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Administration of ESRC Studentships 2011 at the University of Leeds
These guidance notes relate to the administration of ESRC awards at the University of Leeds and should be used as a reference document for both staff and students.  They should be read in conjunction with the ESRC ESRC Postgraduate Funding Guide. (Please note there are 2 Guides – one is for studentships commencing prior to October 2011 and the other is for studentships commencing October 2011 onwards).  Recipients of ESRC awards are expected to abide by the ESRC rules and regulations from the date of acceptance of the offer of an award.  ESRC forms may be downloaded from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).
SUMMARY OF MAIN CHANGES AND POINTS FOR CLARIFICATION FOR 2011
Accredited Doctoral Training Centre – the University of Leeds is now part of the ESRC White Rose Doctoral Training Centre (ESRC WR DTC) and new studentships are administered according to the new postgraduate training framework from October 2011.
Overseas Fieldwork – For studentships commencing prior to October 2011, students can apply for Overseas Fieldwork by completing the form available from the ‘Award Holders’ tab on the Scholarships website.  for DTC studentships commencing October 2011 onwards – several calls for applications for Overseas Fieldwork will be issued each academic session – details will be available from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).  Where a DTC is unable to fully fund a student’s overseas fieldwork trip, students may use their RTSG to supplement the costs associated with overseas fieldwork, however this is entirely at the student’s discretion.
Disabled Student’s Allowance – new procedures in place for DTC studentships commencing October 2011 onwards – please refer to page 3.
The Postgraduate Scholarships Office is responsible for informing students about the outcome of applications and will administer payments to students.  It will also be responsible for reporting on changes during a student’s candidature and reporting annually to the ESRC WR DTC on expenditure.
All study undertaken as part of the ESRC award must be carried out within the UK, except for overseas fieldwork which is an integral part of the study; conferences or training, where an agreed part of a recognised advanced course takes place outside the UK, but within the EU.  Students may not, for example, write up their thesis whilst resident outside the UK during the period of their ESRC award.  Students will also be expected to be resident close to the University of Leeds (this applies to full-time and part-time students).
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Progression from ‘1’ to the ‘+3’ ESRC Studentship
Approval for progression of an award from the 1 to the +3 will initially be given conditionally from 1 October to 31 December (and the student may register provisionally and so receive the first payment of maintenance) subject to the following:

· The student subsequently (by December) providing evidence of the successful completion of the Masters programme of study;

· A Proposal and Supervisors Report (PSR Form) will be sent to Schools by the Postgraduate Scholarships Office in June and should be returned to the Postgraduate Scholarships Office by 31 August.  This is a two-page statement about the student’s PhD and should include:

· A project title and brief statement of the aims and objectives of the PhD

· Details of why the research is appropriate

· A timetable for the programme of work

· If a student intends to carry out any overseas fieldwork, he or she will need to include details and state how it fits into the timetable for the period of study

· Intended locations, the duration of stay and the purpose of the visit should also be detailed.

· If a student is subsequently not awarded the Master’s degree, they may become liable to repay any maintenance funds received for the period October to December.

Progression for +3 ESRC Students to Year 2 and 3 and 1+3 Students to Years 3 and 4
The Postgraduate Scholarships Office will contact the relevant Postgraduate Research Tutor in June for confirmation that the +3/1+3 ESRC award should be renewed for a further year.

Value of Awards and Allowances (please refer to the ESRC Postgraduate Funding Guide for complete list)
Each ESRC studentship can cover fees, maintenance and other allowances and expenses, depending on the student’s situation, circumstances and type of award.  
Collaborative students might also receive an allowance each year from the non-academic partner in addition to their maintenance grant.  
Disciplinary Enhanced Stipends 
ESRC has identified two disciplines that experience specific challenges in attracting and retaining high quality students – Economics and Advanced Quantitative Methods and a number of studentships within these areas may receive an enhanced stipend of £3,000 per annum (number of eligible studentships to be determined by the ESRC WR DTC).  
Research Training Support Grant
Once the +3 element of a studentship has started, all students will be eligible for a Research Training Support Grant (RTSG) including a UK Fieldwork Allowance (this includes part-time and fees only award holders).  The RTSG is not payable for students undertaking the Masters element of a studentship.
The standard allowance is £750 per annum (students in receipt of an Advanced Quantitative Methods studentship receive £1,000 per annum).  This is intended to be used to pay for expenses which the student/supervisor/department considers to be in direct support of a student’s research.  Examples are:

· UK Fieldwork Expenses

· UK, EU and overseas conferences and summer schools

· Language training courses usually undertaken in the UK prior to an overseas fieldwork trip

· Reimbursement of interpreters, guides, assistants

· Survey costs, eg printing, stationery, telephone calls

· Purchase of small items of equipment, eg cameras, tape recorders, films, cassettes
· Textbooks (if essential for PhD), software packages
· Gifts for local informants

This allowance is personal to the student who is fully entitled to use this grant for the purposes outlined above.  If a student does not spend this allowance in full during the academic year, they can carry over any unspent funds in to the next academic year as long as this is within the period of their ESRC award (RTSG funds should not be used by students in their overtime year).  This allowance must not be top-sliced or ‘pooled’ by Schools.  School costs that need to be met, including the use of facilities, should be charged to the student on a ‘pay for use’ basis not as a flat fee.
Where a DTC is unable to fully fund a student’s overseas fieldwork trip, students may use their RTSG to supplement the costs associated with overseas fieldwork – however, this is entirely at the student’s discretion.
In exceptional circumstances, institutions may consider requests from award holders to purchase laptop or other computer equipment from this allowance.  Any such request must be clearly and adequately justified based on the nature of the research being undertaken and as being essential for the successful completion of the PhD.  In these instances, any equipment purchased in excess of £200 should remain in the custody of the School following completion of the award.

The RTSG is paid by the Postgraduate Scholarships Office annually in October/November and it is then the Schools’ responsibility to administer the payments to the students.  Schools/Faculties should keep a detailed record of claims made against the RTSG, detailing the purpose of the claim, the date and the amount and should also retain any receipts.  Please note that should a student terminate his/her ESRC studentship for any reason, Schools would be expected to return any unspent RTSG funds to the Postgraduate Scholarships Office.  Both the School and the student have the responsibility to ensure that they are familiar with the School procedures for making a claim.

Claims for Allowances (please refer to the ESRC Postgraduate Funding Guide for complete list)
Disabled Student’s Allowance (DSA)
Any disabled student who, because of a disability, is obliged to incur additional expenditure in connection with their studies, may be eligible for an allowance.  However, any requests for DSA must be made and agreed in advance of the student committing any expenditure for which ESRC funding is sought.  No awards can be made for retrospective purchase of any equipment, facilities or personal assistance in connection with a student’s disability.
DSA can be claimed from the institution in respect of non-medical helpers (including support workers, specialist tutors, library assistance, note takers etc), daily expenses and equipment.  The daily expenses allowance includes items such as travel costs, internet connections, insurance etc (please note that photocopying and consumable costs can be claimed by Masters students only, +3 students should claim these expenses from their RTSG).  Equipment covers items such as PCs, laptops, printers, software, desks, chairs, mini-disc recorders etc.  The amount of each allowance is not fixed – the actual amount of entitlement is determined according to individual needs.

Students in receipt of a ‘Fees only’ award are not eligible for the DSA.  Part-time students, however, may apply.

How to apply – New Studentships from Session 2011/12 onwards
· You should contact the Disability Team (part of Equality Service) (disability@leeds.ac.uk) and you will be guided through the process.  
How to apply – Continuing Students
Non-medical Helpers and Daily Expenses allowances have to be applied for annually at the start of the academic year, by completing a Disabled Students Allowance Form (DSA1) (available from the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk) or from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).  If a Needs Assessment already exists, only Sections 3 and 4 of this form are required to be completed by Disability Services and returned to the Postgraduate Scholarships Office for approval.  It is the student’s responsibility that this form is completed and returned on an annual basis.

Overseas Fieldwork
New Students commencing Session 2011/12
Several calls for applications for Overseas Fieldwork will be issued each academic session – details will be available from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).  Where a DTC is unable to fully fund a student’s overseas fieldwork trip, students may use their RTSG to supplement the costs associated with overseas fieldwork, however this is entirely at the student’s discretion.
Continuing Students (studentships prior to Session 2011/12)
Full-time students undertaking the +3 element of their award are eligible to apply for one claim for overseas fieldwork expenses in the life of the award.  Multiple fieldwork trips must be itemised individually on this form.  Where multiple trips are planned, only one front end element (up front costs such as flights) can be claimed.  The ESRC’s contribution to the fieldwork will be calculated using the published banded rates (see the ESRC Postgraduate Funding Guide). The proposed overseas fieldwork should have been outlined in either the original application form or at the end of the student’s first year of a 1+3 award.  Students and their Supervisor should complete an Application for Approval of Overseas Fieldwork Expenses Form (OFE), which are available on request from the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk) or may be downloaded from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk) and return to the Postgraduate Scholarships Office for approval.  If approved, the Postgraduate Scholarships Office will transfer approved amounts to the relevant School, which will be responsible for administering payments to the student.  Any subsequent changes to fieldwork plans set out in the original application, such as length of stay or location, must be agreed by the student’s supervisor in advance.  A student’s overseas fieldwork visit will normally last for up to twelve months and must be an integral part of the PhD and take place during the life of the award.  Studentships will not be extended to reflect periods spent in the field.   If for any reason the fieldwork is abandoned or is unsuccessful and the student returns to the UK early, the relevant School should recover the fieldwork allowance less any reasonable expenditure already incurred and pay this back to the Postgraduate Scholarships Office.
Fees Only or Masters students are not eligible to claim this allowance.  Part-time students can become eligible for an overseas fieldwork grant if they transfer for a fixed period to a full-time status for the duration of the fieldwork.

Increases to Award Lengths (please refer to the ESRC Postgraduate Funding Guide for complete list)
Difficult Language Training
An extension of up to one year may be considered if the student needs to acquire or develop a working ability with a difficult language in order to carry out fieldwork or other parts of their research (this is over and above the funded length of the studentship).  Students in their Masters year of the 1+3 are not eligible to apply.  Any anticipated difficult language training should have been mentioned in the student’s original application.  Extensions beyond 6 months are normally only allowed if the student needs to spend an extended period of time overseas in order to obtain these language skills.  If the student has already undertaken a pre-described Master’s course, it is expected that some progress with language acquisition will have been made and therefore it is not expected that extensions beyond 6 months should be made.  Students (together with the student’s supervisor) should complete an Application for Approval of Difficult Language Training Expenses Form (DLT) and return to the Postgraduate Scholarships Office.   Forms are available from the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk) or from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).  If approved, the Postgraduate Scholarships Office will transfer approved amounts to the relevant School, which will be responsible for administering payments to the student.  

Overseas Institution Visits 
All ESRC funded research award holders are eligible to apply for paid extensions of up to three months to their PhD studentship in order to visit overseas institutions.  Students in the Masters year of a 1+3 award are not eligible to apply.  This will provide financial support and time for students to provide opportunities for establishing research networks; disseminate early research findings; participate in seminars and other academic activities that are directly relevant to their research and to undertake specialist research training not available within the UK.   Fees only students will only be entitled to a fees only extension.

Applicants must demonstrate that there is a planned programme of work and applications must be supported by both the student’s Supervisor and the proposed host university.  Reasons for such a visit might include establishing research networks, disseminating early research findings, participating in seminars and other academic activities that are directly relevant to the student’s research, or undertaking specialist research training that is not available within the UK.  Applicants and their Supervisors are asked to demonstrate the potential benefits of the proposed visit to their current or future academic career and, in particular, to demonstrate how the visit/s will offer ‘added value’ to their PhD experience.  The ESRC does not expect any proposed overseas institution visit to have been mentioned in the student’s original application.  

Students can apply for up to three separate trips as part of their overseas institutional visit but the total period spent overseas during the period of the studentship must not exceed three months in total.  All trips must be included in a single application.  Students who wish to undertake Overseas Institutional Visits should complete an ESRC Overseas Institutional Visits Form application form available from the ESRC webpage: http://www.esrc.ac.uk/funding-and-guidance/guidance/postgraduates/postgraduate-resources/overseas-visits.aspx and send to the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk), who will check the form before forwarding on to ESRC for approval.

Applicants are advised to read the scheme guidance notes, which may be accessed from this web page.  Any visit taking place in the final year of the studentship must be completed at least three months before the end of the studentship period.

Completed applications are sent to the ESRC in batches by 16.00 on the last working day of the month.  Applications can be made at any time of year, but applicants must allow at least three months between the batch deadline for the month in which they apply and commencing the visit. 
The ESRC’s contribution to the visit will be calculated using the published banded rates (as detailed in the ESRC Postgraduate Funding Guide).  Where multiple trips are planned, students can apply for up to three front end elements (for upfront costs such as flights) in addition to the weekly subsistence rate for the country they intend to visit.  
All applications will be considered by an ESRC panel of experts and decisions will be sent to the Postgraduate Scholarships Office.  The ESRC will normally inform the Postgraduate Scholarships Office within one month of the batch deadline.  If successful, the Postgraduate Scholarships Office will arrange to transfer approved amounts to the relevant School, which is responsible for administering payments to students.  Students must not commence any visit until approval is received from the Postgraduate Scholarships Office.  Successful applicants in receipt of a full studentship award will receive a paid extension equal to the period of time spent overseas.  Fees only students will receive an extension to their fees and thesis submission date only.  If successful, the Postgraduate Research Tutor should submit a request for the appropriate extension to the Graduate Board via Research Student Administration.  
All successful applicants are required to submit an End of Award Report of between 1000 and 2000 words within two weeks of the end of the Overseas Institutional Visit.  Students undertaking more than one visit should submit a report on completion of each separate visit.  Forms are available from the ESRC webpage: http://www.esrc.ac.uk/funding-and-guidance/guidance/postgraduates/postgraduate-resources/overseas-visits.aspx  If students fail to submit a satisfactory end of visit report within two weeks of completion, the ESRC will withhold payment of visit expenses to the University of Leeds.  It is a student’s responsibility to ensure that the form is completed and returned to ESRC at the appropriate time.
No retrospective claims will be considered.

ESRC Internship Scheme
The ESRC Internship Scheme is a joint initiative offered by the ESRC and a number of government/public bodies and other organisations.  This scheme is open to all ESRC funded PhD students who are currently in full time or part time equivalent when taking part in an internships award.  An Internship must be an integrated part of the student’s PhD and therefore must start at least 3 months prior to the end date of their award and not within the first 3 months of the PhD.
Successful applicants will receive a 3-month extension to their PhD award and have access to an allowance of up to £3,000 for accommodation and travel.  Fees only students will receive the 3-month extension to their award including the payment of fees and are entitled to the accommodation and travel allowance. It is the applicants’ responsibility to secure accommodation.  While applicants may apply for more than one internship, if successful they can only accept one and only one internship will normally be permitted per award.

Students must apply to the ESRC, in response to placement calls posted on the ESRC website (copy of application forms should be sent to the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk).  The ESRC will then notify the Postgraduate Scholarships Office of the outcome of the student’s application.  If successful, the Postgraduate Research Tutor should submit a request for the appropriate extension to the Graduate Board via Research Student Administration.  

Maternity Leave
If a student becomes pregnant such that the expected date of confinement will occur during the period of their award, the ESRC will allow up to six months paid maternity leave without the level of their award being reduced.  The total period of financial support available to students will not be extended beyond the usual 36 months plus the period of up to 6 months maternity leave.  Students may also apply for up to a further six months’ suspension of their award (unpaid), providing a total maternity leave of up to twelve months.  Any paid and unpaid periods of leave must be taken consecutively.  Due to the structured nature of most taught Masters programmes, students who take maternity leave during the ‘1’ element of their 1+3 award are expected to rejoin their course in the subsequent year at the stage at which they left it.  This is to ensure that all elements of the training are successfully completed in advance of their doctoral study.  This would normally require the six months paid maternity leave to be automatically followed by a six month period of unpaid leave.  Students should complete the Application for Maternity Leave Form MLV1 - available on request from the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk) or may be downloaded from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).  Completed forms should be sent by the Supervisor (via the Postgraduate Research Tutor) together with a copy of the MAT B1 form to the Postgraduate Scholarships Office.  If approved, the Postgraduate Research Tutor should submit a request for the appropriate suspension to the Graduate Board via Research Student Administration.
Paternity Leave
A total of 10 days paternity leave may be taken at any time during a partner’s pregnancy or within three months following the birth.  This period is regarded as additional leave of absence from studies and the award will not be extended.  If the student needs to take any further time, this must be taken as a suspension to the award and the Postgraduate Research Tutor should submit a request for the appropriate suspension to the Graduate Board via Research Student Administration.
Adoption Leave
Adoption Leave has the same terms and conditions as maternity leave (see above).  Students should complete the Application for Adoption Leave – available on request from the Postgraduate Scholarships Office (email: s.yeadon@adm.leeds.ac.uk) or may be downloaded from the ‘Award Holders’ tab on the Scholarships website (http://scholarships.leeds.ac.uk).  Completed forms should be sent by the Supervisor (via the Postgraduate Research Tutor) to the Postgraduate Scholarships Office.  If approved, the Postgraduate Research Tutor should submit a request for the appropriate suspension to the Graduate Board via Research Student Administration.
Transfers (please refer to the ESRC Postgraduate Funding Guide for further details)
Permanent Transfer Between Part-Time and Full-Time Registration
A student may apply to transfer from a full-time to part-time studentship award or vice versa.  Each case will be considered on its own merits.  Students should apply to their Supervisor in the first instance.  Schools should then send their written requests for a permanent transfer from part-time to full-time or vice versa to Research Student Administration for formal approval (copy of request to be sent to the Postgraduate Scholarships Office).  The ESRC recommends that, where possible, changes of mode of study should take effect from the beginning of a quarter (ie 1 October, 1 January, 1 April or 1 July), as this makes the calculation, payment and reconciliation of students’ funding more straightforward.  The rules governing permanent transfers can be found in the ESRC Postgraduate Funding Guide.  If a request to transfer is approved, the maximum length of support available will be reduced or increased appropriately depending on the funding already given.

Change of Status for Part-Time Students for Fixed Periods
Few part-time students wish or are able to convert to full-time study, but there are often benefits to be gained by the student undertaking a fixed period of full-time study, eg to carry out fieldwork; to carry out detailed data analysis work, where there is a very large dataset.  Each request will be treated on its own merits and on the strength of the case put forward.  In the case of a change of status to conduct fieldwork, the ESRC would expect to see evidence that extensive fieldwork is being proposed.  This might not specify firm dates or a fixed plan, but the intention should be clearly stated.  
Part-time students would be permitted to apply for fixed periods of full-time study of between 3 months and one year, taken as a single block, rather than at intervals.  Students should apply to their supervisor in the first instance detailing what work will be done; the benefits to them and their thesis; an explanation of why the work cannot be done part-time; the period of the transfer; other relevant details eg training required, supervisory arrangements etc; and a clear statement confirming that they have been released from any employment for the period and that they will be working full-time on their PhD.  It is extremely important to note that the ESRC cannot pay maintenance grant if a student is undertaking paid work in excess of that already permitted for full-time students.  For any block of full-time study, therefore, the student must take unpaid leave from their place of work.

Schools should then send their written requests to Research Student Administration for formal approval (copy of request to be sent to the Postgraduate Scholarships Office).  
A transfer will not be considered within the first two years of a part-time 1+3 award as this period is reserved for the Masters training element of the studentship.

Termination
Research Student Administration should be notified in writing if a student wishes to terminate their candidature.  If an award is prematurely terminated for any reason, the student must repay any monies overpaid to them.

Suspensions
Students must draw to the attention of their supervisor(s) or Postgraduate Research Tutor as soon as possible when there is a situation where it may be necessary to request a suspension of study.  This might relate to illness or personal circumstance affecting their progress.  Documentary evidence (eg medical certificates) must be submitted to the Parent School.  The Postgraduate Research Tutor will promptly submit a request for a suspension to the Graduate Board via Research Student Administration.  For Collaborative awards, the collaborative partner must also indicate their approval of any requested suspension period.  The period of suspension must not exceed one calendar year in any one instance.  Total periods of suspension must not exceed one calendar year during the lifetime of the award.  Retrospective requests for suspensions are not accepted by ESRC.  
Due to the nature of training received in the Masters year of a 1+3 award, suspensions should be for 12 months to allow the student to rejoin the course at the same point at which they left it.

If an award is suspended for any reason, the student must repay any monies overpaid to them.  Schools will be liable to reimburse the Postgraduate Scholarships Office if an overpayment is made to a student due to not being provided sufficient notification of a suspension and not being able to recover any overpayments.
Illness
If a student is prevented from working by illness for a continuous period of more than two weeks, they must inform their supervisor immediately and send in a medical certificate.  They should also inform their supervisor if they suffer frequent short absences for medical or other reasons that are likely to lead to considerable delay in their programme of study.  This is particularly important, as periods of leave notified in this way can be taken into account when calculating their thesis submission date.  

For +3 students, payments of the award can continue for absences covered by medical certificates for up to 13 weeks, within any twelve month period (provided that the student is not suspended during this period) but the total amount of funding will not exceed 36 months.  The ESRC would give the student up to 13 weeks extension (time only) to their submission deadline if the period of illness caused them to fall behind with their work.  Please refer to the section below regarding the procedure to follow when seeking an extension to the submission deadline.

 Alternatively, should a student seek a suspension on the grounds of illness, the student would not be paid for this period.  The funding end date would increase by the approved suspension period, but the total amount of funding will not exceed 36 months.
1+3 students in the Masters element of the award who are taken ill for more than a few weeks would normally be expected to request a suspension of their award.
Where an overpayment occurs as a result of a student being unable to resume their studies after a period of illness, students must repay any monies overpaid to them.
Thesis Submission Dates and Requests for Extension 
Where a student submits their thesis within the period of the award, the date of submission normally becomes the funding end date.  The student must repay any monies overpaid to them.

Extensions to the submission date cannot be considered in retrospect.  Where a student experiences problems relating to accident, illness or exceptional personal circumstances during the course of their study, the ESRC will consider a case for extending their submission deadline.  Any request for an extension to the submission date due to illness cannot be considered unless evidence of illness has been provided at the time of illness.

Requests for an extension should be sent in writing 2-3 months before the submission deadline date to Research Student Administration for formal approval.  Any request must be supported in writing by the supervisor and be fully supported by medical evidence if the request is based on illness.  The Graduate Board’s Programmes of Study and Audit Group will consider the request on behalf of the University and, if appropriate, the Postgraduate Scholarships Office will send a recommendation to ESRC.  The ESRC will then notify the Postgraduate Scholarships Office of the decision.
If a School does not provide adequate notice (2-3 months before the submission deadline date) of a student requesting an extension, which results in the Postgraduate Scholarship Office not being able to extend the duration of an ESRC grant, the School will be liable to reimburse the Postgraduate Scholarships Office for any future maintenance payments to the student.
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