Procedure for the recruitment and selection of Research Students (MPhil, PhD and Professional Doctorates)

There is no single route for the commencement of a research student.  The research idea may originate with the candidate or from within the university.  In addition, and importantly, a research student may either self-fund or be funded from another source.  Where the university is the originator of the research idea and/or funding a research degree, whether from its own resources or on behalf or a third party (e.g. Research Council, commercial partner or other funding body) it is important that the recruitment process is open and fair.  Consequently, the following points should be observed:

· As with staff recruitment and selection the University’s policy on Equal Opportunities MUST be followed at all stages, e.g. during the advertising of a research position/studentship, subsequent short-listing and final selection.

· You should not discriminate unlawfully, either directly or indirectly, on the grounds of race; sex; colour; national origin; ethnic origin; marital status; disability; religion or belief; sexual orientation and age.  In addition, the University’s policy goes further and states you must not discriminate on the grounds of family responsibility, trade union activity or political belief.

· You should compile a person specification for the research student position and use the identified essential and desirable skills, experience and attributes a person will need or has the potential to acquire to be successful as a research student during the selection process.  In particular, selecting staff need to recognise the significant difference that exists between a taught programme and a research programme and explore this with the candidate(s).   For example, do they recognise what is involved in undertaking a research degree, the shift in balance towards self-directed learning, etc.   Don’t assume because someone has been successful in a taught programme they will be equally successful in a research degree.
· A minimum of TWO academic members of staff should be involved in the selection of a research student.  Each academic is expected to have attended training in recruitment and selection skills.  The short-listing and interviewing staff should use the attached forms.  Short-listing should where possible be made against essential criteria, however, it is recognised that a research student is by its very nature a developmental role and desirable criteria may also be important when differentiating applicants.  Once the selection process has been completed the short-listing and interview assessment sheets need to be sent, along with the application form(s), for both the applicants that were and were not short-listed, and the pro-forma providing key data for the successful candidate to the Research Student Administrative Office so that a contract/offer letter can be issued.  The application forms for unsuccessful applicants will be destroyed after 6 months, however, the short-listing and interview assessment sheets will be kept for up to six years in case any complaint is subsequently received.  
The RSAO will then liaise with Recruitment and Admissions, Finance and International Recruitment as necessary to ensure the offer letter is sent out promptly and that the necessary fees and/or fees exemption.  The RSAO will also send out a set of joining instructions to help guide the new student during their initial registration period.  The school remains responsible for ensuring the student has a comprehensive initial induction during their first days at the university.  Guidance notes on topics to cover are included in the Research Student Log and Key Skills Portfolio, which new students are advised of in the joining instructions.

	Research Student Short-listing Checklist:

Names of Short-listing Staff (min. of two trained members of staff) 
1:…………………………………………………………………..












2:…………………………………………………………………..












Other:……………………………………………………………..

School:………………………………………………………………………….
Date:………………………………………………………………

 

	Selection criteria
	Essential

Or Desirable*
	Candidate:
	Candidate:
	Candidate:
	Candidate:
	Candidate:
	Candidate:

	1.
	
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met

	2.
	
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met

	3.
	
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met

	4.
	
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met

	5.
	
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met

	6.
	
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met
	Not Met

Fully Met

	Short-listed for Interview
	Yes

No
	Yes

No
	Yes

No
	Yes

No
	Yes

No
	Yes

No

	Signed by Short-listing Staff Members:


Please return this form along with the application form(s), Interview Assessment form and the completed pro-forma of key details for the offer letter to the RSAO, B01, Medway
	Research Student Interview Assessment:

Names of Interviewing Staff (min. of two trained members of staff) 
1:…………………………………………………………………..












2:…………………………………………………………………..












Other:……………………………………………………………..

School:………………………………………………………………………….
Date:………………………………………………………………

 

	Selection criteria
	Essential

Or Desirable
	Candidate:
	Candidate:
	Candidate:
	Candidate:
	Candidate:
	Candidate:

	1.
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	

	Offer/Reserve/Unsuccessful
	
	
	
	
	
	

	Signed:
	Interviewer 1:
	Interviewer 2:


Please return this form along with the application form(s) and the completed pro-forma of key details for the offer letter to the RSAO, B01, Medway
