
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