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	School HDR Guidelines and Procedures
	
	

	Guidelines for
	Scope
	Procedure
	University Guidelines
	Documents

	Definition of HDR students


	-Associate Dean: Research Education

-RDCs
-Supervisors

-Postgraduate Programs Administrator (PPA)
	· Students who have current enrolments in these programs:

· MPEM PhD Education (Magill)
· MPEE PhD Education (Magill, ECE)
· LPEN PhD Education (Mawson Lakes)
· MPEU Doctor of Education
· LPEO / MPEO Canadian programs

· LMRA Master of Education (Mawson Lakes)
· MMRM Master of Education  (Magill)
· MMRE Master of Education (Magill, ECE)
	
	

	New HDR students

	-Supervisors
-RDC
	· New students checklist should be provided to all commencing students
· The student / supervisor relationship including roles, responsibilities and expectations must be established at the commencement of candidature using this checklist, with reference to the university responsibilities, roles and relationships

	Responsibilities roles and relationships
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	HDR program support 


	-RDC
-Supervisors
-HDR students
-PPA

	· HDR program support can be sought from the Postgraduate Programs Administrator Dushie Lalic in regards to:

· Advice on HDR administrative processes.

· Space and workstation

· Other facilities
	
	

	Research Proposal 
	-RDC
-Supervisors

-HDR students


	· Within the first six months (Full-time students) or 12 months (part-time students), a research proposal must be submitted and assessed by a panel.

· Guidelines for conducting proposal panels are attached
	Research proposal.
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	Review Process
	-HDR Student

-Supervisors

-RDC
	· Candidates are required to undertake two reviews of progress each year

· a minor review in April 

· a major review in September


	Guidelines and timelines
	

	UniSA Guidelines on Resources to support HDR students and supervisors
	-Associate Dean: Research Education

-Research Degrees     Coordinators (RDC)
-Supervisors
	Refer to guidelines via Research Degrees link on UniSA home page:

http://www.unisa.edu.au/resdegrees/default.asp

	Guidelines
	


	Resources for HDR students – full time and part time (pro-rata and on case-by-case basis)

	-RDC
-Supervisors

-HDR Students

-Professional Staff
- Divisional Research Office
	Division support

· Research degrees support fund

· up to $250 (Full time)  or  $125 (part time)  per semester, for photocopying, printing, stationery and materials required for exhibitions.  
  IT hardware such as computers and printers are not allowable under this scheme.  

· Travel Fund – up to $1,200

· Publication incentive Fund – up to $200

· Thesis Binding Allowance – up to $200
	Division support
	

	
	
	School support 
· Limited financial support for conference travel to present papers, and data collection – up to $300 per candidate
· Resources on campus such as:

· appropriate office facilities including a workstation compliant with OHSW requirements *
· appropriate access to UniSA IT facilities and computing resources including a personal computer, Microsoft Office software, email and internet access consistent with staff standards *
· appropriate access to a photocopier and computer printing facilities
· access to a telephone for incoming and internal calls and outgoing local calls for research purposes (this may be a shared facility)

· secure storage for research materials appropriate to the research area
· other support not listed here, but subject to negotiation
(*Note: part-time students generally share computer / workstation access)
· Software licences     eg NVivo, SPSS, Microsoft Work at home 

· Other software as requested, subject to approval

Some involve a cost and others are provided free. Please refer to the link:

Research costs must be outlined by the students in their proposal and once approved, applied for using the Application for HDR Funding Form.
	Software licences
	
[image: image3.emf]Application for  financial suppport - HDR.doc



	Project specific resources


	-RDC
-Supervisors

-HDR Students
	The University recognises that HDR students may require specific equipment, which may include travel arising from field work, experiments and data collection and the cost of consumables. 

These project specific costs are to be identified by the HDR student and supervisor during the preparation of the research proposal.

Where the student’s project is a subset of the supervisor’s funded research project, such costs could be allocated from the project’s budget. Costs must be presented and negotiated with the Head of School prior to confirmation of candidacy. 


	
	

	International Travel Grant (University fund)
	-RDC
-HDR Students

-Supervisors


	HDR students wishing to apply for the International Travel Grants must :
· provide evidence that the intended research is to be used towards a publication, including the details of the journal they intend to publish in. 

· compile a short report (200-300 words) on their return to Australia, the research findings, and how this will contribute towards their degree and where to from here. 

· have ethics approval (or explain why this is not required) 

· have the support of the Research Degree Coordinator and Head of School in order to be considered.

	Guidelines and application forms
	

	Additional University Resources
	-RDC
-HDR Students

-Supervisors
-Graduate Studies Office

- Learning and Teaching Unit

-UniSA Library

	Research Education Support Activities (RESA) offer workshops, seminars and online support for HDR students on a range of topics including literature searching, thesis writing, and research methods.

Refer to the link for a calendar of events and programs.
	Research Education Support Activities 

Statement of minimum resources

	

	Research data storage


	-HDR Students

-Supervisors
-EDS Research Project Officer


	The Australian Code for the Responsible Conduct of Research (2007) requires all research data to be stored in accordance with particular guidelines. 
Student Researchers are jointly responsible with their supervisor, for the collection, storage, security and use of Research Data and Research Records including Confidential Research Data and Research Records, in accordance with University policies and procedures. 

· During the research process, student Researchers must establish collection and storage procedures for their Research Data and Research Records that comply with University requirements. 

· Student Researchers undertaking research involving human participants must negotiate appropriate arrangements for the security of the Research Data and Research Records with their supervisor. These arrangements should be outlined in their application for ethics clearance. 


	Guidelines for research data storage
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	Criminal History Screening
	-HDR Students


	The Department of Education and Childrens Services (DECS) (which includes TAFE and its Adult Migrant Education Program), Catholic Education South Australia (CESA) and the Association of Independent Schools of South Australia (AISSA) have advised the University that all students participating in professional placement must obtain clearance to work with minors in South Australian educational or child care settings prior to being accepted on placement. 

This also applies to any HDR candidate undertaking research in an educational setting that includes minors. 

Criminal History Screening procedures are detailed in the link.


	Criminal History Screening
	

	HDR Roles and Responsibilities
	-HDR Students

- Supervisors

-RDCs
	HDR students who use on-campus facilities including office space and computers should refer to the attached document which outlines the expectations and responsibilities for using shared spaces.
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Guidelines for confirming research proposals and conversion from provisional to full candidature in higher degree programs


The proposal panel meeting

The purpose of the proposal panel meeting is to make a judgement about whether a provisional research degree student is sufficiently prepared to move into the research phase of their candidacy. As well as being an assessment of the proposal, the process is also seen as educative and intended to provide support and advice to students before they embark on their research project. Specifically, the panel aims to ensure that:


· The proposal provides a clear statement of the research topic or focus


· The student has raised a research question that is significant and able to be researched in ways that are methodologically sound

· The student is able to show familiarity with the relevant literature and theory


· The proposed research is achievable within the timeframe and takes into account any ethical considerations


This responsibility is mandated by the University through the Research Degree Committee and the Pro-Vice Chancellor Research.


The proposal panel

The panel is convened and chaired by the Research Degree Coordinator/Program Director and is made up of:


· the principal and associate supervisors, or the  co-supervisors

· at least two academic members with expertise in the research topic or methodology, except in exceptional cases

· where possible and/ or relevant, an industry representative related to the focus of the professional practice 

Where the RDC is also the supervisor, an alternative Chair will be appointed.

Arranging for the proposal panel meeting


The supervisor informs the RDC that the candidate’s proposal is ready and provides an electronic copy. The RDC discusses possible academic panel members with the supervisor and works with the Administrative Officer to set up a colloquium panel and a time and place to meet. 

Meeting procedure

Usually, the proposal panel meeting is held as a face-to-face meeting chaired by one of the Research Degree Coordinators (RDC).  If the candidate is off-shore or otherwise unable to attend in person, the meeting will be conducted via teleconference with participants from different sites connected to UniSA. It is advisable for the discussion to be recorded so that the student can revisit the discussion. 

The actual procedure can be at the discretion of the chair, but the steps outlined below are suggested and based on precedent: 


1. The student is invited to provide a brief introduction to the proposal and add any extra information or comments.

2. Panel members are invited to ask any questions of clarification about the proposal. 


3. The candidate then leaves to allow the panel to discuss the proposal and agree upon a provisional recommendation as per point 6 below.

4. The candidate is then invited back into the room so the panel members can discuss the proposal with the student in a roundtable format, at which stage audio recording should begin. Members may suggest changes to strengthen the candidate’s proposal and address problems with the research process. Any suggested changes should be consistent with the candidate’s research focus and intentions. 

5. The meeting concludes with the chair summarising key points arising from the discussion including any agreed changes to the candidate’s proposal. 

6. Following the conclusion of the discussion with the student, the panel then formally agrees on recommending one of the following actions:


a) the research should proceed with no amendments to the proposal


b) the research should proceed but with amendments to the research plan that will take into account suggestions of the panel and which should be confirmed with the supervisors in an agreed time

c) the proposal should be redrafted and resubmitted in an agreed time taking into account feedback provided by the panel


d) the proposal is rejected and a substantially new proposal should be developed in an agreed time before resubmission.

Any variations to this procedure (such as the panel meeting prior to the candidate attending either in person or by phone) need to be communicated to the panel by the chair well before the meeting.

The RDC then writes a letter to the student summarising the discussion, any recommendations and the decisions made. This is copied to the supervisors and panel members.  


The RDC completes the HDR Confirmation of Candidature form, which is signed by the Principal Supervisor and forwarded to the Divisional Research Office with a copy to the candidate.


If an Ethics application is required as part of the research methodology, this must not be submitted until the panel approves the research.

EDS Confirmation panel guidelines June 2009
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		Application for Financial Support for HDR Students 





Conditions for approval of School Support:

· Either for conference travel and registration - up to $300 

· Or for data collection - up to $300 inclusive of:


· printing and postage


· participation incentives or prizes (subject to Ethics approval)

· Proportion of payments will be at the School’s discretion on a case-by-case basis.

· Final approval from Associate Dean: Research Education or Head of School must be obtained before commencement of project


Checklist for application:

		Student’s Name:

		



		Student ID Number:

		



		Supervisor:

		



		Have you previously applied for funding from the Division Research Office?

http://www.unisa.edu.au/easresdeg/funding.asp 

		YES/NO

		Amount $



		Have you previously applied for funding from a research centre or research group? 

		YES/NO

		Amount $



		Have you previously received any funding assistance from the School 

		YES/NO

		Amount Received $





Project costs 

		

		1st Year

		2nd Year

		3rd Year



		Travel #1

		

		

		



		Conference Registration #1

		

		

		



		Data Collection #2

		

		

		



		Participant Payments #3

		

		

		



		Total

		

		

		





#1
Attach confirmation of acceptance to present abstract or paper


#2 
All printing quotes from internal or external suppliers must be provided


#3
Do you have ethics approval for incentives or prizes? □ NO □ YES – When______________       

Reimbursement Process: 


· FS03 must be completed http://www-p.unisa.edu.au/fin/forms/fs03.doc

· Ensure that all receipts and tax invoices are provided

· Attach this application together with the reimbursement forms

Software requirements, please indicate:​​​​​​​​________________________________________________________


​​​​​​​​​​​​​​​​​

		Approval

		Name

		Signature

		Date



		Supervisor

		

		

		



		Head of School 

		

		

		





		Office Use Only



		Division Funding Confirmed

		

		Research Centre/Group Funding Confirmed

		



		Funding Approved

		1st

		2nd

		3rd 



		Spreadsheet updated
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Roles, responsibilities and expectations for the use of shared office space by Higher Degree by Research (HDR) candidates



HDR students who share office spaces at Magill or Mawson lakes campus are advised to attend to basic ground rules and work behaviours so that others are not disadvantaged, compromised or distracted in their use of the facilities.



Groups of students sharing office space may have already established effective and collegial ways of working together, and may wish to discuss the following ground rules and determine if they agree with them or need to amend or add to them. New students joining the work space will be advised of these rules and expectations.





Maintain a quiet working environment



· Keep talking to a minimum 

· Extended conversations should be taken outside unless all are involved

· Constructive conversations around research and study often occur and are encouraged as long as this does not disrupt others

· Meetings are to be held outside 

· Personal mobile phone calls are to be taken outside

· Talking on the phone or Skype should be kept to a minimum, or only at times when no-one else is in the room. (We are developing spaces on both campuses where telephone interviewing can be conducted)



Security and safety



· Lock the door and windows if you are the last to leave

· Respect other peoples’ property

· Try not to clutter the space with personal items

· Confidential documents / computer files not to be accessible to others

· Do not move furniture around



Environment



· Keep the area clean and tidy

· Agree on the level of heating and cooling in the room that is comfortable for all

· Having children and other family members in the room is sometimes unavoidable - only if they are not disturbing others and if everyone in the room agrees

· No alcohol



Dispute resolution



· Any disputes that arise between students should be taken in the first instance to supervisors. 

· Research Degree Coordinators or the Associate Dean: Research Education may then be involved if the dispute cannot be resolved at this level. 



· Please take note of the relevant RDC for your program:

· Dr Tom Stehlik - Associate Dean: Research Education (LPEN, LMRA)

· Dr Elspeth McInnes - Research Degree Coordinator, Early Childhood Education (MPEE / MMRE) 

· Dr Sue Knight - Research Degree Coordinator (MPEM / MMRM) 

· Dr Sue Nichols - Research Degree Coordinator (LPEO / MPEO) 

· Prof Marie Brennan/ Dr Lew Zipin - Joint Research Degree Coordinators (MPEU)

· Postgraduate Programs Administrator: Dushie Lalic
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1. Flowchart of procedures for the collection, storage, retention and disposal of Research Data
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Diagram 1: Student researcher’s data collection, storage, retention and disposal procedures
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HDR Student Induction Checklist




(   Key Contacts

· Division Research Office - http://www.unisa.edu.au/eas/research/CONTACT/DEFAULT.ASP 

· Graduate Studies Office - http://www.unisa.edu.au/resdegrees/info.asp 

· Program Support Officer 

Dushie Lalic

Magill Campus, G Building, room G 1-38

E-mail:  dushie.lalic@unisa.edu.au 


Phone: (08) 8302 4437

· Associate Dean: Research Education

Dr Tom Stehlik

Magill Campus, C Building, room C 1-67

E-mail: tom.stehlik@unisa.edu.au 


Phone: (08)8302 4534

(   HDR Forms and Guidelines


· UniSA HDR forms and guidelines - http://www.unisa.edu.au/resdegrees/forms/ 

· School guidelines 

· Application for Financial Support for HDR Students 

(   Important Websites

· UniSA Research Degrees homepage - http://www.unisa.edu.au/resdegrees/ 

· UniSA homepage - www.unisa.edu.au

· School homepage -   www.unisa.edu.au/eds

· PORTIA system - https://www.applications.unisa.edu.au/PORTIA/POR001N.aspx 

(  Units and Services

· Student and Academic Services - www.unisa.edu.au/sas

· Campus Central - www.unisa.edu.au/campuscentral

· Learning Connection - www.unisanet.unisa.edu.au/learningconnection/

· Document Services - www.unisa.edu.au/printing/current/about.asp

(   OHSW Procedures and induction -   www.unisa.edu.au/ohsw/default.asp

· Induction Checklist - www.unisa.edu.au/ohsw/forms/docs/ohsw23.doc

(   Office Equipment

· Printers/Photocopiers – See Vikki Hopwood at Mawson Lakes or Dushie Lalic at Magill for details and to arrange a photocopy card 

· Telephone/Voice Mail – For instructions on the operations of the digital handsets, visit 


www.unisa.edu.au/itts/ITHelpDesk/FAQS/telephone/Handsets/Digital . For instructions on how to set up or change your voicemail, visit www.unisa.edu.au/lists/ITHelpDesk/FAQS/telephone/Voicemail

To order phone or extension http://www.unisa.edu.au/ists/ITHelpDesk/TelephoneServices/Documents/TWR20081013.pdf 


(   Room/ Building Access

· Key request - http://www.unisa.edu.au/facilities/procedures/forms/cs/CS09.pdf

· Cardax request - http://www.unisa.edu.au/facilities/procedures/forms/cs/CS33.pdf


