
 
 

School Research Studies Guide 

2017 - 18 
A CSAD-specific supplement to the Cardiff Metropolitan 
University Postgraduate Researcher Handbook 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



CSAD Research Study Guide 2017–18   1 

  

 
 
 
 

 

Being a graduate student is like becoming all of 
the Seven Dwarves. In the beginning you're 
Dopey and Bashful. In the middle, you are 
usually sick (Sneezy), tired (Sleepy), and 
irritable (Grumpy). But at the end, they call you 
Doc, and then you're Happy. 
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This Guide is to be read in in conjunction with the CSAD Certificate in 
Research Skills Programme Handbook. The additional contents of the 
CSAD Certificate in Research Skills Programme Handbook are: 

 

 Acknowledgments 

1. Introduction 
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4. PDP guide 

5. Essay writing and presentation guide 

6 Exemplar research proposals 
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1  
Introduction  
 

Welcome to Cardiff School of Art and Design’s research degree programme. 
You are joining an active and friendly research environment and, over the 
next few years, you will be supported in a programme of research which 
enables you to make a novel and significant contribution to your chosen art 
and design subject. 

 
This School Research Studies Guide (hereafter SRSG) has been produced 
specifically for research students within Cardiff School of Art and Design 
(CSAD). It introduces you to the School, forms a key part of your induction 
process, and provides a point of reference with regard to guidance, 
procedures and arrangements particular to CSAD. It is essentially an 
introduction and where detail is required, this is set out in the Appendix at the 
end of the Guide. 

 
The SRSG is intended to be your first point of reference for practical 
arrangements and contacts with regard to your research programme within 
CSAD. As such, the SRSG complements Cardiff Metropolitan University 
Postgraduate Researcher Handbook (hereafter PRH), which you will receive 
at your Cardiff Met research induction. It is important to understand that the 
Cardiff Met PRH must always be your definitive point of reference in regard 
to all formal requirements and arrangements at all stages, including 
registering research degree proposals, monitoring and reporting on students’ 
programmes, and examination. The PRH is also available electronically: 
https://tsr.cardiffmet.ac.uk/units/RES/Pages/Handbooks.aspx.  
 
Section numbers for topics in this Cardiff School of Art and Design Research 
Study Guide are not always the same as those in the Cardiff Met Research 
Student Manual. A second source of CSAD-specific information relevant to 
the start of your research degree is the Student Handbook for the 
Postgraduate Certificate in Professional and Research Skills: Art and Design 
programme, the course of research training which starts your research study. 
The contents of this volume are listed on the previous page. It is important 
that you familiarise yourself with this Guide before enrolment, so that you 
can fully prepare for the first week or two of your studies. If you have 
questions or queries at any stage of your studies, always check first to see if 
this SRG or the PRH provides the answer. If the answer is not given, please 
contact either your Director of Studies or the School’s Research Coordinator, 
details of whom are set out in SRG Appendix 2. 
 
Best wishes and good luck with your research! 
 
Dr Stephen Thompson 
Academic Lead of Graduate Studies 
October 2017 

https://tsr.cardiffmet.ac.uk/units/RES/Pages/Handbooks.aspx
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2  

Cardiff School of Art and Design 
 

Cardiff School of Art and Design can trace its origins back to 1865s.  
Until the mid 1970s, it remained a public-funded independent art school, 
before becoming a key constituent part of what is now the Cardiff 
Metropolitan University. Supervision of research degrees also commenced in 
the mid 1980s and has progressively increased to the current level of 
graduate research.  
 
Today CSAD is one of the leading Schools for art and design research within 
the United Kingdom. In the 2014 Research Excellence Framework the 
University was rated as the top modern University and the Art and Design 
panel rated 18th in the UK in the assessment of its ‘internationally excellent’ 
or ‘world leading’ research.  

 
The School is based at the Llandaff Campus of Cardiff Metropolitan 
University on Western Avenue. Cardiff Met specialises in courses that are 
career orientated and which have been designed in conjunction with 
business and industry. Many students are from overseas studying either on 
campus or in one of the many partner colleges of the University around the 
world. 
 
Outside of our School, Cardiff Met has a strong and growing reputation for 
research and enterprise with almost a quarter of its students studying for 
Postgraduate and research degrees, this is amongst the highest proportion 
of all Welsh universities. Cardiff Met has a number of high-profile research 
and enterprise centres, including the Food Industry Centre, the Welsh Centre 
for Tourism Research and the National Centre for Product Design and 
Development Research 
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3  
Responsibilities and administration  
 

Administration of the CSAD’s research degrees programme rests with a 
number of individuals and it is important that you know who is responsible for 
the academic oversight and administration of the programme, and whom to 
contact when you have a query or problem. However, it is important to 
understand that all staff have a range of duties, including their own research 
projects, teaching, management and administration, and therefore are not 
always in a position to respond immediately.  

 
The roles of staff in regard to their research degree student responsibilities 
differ slightly to those set out in Cardiff Met’s PRH. The differences are set 
out below to provide a fuller picture of roles in respect of research degrees 
within CSAD. Names and contact details are provided in SRG Appendix 2. 

 
 

Dean of School : Prof Olwen Moseley 
 
The Dean has overall responsibility for managing CSAD, its staff, and all of 
its activities. The Dean chairs the School’s Research and Enterprise 
Committee, which receives and, where necessary, acts upon paperwork or 
issues arising from the Schools Research Degrees Sub-Committee. 

 
 
 Director of Research : Prof Steve Gill 
 

The School’s Director of Research has overall responsibility for CSAD’s 
research activities, including the research degrees programme, although 
day-to-day responsibility is normally devolved to the School’s Cardiff School 
of Art & Design Academic Lead of Graduate Studies (see below). The 
Director of Research chairs the School’s Research and Enterprise 
Committee, which receives and, where necessary, acts upon issues arising 
from the School’s Research Degrees Sub-Committee. The role also includes 
membership of Cardiff Met’s Research Degrees Committee and the School’s 
Management and Planning Team, described in section 3.2 of Cardiff Met’s 
PRH. 

 
 
 Academic Lead of Graduate Studies : Dr Stephen Thompson 
 

Within CSAD the Cardiff School of Art & Design Academic Lead of Graduate 
Studies has a slightly different role to that set out in Section 3.2 of Cardiff 
Met’s PRH (defined as Graduate Studies Coordinator). Whereas, in the 
PRH, the post is described as being ‘generally involved with the 
administration of the School’s research degrees programme’, in CSAD, the 
post includes management and day-to-day responsibility for the School’s 
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research degrees programme and for the direction of other postgraduate 
studies. You will normally have contact with the Cardiff School of Art & 
Design Academic Lead of Graduate Studies from time to time. The post 
includes: 

 

 Chair of CSAD’s Research Degrees Sub-Committee; 

 Chair of CSAD’s Research Ethics Committee 

 Membership of Cardiff Met’s Research Degrees Committee (RDC); 

 The arranging of seminars and colloquia for CSAD’s research 
students; 

 Overseeing the work of the Research Coordinator, where this relates 
to research degrees; 

 Reconciling problems between students and supervisors  
 
 
 Research Degrees Administrator : Mrs Debbie Alsopp 
 

Normally all formal paperwork and records related to research students 
enrolment and formal progression through the School’s research degrees 
programme, is handled by the Research Degrees Administrator, who acts as 
intermediary between the School and the Research Degrees Committee, 
Cardiff Met’s Research Office and Academic Registry. Normally the 
Administrator is the first point of contact if you are uncertain of whether 
formal paperwork/online forms have been processed, or arrangements in 
respect of events. However, it is important to remember that that the 
Administrator has a range of other duties, which may make them unavailable 
for days at a time. In these circumstances or if you are unsure of procedures, 
contact your Director of Studies or supervisor. The Administrator will 
normally handle the following in relation to research degrees:  

 

 The keeping of research student files 

 The processing of Cardiff Met forms, including those for annual 
enrolment, research degree registration, progress reports and 
examination, once they have been completed and signed by the 
student and all supervisors 

 The organisation of colloquia and similar events.  
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4  
Forms 
 

All forms relating to research student year-on-year progression, including 
those for annual monitoring reports, research degree proposal, change of 
arrangements and Exam Boards, are online on the university’s PhD Manager 
system: 
 
 https://research.cardiffmet.ac.uk/  
 

 
 
 
 

https://research.cardiffmet.ac.uk/
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5   

Enrolment, and payment of fees 
 

These topics are set out in detail in Sections 4 and 5 of the Cardiff Met PRH 
but are included here as reminders. 
 
Enrolment 
  
Enrolment is an essential process that confirms your status as a Cardiff Met 
student and also gives you access to Cardiff Met IT systems, payment of 
fees, and, importantly, enables you to obtain your Student MetCard.  
  
You can complete the online Self-Enrolment process from any computer 
through the Cardiff Met Self Service system once you have received your 
Enrolment Email. 
  
On receipt of your Enrolment Email, please begin your Self-Enrolment by 
going to the www.cardiffmet.ac.uk/enrolment webpage and following the 
step-by-step guidance provided. Access to the Enrolment section of the 
Cardiff Met Self Service system will require you to login with a username and 
password. Please input the same username and password you originally 
used to apply with. Guidance is provided for forgotten 
usernames/passwords. Please note that in order to Self-Enrol, your status 
with Cardiff Met must be Unconditional Firm (UF) i.e. all conditions met and 
place accepted. 
 
 

 
Cardiff Met student ID card  

 
You will normally be able to obtain your Cardiff Met photo-identity card on 
the day after enrolment, by taking your student number to the Print Studio, 
branches of which are on every Cardiff Met campus. Staff there will check 
your enrolment details on the information system, photograph you, and issue 
you with a Cardiff Met ID card. You will need your ID card to access most of 
the areas you are likely to use, on each of the campuses. Most external 
doors are fitted with a swipe-card system for security purposes, so it is 
important that you carry this with you at all times. If you experience any 
problems with your card, these should be reported to the main reception 
desk in the first instance.  

 
 
 Cardiff Met staff ID card for Academic Associates 
 

As a research student, you are also eligible to request an Academic 
Associate profile. ‘Academic Associate’ is Cardiff Met’s preferred name for 
‘research student’, coined on the grounds that, as a research student, you 

http://www.cardiffmet.ac.uk/enrolment


10   CSAD Research Study Guide 2017–18 

 

are closer to being an academic than to being a student. An Academic 
Associate profile will give you improved IT access and a staff ID card. To set 
up an Academic Associate profile, contact the Research Coordinator. 

 
 

 
 
Paying tuition fees  

 
Successful enrolment means that you are committed to paying tuition fees. 
The options for the payment of fees are different for Home/EU students and 
International Students. Whichever scheme you come under, there will be the 
option to pay in full or to pay in instalments. If you have a sponsor, employer 
or other funding body, written proof of agreement to pay fees is required at 
the time of enrolment and your enrolment form will identify who is 
responsible for paying your fees. The named person/organisation will be 
invoiced shortly after enrolment.  

 
For detailed information on fees and how to pay, you will need to access the 
Tuition Fees page of the Cardiff Met web-site:  
http://www.cardiffmet.ac.uk/study/finance/Pages/Postgraduate,-Research-
and-Part-Time-Students-.aspx  
 
Please note that, you will not be able to register for your research degree 
programme until you have paid your fees, or agreed a payment plan. If 
payments are not made as agreed, your ID card and computer password will 
be suspended by the Finance Department and you may be excluded from 
you work area/s, until your payments are up to date.  

 
 
 Paying studio/bench fees  
 

Depending on the form of research you are undertaking, you or your sponsor 
may be required to pay additional fees to cover the costs of consumables 
and other resources which you need to undertake your programme of study. 
These relate mainly to studio/ workshop and laboratory based research, 
where there may be significant use of materials and associated production 
costs, but fees may also apply to other types of research, where there is 
substantial use of, for example, printing, postage or other specific 
requirements.  

 
You will normally be advised in your offer letter whether these additional 
costs apply and how much you or your sponsor will have to pay. Once you 
accept the place, you will be expected to pay the specified costs at the time 
of enrolment, or shortly afterwards. Payment is made through the Cardiff 
School of Art & Design Academic Lead of Graduate Studies. Further 
information on purchasing and ordering materials is covered in Section 18 
below. 
 

http://www.cardiffmet.ac.uk/study/finance/Pages/Postgraduate,-Research-and-Part-Time-Students-.aspx
http://www.cardiffmet.ac.uk/study/finance/Pages/Postgraduate,-Research-and-Part-Time-Students-.aspx
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If you are unsure about Studio/Bench Fees, contact your Director of Studies 
or the Cardiff School of Art & Design Academic Lead of Graduate Studies, or 
the Research Coordinator.  

 
 
 
 



12   CSAD Research Study Guide 2017–18 

 

6  

Induction 
 

Induction is designed to help you settle into your role as a research student 
within CSAD and Cardiff Met as quickly and effectively as possible. This 
applies equally to Cardiff Met staff and to former Cardiff Met students 
enrolling as research students who will not be familiar with policies, 
arrangements and opportunities applying specifically to research degrees.  

 
It is important that you are fully alert and receptive to what is covered at all 
times. You may not always immediately see the relevance of some of the 
topics covered, but everything covered is absolutely essential and to miss 
something at an early stage could add months to your programme of study. 

 
Although you will receive a great deal of printed material and URLs for on-
line information as a part of induction, making succinct notes of key points 
when they are covered verbally will help you to remember their significance. 
Also, start as you will be expected to continue: carefully file all material and 
notes so that they are easily locatable and identifiable, for example, in plastic 
wallets in ring-binders or box files. 

 
 

CSAD Research Induction 
 

Please contact your Director of Studies to arrange your CSAD Research 
Induction within two weeks following enrolment. The induction takes the form 
of a series of meetings, which offers information, and guidance that is 
specific to the practicalities of your location and performance as a research 
student within CSAD. Some patience is needed as the process can 
sometimes be fragmented; it is often impracticable to seamlessly timetable 
everything together given that research usually involves a small number of 
students with specific requirements. Details of what is provided in the CSAD 
Research Induction are set out in the form of a check list in SRG Appendix 1. 
The check list is also given to ensure that nothing is missed out. You are 
expected to tick off the sections covered on the check list. When complete, 
the list should be signed and the original given to the Research Coordinator, 
who will place it in your personal file.  

 
 

University Research Induction 
 

Cardiff Met induction normally takes the form of a one-day Research 
Induction and Training event, and is described in section 6.1 of the Research 
Students Handbook in the Cardiff Met PRH.  
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Following enrolment, you will be sent details of the two-day training course 
arranged by Cardiff Met’s Research and Enterprises Services. These 
sessions typically include:  
 

 an introduction to the Cardiff Met Postgraduate Researcher 
Handbook 

 an exploration of the reasons for doing an MPhil or PhD 

 defining research aims and objectives 

 the nature of reflective practice 

 a critical review of literature 

 intellectual property rights 

 time management 

 personal development portfolios, and 

 an introduction to Cardiff Met’s library and relevant IT resources. 
 

NB. These research induction training sessions are compulsory. Students 
failing to attend all sessions are not allowed to register their project for the 
degree. 

 
Full details of the Research Induction Training event will be sent to you by 
the Research and Enterprises Services once you have enrolled. Normally 
this induction takes place in October, February and May. 
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7  

Research methods and skills training 
 

Research training is a key part of all research students’ studies, irrespective 
of their field of inquiry. It is undertaken in a number of ways: 

 

 Cardiff Met postgraduate researcher induction 

 A Research Training Review 

 Cardiff School of Art and Design’s Postgraduate Certificate in 
Professional and Research Skills: Art and Design.  

 As an integral part of the development your project 

 Cardiff Met Elective Research Training Events. 
 

All of the above are crucial to your development as an effective researcher, 
and will be assessed as a key part of the joint student/supervisor Annual 
Monitoring Report (see Handbook section 9.4 in the Cardiff Met PRH). 

 
 

Research training review 
 

At the outset of your studies, a research training review in relation to your 
proposed programme of work will be conducted by you, under the close 
guidance of your Director of Studies or supervisor. At this initial stage, the 
exercise is designed to identify the methods you will be using for your project 
and, in particular, identify those that you will need to apply immediately and 
those in which you might need training.  
 
All of your study is essentially research training, and the relevance and 
effectiveness of the methods and means employed to conduct your research 
need to be kept under constant scrutiny. As well as the initial training review, 
a thorough review should be undertaken at regular intervals, normally not 
less than at six monthly intervals for full-time students, and not less than 
twelve months for part-time students. This is in order to identify gaps in 
knowledge, as well as new training requirements, which have emerged as 
your project has developed. 
 
Most research training needs can be met by one or more of the elective 
research training events run by individual Schools within Cardiff Met 
throughout the course of the academic year, as described below. 
 
 
Postgraduate Certificate in Research Skills: Art and Design 
 
The Postgraduate Certificate in Research Skills: Art and Design programme 
(CRS) offers a thorough and comprehensive introduction to the range of 
methods, strategies and debates which can apply to art and design 
professional practice and research. It is designed to guide and support you in 
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the process of writing your formal research proposal, the document that has 
to be approved by the university before you can formally register as an 
academic associate. Registration is distinct from, and comes after, 
enrolment. Further details are given in the CRS Student Handbook. 
 
Please note: The CRS is normally compulsory for all CSAD research 
students.  
 
However, exemption can be obtained by submitting a Research Training 
Review to CSAD’s Research Degrees Sub-Committee within four weeks of 
the CRS start date. The Review should demonstrate that you have already 
acquired the knowledge and skills that are equivalent to those offered by 
CRS, and that are sufficient for you to write your formal research proposal. 
For example by having previously completed a Master of Research (MRes). 
 
 
Training which occurs as an integral part of your studies 
 
You learn on the job, often acquiring skills invisibly or unconsciously as you 
apply methods, form judgments, assess critically, and interact with other 
researches, audiences, stakeholders, and other interested parties. You are 
expected to reflect upon all aspects of your research experience in your 
Personal Development Portfolio (PDP, described in detail in the 
Postgraduate Certificate in Professional and Research Skills Student 
Handbook below). However, the PDP is especially important as the place 
where you can bring into view, identify, and reflect upon your ‘on the job’ 
achievements. 
 
 

 Cardiff Met elective research training events 
 
If research training needs are identified at any point in your research 
programme, you work with your Director of Studies, in conjunction with 
CSAD’s Cardiff School of Art & Design Academic Lead of Graduate Studies, 
to identify a research training event within Cardiff Met which will provide the 
relevant tuition. This will normally be one or more of the elective research 
training events run: 
 

 during Cardiff Met’s Research Skills week (Monday – Wednesday in 
the week of Good Friday) 

 by individual Schools within Cardiff Met; further details available from 
Cardiff Met’s research website or HR Staff Development 
staffdevelopment@cardiffmet.ac.uk; 
https://tsr.cardiffmet.ac.uk/Units/HR/Pages/Staff-Development.aspx  
http://www.cardiffmet.ac.uk/about/Pages/Human-Resources.aspx  

 by Vitae, the UK research development organization (but there will be 
a cost attached to their sessions) http://www.vitae.ac.uk/.  

 
 
 
 

mailto:staffdevelopment@cardiffmet.ac.uk
https://tsr.cardiffmet.ac.uk/Units/HR/Pages/Staff-Development.aspx
http://www.cardiffmet.ac.uk/about/Pages/Human-Resources.aspx
http://www.vitae.ac.uk/
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8  

Designing your research project  
 

Effective designing, planning and managing your project is central to its 
success. It is a principal topic in the Cardiff Met Research Induction and 
Training Event, details of which are set out in Section 7 of the Research 
Students Handbook in the PRH. The topic is also addressed in the CRS. 
 
In designing, planning and managing your research project, the following 
points should be considered: 

 

 Ensure that what you plan is manageable and that you look after your 
physical and psychological health and those around you while you 
work on your research – don’t be fixated or panic and try keep things 
in proportion! An MPhil or PhD should not be treated as your 
magnum opus, it is merely a research training programme which 
allows you (a) to make a novel contribution to knowledge in your 
chosen field, and (b) to acquire, and be able to demonstrate the 
acquisition of, key research skills.  

 The first three months of research for full-time students, and six 
months for part-time students, should be devoted to completing the 
research proposal, which includes a timetable of activities for the 
entire duration of the programme. 

 A range of research methods is available to you as a researcher. 
These methods will be qualitative (information in the form of words, 
pictures, and objects, involving literature searches, argument and 
interpretation) and quantitative (data in the form of numbers and 
statistics, involving surveys, questionnaires and precise 
measurement). A survey and discussion of the various research 
methods appropriate to art and design research, including an account 
of the qualitative-quantitative distinction, is given in the CRS. Careful 
thought should be given to: 

 which methods are the most appropriate for your research topic; 

 how the various methods support or interact with one another; 
and 

 the number and scheduling of methods used, primarily to 
ensure an even and realistic workload during the course of your 
research programme.  

 In the case of practice-based research, thought should be given to 
the availability of workshops and other technical facilities. School 
workshops and laboratories may also be timetabled for use by 
undergraduate and taught postgraduate students at key times of the 
year, and so may not always be immediately accessible.  

 
 
 
 



CSAD Research Study Guide 2017–18   17 

  

 
Key stages in the research cycle 
 
There are key stages in the research cycle described in brief below. 
You and your Director of Studies should both be attentive to ensuring 
that all stages happen at the appropriate times. In the list below, 
regular, cyclic stages are in italics. 
 
1.  Research training review Start of programme and 

thereafter annually 
2. Cardiff Met research induction Within first month 
3. CSAD CRS programme Within first four months 
4. Formal research proposal 6 months FT;  
  12 months PT 
5. Quarterly reviews Quarterly 
6. Annual monitoring report Annually 
7. MPhil/PhD transfer report 18 months FT;  
  30 months PT 
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9  

CSAD research ethics 
 
 Cardiff Met and CSAD require that its research students display ethical 

behaviour in their research at all times. Research ethics applies to the 
behaviour, which researchers display to their professional colleagues, 
employers, any people or animals involved or implicated in their research, 
and the wider community. As stated in section 10 of the Research Students 
Handbook in the Cardiff Met PRH, research ethics means you have an 
ethical obligation: 

 

 To take account of the risks to others, to yourself and to the 
reputation of the University. 

 to be honest; 

 to treat other people fairly and with respect; 

 to consider the impact of your research on the people taking part in it 
or animals being utilised in it; and 

 to consider the impact which the research will have on society. 
 

 In completing your research proposal, you will be asked to indicate what 
consideration has been given (a) to the ethical implications of your research, 
and (b) to the mechanisms for approval, which have been employed. Given 
that art and design, as subjects, can have an impact on people’s lives and on 
how they live their lives, it is likely that an art and design research 
programme will have some ethical implications. Guidance on how to 
determine and assess the ethical implications of your research, and on how 
to seek ethical approval for your research, is given in the Postgraduate 
Certificate in Professional and Research Skills: Art and Design programme, 
and in section 10 of the Research Students Handbook in the PRH. 

 
 
 Ethics forms and guidance can be found on the Cardiff Met website 

http://www.cardiffmet.ac.uk/research/Pages/Research-Ethics.aspx.  
 
 
 
 

http://www.cardiffmet.ac.uk/research/Pages/Research-Ethics.aspx
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10  

Research degree supervision 
  

The respective roles and responsibilities of research students and their 
supervisor are set out in detail in sections 2 and 3 of the Research Students 
Handbook in Cardiff Met’s PRH. It is important that you read and understand 
everything covered in these sections, as a part of your induction and also as 
a way of refreshing your memory at key points in your studies, for example, 
when preparing for quarterly or half yearly review meetings with your 
supervisors.  
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11  

Tutorials 
 

Tutorials with your Director of Studies and supervisors are vital to the 
development of your research and to your research training. Alongside any 
formal research training undertaken, tutorials are the principal means by 
which your research is shaped and informed by relevant expertise within the 
university. Tutorials provide guidance and feedback on your development as 
a researcher and the effective conduct of your research degree project. What 
is discussed in them will change as you progress through your studies, but 
the kinds of topic covered are listed below in section 10.2. Responsibility for 
requesting and scheduling tutorials is shared between you and your 
supervisory team. 
 
The Cardiff Met PRH refers to tutorials in terms of formal and informal 
meetings in section 6.2 of the Handbook: ‘formal’ refers to meetings with the 
entire supervisory team; ‘informal’ denotes meetings with one or more 
members of the supervisory team. CSAD also adheres to this distinction but, 
instead of ‘meetings’, uses the terms ‘formal’ and ‘informal tutorials’.  

 
 
 
 Frequency of tutorials 
 

Informal tutorials with at least one of member of the supervisory team are 
held: 
 

 every 2-4 weeks for full-time students, and 

 every 4-6 weeks for part-time students. 
 
It should be noted that informal tutorials, while informal, are nevertheless 
important occasions for discussing and planning your research, and must be 
recorded in writing. They cover all aspects of your research programme, as 
listed below in section 10.2. They are often held more frequently at the early 
stages of the programme, especially during the period when the research 
proposal is being drafted. Dates for these tutorials are agreed in advance 
between supervisor/s and students, normally at the time of the previous 
tutorial.  
 
Formal tutorials, with all members of the supervisory team present, are held 
at least:  
 

 every 3 months with full-time students, and  

 every 6 months with part-time students. 
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Formal tutorials review achievements, progress, skills acquisition, and 
establish objectives for the next period of research. The are scheduled by 
arrangement between you and your Director of Studies. 

 
 
 Records of tutorials 
 

A written record of each scheduled tutorial, formal and informal, should be 
kept by you as part of your PDP, and kept by each member of your 
supervisory team. Records can be made in two ways: 
 
1. Notes are made during the tutorial, and kept both by you and the 

supervisor present. This process is made easier through the use of 
CSAD’s Research Tutorial carbon copy pads. Or 

2. You write up your own, fuller record based on the notes made during 
the meeting, demonstrating your understanding of the points 
discussed and the actions agreed. Place one copy in your PDP, and 
send copies to all members of your supervisory team, either by email 
or by post. 

 
It is recommended (although not essential) that both ways of recording are 
used for informal tutorials, although you and your supervisors might opt for 
one method or the other. However, it is essential that both ways are used for 
recording formal tutorials. As described in part 6.3 of the Code of Practice 
section in the Cardiff Met PRH, tutorial records should include: 
 

 date of the meeting 

 those present 

 outcomes of the actions agreed at the previous meeting 

 actions agreed at this meeting 

 date of the next meeting. 
 
It may also be helpful to record the following, when relevant: 
 

 other progress you have made since the last meeting 

 other developments which may have affected your progress 

 other developments (internal or external to Cardiff Met) relevant to 
you 

 current state of research training requirements 

 any concerns affecting your research programme, held by you or 
your supervisory team 

 review of planned time-scale. 
 
 

 Preparation for tutorials 
 

Preparation for tutorials is essential to make you recognize what you have 
achieved since the last tutorial, what perhaps has not been achieved (for 
whatever reason), and generally to make you familiar with the topics and 
actions that are to be discussed. You are expected to undertake all of the 
preparation necessary for tutorials, including a summary of the progress 
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made since the last tutorial, an account of how the actions agreed have been 
carried out, and a list of points or issues you wish to raise at the tutorial. 
Such preparation can also serve as the basis for the tutorial record. 
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Peer review 
 

 
A fundamental part of research is peer review: the process whereby the 
quality of a piece of research by an individual or team is assessed by other 
researchers working in the field. It is the process that decides whether 
methods have been followed sufficiently and the argument is strong enough 
for the research to be published as a contribution to knowledge or, if a 
proposal, whether the proposed methods and research design are likely to 
lead to a contribution to knowledge. Peer review occurs when: 
 

 an article is been considered for publication in a journal; 

 a book proposal is being considered by a publisher; 

 an artwork is being considered for inclusion in an exhibition; and 

 a funding application is considered by an art, design or research 
council. 

 
As a research student, you will encounter some or all of these sooner or 
later. You will also encounter peer review more immediately as a research 
student, since it is built into the research degree programme. It is provided by 
external examiners, Cardiff Met’s Research Degrees Committee, CSAD’s 
Research Degrees Sub-Committee, and other researchers within Cardiff Met 
and CSAD, and occurs at the following stages: 
 

1. the final viva voce examination, that determines whether your 
thesis has got you to the point where you can be awarded the title of 
Master of Philosophy or Doctor of Philosophy; 

2. if studying for a PhD, the MPhil/PhD transfer interview, that 
determines whether or not your research so far has got you to the 
point where you are clear on how your future work will make a 
contribution to knowledge; 

3. your annual monitoring report, where you and your supervisory 
team review your work over the year, identify and evaluate the 
progress you have made, and identify your objectives for the coming 
year or years; and 

4. your formal research degree proposal, where your proposed 
methods and research design are assessed to see whether they are 
likely to lead to a contribution to knowledge. 

 
When things go well, you receive an email saying the journal is happy to 
accept your article, that your project will receive funding from the research 
council, that your research proposal has been approved, etc. However, it is 
also frequently the case that work is either rejected or sent back for revision. 
It is possible that this will happen to you during your research studies. 
Rejection is obviously more serious than the request for revision, and occurs 
within the course of research studies when progress is judged to be 
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consistently unsatisfactory or at the final viva when a contribution to 
knowledge has not been clearly articulated. The request for revision occurs 
more frequently, for example, CSAD’s Research Degrees Sub-Committee 
might ask for greater clarity on your annual monitoring report, or might ask 
for additional information in your research degree proposal.  
 
Requests for revision are made to ensure that what you have done meets 
criteria of clarity and rigour that apply to research internationally. If a request 
for revision is made, it is usually the case that what might appear clear and 
rigorous to you and your team has not been made apparent to colleagues 
outside the team. These requests are not about administrative technicalities 
but about helping you to improve your work, and demonstrating how to 
approach your work from a critical perspective. 
 
Requests for revision can be demoralising for students and supervisors. 
Some might view the requests as indications that what was submitted was 
not good enough. But it is important not to take these outcomes personally.  
 
Peer review is the gatekeeper of knowledge and the quality of knowledge. In 
responding to the request for revision, you might be having to exercise and 
to develop key research skills – critical writing, reflection, design – so that, as 
a result, not only do you produce a clearer, more rigorous document, but you 
gain experience in research practice that you might otherwise have been 
denied. Such revision episodes are also perfect material for PDP reflection. 
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Annual monitoring reports 

 
 
The annual monitoring report (AMR) is arguably one of the most important 
and beneficial documents you and your supervisors produce during the 
course of your research studies. People rarely relish the prospect of report 
writing, but this is more than just a paper exercise to satisfy a quality-control 
audit. A PhD-in-progress can sometimes seem overwhelming. All at the 
same time, you might be having to assess critically a wide body of literature 
and practice, to apply several research methods simultaneously, and to 
identify and evaluate what is novel and significant in all of this. The AMR is 
the mechanism whereby you (i) review and reflect upon the stages you have 
achieved in your PhD studies over the year, (ii) get some clarity on what they 
contribute to the thesis as a whole, and (iii) use these observations to plan 
future work. It is also the process that enables the School’s Research 
Degrees Sub-Committee (RDSC) to ensure that things are going well, and 
alerts RDSC to any issues that need to be addressed in the interests of the 
success of your project. 
 
The following are some guidelines on how to get the most from the review 
process. Points 2 and 3 are also what RDSC looks for in a report: 
 

1. The AMR is a joint report, written by you and all members of your 
supervisory team at a formal team tutorial. Because it can be difficult 
to collate supervisors’ diaries, make sure you schedule the formal 
team tutorial at least a month in advance. Start making notes in 
preparation for the AMR. The formal team tutorial should be long 
enough for there to be 

 
a. a review and discussion of thesis stages completed or underway 

during the year; 
b. a review and discussion of your PDP; 
c. discussion and planning of what remains to be done, and  
d. writing-up of all elements of the AMR as a team process.  

 
It helps all concerned if the AMR can be completed and approved by 
you and your supervisory team at the team tutorial. If that’s not 
possible, the AMR should have least reach its penultimate draft by 
the end of the tutorial. 

 
2. In writing the joint report on progress, write about the thesis, not 

about you or your activities. Describe the steps, stages, objectives or 
chapters completed or underway in the year, and briefly say how they 
support or advance the thesis. Accounts of your activity, e.g. 
conferences, exhibitions, can be informative, but they should not be 
the principal focus. Furthermore, there is always the danger that one 
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can be busy in a direction that is not supporting the thesis. Areas of 
personal or professional development are of course welcome and 
should be recorded. These details can be placed in the ‘Skills training 
undertaken’ section. 

 
3. In planning the objectives for the year ahead, ideally these will be 

linked to the objectives in your research degree proposal. If 
objectives have changed or evolved since then, ensure they are 
linked to individual methods, and comment briefly (one phrase or 
sentence) on how you anticipate that they will support or advance the 
thesis. 

 
The AMR is completed via PhD Manager.  
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Your research seminar contributions 
 

Sharing ideas with other students and staff is part of the academic peer-
review process. It is recommended that you offer at least one seminar each 
year on your research-in-progress to other academic associates, 
postgraduate or undergraduate students within CSAD or WIRAD. 
 
The value of these seminars to you is: 
 
1. The requirement to present your ideas to others obliges you to be clear 

on background and context, and to have the key arguments worked out 
2. They are opportunities where you gain experience in structuring ideas 

and arguments 
3. You gain experience in public speaking, and responding to questions 
4. You receive questions from students that might not otherwise have been 

considered and that, once addressed, help to reinforce your thesis. 
5. All of the above mean seminar presentation is integral to the research 

process, not simply the relaying of information after the main event 
6. All of the above also turn the occasion into an instance of self-generated 

research skills training, with guidance from your supervisory team and 
feedback from your audience. 

 
Preparation for the seminar, including: 
 

 the focus for the presentation 

 discussion of the best time in the year for it to be given 

 where it sits in the School’s academic calendar e.g. seminar series or at 
a symposium, and  

 who the audience might be,  
 
should be discussed with your supervisory team. Your Director of Studies 
may need to liaise with the relevant Subject Leader in the School to ensure 
the seminar is scheduled at an appropriate time for other staff and students. 
You may also wish to consider whether or not you would like your Director of 
Studies to be present at the seminar. 
 
In addition, the School organises a series of regular research seminars given 
by CSAD staff and guest speakers as part of its taught Masters programme, 
to which all research degree students are encouraged to attend and to 
contribute. These seminars are organised by the Programme Director of 
Postgraduate Studies. They provide an excellent opportunity for staff and 
students to share their research and practise their presentation skills. At the 
beginning of each academic year, a programme of seminars will be 
published on the School web-site.  
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Research degrees website 
 

 
The address of the CSAD Research homepage page is:  
 
http://www.cardiffmet.ac.uk/artanddesign/research-
enterprise/Pages/default.aspx 
 
From this page you will be able to access the School’s research degrees 
website, starting at 
 
http://www.cardiffmet.ac.uk/artanddesign/researchdegrees/Pages/default.as
px 
 
 
The CSAD homepage is: 
 
http://csad.online/ 
 
As well as providing information for potential research degree applicants, this 
site is also a principal source of news about what’s happening in CSAD.  
 
Each research student also has a profile page. Once you have settled in, you 
will be asked to provide the Research Coordinator with a profile in a 
specified format to put on the web. These profiles can be updated regularly 
as your research interests and activities develop. Don’t forget to review your 
profile and update when appropriate.  
 
 
 
 

http://www.cardiffmet.ac.uk/artanddesign/research-enterprise/Pages/default.aspx
http://www.cardiffmet.ac.uk/artanddesign/research-enterprise/Pages/default.aspx
http://www.cardiffmet.ac.uk/artanddesign/researchdegrees/Pages/default.aspx
http://www.cardiffmet.ac.uk/artanddesign/researchdegrees/Pages/default.aspx
http://csad.online/
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Get involved 
 
 
Running research degrees within the School doesn’t just happen. A lot of 
ideas, design, planning, and discussion takes place behind the scenes to 
create the environment for research study within CSAD and WIRAD. This 
work happens principally through three committees: 
 

1. CSAD’s Research Degrees Sub-Committee, which guides and 
oversees all research degree activity in the School. 
 

2. Cardiff Metropolitan University’s Academic Associate Committee, 
which deals with academic associate experience and events across 
the university. (‘Academic Associate’ is the university’s name for 
research students.) 

 
Expressions of interest are sought annually for the roles of full-time and part-
time student representative on these committees. The roles provide insight 
into the running of research degrees, are an opportunity for getting to know 
other students in the School, university or across WIRAD (you’ll be 
representing them and feeding back to them), and provide valuable 
organizational experience for the CV. There are also opportunities for taking 
on initiatives which can have a real impact on the research student 
experience – another CV plus. 
 
Each committee meets up to five times per academic year, with each 
meeting lasting 1.5 – 2 hours, plus some preparatory reading. 
 
If you are interested in putting your name forward as a student 
representative for one of the committees, please email the Cardiff School of 
Art & Design Academic Lead of Graduate Studies at 
csadresdegrees@cardiffmet.ac.uk. Roles are usually confirmed around 
August – October each year, but expressions of interest are welcome at any 
time. 
 
 
 
 

mailto:csadresdegrees@cardiffmet.ac.uk
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Research environment fund 
 
 
CSAD’s Research Degrees Sub-Committee has put aside a small amount of 
money for each new self-funded full-time PhD or Professional Doctorate 
student to support their studies. This fund is up to maximum of £250.00.  
This money can be spent on any research-related item, e.g. conference 
travel, conference accommodation, practice materials or a notebook 
computer for example. We are sorry we cannot offer this money to students 
who are funded by a research project or an employer. 
 
You may bid for this money during the first year of your research by emailing 
the Research Degrees administrator.  
 
All you need do is say is (a) what you want to spend your money on (please 
be as detailed as possible) and (b) how much money you need. Your bid will 
be reviewed and a decision made very quickly. 
 
Please note:  
 

(1) If you buy a notebook computer or put the money towards a rather 
more expensive laptop, this item will be your property and will not 
belong to the University or be covered by its warranties. 
 
(2) This fund is available to all new full-time PhD students. However, 
if your research project is funded we would normally expect that 
funding to have been constructed to include any specialist equipment 
or materials associated with your research. 
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Format of your thesis 
 
 Full details of the format, binding and submission of your thesis are given in 

the Regulations section of the Cardiff Met PRH. The following sections give 
additional guidelines for art and design practice-based research 
programmes. 

 
 

Documentation of practice-based research 
 

If the art or design research is practice-based, then the practice works 
should be documented in the thesis document through clear and focused 
colour photographs and/or video recorded on a CD, CD-ROM or DVD, and 
included in an envelope glued to the inside back cover of the thesis. 

 
 Clear and focused colour photographs of a student’s art or design practice-

based research should also be included in the thesis as illustrations of 
principal works and stages of a making process, and as illustrations of any 
aspects which are of particular significance and the subject of discussion in 
the text of the thesis. The minimum size of photographs is 60mm x 100mm. 
Students must in all cases ensure that material is capable of being 
photocopied. Copies produced by xerographic or comparable permanent 
processes are acceptable. 

 
 
 Colour reproductions of works by other artists and designers 
 

Colour illustrations of works by other artists and designers should also be 
included, if these works are relevant to the research programme. 
 
 

 Diagrams and sketches 
 

Diagrams and sketches shall be in black ink; unnecessary detail should be 
omitted and the scale should be such that the minimum space between lines 
is not less than 1mm. Colour graphics for charts, diagrams etc., and colour 
photographs may be used but students must in all cases ensure that material 
is capable of being photocopied. Copies produced by xerographic or 
comparable permanent processes are acceptable. 

 
 
 Numbering and titling of images 
 

All images included in the thesis – photographs of the student’s art and 
design practice, reproductions of other works, diagrams and sketches – must 
be numbered and titled. Numbers should be consecutive, taking the form 
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either of 1, 2, 3, … or 1.1, 1.2, 1.3, 2.1, 2.2, … using the form chapter 
number, image number. The advantages of the latter approach are that 
images can be easily identified with chapters, and that an image included at 
a late stage, say, in chapter 2 does not require all images after chapter 2 to 
be renumbered.  
 
In all cases, the image number must be included by the word ‘Figure’. The 
titling of the image should use the same typeface as in the main text, and 
may be 1pt or 2pts smaller. For example, if the main thesis text is using 11pt 
Arial, the image titling might use 9pt Arial: 
 

Figure 6. Graph depicting the relation between… 
 
Figure 2.4. Detail of graphite lines on the surface of the canvas. 

 
Titles for the reproductions of work by other artists and/or designers should 
include: name of artist/designer, title of work underlined or in italics (year of 
completion). Medium of the work. The name of the owner or copyright 
holder. For example: 
 

Figure 3.10. Richard Deacon, Red Sea Crossing (2003). Oak and 
stainless steel. Lisson Gallery. 

 
 
 Location of images in thesis 
 

Images should be located in the thesis either (i) as near as possible to the 
relevant discussion in the text, or (ii) as a series of illustrations at the back of 
the thesis, whichever is deemed most appropriate by the student and the 
supervisory team. 
 
 

 Other non-written material 
 
 Students may submit material not bound with the thesis if such material 

constitutes the most appropriate method of presenting the information 
concerned. Such material might include diagrams, maps and similar 
documents, or other material such as audio or video recordings, slides, films, 
etc. A list of such separate items must be provided in the thesis. 

 
 Any material of this type shall be enclosed in a container which is suitable for 

storage on a library shelf and which bears the same information as that 
required on the spine of the thesis, so placed as to be readily legible when 
the container is in its stored position. Electronic documents of such material 
can also be submitted to Cardiff Met’s online repository, along with an 
electronic version of your thesis. 
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Reflecting on practice 
 

How do you situate the array of ideas, concepts, processes, judgments, and 
deliberations involved in creative practice within a PhD? How do you 
document the exchange between the ‘invisible’ actions of thought and 
reflection with the physical, tangible actions of practice? How this is done will 
be especially important for those readers in the future who may be consulting 
your thesis online but who do not have the artefacts you produced in front of 
them. 
 
The documentation of visual practice in a research context continues to be 
discussed within art and design education. A bibliography is included in the 
CRS ART7002 Research Skills module. One approach which supervisors in 
CSAD have developed is to record and reflect upon visual practice under the 
following four headings: 
 
Aims and objectives 
 
A brief account of how this body sits within the context of your research 
question, and the particular reasons for making this body of work. 
 
 
Materials and methods 
 
Does what it says on the tin: a description of the materials and methods used 
in the production of the work. 
 
 
Description of the work 
 
A literal, matter-of-fact, verifiable description of the work, free of aesthetic 
judgment or interpretation, taking in the work as a whole but also pointing out 
any research-relevant features. 
 
 
Aesthetic evaluation 
 
This is arguably the most important part: where you use an appropriate 
method of evaluation to assess the work aesthetically, where you interpret it, 
where metaphors or poetic or subjective responses are made. It is through 
these evaluations that your visual practice impinges upon your research 
question. The ‘aesthetic’ in ‘aesthetic evaluation’ has a number of meanings 
in the history of ideas, but here it is used in the sense of a subjective 
response which is nonetheless more than subjective on account of the fact 
that we, as human beings, are embedded in shared linguistic, cultural and 
sensory frameworks. The aesthetic judgments we make will always be 
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drawing or tugging upon key ideas, concepts, metaphors, and part of the job 
of research is to examine critically how these concepts are active within a 
research context. Key methods used in aesthetic evaluation include: auto-
ethnography, aesthetic judgment, ethnography, grounded theory, and 
metaphor. Many of these are covered in the CRS ART7002 Research Skills 
module.  



CSAD Research Study Guide 2017–18   35 

  

20  

Use of library resources 

 
Who needs libraries in the age of Google? Answer: you do. As well as a 
good collection of art and design books, catalogues, and journals, Cardiff 
Met Library as an extensive database of electronic bibliographies and 
sources, with some material that can be delivered direct to your desktop. In 
one sense the material you identify here will be more objective than the lists 
thrown up by Google searches in that the library databases only contain 
peer-reviewed sources making acknowledged contributions to your subject. 
Peer review is a vital part of the research process: a body of research 
assessed for its rigour and objectivity by other practitioners or scholars in the 
field.  
 
Use of the Cardiff Met Library Resources is covered in the Cardiff Met 
Research Induction and Training Event. A session devoted to art and design 
resources within the Cardiff Met Library, including electronic resources, is 
scheduled in the first few weeks of your programme. The Library and 
Information Services site, with online guides, is here: 
https://tsr.cardiffmet.ac.uk/learning/Library/eleclib/Pages/default.aspx 

 
 
 
 

https://tsr.cardiffmet.ac.uk/learning/Library/eleclib/Pages/default.aspx
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CSAD IT policy and facilities  
 
 
  

Cardiff Met’s IT Rules and Regulations 
 

NOTE: It is extremely important that you read, understand and comply with 
Cardiff Met’s Electronic Communications Policy. This can be found at 
http://study.cardiffmet.ac.uk/IT/Pages/Home2.aspx  
 
It is School policy that you do not use anyone else’s personal user account 
without their explicit permission, and that you do not give anyone else your 
user ID and password, and that you do not allow anyone else from outside 
the School to use the computer which you have been allocated.  

 
 
 Computers  
 

PCs and Macs are available in the CSAD research student office, A2.08 
Llandaff campus. The computers are available to students on a hot-desk 
basis. A2.08 also has Wi-Fi and there are computer-free hot desks, so you 
can work online on your own laptop or notebook, if you wish. 
 
At one time we provided all students with a desk based PC. However, we 
have discontinued this because time has moved on and now almost every 
research student owns their own lap-top computer. The PCs we were 
providing had become surplus to needs and redundant.  
 
If you have a PC at home and would like a computer to use while in the 
CSAD building why not purchase a notebook computer with you research 
Environment Funding? You can use this notebook for presentations and 
while traveling as well and it will be yours to keep. 

 
 
 Open Access PCs  
 

Computers in the Library and Learning Centres are for use by any Cardiff 
Met student or member of staff. Please make sure that you abide by the IT 
Regulations.  

 
 
 Email  
 

On your proof of enrolment, you will find your email address. It is stated 
clearly in Cardiff Met’s Academic Handbook that communications to and 
from Cardiff Met students must be directed through your Cardiff Met email 

http://study.cardiffmet.ac.uk/IT/Pages/Home2.aspx


CSAD Research Study Guide 2017–18   37 

  

address. All official communications by email both at School and Cardiff Met 
level will be conducted through your student email account. 
 
As a research student, you are also eligible to request an Academic 
Associate profile, which will give you improved IT access, a staff ID card, and 
a named email address (as opposed to a number). To set up an Academic 
Associate profile, contact the Research Coordinator. 

 
It is your responsibility to check your email inbox regularly. You can connect 
to your Cardiff Met email from any computer in the world by going either via 
the Student Portal for your student email account  
https://tsr.cardiffmet.ac.uk/pages/student.aspx 
or preferably the Staff Portal for your Academic Associate account 
https://tsr.cardiffmet.ac.uk/pages/staff.aspx  
You will be asked for your user id and password. 
 
It is Cardiff Met policy that all communications with others on Cardiff Met 
business, including fellow students are done using your official student e-
mail. Please do not use personal e-mail addresses such as hotmail or yahoo 
for sending messages to your supervisor or on any official university 
business.  

 
 Your Cardiff Met email account closes at the end of your research 

programme. This will be after your viva, once your final, approved thesis with 
corrections, has been submitted and you have received written confirmation 
from Cardiff Met of your qualification. 

 
 
 IT Training and Help 
 

IT training in a variety of packages is available for all students. On the 
Student Home Page, called The Student Room (TSR), you will see a link to 
IT Information, https://tsr.cardiffmet.ac.uk/Learning/IT/Pages/Home.aspx.  
 
On this website you will find an online student IT induction, IT courses which 
you can book onto, and a description of what support is provided through the 
Learning Resource Centre.  
 
The IT Helpdesk can be reached: 
 
 internally by dialling 7000 
 externally by dialling 029 2041 7000 
 by email at ithelpdesk@cardiffmet.ac.uk 

 
 
 
 

https://tsr.cardiffmet.ac.uk/pages/student.aspx
https://tsr.cardiffmet.ac.uk/pages/staff.aspx
https://tsr.cardiffmet.ac.uk/Learning/IT/Pages/Home.aspx
mailto:ithelpdesk@cardiffmet.ac.uk
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Accommodation, facilities and resources 
 

Cardiff Met’s campuses are open:  
 

Monday–Friday  6.00 a.m. – midnight 
Saturday and Sunday  9.00 a.m. – 5.00 p.m. 
 

To access the building outside of normal operating hours, students must 
carry their staff ID card. You can obtain a staff ID card by setting up an 
Academic Associate profile, explained under ‘Email’ above. 
 
CSAD has a dedicated research student computer and study room in A2.08, 
on the Llandaff campus. The room is equipped with some hot-desking PCs 
as well as a sofa, coffee table and rug. A small kitchen, toilets and the Dolce 
Vita coffee-café are nearby too. 
 
You will also have access to workshops and laboratories appropriate to the 
field of enquiry. In the case of practice-based projects in art and design, 
studio space can also be available. If you are part-time, you also have 
access to the same facilities, albeit on a reduced time basis per academic 
year.  
 
It is important to remember that School workshops and laboratories may also 
be timetabled for use by undergraduate and taught postgraduate students at 
key times of the year, and so may not always be immediately accessible.  
 
In all circumstances and at all times, you must take into full account of the 
following points: 

 

 It is essential that you use the facilities according to your project’s 
agreed plan of work (see section 7, Designing, planning and 
managing your research project, above) to ensure that you have 
access to the necessary facilities for the time you require; 

 If the need arises for you to have access to facilities, advice and 
guidance outside the agreed arrangements e.g. in another subject 
area, you must have this agreed beforehand by one of your 
supervisors or a member of staff you work with on a day to day basis; 

 The CSAD health and safety policies and procedures of the subject 
area in which you are based apply to you at all times. Attention is 
drawn in particular to the way in which individuals, when totally 
absorbed in a process or when pressed for time, can sometimes 
forget that their actions (or lack of action) may endanger themselves 
and others. 

 You will invariably share the working environment with fellow 
research students, and possibly taught postgraduate students. It is 
essential that you are sensitive to others at all time. Don’t ever 
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assume your ways of working will be acceptable to others, for 
example, working in or leaving around clutter and piles of junk, 
clattering about, or displaying a lack of attention to personal hygiene, 
etc. Insensitive behaviour can be offensive, and is unacceptable.  

 NB. Failure to fully adhere to the points about may result in the 
removal of students’ access to some or all of the facilities described 
above. This may seriously jeopardise the success of your research 
programme. 
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Housekeeping 
 

Purchasing consumables  
 

Purchases of any kind related to your research are entirely your 
responsibility. You can of course bid from your Research Environment Fund 
(See section 17), or items must be purchased from your studio/bench fee. 
 
In exceptional circumstance, it may be possible to request funding from the 
research degree budget. This must be agreed and supported by your 
Director of Studies. There will need to be discussion over the importance of 
the item for your research, and the account from which payment is made.  
 
Only then should you email the request to the CSAD Research Coordinator 
who will seek authorisation from the Cardiff School of Art & Design Academic 
Lead of Graduate Studies and process the order if authorisation is granted.  
 
All purchases must be approved by the School BEFORE placing them.  
 
Please do not make a purchase and then expect to have it retrospectively 
approved – it will not be approved!  
 
 
Photocopying 
 
Your student ID card is also your photocopying card. The system allows you 
to use any photocopier at Cardiff Met on any site. As a CSAD research 
student, you receive a photocopy allowance each academic year which is 
accredited to your Academic Associate ID card: 
 
 Full-time students receive 500 A4 black and white photocopies 
 Part-time students receive 250 A4 black and white photocopies. 
 
If your photocopying requirements exceed your allowance, you will normally 
be expected to pay for these extra copies. If there is a specific research-
related reason for exceeding your allowance, you should contact your 
Director of Studies. However, Cardiff Met and the School are committed to 
sustainability of resources and reducing environmental impact, and 
encourage staff and students to reduce the amount of paper used through 
unnecessary photocopying.  
 

 
Use of Cardiff Met/CSAD Stationery 

 
Cardiff Met/CSAD stationery can only be used with the permission of your 
Director of Studies. The document which is to be printed on Cardiff 
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Met/CSAD stationery should be emailed for printing either to your Director of 
Studies or to the School’s Research Coordinator. The latter can only print 
your document once they have received approval from your Director of 
Studies. 
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APPENDIX 1 
_______________________________________________________ 
 
Cardiff Metropolitan University 
Cardiff School of Art and Design 
 
Research Degree Student Checklist 
 
To help you settle into your new research student role as quickly as possible, we 
have put together a list of things we think you need to know within the first week or 
two in the School. Several different staff are involved in your induction (see list on 
the following page) and so we have included a box for the member of staff involved 
to sign or initial that they have addressed the relevant point or section. This allows 
us to keep track of who has covered what. At the end of the first month the checklist 
must be handed to the Research Degree Administrator who will place it in your 
research file. 
 
 
Name of student ………………………… 
 
Director of Studies ………………………… 
 
Supervisor ………………………… 
 
Supervisor ………………………… 
 
Advisor/s ………………………… 
 
Date placed in file ………………… 
 
 
Research Degree Enrolment Checklist 
 
The following is a list of documents which you need to bring with you when you 
formally enrol on the first day:  
 

 Original versions of your qualification certificates and visa, if appropriate. 
The CSAD Research Degree Administrator will take copies of these to 
keep in your file. 

 Evidence of your ability to pay tuition fees and studio fees (if 
appropriate), for example, a letter from your sponsor. 

 
 
Research Degree Induction Checklist 
 
This checklist should be completed as you receive the relevant material or complete 
the relevant induction sessions. If you are in doubt as to what has been covered or 
completed, request clarification form the member of staff involved in that part of the 
induction process.  
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Receipt of the following documents:  
 

 Cardiff Met Postgraduate Researcher Handbook 

 Cardiff School of Art and Design Research Study Guide 

 Cardiff School of Art and Design Postgraduate Certificate in Professional 
and Research Skills: Art and Design Programme Handbook. 

 
NB. You should already have received a copy of the CSAD Research Study Guide, 
which you should have read and have available for the induction process.  
 
 
Introductions to the following people: 
 

 Dean of CSAD 

 CSAD’s Director of Research 

 CSAD’s Cardiff School of Art & Design Academic Lead of Graduate 
Studies 

 CSAD Research Degrees Administrator, including function of the 
School’s Research Office) 

 Research, academic, technical and support staff related to your research 
area. 
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Introduction to your working environment 
 
Each line to be initialled by the member of the supervisory team who carries out that 
part of the introduction. 

 

 Initials of Dir. 
of Studies 

 
Working environment and related details 

1  Studio/ workshop base and access to resources 

2  Campus library and the facilities available to research 
students 

3  Cardiff Met & CSAD Health and Safety policies (inc. 
lone working) 

4  IT facilities and policy 

5  Tour of campus 

6  Dedicated PC workstation for FT students, or Open 
Access PC facilities for PT students 

7  Risk Assessment Forms 

8  Keys and access codes 

9  Kitchen area for research students 

10  Transport and cycle facilities 

11  Use of Cardiff Met telephones and faxes 

12  Use of Cardiff Met/CSAD postal system 

13  Conditions regarding use of Cardiff Met/CSAD 
letterheads 

14  Use of School Photocopying facilities 

15  Protocols for contacting staff 

16  The nature of peer review 
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Roles and responsibilities of research students 
 
The member of staff responsible for this part of induction, will go though section 2 of 
the Research Students Handbook in the Cardiff Met PRH with you, alerting you to 
key points which are important for students to understand at the outset of their 
research programme. This will normally consist of a discrete session and include the 
following: 

 

 Initials of Dir. 
of Studies or 
Supervisor 

 
 
Roles and responsibilities of research students 

2.1  Maintaining contact with your supervisor 

2.2  Making satisfactory progress 

2.3  What constitutes satisfactory progress? 

2.4  Unsatisfactory progress 

2.5  Formal warning 

2.6  Completing annual reports 

2.7  What happens if a report is not approved on time? 

2.8  What happens if the school recommends that re-
enrolment should not be permitted? 

2.9  Concerns about the relationship with the Director of 
Studies 
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Roles and responsibilities of research staff 
 
The member of staff responsible for this part of induction will go though section 3 of 
the Research Students Handbook in the Cardiff Met PRH, alerting you to key points 
which are important for students to understand at the outset of their research 
programme. This will normally consist of a discrete session in which the roles and 
responsibilities of the following are explained: 

 

 Initials of Dir. 
of Studies or 
Supervisor 

 
 
Roles and responsibilities of research staff 

3.1  School Director of Research 

3.2  Cardiff School of Art & Design Academic Lead of 
Graduate Studies 

3.3  Supervisory team 

3.4  Director of Studies 

3.5  Supervisors 

3.6  Responsibilities of supervisory teams 
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Key stages in the research cycle 
 
Use the table below to keep track of your key stages up to and including your 
MPhil/PhD transfer report. Stages which have to be completed every year are in 
italics. 
 

 

  
Your 
initials 

 
 
Period 

 
 
Key stages in the research cycle 

4.1  Start of each year Research Training Review 

4.2  1st month Cardiff Met research induction 

4.3  Months 1-4 CSAD CRS programme 

4.4  3-4 months FT 
6-8 months PT 

Formal research proposal 

4.5  3 months 1st formal quarterly review FT 

4.6  6 months 2nd formal quarterly review FT 

1st formal six-month review PT 

4.7  9 months  3rd formal quarterly review FT 

4.8  12 months Annual monitoring report FT and PT 

4.9  18 months FT 
30 months PT 

MPhil/PhD transfer report 
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APPENDIX 2 
_______________________________________________________ 
 
Cardiff Metropolitan University 
Cardiff School of Art and Design 
 
Contact details for CSAD staff with responsibility for the Research Degree 
Programme 
 
Below is a list of the names and contact details of the CSAD staff who have 
responsibility for the School’s research degree programme. Their various roles are 
described in section 3 of this SRG. 
 
 
 

Dean of School:     
Prof Olwen Moseley 
Email:     omoseley@cardiffmet.ac.uk 
 
 
Director of Research:    
Prof Steve Gill 
Email:     sjgill@cardiffmet.ac.uk 
 
 
Cardiff School of Art & Design Academic Lead of Graduate Studies:   
Dr Stephen Thompson  
Email:     sthompson@cardiffmet.ac.uk 
 
 
Research Degrees Administrator:  
Debbie Alsop   
Tel direct dial:    029 2041 6291 
Email:     csadresdegrees@cardiffmet.ac.uk 
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