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SECTION 3 The Supervisor   

Training in research supervision is offered by CELT within the Academic Practice Framework and by 
the Graduate Studies Office. Acceptance of appointment as a supervisor by you confirms 
your awareness of, and agreement to, the duties and responsibilities described in this section. 

An introduction to the regulations and procedures for doctoral supervision is provided in the 
staff Blackboard module 'Research Supervision'.  

3.3 Responsibilities 

• Ensuring that the student has been introduced to the members of their Graduate Research
Committee at the beginning of their studies

• Advising the student on their specific, transferrable and generic training
• Advising the student on their responsibilities, entitlements and duties at the beginning of

their studies (see Sections 5.2, 5.6 and 5.7)

• Supporting the health and wellbeing of students, and recommending referrals to student
services and other supports when necessary. See https://www.nuigalway.ie/health-
wellbeing/

• Ensuring that reasonable accommodation is provided to students supported by the
disability support service. See https://www.nuigalway.ie/disability/

• Providing guidance on the standard of work expected for a research Master’s/ MD or PhD
degree and communicating clearly to the student how they are performing, particularly when
the required standards are not being met

• Providing the student with opportunities to meet other researchers in the field by facilitating
their attendance at conferences as appropriate and as permitted by resources

• Providing encouragement, advice and assistance with the presentation of conference papers
and the publication of scholarly papers emanating from the research project, while ensuring that
the student gets appropriate recognition for their efforts (e.g., authorship on papers and
acknowledgements at seminars)

SECTION 4 The Graduate Research Committee (GRC) 

4.1 Membership 

In the case of supervisors who have not yet supervised a PhD to successful completion, the Graduate 
Research Committee should include an experienced supervisor. Acceptance of membership of a GRC 

https://www.nuigalway.ie/health-wellbeing/
https://www.nuigalway.ie/health-wellbeing/
https://www.nuigalway.ie/disability/
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confirms awareness of, and agreement to, the roles and responsibilities described in this section. 

During the course of the research degree, it may be necessary to change the membership of a student’s 
GRC, following consultation with the student and the supervisor.  

A student may appeal a decision to change the membership of the GRC to the Standing Committee 
of Academic Council. 
 

SECTION 5 The Student   

Acceptance of admission to a research degree by you confirms your awareness of, and agreement to, 
the duties and responsibilities described in this section. 

5.1 Entry Requirements 

The University welcomes and embraces diversity in the postgraduate population and is committed to 
embed equality, diversity and inclusivity principles into the postgraduate process. 

5.2 Responsibilities 

• Becoming familiar with the University and local guidelines pertaining to graduate degrees. 
• Becoming familiar with student policies and responsibilities (see 

https://www.nuigalway.ie/student-services/policies/) including the responsibility to 
contribute to an inclusive University community (see 
https://www.nuigalway.ie/equalityanddiversity/policies-procedures/) 

• Becoming familiar with and applying best practice, for example, with policies such as Research 
Integrity (QA514), Research Data Management (QA509), the Intellectual Property Policy 
(QA507) and other relevant university policies. 
 

5.5.1 Development of Research Skills 

The Irish Universities Association (http://www.iua.ie/) has issued an ‘Irish Universities’ PhD 
Graduates’ Skills’ document which describes the desired learning outcomes and skills that PhD 
students may develop during their studies. The structured PhD has a strong focus on developing a 
range of skills which will assist you greatly in your career after your graduate and is also designed 
to meet the needs of an employment market that is wider than academia. Students develop these 
skills through their research and structured training. You will find this document at 
https://www.iua.ie/wp-content/uploads/2021/07/IUA-PhD-Graduate-Skills-Statement-2021-
final.pdf.  

Your development is supported by the University through seminars and accredited skills training 
courses and through development support offered by the Researcher Development Centre 
https://www.nuigalway.ie/rdc/ For a list of online training courses and books see Appendix 3 and 
Appendix 4. 
 

5.5 Entitlements 

https://www.nuigalway.ie/student-services/policies/
https://www.nuigalway.ie/equalityanddiversity/policies-procedures/
https://www.iua.ie/wp-content/uploads/2021/07/IUA-PhD-Graduate-Skills-Statement-2021-final.pdf
https://www.iua.ie/wp-content/uploads/2021/07/IUA-PhD-Graduate-Skills-Statement-2021-final.pdf
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You should feel free at any time to approach for advice your supervisor, any member of your GRC, the 
head of the unit, the Vice Dean for Graduate Studies of the College post-graduate representatives and co-
ordinators or the Dean of the College or the Dean of Graduate Studies.  

Some contact details are provided at 
https://www.nuigalway.ie/graduatestudies/currentstudents/phdstudentrepspgacademicco-
ordinatorsandsociety/ 

It is essential that your entitlements, duties and responsibilities are communicated clearly to you 
at the beginning of your studies by your supervisor. These include:  

• Services and Support for Students (health & wellbeing, chaplaincy and counselling 
supports, disability support services) apply to research students and are at these links 
http://www.nuigalway.ie/student-services/and https://www.nuigalway.ie/disability/ 

• While most research students are not employed to undertake their research degree and 
therefore do not have contractual hours of attendance, full-time research students are 
typically expected to devote time to their programme equivalent to a full-time employee 
(37 hours per week). Part-time students are typically expected to devote time to their 
programme equivalent to 2/3 that of a full-time student. Funded research students must 
comply with the terms of any funding award. 

• The student should agree an appropriate regime with the supervisor(s), taking into 
consideration student commitments and any finding terms or conditions. Annual leave 
should normally be 4 weeks in a calendar year, in addition to public holidays. 

• Supervisor(s) should be informed if a student experiences short-term interruption to 
research, because of illness or other circumstances. If a student requires a longer period 
of interruption to research (more than 1 month in a calendar year), they are advised to 
apply for a leave of absence. See section 5.8. 

 

5.7 Teaching contributions 

Contributing to teaching may form part of the training of a research Master’s or PhD student. Supporting 
teaching assists you in the acquisition of generic and transferable skills, and can be an important element in 
the formation of a research graduate whether within a structured PhD or not (GS506).  

Your teaching is subject to the following conditions: 

• Normally (where the programme length is four years) all PhD students should make 
contributions over six semesters or three academic years to cognate academic programmes, 
without extra payment. However, funded students must comply with the terms of any funding 
award. 

• Subject to a maximum of 120 h per year 

For students registered for research Master’s degrees, the number of hours required is determined 
locally, but normally is the same as for ‘early years’ PhD students.  

With respect to such activities, which are simultaneously contributing to your training and to the 
teaching mission of the University, a number of points should be kept in mind:  

• Quite a wide range of activities may be included such as taking tutorial groups, demonstrating 
at practical classes, co-supervising undergraduate projects and student mentoring  

https://www.nuigalway.ie/graduatestudies/currentstudents/phdstudentrepspgacademicco-ordinatorsandsociety/
https://www.nuigalway.ie/graduatestudies/currentstudents/phdstudentrepspgacademicco-ordinatorsandsociety/
http://www.nuigalway.ie/student-services/
http://www.nuigalway.ie/student-services/
https://www.nuigalway.ie/disability/
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• Hours may be included that are spent in class preparation, advising, monitoring student projects, 
and correcting projects, notebooks or essays and will vary according to School/Discipline 
norms  

• Particular internal schemes for financing research students who also make agreed, predefined 
contributions to teaching may have duties and conditions that fall outside the terms of these 
guidelines  

• For students who are self-financing and not benefiting from a tax-free exemption, payment 
must be made for all teaching contributions at the rate consistent with those duties. 

 

5.8.3 Annual Progress Report 

You are also responsible for providing a report to the GRC on your progress for each year you are registered 
until you graduate or formally withdraw from your studies. 

If either you or members of your GRC are away from the University, then this meeting may take place 
virtually.  
 
Adequate notice of the deadline for submission of reports to, presentations before or meetings with, the 
GRC should be provided to students and supervisors, taking into consideration any time away from the 
University or requirement for reasonable accommodation. 
 
5.8.5 Leave of Absence 

Circumstances that may be considered acceptable include:  

Medical (illness, disability)  

Protected leave (maternity, adoptive leave, paternity leave etc) 

The ‘Policy on Supports for Students Experiencing Pregnancy, Maternity and Paternity’, and ‘Policies 
for Students’ is available at http://www.nuigalway.ie/student-services/policies/ 

Extenuating personal circumstances (family bereavement, etc) 

Duration 

Full-time research students may apply to change their mode of attendance to part-time upon return from 
leave, with agreement of their primary supervisor and Head of School.  
Students should be aware of any implications a change to part-time mode of attendance will have on their 
funding. The College is responsible for informing the Academic Administration & Registration Office, 
Graduate Studies Office, the Fees Office, and Research Accounts Office of all changes to study mode, to 
facilitate formally updating the student’s record.  
Where the primary supervisor or Head of School does not support the student’s application, the student may 
appeal to the Dean of College, supplying all relevant documentation. 
 

Status 
During an approved leave of absence, the student’s participation in their research programme is 
suspended.  

Students should be prepared to discuss the implications of their leave of absence for joint research 
projects, publications, laboratories, teaching contribution etc. with their primary supervisor (who should 

http://www.nuigalway.ie/student-services/policies/
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consult with Head of School or Discipline as appropriate), and/or other members of their Graduate 
Research Committee.  

The student and Primary Supervisor will agree what information needs to be communicated to the 
student during their leave.  

This agreement will include the preferred method and frequency of communication and details of 
who the student should contact to discuss their return date, if they have any concerns or their 
circumstances change. 

 
5.11 Employment during Studies within the University 

In addition to the maximum 120 hours of teaching contribution,  

Registered full- time students may undertake paid work as stipulated by HR policies, either for their 
School or any other area of the University where work is available. 

Students will sign an undertaking (see form GS 010 for full-time research students and GS 020 for part-
time research students) which states that the work is related to their status as a registered research 
student whilst actively pursuing their research. Registered part-time - self-funded students can work up 
to 820 hours per year, under the same conditions as above for a full time student. The total workload 
undertaken by the student will be monitored, and repeated offences of exceeding the limits outlined will 
not be condoned. 

SECTION 6 The PhD Examination Process 

6.2 Format of Thesis and Submission for Examination 

The candidate must follow the directions on format, layout and presentation of a thesis, as described 
below.  

Two copies of the PhD thesis, spiral or gum bound, must be lodged with the Examinations Office 
(unless otherwise stated by the supervisor, such as the case of two external or internal examiners).  

The Examinations office will accept research theses as PDF (equivalent to soft bound version) by 
email. See https://www.nuigalway.ie/exams/thesissubmission/ 

 
6.3.2 Approval of Examiners 

Supervisors and GRCs should take into consideration gender balance and diversity in the selection of 
examiners. 

The examiners, with the letter of appointment, will be asked to declare any potential conflicts of interest 
that they may have. 
 

External Examiner 

Except in exceptional circumstances, the viva should be held on campus with all examiners physically 
present. Where it is not practical for all participants to attend in person, an application for participation by 
video conference must be made two months in advance of the proposed date of the viva. 

Internal Examiner 

https://www.nuigalway.ie/exams/thesissubmission/
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However, a College can make a recommendation to the Standing Committee for exceptions to the principle 
on a case by case basis, such a recommendation to be made in good time so that the Standing Committee 
would be in a position to give the recommendation due consideration. 

 

6.3.3 Role of Supervisor in the PhD examination 

Supervisors may attend the viva, subject to the agreement of the examiners, chair and the student. The 
supervisors, if present at the viva, neither participate nor intervene in the examination process. The 
supervisors may only observe the viva proceedings and must leave the examination when final 
deliberations are taking place. 

 

6.3.4 Approval of Chair of the viva 

The candidate is informed in good time when the chair is being considered. At that stage, while 
providing a rationale for doing so, a candidate may object to the appointment of a particular chair. 
If a chair is recommended for appointment despite an objection from the candidate, a written rationale for 
the recommendation is supplied to the College by the primary supervisor. 

 

6.3.5 Role of the Chair of the viva 

The chair informs the Dean of College, immediately after the viva, of a recommendation to refer a thesis. 

 

6.4 The Viva (Oral) Examination 
The chair of the viva is responsible for arranging the viva should a supervisor be unavailable. 

 

6.5 Examination Report 

Whilst examiner reports are kept strictly confidential insofar as is possible, examiners should note that 
any information provided relating to the subject of the report will be released by the Examinations Office to 
the subject of the report where a request for same is made, once the report is approved by the Academic 
Council Standing Committee. 

 

6.6.1 Award subject to minor or major corrections 

The Chair of the viva is responsible for ensuring that the changes made satisfy the requirements of the 
examiners, and communicating with the Examinations Office, should the internal examiner be 
unavailable.  

The timeline for the re-submission of the thesis requiring minor corrections to be made, either 
typographical or in content, is one month from the date of approval of the report by the Standing 
Committee of Academic Council.  

Three months from the date of approval of the report by the Standing Committee of Academic Council 
are allowed for the re- submission of a thesis which is deemed to require major corrections in content. 
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6.6.2 PhD is referred  

• The chair informs the Dean of College immediately after the viva, of a recommendation to 
refer a thesis. 

• A student with a referred outcome must register to continue their programme until they 
submit a revised thesis for examination. 

• The time limit for re-submission is one year from the date of approval of the report by the Standing 
Committee of Academic Council. This deadline may be extended by the Dean of Graduate Studies 
in extenuating circumstances. 

 

6.7 Final Thesis Submission 

The University, in support of the National Principles for Open Access and the national Framework on 
the Transition to an Open Research Environment provides access to PhD and MD theses as soon as 
possible following award of the degree. Open access to online theses allows the University to share the 
excellence of its research without restriction. The default position of the University is not to place an 
embargo on open access to the thesis.  

Where the award of the PhD has been recommended, and (where necessary) when the internal examiner 
has confirmed in writing that all the requirements of the examiners have been met in relation to the thesis 
in its print and online formats, the candidate must re-submit a hard- bound print copy of the thesis and a 
PDF version by email to the Examinations Office. 

6.7.1 Library Submission form EOG 051 

Form EOG 051 provides for the submission of the final thesis in print and online formats.  

Immediately above the signature section of the form, it is essential to tick the appropriate box 
to indicate that all permissions regarding third party copyright have been obtained or that, if 
any permissions have been withheld or otherwise not obtained, an edited version of the thesis, 
excluding material subject to third party copyright but providing a reference to it, has been 
submitted for online publication, see section 6.2.4.  

Should a PhD supervisor have left the NUI Galway, either a member of the GRC or the Head 
of School must sign Form EOG 051. The following should be considered before you complete the 
form: 

Section (a) of Form EOG 051 outlines the conditions under which you grant access to your thesis. This 
section applies if your thesis can be made accessible as soon as the award of the research degree has 
been confirmed.  

Section (b) of Form EOG 051provides the opportunity to request a period of restricted access. An 
embargo period may be sought to provide time to publish the thesis either as a series of articles or as a 
monograph to alleviate a potential breach of confidence, commercial sensitivity, security interests, 
copyright concerns and issues surrounding breach of GDPR. 

'Commercially Sensitive Information' means any confidential information that, if disclosed, may prejudice 
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a third-party's commercial interests e.g. trade secrets, profit margin or new ideas. 

'Confidential Information' means any information which has been designated as confidential by either party 
in writing or that ought to be considered as confidential (however it is conveyed or on whatever media it is 
stored) including information which would or would likely prejudice the commercial interests of any 
person, trade secrets, intellectual property rights, know-how of either party and any Commercially Sensitive 
Information. 

'Copyright' means all copyright and rights to the nature of copyright subsisting in the theses in any part of 
the world to which a third-party is, or may become, entitled. 

'Data Protection legislation' means the Irish Data Protection Acts 1988-2018 (as may be amended). 

'GDPR' means the European General Data Protection Regulation 2016. 

The embargo period shall be used by the student to alleviate the relevant grounding concerns by potential 
use of the following actions: 

 

Reason  Action Suggested 

Breach of confidence Permission should be sought from the relevant third-party.  

Redaction of material deemed to give rise to a breach of confidence 
issue.  

Commercially sensitive 
information 

Permission should be sought from the relevant third-party. If this is not 
forthcoming, the information should be redacted, with a note to this 
effect. 

Security concerns Where a legitimate security concern arises. Redaction of material 
deemed by the supervisor to give rise to a security issue. 

Copyright infringement  Permission should be sought from the Copyright holder. If it is not 
possible to obtain permission for an item subject to third-party copyright, 
such material should be removed from the thesis, with a note to this 
effect. See section 6.2.3 

A personal data breach under 
GDPR and Data Protection 
Legislation 

Personal data should be anonymised/pseudo-anonymised 

  

The above represents merely a set of examples of how to alleviate the relevant concerns, and students must 
actively engage with their supervisor before completing the Form EOG 051, the author should discuss 
with their supervisor the need for a period of embargo, and the appropriate duration of such an embargo.  

Applications for an embargo period will be considered by an Embargoes sub-group of Graduate Studies 
Board. consisting of Graduate Studies Manager, Digital Publishing and Data Management Librarian and 
chaired by the Dean of Graduate Studies.  



  Page 9 of 12 
 

The sub-group will meet at least twice per calendar year, and will provide an annual report to Graduate 
Studies Board detailing 

• Number of theses added to ARAN 

• Number of embargoes and embargo extensions granted by embargo period 

• Categories of queries received from students 

• Usage data for the University of Galway Theses (PhD Theses) collection on ARAN e.g. page 
views, downloads and most popular thesis. 

Descriptive information (metadata), including an abstract, will be displayed on ARAN during the period of 
embargo. 
 
Embargoes granted apply to the 590 metadata field in the Library catalogue record which displays “No 
consultation until dd mm yyyy”. The theses with embargoes are not accessible/loanable. The start date of 
an embargo is the latest date of signature on Form EOG-051. The normal length of embargo is two years, 
but an embargo of up to 4 years can be requested in the first instance if justified. In certain circumstances 
an extension to the initial embargo period will be granted.  
Embargo extensions require submission of a new Form EOG 51 at least two months prior to expiry of the 
current embargo period, and must be accompanied by substantive supporting documentation, such as a 
book publishing contract or evidence of significant delay in publication or commercialisation of thesis 
material. The thesis will be published on ARAN  at the expiry of the embargo period. Should an embargo 
request be received after a thesis has been made available on ARAN the request is referred to the 
Embargoes sub-group. An email is sent by the Digital Publishing and Data Management Librarian to 
author and copied to supervisor to notify them of same. The email includes download data from ARAN. 
An embargo can be removed at the request of the author to the Digital Publishing and Data Management 
Librarian if the reason for the embargo is no longer valid. An email is sent by the Digital Publishing and 
Data Management Librarian to author and copied to supervisor to notify them of embargo removal.  
 
6.8 Completion Time Limit 

Fees will be applied until the end of the semester in which the thesis is submitted for examination (First 
semester is taken to end January 31st of each year).  

Candidates must be registered at the time of submission of thesis for examination.  
 

 
6.9 Appeal of the result of a PhD examination 

Further information on the mechanism for an examination appeal is available at 
https://www.nuigalway.ie/exams/policies-procedures/. 

Appeals may not be submitted on the basis of inadequate supervision; complaints of that nature should be 
lodged during the period of study and before the submission of the thesis under the student complaints 
procedure, with details provided in the policy available at https://www.nuigalway.ie/student-
services/policies/ 

https://www.nuigalway.ie/exams/policies-procedures/
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SECTION 7 The MD Degree   
7.2.5 Final Thesis Submisson 

The MD Final Thesis submission and upload process, as well as the appeal, complaints and conferring 
arrangements, are identical to the PhD processes. Detailed guidelines on this process are provided in 
Section 6. 
 

SECTION 8 Research Master’s Examination Process 

8.2 Format of Thesis and Submission for Examination 

The candidate must follow the directions on format, layout and presentation of a thesis, as described 
below. The Examinations office will accept research theses as PDF (equivalent to soft bound version) 
by email. See https://www.nuigalway.ie/exams/thesissubmission/  

A thesis may be submitted for examination only after the candidate has received approval for 
examination by their primary supervisor and a member of the candidate’s GRC on the Approval for 
Examination form (EOG 021). Where a candidate considers that approval for the submission of the 
thesis has been withheld unreasonably, they may appeal to the Standing Committee of Academic 
Council. The signed, scanned, version of form EOG 021 must be submitted with the thesis.  

8.4 Viva (Oral Examination) 

The examination will be organised by the primary supervisor, or by the internal examiner if the 
supervisor is unavailable. 

8.6 Revisions 

Where award of the degree is conditional on corrections being made to the thesis, the supervisor is 
responsible for monitoring the implementation of these corrections, and the internal examiner, or a 
member of the GRC if the internal examiner is unavailable, is responsible for ensuring that the changes 
made satisfy the requirements of the examiners.  

The internal examiner, or the Chair if the internal examiner is unavailable, shall communicate in writing 
with the Examinations Office, to thesissubmission@nuigalway.ie that the corrections are made.  

In cases where the Research Masters is referred: 

• Formal contact should be made with the student by the Dean of College to inform the candidate 
of the decision of the Standing Committee of Academic Council and to ensure that they receive 
the examiners’ report. 

• The revised softbound thesis and a new EOG 021 form ‘Approval for Examination’ must be 
submitted to the Examinations Office. 

• The re-examination of the thesis must be undertaken by the same examiners. 
• The new joint examiners’ report must be submitted online and considered by the Standing 

Committee of Academic Council. 
• The time limit for re-submission is six months. 
• A candidate may only re-submit once. 

 

8.7 Final Thesis Submission 

A PDF version by e-mail and a hard-bound copy, bound within boards with leaves permanently secured, 
and bearing the candidate’s name, the degree awarded and the date of submission must be submitted to 

mailto:thesissubmission@nuigalway.ie
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the Examinations Office after the required corrections are made and will be required for Library use 
(the thesis is submitted to the Library after the graduation).  

All copies of work so presented shall remain the property of the University.  

Candidates will be asked to complete a form EOG 052 stating that the thesis deposited in the library 
shall be available for consultation under the conditions laid down by the Head of School. 

 

Appendix 1: Regulations for Higher Research Degrees  

Entire section removed, as all Regulations are stipulated in the QA245 Guidelines text 

 

Appendix 1: Relevant Official Forms 

Declaration by full-time Research Student Form for employment in the University during studies GS 
010  

Declaration by part-time Research Student Form for employment in the University during studies GS 
020  

Appendix 4: Irish Universities’ Phd Graduate Skills Statement 

Entire section removed, as online link provided in section 5.5.1 

Appendix 5: Books for Supervisors and Research Students 

• Firth, K. Connell, L. and Freestone, P. (2021) Your PhD Survival Guide: Planning, Writing 
and Succeeding in your Final Year, Ney York, Routledge. Available in the Reading 
Materials folder of the 1GST1 Blackboard site 
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