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Purpose 
The ‘Notice of Submission’ form is to be completed by all research degree candidates when submitting a thesis.  It is intended for use by Candidates to confirm:


· submission of a thesis for examination;

· the address to which all exam and graduation correspondence should be sent

· intention to attend a Graduation Ceremony.

Process

Details of thesis submission processes and procedures for the Presentation and Submission of Research Degree Thesis are detailed in the Senate Regulations found within the Academic Regulations Handbook http://www.cardiff.ac.uk/regis/sfs/regs/index.html .  Please note that the regulations relating to the Submission of a PhD by Published Works are available on the web under the PhD by Published Works programme regulations found within the Academic Regulations Handbook http://www.cardiff.ac.uk/regis/sfs/regs/index.html
Action to be taken by Candidates:
1. Candidates must complete the form and submit it, with their thesis, to the relevant School Office.

2.  The date should be recorded as the date of submission (which will be recorded on the Students Information Management System and will be reported to Research Councils, where appropriate).

3.  Candidates should complete both sides of the submission form in typescript or black ink and use block capitals.  The completed form must be handed to your Head of School (or his/her nominee) with two copies of your dissertation and (where appropriate) the examination fee.

4.  Each copy of the thesis shall contain:

a title page, which states:
the full title of the thesis;
the degree award title for which the thesis is presented;
the year of presentation (or re-presentation in the case of a thesis that is to be re-examined;
the candidate’s name;

a summary not exceeding three hundred words;

a statement signed by the candidate declaring that, except where indicated by specific reference, the work submitted is the result of the candidate's own investigation and the views expressed are those of the candidate;

a statement signed by the candidate declaring that no portion of the work presented has been submitted in substance for any other degree or award at this or any other university or place of learning, nor is being submitted concurrently in candidature for any degree or other award;

a list of contents, which includes the page number;
a signed statement regarding availability of the thesis; 

5.  An additional loose copy of the summary is required;

6.  A completed 'Notice of Submission' form.

7. The declaration and statements should be incorporated at the beginning of the dissertation, as illustrated in Appendix 1.

8. Where this is in accordance with the School's policy on the submission of a thesis:

· candidates may submit their work for examination in temporary binding;

· irrespective of the type of binding used for submission for examination, the University Awards and Progress Committee will only consider recommendations for an award following confirmation that the final version of the thesis has been uploaded to the University’s digital repository.  The digital repository can be accessed as follows: http://orca.cf.ac.uk/
· Please note that in respect of PhD by Published Work, successful candidate’s are required to present their work in a format appropriate for library deposit.
9. A candidate may not amend, add to or delete from the thesis after it has been submitted, unless this is required as a result of a decision of an Examining Board.

10. The completed form must be returned to: 

Registry, Student Records Team, 30-36 Newport Road, Cardiff, CF24 0DE
APPENDIX 1: 

Specimen layout for Thesis Summary and Declaration/Statements page to be included in a Thesis
DECLARATION

This work has not been submitted in substance for any other degree or award at this or any other university or place of learning, nor is being submitted concurrently in candidature for any degree or other award.

Signed ………………………………………… (candidate)       Date …………………………

STATEMENT 1

This thesis is being submitted in partial fulfillment of the requirements for the degree of …………………………(insert MCh, MD, MPhil, PhD etc, as appropriate)

Signed ………………………………………… (candidate)       Date …………………………

STATEMENT 2

This thesis is the result of my own independent work/investigation, except where otherwise stated.

Other sources are acknowledged by explicit references.  The views expressed are my own.
Signed ………………………………………… (candidate)       Date …………………………

STATEMENT 3

I hereby give consent for my thesis, if accepted, to be available for photocopying and for inter-library loan, and for the title and summary to be made available to outside organisations.

Signed ………………………………………… (candidate)       Date …………………………

STATEMENT 4: PREVIOUSLY APPROVED BAR ON ACCESS

I hereby give consent for my thesis, if accepted, to be available for photocopying and for inter-library loans after expiry of a bar on access previously approved by the Academic Standards & Quality Committee. 

Signed ………………………………………… (candidate)       Date …………………………

NOTICE OF SUBMISSION OF THESIS: POSTGRADUATE RESEARCH DEGREES
Please TYPE or write in BLACK ink and use BLOCK capitals

SECTION A: TO BE COMPLETED BY THE CANDIDATE AND SUBMITTED WITH THE THESIS

	CANDIDATE’S LAST name
	

	CANDIDATE’S First name(s)
	

	CANDIDATE’S ID NUMBER
	

	School
	

	TITLE OF DEGREE
	Please circle appropriate degree title

EdD, EngD, DSW, DClinPsy, DHS, MCh, MD, MPhil, MScD by Research, PhD

	FULL TITLE OF THESIS
	

	IS THIS A RESUBMISSION?
	YES / NO

	THESIS SUBMITTED FOR EXAMINATION IN
	Permanent  Binding      FORMCHECKBOX 
   

Temporary binding       FORMCHECKBOX 
    

	FULL ADDRESS FOR RECEIPT OF RESULT LETTER, DEGREE CERTIFICATE AND DETAILS OF THE GRADUATION CEREMONY


	You must notify Cardiff University immediately if this address changes via: studentrecords@cf.ac.uk

	DO YOU WISH TO ATTEND THE DEGREE CEREMONY
	YES / NO

	CONTACT TELEPHONE (WITH DIALLING CODE)
	

	EMAIL ADDRESS
	

	CANDIDATE SIGNATURE
	
	DATE
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