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Guidance for PhD and MPhil Research Students 
–
 What you have to do when you are ready to be examined
· You are coming to the end of your research and you want to submit your thesis, get examined, and be awarded the PhD or MPhil for which you have worked so hard.

· There are a number of administrative actions that you will need to take to ensure that the examination process is as painless and as fruitful for you as possible.  To help you we have produced this concise guide to outline exactly what you need to do so that you can concentrate on the drafting of your work rather worrying about the process.
· The guide shows the steps in chronological order, and there are links to the appropriate web pages.  Links to forms go to the main index page of our PG administrative guide, from which you can obtain the form; we do this because forms may change over time

Step 1 – 2 months before you are due to submit your thesis

· You tell the College PG office that you intend to submit your thesis
Your submission date is also the “Estimated Maximum End Date of Programme” as shown on MyEd, you will need to give the following hard-copy documents to the College PG office:
Intention to Submit Form (NITs form)  

1 copy

Abstract  





6 copies

Access Forms  





1 copy

Please note that if at this time you or your supervisor does not think you will be ready to submit by this date you will need to seek a concession from the College as soon as possible.

· Receiving these forms from you will trigger us to ask your school to nominate examiners.  We do this by sending your school a Nomination of Examiners Form and the school responds to us by proposing examiners with the appropriate expertise.  
Step 2 – 1 month before you are due to submit your thesis

· We receive from your school their examiner nominations
The NOE form is usually returned to the PG office within 1 month, but occasionally where a thesis is particularly specialised this process may take slightly longer. If this is the case your supervisor should be in touch with you to update you on the progress of the NOE.
Step 3 – On or before the Maximum End Date of Programme

· You submit to the College PG Office your soft-bound thesis  

We must receive copies of the thesis no later than 4pm on the day of your Maximum End Date, also known as the submission date. 
We need one copy for each examiner.

The thesis should be produced in accordance with Assessment Regulation 3.1 except for regulation 3.1.8 - Binding. 
Each soft-bound thesis needs only a soft cover – usually a card back and a plastic front cover – with binding for examination purposes.
· We send the thesis copies to your examiners

Step 4 – The examination process

· The University anticipates that examiners will read your thesis within three months, after which an oral examination (viva) viva will be held.  However, the reading phase of the examination may be longer than three months, depending on the commitments of the nominated examiners.  
· We would expect that in the event of a delay (eg for ill health) the Internal Examiner, or appropriate School representative, would contact you.  You would also be informed of the new viva date at that time.
· If you have any concerns it is always best to contact your supervisor in the first instance. Otherwise the PG Office staff will be happy to help you.
Step 5 – Consideration by the Committee and notification of outcome

· The committee will consider the examination reports and decide on the outcome of the examination.  Please note that although the viva panel may have indicated the degree of success or otherwise of your examination, no decision is final until formalised by the College postgraduate exams committee.

· After the committee’s decision the College PG Office will send a letter to your home address (the address given on the NITS form) confirming which of the possible outcomes are relevant to your examination.  These outcome options are specified in the Assessment Regulations Section 4.1.8. a summary of which is as follows:
· Pass


The thesis needs no further work and the final submission can be made
· Corrections

A relatively small amount of corrections need to be made with the assistance of your supervisor. Once you have completed these corrections you must show them to the Internal Examiner who will then notify the College PG Office. The College PG Office will then notify you that the final submission can be made.
· Resubmission/examination

This involves a larger amount of corrections and/or structural changes to the thesis. The letter will give you written guidance and you must action the changes with assistance from their supervisor. 

Unlike corrections, a resubmission/examination will involve the examiners looking at the thesis a second time, although a viva may not be necessary. This method will also require the resubmission of soft-bound versions of the thesis and payment of a resubmission fee
· Fail

The thesis has been found unsuitable for an award.

Step 6 – Actions after notification of examination outcome
· Queries.  Should you have questions about any required corrections or resubmission it is expected that your supervisor will assist you.  To maintain the academic impartiality of the examination process students should never be in direct contact with examiners at any point other than at the viva.
· Submission of Corrections.  Once you have made the corrections specified you must submit them in either hard or electronic copy to the College PG Office. (Some students submit these directly to their internal examiner) The office will then pass on the corrections to your examiner for comment. Once they have been approved we will inform you that you are now ready to submit the final versions of your thesis.
· Final Submission of the Thesis.  When you have completed all the corrections you must submit to (only) the College postgraduate office one hard-covered thesis and one disc-based copy (CD/DVD with cover).  You can find submission guidelines at: Assessment Regulations Section 3.1
· Graduation.  
We encourage PhD students to pre-register for graduation as soon as they have submitted their soft-bound thesis. Although some students may have corrections or a resubmission, pre-registering will ensure that no delays occur between our issuing the award letter and graduation registration
Graduation information can found at the Academic Registry’s main webpage. 

We wish you all the best with your upcoming submission and should you need any information not covered here or simply need some clarification please do not hesitate to contact us:

The University of Edinburgh

College of Humanities and Social Science

Postgraduate Office

Edinburgh 

EH8 9JX. 

Email: 
hsspg@ed.ac.uk 

Telephone:
 0131 650 4086
� See also the � HYPERLINK "http://www.docs.sasg.ed.ac.uk/AcademicServices/Codes/CoPSupervisorsResearchStudents.pdf" ��Code of Practice for Supervisors and Research Students�
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