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[image: http://www.shrs.uq.edu.au/images/about-shrs/about-shrs.jpg]
Welcome to the School of Health and Rehabilitation Sciences. Students studying in this School benefit from the long tradition of high achievement in teaching and research.  Our programs in Physiotherapy have been offered since 1938; Occupational Therapy has been offered since 1955 while Speech Pathology has been offered since 1962 and Audiology since 1971.  All programs promote a strong focus on scientific endeavours and high quality outcomes. 

The School is a national and international leader in research and scholarship in the rehabilitation professions.  A number of research collaborations, including two Centres of Clinical Research Excellence and a number of research centres and units, have been developed to strengthen the School's research capacity and translation of research into practice. 
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As a research-intensive university, UQ has established the overall qualities, skills, knowledge and abilities that should be achieved by candidates when completing HDR programs. These core attributes reflect and build upon the culture of inquiry and innovation that is part of a research-intensive university, as well as embedding the need to exhibit effective interpersonal skills and a broad understanding of social and ethical responsibilities.  Further details can be found at:
http://ppl.app.uq.edu.au/content/4.60.03-research-higher-degree-graduate-attributes



HDR School Contacts:


Post Graduate Administration Officer
Leanne Brennan
Senior Administration Officer (HDR & Research Admin)
Email:	rhdadmin.shrs@uq.edu.au 
Ph: 336 57123 				

Post Graduate Coordinator
Prof Linda Worrall, 
Speech Pathology, SHRS
l.worrall@uq.edu.au

Postgraduate Representatives: The Postgraduate Representatives are your representatives on the SHRS Research Committee.
Ray Lang	lei.lang@uq.net.au
[bookmark: _Toc507141571]Induction and Training

[bookmark: _Toc507141572]Candidature Skills Training
The Graduate School’s year-round Career Development Framework program which is tailored to address skill requirements and needs of HDR students during their candidature.  Skills Training includes workshops and information sessions.  Training activity details will be provided two months in advance.  The calendar will also advise whether the session will be repeated later in the year.
Other training programs are offered by:
· UniQuest
· Student Services 
[bookmark: _Toc507141573]Library Research skills and technology training
The Library provides in person and online training in research and I.T. skills to support UQ's teaching, learning and research. View their training calendar for face to face and online sessions
[bookmark: _Toc507141574]Enrolling in Additional Courses
HDR Students can request to undertake additional courses as part of their research program. Enrolment in additional courses will only be approved when the courses are deemed relevant to your research project or are required by SHRS as part of research training.

In order to request enrolment in additional courses, the Application for enrolment in / cancellation of additional courses form can be found via the Graduate School website:

https://my.uq.edu.au/rhd-information-and-services/manage-my-candidature/changing-your-candidature 

Enrolment in additional courses may incur additional fees, please seek advice on this prior to enrolling to avoid expensive surprises.
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You should be aware of the University Policies and Procedures outlined below, that form part of the Induction process.
1. 1.50.01 Code of Conduct 
1. 2.0 Workplace Health and Safety
1. 3.60 Student Rights and Responsibilities
1. 4.60.02 Higher Degree Research Candidate Charter 
1. 4.80.01 UQ Research Scholarships
1. 6. Information and Communication Technology
1. UniSafe Services
1. Student Services
Student Charter

The University’s Postgraduate Research Student Charter sets out the rights and obligations of a Higher Degree Research student.  Postgraduate research students should familiarise themselves with this charter, which can be found at Higher Degree Research Candidate Charter 

University Procedures

Postgraduate research students can be expected to:

· Pursue work diligently with a view to completing theses within the specified time;
· Ensure that no plagiarism or other form of academic misconduct is committed; ensure that presentation and format of theses meets the University’s requirements; and to submit their thesis in a form suitable for examination, that follows protocols or scholarly presentation appropriate to the discipline, and is as far as possible free of grammatical, spelling typographical errors.



University Expectations

The University expects supervisors and students to be familiar with and adhere to relevant University rules, policies, guidelines and Code of Conduct wherever they are applicable to postgraduate research.

Postgraduate Research students can be expected to:
· Take an active, self-motivated approach to research seeking input from other staff and postgraduate students when possible; and, while acknowledging that the supervisor’s input and guidance are crucial, accept final responsibility for the research and the thesis;
· Treat University facilities and equipment used in research with due care and in an appropriate manner;
· Obtain ethical clearances for the work wherever necessary and abide by Occupational Health and Safety Policies and Procedures as required;
· Keep abreast of the latest literature in the research field in order to be aware of any developments affecting the thesis and to maintain a broad knowledge of the field;
· Have oral and written competence in academic English at a level appropriate to the production of a thesis and for the reporting of research results;
· See that final drafts are proofread and edited to an acceptable scholarly standard for submission.

Supervision

Postgraduate research students can be expected to:

· Maintain a mutually agreed level of contact with the Supervisor; attend meetings prepared to make clear statements about ideas, progress and problems; and continue the agreed-upon schedule of contact and for submission of work when away from the University campus on field work or research trips, or while enrolled as a remote student;
· Refrain from embarking on any significant variation to the topic unless agreed with the principal Supervisor;
· Submit regular drafts of work as agreed with the Principal Supervisor, and to allow the Supervisor a reasonable amount of time to read and comment in detail.  Written work should be submitted before supervisory meetings;
· Inform the Supervisor of any personal or other difficulties which have slowed or may slow progress;

School Activities

Postgraduate students can be expected to:

· Present and attend such seminars as the School requires;
· Attend such courses as are specified by the School;
· Treat all their colleagues, students and staff with respect;
· Contribute to the intellectual and social life of the school by participation in activities such as meetings of school postgraduate associations, and by attendance at School Research Seminars and other academic functions;
· Make every effort to attend and present work at relevant conferences and to publish work in appropriate scholarly outlets.
[bookmark: _Toc507141577]Managing your Candidature

During your studies, you may need to make changes to your candidature.  A range of online forms are available via the Graduate School’s Current Students link.  Some of the online forms available are:

· Submit Milestones
· Change in attendance status between full-time and part-time
· Change in attendance between internal and remote status
· Change of research project title
· Apply for a period of interruption or extension
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Staff at all levels within the University of Queensland have specific responsibilities for ensuring Occupational Health and Safety (OH&S). These responsibilities are principally based on the Queensland Work and Health and Safety Act (2011) and related regulations and legislation. The UQ OH&S policy further reinforces these responsibilities.
HDR Students are considered to be UQ Workers and as such must undertake additional OHS training, more than would an undergraduate student. The reasoning being that you will be in the labs or clinics, collecting data, performing leading edge research where additional hazards and risks may exists. 
Individual staff / Higher Degree Research Candidates must:
· Comply with safe working procedures 
· Use of appropriate personal protective equipment and safety systems 
· Assist with the preparation of risk assessments 
· Report OH&S problems  
Below is a list of mandatory online OHS training you are required to undertake.

· General Workplace Safety Training [5 year refresher]
· Annual Fire Safety Training [annual refresher]
· Code of Conduct Training [2 year refresher]

All Higher Degree Research Candidates and Staff working on campus are required to complete the 
· UQ New Worker OHS Induction Checklist 
· Training Needs Analysis (TNA)  

Please give your completed (and signed by your Principal Advisor) UQ New Worker OHS Induction Checklist to HDR Administration to keep on file.  

Risk Assessments

All HDR students must complete a Risk Assessment (RA) for their research project. Please discuss this with your supervisor. Government Regulators require us to implement Risk Management systems because UQ is a self-insured entity and developing risk assessments is one method of preventing injuries. To create a RA go into the UQSafe-Risk Database – Training and resource documents can be found on the lower half of this webpage.

The reason for completing a risk assessment is that it makes you consider the risks involved with your research rather than assuming someone has done it for you. Risk assessments should be completed before any collection of data or work in labs or clinics.

When writing your own risk assessment you are welcome to search/copy/modify other risk assessments in the database (university wide) if an existing task is similar to yours. In the ‘Process or Job Description’ ensure this accurately describes your task, elaborating with information pertinent to your specific research. You may reference another risk assessment if another task/procedure is used. In ‘Hazard Event’ try to address the hazard by going through the hierarchical controls, for example,

Elimination: nil
Substitution: nil
Engineering/Isolation: nil
Administration: Staff/student performs a daily visual inspection of the workspace for trip hazards.
Personal Protective Equipment: Nil

If you have any questions please contact Dion Scott, WHS Co-ordinator.

Seeking Volunteers

There are few ways you can seek volunteers:

· Email the media team at habs.media@uq.edu.au, they will be able to advise how to get details posted to the HABS Faculties Facebook and twitter pages. 
· Post a call for volunteers to the SHRS HDR facebook
· Front office staff can put notices up on the electronic notice boards
· UQ Update Newsletter - https://survey.its.uq.edu.au/Checkbox/UQ-Update-Volunteer-Submission-Form.aspx  
· Your supervisor may have contacts as well

Please remember when seeking volunteers you must use a UQ email address details on how to do this can be found under IT and Online Resources below.
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Applying for Human Ethics Clearance
The University of Queensland’s Human Research Ethics Committees accept applications using the NHMRC’s Human Research Ethics Application (HREA). 
Under the National Mutual Acceptance model for Queensland Public Hospitals and those from other states, there is still a requirement to use the online forms.
Currently Queensland Health are still mandating that all Ethics and Governance submissions must be made through the current online forms. 
 UQ Human Research Ethics Committees
The University of Queensland has two NHMRC-registered multi-disciplinary HRECs – UQ Human Research Ethics Committee A and UQ Human Research Ethics Committee B. Each HREC meets monthly on an alternating fortnightly basis.
 Ethical Review Pathways
Full Review - All research involving humans that is greater than low or negligible risk must be reviewed by one of UQ’s central HRECs in a full committee meeting.
Ratifications – UQ researchers who have obtained external ethics approval may submit the external notification of approval and all approved documentation for administrative review. Documents can be submitted via email to humanethics@research.uq.edu.au.
Low or Negligible Risk – UQ has implemented a Faculty-based process for review of staff and student Low and Negligible Risk projects, with Sub-Committees of UQ’s central HRECs established in each Faculty.   
Please refer to the Low and Negligible Risk website for more information.
Student applications must be made in the Principal Advisors name but the Student is still expected to prepare the application.
Exemption from Human Research Ethics
Researchers can apply for exemption from ethics review; however, should the request not be approved, researchers will be required to apply to the relevant ethics body at the University (full HREC review or LNR Sub-Committee review). Requests for exemption must be made using the approved form and lodged with the Office of Research Ethics. For further information please see Requesting Exemption from Human Research Ethics Review:  https://ppl.app.uq.edu.au/content/4.20.07-requesting-exemption-human-research-ethics-review 
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The University of Queensland has developed UQ Research Data Manager (UQRDM) to provide researchers and Higher Degree by Research (HDR) students with a facility to practise good stewardship of research data. As a HDR student in SHRS you are expected to use this facility exemptions are allowed your funding provider stipulates another secure solution.

Why

· Collaborate effectively with UQ and external researchers by easily sharing your project’s research data
· Easily design a data management plan you can use in your grant or ethics applications
· Get research data storage for each research project

How

1. Login to the UQ Research Data Manager at https://rdm.uq.edu.au/
2. Select “Create new record” (see image below)
3. Record project information
4. Enter the “UQ lead”. For HDR projects, you will be prompted to nominate your UQ principal advisor; for non-HDR projects, the owner may also act as the UQ lead
5. The UQ lead approves the record, and the data storage is automatically provisioned

Continue to use UQRDM throughout your project
Once you have set up your project in UQRDM, you can:

· edit, share, collaborate with researchers at UQ or any other Australian institutions
· access your data from multiple sites, both on or off campus, and
· confidently plan and manage your data, using additional features of the system

For more information and help with UQRDM system, contact rdm-team@uq.edu.au 
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[bookmark: _Toc507141582]Seddon North HDR workspace (level 4)
Each full-time research candidate in the School is allocated the following facilities:

· A desk in a shared workroom (Level 4 Seddon North)
· Storage facilities, including lockable desk drawers and a lockable filing cabinet
· A computer and access to a printer

Other IT equipment such as additional monitors will be issued on a case by case basis pending the circumstances and requirements. 

Part-time and remote research students are able to access a desk and to other facilities as required.  This needs to be discussed and organised with the School’s HDR Administration.

Please remember when working in Seddon this is a shared environment and will have some noise associated with it, keyboards can be noisy, phones will receive calls or messages, and people will drop things.  Quiet discussions are allowed and encouraged we want you to get to know each other and form friendships.  All we ask is please try to be tolerant of others and mindful of any noise you create. If something is bothering you try a quiet word with the person and if that does not work or you are uncomfortable doing this let either the PGAO or your Student Rep know.   

Meeting rooms
There are two meeting rooms available for HDR Students to use to either make calls in quiet space. Both offices are set up with a computer which can be used for some quiet writing time. Rooms can be booked via the BookIT site.

Cleaning
The cleaners will come in and vacuum once a week, toilets will be cleaned daily.  The kitchen area is your responsibility.  Please ensure you clean up after yourself, wash your dishes, wipe out the microwave, don’t leave food in the fridge past expiry.  If each person takes responsibility then the space remains nice for everyone.

Mailroom
[image: IMG_6031]HDR student mail is distributed into the pigeon trays in the level 7 mail room/utility room 706 (Therapies Annex). The pigeon trays are alphabetically labelled “A to Z”. Mail items will be distributed under your surname initial. Please ensure you regularly check the pigeon trays. 
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[bookmark: _Toc507141584]Student email account
As an enrolled student of The University of Queensland, all official correspondence will be sent to your student email address.  Please note that it is a condition of candidature to check your student email account on a regular basis, or set up an automatic redirection.  Information about this can be located at https://its.uq.edu.au/redirect-student-email 


The student UQ email service can be kept 'for life'. Please note this is specific to your student UQ email which will either be  firstname.lastnamexx@uq.net.au or firstname.lastnamexx@uqconnect.edu.au (where xx may be a number). 

For further email help a number of guides are available on the ITS website https://its.uq.edu.au/services/student-email 
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If you hold a paid appointment with UQ or receive a UQ Scholarship you may also be allocated either a staff email or staff associate email. These email accounts typically following the format: firstnameinitial.surname@uq.edu.au (eg a.smith@uq.edu.au).  If you do not get one of these accounts and need one please email rhd.shrs@enquire.uq.edu.au.

UQ staff and staff associate emails are not issued for life so please ensure if you are required to note an email contact for publications please ensure they are using your student for life email. 

[bookmark: _Toc507141586]Hosted email accounts
If you are conducting research as part of your project you may need a generic email account associated with the project rather than your student email, (eg myproject@uq.edu.au).  UQ’s email policy states we must not use an externally hosted account (gmail, yahoo etc..) for official university email.  As your research is official UQ research you will need to either use your student email or a UQ hosted email.  These can be set up with a generic name and are free to staff and associates.  As a PhD student with an XX@uq.edu.au staff account you can access to this service, if you do not have a staff account please contact rhd.shrs@enquire.uq.edu.au.   

You can apply for a hosted server here: https://its.uq.edu.au/services-guides/user-accounts-and-passwords/shared-hosted-server-accounts the account would need to be approved by Pascale Nijssen our School Manager and IS generally set up in a few days.  .
[bookmark: _Toc507141587]Blackboard
To facilitate communications, notices and resources the School has a Blackboard community called. SHRS Research Community. You will find resources specific to HDR under the ‘HDR Students’ folder. You can access Blackboard via eLearning@UQ (Blackboard)  or your mySI-net account. 
[bookmark: _Toc507141589]HDR student group mailing lists
The School has developed mailing lists specifically for HDR Students so that communications and updates can easily be communicated to our HDR community. 

The lists are:
· All HDR students: shrs-rhd-students@lists.uq.edu.au
· Occupational Therapy: shrs-occthpy- rhd -students@lists.uq.edu.au
· Physiotherapy: shrs-physio- rhd -students@lists.uq.edu.au
· Speech Pathology: shrs-speech- rhd -students@lists.uq.edu.au
· Audiology: shrs-aud- rhd -students@lists.uq.edu.au

HDR students are allocated to the lists upon commencement. If you think that you are not on the appropriate list please email rhd.shrs@enquire.uq.edu.au.   
[bookmark: _Toc507141590]IT Software
The University has a range of Software that students and staff can use. For information regarding specific software please visit ITS website https://www.its.uq.edu.au/services/software

[bookmark: _Toc507141591]Useful links
Below are some useful websites which contain detailed information including a broad range of information regarding scholarships, MPhil and PhD programs, resources and training, thesis preparation, and any relevant forms or contacts relating to Higher Degree Research studies.

http://www.uq.edu.au/grad-school/

http://www.shrs.uq.edu.au/research
[bookmark: _Toc507141592]Statistics Assistance 
The School of Health and Rehabilitation Science offers HDR students the following services in regards to statistics:

Advice on:
· Design of research studies
· Data collection and data management
· Statistical analysis of quantitative data
· Interpretation and presentation of results 

Workshops/seminars on:
· Statistical methods for data analysis 
· Stata, a software for statistical data analysis

In order to request these services, please email stat-shrs@uq.edu.au 
[bookmark: _Toc507141593]HDR Funding - Research Costs and Travel
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Higher Degree Research Candidates can apply for financial support during their candidature.  Budgets must be discussed with your advisory team and endorsed by them.  The amount must not exceed $1500 for an MPhil candidate and $3000 for a PhD candidate for research costs and travel combined. 

The combined budget will be approved by the Postgraduate Coordinator at your confirmation milestone and can be revised a subsequent ones.  Budget requests are submitted using the Excel, HDR Budget Template spread sheet (Appendix B: HDR Funding Support, Appendix C: example of HDR Budget Request Form).   

Students are encouraged to consider the priority for any particular expense against other costs and opportunities that can be anticipated for the remainder of their PhD studies, as the allocation is for the entire period of candidature.  Note that all expenditure against this allocation must be justified in terms of a student’s research or professional development.

All expenditure against a given postgraduate student’s allocation requires the authorisation of the student’s advisor.  No expenditure will be permitted without advisor authorisation.
[bookmark: _Toc507141595]Accessing your Approved Budget
Email habs.finance@uq.edu.au with the following information and they can arrange payment directly.

Employee name: 
Item:
Total Cost:
Chart String: HDR Funding XXXXXXX-XX-XXX-XX FFT: HDRXXXX(NAME)

Attach supplier quote or provide website link for item

Alternatively, you can purchase the items and finance will assist you with a reimbursement form when you send them the tax invoice & receipt of payment

Where travel is involved you will need appropriate travel approvals to be in place prior to payment.

[bookmark: _Toc507141596]Travel Policy UQ
[bookmark: _GoBack]From 5 December 2016 a UniFi Travel Request is no longer required for domestic travel. You are only required to obtain simple written approval from your supervisor (email is sufficient), prior to booking travel. The request to your supervisor for domestic travel approval should include:
· Travel location;
· Reason for travel;
· Travel dates;
· Estimated cost of trip and source of funds (estimate only, a Campus Travel quote is not required);
· Details of any private days (including an attached Dual Purpose Travel Calculator – Domestic [XLS] if the trip includes private days); and
· Details of any intended leave to be taken.
You must ensure there are funds available to cover the estimated travel expenses before seeking supervisor approval.
Evidence of domestic travel approval must be retained by both the UQ traveller and Supervisor for audit and record management purposes.
In regards to paying for the conference registration, please see if the organisation can generate a Tax Invoice. If they only accept credit card payment, please arrange a time to meet with the Finance Team (habs.finance@uq.edu.au) to arrange payment.
[bookmark: _Toc507141597]Graduate School International Travel Award
The Graduate School International Travel Awards are awarded to support overseas travel for UQ Research Students. The award is up to $5,000 for travel. For information regarding eligibility and terms and conditions please see the scholarships page. 
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To assist you in forward planning, details of the milestone process are available below. From the commencement of your Higher Degree Research Candidature, you will work with your Advisory Team in scheduling your milestones over the term of your candidature.  
[bookmark: _Toc507141599]What are the milestones?

A student’s progress in a Higher Degree Research is assessed by candidature milestones.
 
Candidature milestones consist of confirmation, mid-candidature review and thesis review and occur near the beginning, middle and end of candidature respectively.  Milestones are used to assess the attributes and achievements of students at each stage of their degree and to plan and review progress towards the timely completion of their project.  Due dates for milestones can be found in mySI-net when you login, select the ‘Research’ link and then ‘Candidature’. Milestone due dates should be monitored by both students and advisors.
 
Each milestone is part of a structured process to ensure that HDR candidates are acquiring particular skills, knowledge and abilities while making progress towards completing their research project and writing a thesis.
 
[bookmark: _Toc507141600]Candidature Committee

For each HDR candidate in the School, a Candidature committee will be formed that consists of the following members:

· Committee Chair: Postgraduate Coordinator (PGC) (or representative)
· The Candidate’s advisory team *
· Independent Expert (s) – at least one member of the university staff who is not a member of the advisory team and who has expertise in the general area of the thesis project **

*This will be the principal and associate advisor(s).  All candidates must have at least two advisors.
**This person need not be a member of the School of Health and Rehabilitation Sciences.
[bookmark: _Toc507141601]
What are the requirements for each milestone?

Each milestone has specific requirements, as outlined below, however, in general they consist of 

· Written work by the Candidate
· Oral work by the Candidate
· An interview/dialogue with the Candidate

The Candidate will received written feedback on their work.  Following this process the PGC makes a recommendation to the Dean, UQ Graduate School about whether the milestone has been attained.

The progression and development milestones consist of 

· Confirmation
· Mid-Candidature Review
· Thesis Review

To assist you in forward planning, from the commencement of your Higher Degree Research Candidature, you will work with your Advisory Team in scheduling your milestones over the term of your candidature.  

The following sections provide a brief summary of each of the milestones. There is also further information on the SHRS website regarding Candidature Milestones and the Milestone Checklists which should be downloaded directly from the website.
Guidelines for independent panel members of Milestone committees can be found here (and Appendix A).
For additional information regarding your candidature please refer to the UQ Graduate School, by clicking here. The Attainment or Extension of Milestone form is now an online form and can only be found on the Graduate School web site.
 
[bookmark: _Toc507141602]iThenticate

Milestones
As part of the milestone attainment process, all HDR candidates are required to upload their milestone documents to iThenticate. The final iThenticate originality report must be shared with your Principal Advisor, and Postgraduate Coordinator (PGC). Your Principal Advisor will need to confirm, via Unitask, that they have viewed the report before the milestone can be attained.

Thesis submission

As part of thesis submission requirements, all HDR candidates are required to upload a copy of their thesis to iThenticate prior to uploading to the UQ eSpace as part of the submission process. The final iThenticate originality report must be shared with your Principal Advisor, and Postgraduate Coordinator (PGC). The Principal Advisor will be required to certify, via Unitask, that they have viewed and discussed the iThenticate report with you and confirm that your thesis is ready for examination.  The PGC will also be required to certify they have reviewed this originality report and endorse the submission.
iThenticate can be accessed by logging in with your UQ student username and password via: https://idp-prod.uq.edu.au/iThenticate/auth
[bookmark: _Toc507141603]Confirmation of Candidature

Confirmation is a critically important moment for every Higher Degree Research candidate. At this milestone: 
· the candidate receives formative advice about the direction, scope, planning, and feasibility of the project; and about the acquisition or further development of appropriate research and professional skills; 
· the school/institute reviews the human, physical, financial resources needed to sustain the candidature, in compliance with relevant university, disciplinary, and external regulatory protocols; and 
· the University is assured by the school/institute’s review that continuation of the candidature is likely to lead to an assessable thesis in about the period for which the candidate, school/institute, and University are funded to support the candidate’s enrolment. 

During this stage of candidature the student will need to complete an oral component and undergo an interview. In order to satisfy the oral component of the confirmation process, the student must present at a school forum: either the School Postgraduate Research Conference (held at the end of each year) or at another forum, such as a division meeting which is advertised at a school-wide level.  

The interview date should be as close as possible to the scheduled date in SiNet. 

In preparation for the Confirmation milestone the candidate should:


1. Know when the milestone is due, by checking student record in SiNet
1. Discuss the timing of milestone with the advisory team.  In consultation with advisory team, decide whether it is possible to meet the scheduled date for the milestone and who will be the independent member of the committee. 
1. Contact rhd.shrs@enquire.uq.edu.au to confirm the independent panel member and nominate some dates and times for the interview. HDR Administration will confirm the PGC Chair of the review committee and will organise the room and event notifications. 
1. Complete the Confirmation milestone checklist and include it with milestone documentation when sending it to committee members. This should be sent to the committee at least two weeks prior to the interview date. (Do not submit this documentation through the portal)
1. The student will also be required to complete the mandatory Research Integrity Module prior to their confirmation meeting (see Appendix D for instructions).

Student should cc: rhd.shrs@enquire.uq.edu.au when they send milestone documentation to committee members by e-mail.

Following the interview, two documents are required by the Graduate School to update the student’s status to 'Confirmed'. 

1. The Chair of the Confirmation Committee produces a report. 
1. This report must be attached to the ‘attainment of milestone’ online request that will be submitted through the candidature portal.

Note that you must submit your ‘attainment of milestone’ form through the portal in order for your confirmation to be finalised.

[bookmark: _Toc507141604]Mid Candidature Review:

The mid-candidature review represents a mid-point between confirmation of candidature and thesis review milestones. Achievement of this milestone reassures the candidate, advisory team and school/institute that:
· the project is on track for completion within candidature duration, and 
· the candidate’s research and other professional skills are developing appropriately. 

There is no interview for Mid Candidature Review unless requested by candidate or advisory team.  

In preparation for the Mid Candidature Review milestone the candidate should:

1. Know when the milestone is due, by checking student record in SiNet
2. Discuss the timing of milestone with advisory team.  In consultation with advisory team, decide whether it is possible to meet the scheduled date for the milestone and who will be the independent member of the committee.
3. Contact rhd.shrs@enquire.uq.edu.au to confirm independent panel member and the Chair of the review committee 
4. Complete the Mid Candidature checklist and include it with milestone documentation when sending it to committee members. (Do not submit this documentation through the portal) 
5. The student will also be required to complete the mandatory Research Integrity Module prior to their confirmation meeting (see Appendix D for instructions).
Student should cc: rhd.shrs@enquire.uq.edu.au when they send milestone documentation to committee members by e-mail.

Following the submission of the Mid Candidature review documentation:
1. The Chair of the Confirmation Committee produces a report (generally 2 weeks after submission). 
2. This report must be attached to the ‘attainment of milestone’ online request that will be submitted through the candidature portal.

Note that you must submit your ‘attainment of milestone’ form through the portal in order for your confirmation to be finalised.
[bookmark: _Toc507141605]Thesis Review:

The thesis review: 
· enables the school/institute to determine collectively that the thesis should be ready for assessment by the expected date or determine a new submission date, 
· allows any differences of opinion among the candidate and the advisory team about the readiness of the thesis for assessment to be aired and settled collegially, 
· assures the candidate and advisory team of the scope, originality and quality of the thesis, 
· identifies any major concerns that need attention before submission, 
· provides a forum for discussing the mix of disciplinary knowledge required among the thesis assessors to review the breadth of work contained within the thesis, and 
· enables the candidate and the advisors to express any reservations or concerns about having any particular individual act as an assessor. 

In addition to matters normally covered by feedback and recommendation documents, the thesis review feedback attests to the quality and scope of the research, details decisions reached about the mix of thesis assessors, records reservations about particular individuals, and states the expected thesis submission date.

Thesis Review does not require an interview. 

In preparation for the Thesis Review milestone the candidate should: 

1. Know when the milestone is due by checking your student record in SiNet.
2. Discuss the timing of milestone with advisory team.  In consultation with advisory team, decide whether it is possible to meet the scheduled date for the milestone and who will be the independent member of the committee.
3. Contact rhd.shrs@enquire.uq.edu.au to confirm the independent panel member and HDR Administration will confirm the PGC Chair of the review committee.
4. Complete the Thesis Review checklist and include it with milestone documentation when sending it to committee members. (Do not submit this documentation through the portal)
5. Student should cc: rhd.shrs@enquire.uq.edu.au if they send milestone documentation to committee members by e-mail. 
6. Students will also be required to complete the mandatory Research Integrity Module prior to their confirmation meeting (see Appendix D for instructions).

Following the submission of the Thesis review documentation:
1. The Chair of the Confirmation Committee produces a report (generally 2 weeks after submission). 
2. This report must be attached to the ‘attainment of milestone’ request that will be submitted through the candidature portal.

Note that you must submit your ‘attainment of milestone’ form through the portal in order for your confirmation to be finalised.

[bookmark: _Toc507141606]Thesis Submission (Thesis Examination):

The thesis examination is the final stage of your candidature. The Graduate School strives to ensure that your thesis review and examination is as simple a process as possible and have information and resources on the following:

Thesis preparation
Information on what must be included in a thesis, thesis preliminary pages, conflict of interest, as well as details on publications, plagiarism, professional editing, nomination of examiners and more.
 
Thesis submission
Details and links to UQ eSpace (where a thesis must be uploaded), as well as thesis corrections, and information on tuition fees after submission.
 
Thesis examination
Information including thesis examination outcomes, conflict of interest, examination confidentiality, thesis corrections, final thesis requirements, thesis production costs, and delayed or restricted access to a thesis.
 
Oral thesis examination
All students enrolled from 2018 onwards will be required to complete an Oral Thesis Exam. This link includes information on the objectives of the oral thesis examination, the composition of the oral examination panel, and the structure of the oral thesis examination.
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Confirmation
· Please read the documents and have your questions ready for the arranged interview between the Chair, candidate, and Advisory Panel. 
· At the beginning of the meeting, please indicate to the Chair if you have any major concerns about the candidate’s suitability for confirmation. 
· Be ready to start the process of asking questions of the candidate. 
· Make your suggestions and requirements clear to the candidate in the interview.
· Read, edit and return the report that the Chair emails you by reply email if possible.
Mid-candidature
Within one week....
· Please read the documents sent to you 
· Write a brief report (half a page) on the documents. At this stage, please consider whether the candidate is 
a. Making sufficient progress (e.g. Are they at least half way? Have they collected some or most of their data? Have they been writing and publishing as they go?)
b. Whether the quality of the work is good (e.g. if they have published as they go this is usually a good indicator. If they are writing their thesis in chapters, please read one and provide feedback)
c. Whether the scope of their thesis is appropriate (e.g. is it going to be too large for the candidate to manage to complete in the remaining timeframe? Is it too small so that only a couple of minor publications will emerge?)

· Email your report to the Chair of the Panel.
· Read, edit and return the final report that the Chair emails you by reply email if possible.

Thesis Review
Within one week....
· Please read the documents sent to you 
· Write a brief report (half a page) on the documents. At this stage, please consider 
a) Whether the thesis should be submitted
b) What further work is required prior to submission

· Email your report to the Chair of the Panel.
· Read, edit and return the final report that the Chair emails you by reply email if possible.
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School of Health and Rehabilitation Sciences
HDR policies for advisors and candidates
Revised budget process (January, 2013)

Recent budget constraints have led to some changes to the guidelines for HDR budget allocations.  The main changes are:
1. Research costs and travel budgets will be combined and capped at $3000. Hence there will be just one budget called the HDR budget.
2. The HDR budget (including costs and travel) will need approval by one of the Postgraduate Coordinators before Finance Unit staff will approve any expenditure. This will typically occur as part of the milestone process.  Please use this HDR Budget Excel file. 
3. Principal Advisors of candidates with already approved research cost budgets that have not been fully spent will be invited to resubmit their budget to include future travel plans.  
4. For HDR candidates with approved budgets, advisors have been asked to work with the candidates to cap the combined budget at $3000 for the remainder of their candidature. 
5. Candidates who have scholarships or grants that include equivalent funding for research costs or travel for the project will not be eligible for the School’s HDR budget allocation. Candidates who are working on a funded project will also be ineligible for research costs. Only funding requests not already covered (e.g. travel costs) but essential to the completion of the HDR degree will be considered. 

The following are offered as guidelines.

HDR Budgets 

· The purpose of the HDR budget is to help defray the costs of undertaking the PhD or MPhil research (for example; data collection) when external funds have not been obtained and to support candidates to present their findings at conferences.  
· Advisors need to carefully develop budgets in discussion with their HDR students and these are then discussed with the Confirmation panel at interview. Budgets for PhD projects are not expected to exceed $3000 for the period of candidature.
· Budgets for MPhil projects are not expected to exceed $1500 for the period of candidature. If an MPhil candidate upgrades to a PhD, their budget can be extended up to a maximum of $3,000.
· If a funding approval for conference travel after confirmation is required, the candidate may allocate a proportion of their budget towards it at confirmation but provide the details of the conference at a later date, preferably as part of Mid-Candidature or Thesis Review. 
· Candidates are requested to familiarise themselves with UQ’s Policies and Procedures for travel at http://ppl.app.uq.edu.au/content/9.45.05-travel prior to arranging conference travel. 
· If the costs of the research are likely to exceed $3000/$1500, these must be declared on the Application for Admission form.  In these cases, applicants and/or their advisors will need to demonstrate how these costs will be covered (e.g. from grants, consultancy funds, etc.) prior to admission. If additional funds are not secured, the project may need to be scaled back to fit within the SHRS budget thresholds stated above. If the costs change after enrolment and are expected to exceed the threshold, please notify the Postgraduate Coordinator immediately.
· Applications for a student’s personal travel expenses for data collection will be considered, but they must be included in the budget estimate on the application for enrolment form and clearly justify the travel expense as an essential part of data collection. 
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	HDR CANDIDATE NAME:
	
	SUPERVISOR NAME:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Please tick applicable box:
	
	
	
	
	
	
	
	
	
	

	
	 
	     Other funds (for example: grant funds scholarship funds) are not available to cover research costs.
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	 
	    Other funds (for example; grant funds scholarship funds) are not available to cover conference travel costs.
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	 
	
	Rationale: (please explain why these are essential to your research)
	

	
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 

	 
	 
	DETAILED BUDGET ITEMS
	 
	AMOUNT REQUESTED
	 
	AMOUNT APPROVED
	 
	
	AMOUNT SPENT
TO DATE
	 
	AVAILABLE BALANCE
	 

	 
	
	(list each item separately)
	 
	
	 
	
	 
	
	
	 
	
	 

	 
	A.
	Salary Costs:
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	1.
	RA Hew 4.2 at $27.00 (including on costs)
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	
	for 10 hrs to assist with client interviews/
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	
	database management
	 
	480
	 
	480
	 
	
	156
	 
	324
	 

	 
	B.
	Small IT Equipment:
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	1.
	1 x Apple iPad
	 
	650
	 
	650
	 
	
	220
	 
	430
	 

	 
	2.
	Other item
	 
	50
	 
	37
	 
	
	10
	 
	27
	 

	 
	C.
	Consumables:
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	1.
	Set of "Talk Talk" speech cards
	 
	333
	 
	333
	 
	
	111
	 
	222
	 

	 
	2.
	Other item
	 
	200
	 
	100
	 
	
	100
	 
	0
	 

	 
	D.
	Mileage Allowance/Taxi Fare/Car Hire:
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	1.
	Hire of UQ Car for client interviews at home
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	
	for those unable to come to UQ 10 clients @
	 
	
	 
	
	 
	
	
	 
	
	 

	 
	
	$12.50 per trip
	 
	125
	 
	125
	 
	
	125
	 
	0
	 

	 
	2.
	10 cab fares for clients' home - UQ
	 
	
	 
	
	 
	
	
	 
	
	 

	 
	
	10 clients @ $25 per trip
	 
	250
	 
	0
	 
	
	0
	 
	0
	 

	 
	D.
	Conference Registration:
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	1.
	25th SPCH Conf Reg Fee
	 
	875
	 
	875
	 
	
	875
	 
	0
	 

	 
	
	(presenting at Conference)
	 
	
	 
	
	 
	
	
	 
	
	 

	 
	E.
	Travel:
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	1.
	Airfare - BNE-LON-BNE
	 
	400
	 
	200
	 
	
	100
	 
	100
	 

	 
	2.
	Accomm - 5 nights 
LON @ $250 per night
	 
	500
	 
	200
	 
	
	0
	 
	200
	 

	 
	 
	 
	 
	
	 
	
	 
	
	
	 
	 
	 

	 
	 
	TOTAL BUDGET REQUESTED/APPROVED
	 
	3,863
	 
	3,000
	 
	
	1,697
	 
	1303
	 

	 
	
	Comments:
	 
	 
	 
	 
	
	
	
	
	
	 

	 
	 
	
	 
	 

	 
	 
	HDR CANDIDATE'S SIGNATURE:
	
	
	SUPERVISOR'S SIGNATURE:
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Appendix D – Research and Integrity Module for HDR Candidates

Instructions:

1. Visit Learn.uq.edu.au and log in using your student username and password.

2. In the top right corner of the page, click on “Research and Integrity” in the “My Communities” section.

[image: ]


3. Click “Course modules” on the menu to the left of the page.

[image: ]


4. Choose one (the one most closely related to your area of research) of the five modules and then use the menu to the left (as illustrated) to navigate through the module.
[image: ]




5. Once you have perused the module and you feel that you are ready for the test, click on “Course test” on the left menu and then select “Research and Integrity test”.

[image: ]


6. Read the instructions and click “Begin” to start the test. Once you have started the test you will need to complete it.

7. Once you have completed the test click “Save and Submit”. You will need to achieve a score of 80% and above to successful pass the module.
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