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	Unsatisfactory Progress Report Form
for Postgraduate Research Students


This form should be submitted by the Head of School, or their delegated representative. Please return this form to your faculty contact in the PGR Support Team. Please attach any relevant supporting documentation, e.g. meeting notes, emails, etc. Please note that the student will be sent a copy of this form and any accompanying evidence by RPI.
	Name of student:
	Registration Number:

	School:
	Degree programme:

	First Supervisor’s Name:

	Name and role of the person submitting this report (if not the supervisor):

	Signed:

	Date:



1. Please indicate with a tick on which grounds the student is being reported. You may choose more than one option:
	☐	Failure to attend regularly, or as specified in the relevant Regulations, the programme of study for which the student has registered

	☐	Failure to perform adequately the work of the programme

	☐	Failure to present at the times appointed such written work as may have been required

	☐	Failure to pass an examination

	☐	Failure to pursue the programme of research or to co-operate appropriately with the appointed supervisor

	☐	Failure to demonstrate a satisfactory level of professional competence in the student’s programme of study or research



2. Please state why the student’s progress is deemed to be unsatisfactory, e.g. providing details on the student’s performance in relation to school expectations, whether there are issues of non-attendance or loss of contact, etc. (attach additional sheets if necessary).
















3. Please summarise the steps already taken by the school to encourage the student to improve their progress and indicate where known the possible reasons for the student's unsatisfactory progress to date. Please provide details of any meetings and/or correspondence with the student to discuss unsatisfactory progress (attach additional sheets if necessary).


















4. Is there any other information you wish to draw to the attention of the faculty that has a bearing on the student’s progress? If ‘yes,’ please add details below.










5. Schools are expected to notify the student that they are submitting an unsatisfactory progress report and to discuss its content with them beforehand. Please confirm this below. If any of the boxes are not ticked, please give reasons alongside each bullet point, e.g. loss of contact with student. Please note that the student will be provided with a copy of this report by RPI.
	☐  This report has been discussed with the student
	☐  The student has received a copy of this report
	

6. Please indicate the school’s preferred action in response to this report, with reference to the General Regulations as to Progress of Students www.shef.ac.uk/calendar. Please note that all cases will be referred initially to a Faculty PGR Lead for consideration. The Faculty PGR Lead may choose to first meet with the student to consider the issues raised, or may refer the matter directly to a Faculty Student Review Committee.
☐  Meeting with the Faculty Officer only
☐  Referral to Faculty Student Review Committee
☐  Other, e.g. Faculty warning letter, loss of contact letter
	





	




Guidance Notes
Action required before progressing to the Faculty
Before reporting a student under the Progress Procedures, it is expected that schools will have already taken appropriate steps to address any progress issues with the student at the local level. This may include communicating progress concerns to the student via email and/or meetings, identifying whether any additional training or support is required by the student, or whether a leave of absence is appropriate.  

Timing of unsatisfactory progress reports
Students studying either for a PhD, EngD or MD are required to undergo a Confirmation Review in their first year to confirm their potential for doctoral-level study. It is normally expected that any unsatisfactory progress concerns will be addressed via the Confirmation Review rather than by the Progress of Students Regulations. 

It is very unlikely that a progress case will be progressed if the student is within the last few months of their degree prior to their time limit for submission. The expectation is that students would normally be allowed to submit by their deadline, but that requests for any extensions to time limit would not be supported. Any student nor submitting by their deadline would be deemed withdrawn. It is therefore important that unsatisfactory progress is dealt with in a timely manner.
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