LKH List of Items Needed from Research Degree Applicants
All of the documents listed in the table below are required before an application can be considered by the LKH Research Committee.  Please complete the checklist below and send this to the Academic Registrar, Clare Richardson together with all relevant documentation, at least 2 weeks in advance of the PGR committee meeting at which an application is desired to be considered.  (Email: c.richardson@lkh.co.uk  Phone: 0161 249 2540.)
As noted in the Postgraduate Research Degrees Applications and Admissions Process guidance document (found on the LKH website: www.lutherkinghouse.org.uk), it is normally expected that a two-stage application process will be followed, first with approval to work with an academic adviser to refine a proposal, and then for approval to be recommended for admission to the degree programme.  Once formal approval has been granted for an applicant to work with an academic adviser to refine a proposal, the Registrar will seek references in preparation for stage 2.  Any revised documentation (and all references) must be received at least 2 weeks in advance of the PGR meeting at which the final application is to be considered.  Your academic adviser will also make a recommendation to the committee at this stage as to the names of appropriate supervisors (one main supervisor and either one or two co-supervisors).  The academic CVs of any proposed supervisors who have not previously worked for LKH will be sought at this point in order for their CVs to be submitted with your application to the University.  

If in exceptional circumstances a single stage application process is required, all documentation needs to be received at least 4 weeks in advance of the PGR committee meeting, in order for references to be sought and received before the meeting, and the need for a single stage process should be clearly indicated at the time of application.  
Applicants should note that if all documentation is not received in good order within the timeframe indicated here, it may not be tabled until a subsequent committee meeting, and this is likely to delay a prospective student’s admission point to the University.  It is the applicant’s responsibility to ensure that all documentation is provided to the Academic Registrar in good order within the appropriate timescale.  
Please note:  

· Application forms, academic CVs and proposals should each be emailed as Word documents (unless they have been handwritten, in which case as individual PDFs).  

· Copies of certificates, transcripts and passports should each be emailed as individual, high quality, scanned documents. (Where scanned copies have been provided in place of original documents, the original documents will still need to be presented to the registry office at the point of registration on the course.)
STAGE ONE:

	Documents Required
	Included?
	Additional Comments

	Application form
	
	

	Academic CV
	
	

	Research Proposal
	
	

	BA Certificate
	
	

	BA Transcript (if provided by the university concerned, depending on date course finished)
	
	

	MA Certificate
	
	

	MA Transcript
	
	

	(Additional BA or MA Transcripts, if appropriate: please specify...)
	
	

	Scan of Passport (and of Residence Card or Visa if not British)
	
	


	Additional Checks

	Please Confirm (as applicable)
	Additional Comments

	Have degree classifications been noted on application form for all UG & PG academic qualifications?
	
	

	Are BOTH referees named on application form tutors from previous degree courses (either both from PG courses, or one PG and one UG)?
	
	

	IF you left academic study some time previously, have you supplied contact details of a THIRD academic referee, who knows you now?
	
	

	IF you do not meet the standard entry criteria, have you evidenced that you meet the specified alternative criteria (see entry requirements in PG handbook & on LKH website)? 
	
	


Any Additional Comments?

STAGE TWO:

	Documents Required
	Included?
	Additional Comments

	Revised Research Proposal
	
	

	Revised Application Form*
	
	

	Revised Academic CV*
	
	

	Other (please state):


	
	


*Revised documents should be supplied IF there has been a substantial period of time (more than 9 months) between submission of the initial application and the revised application, AND/OR if the proposed area of research has changed significantly since the initial application.

	Additional Checks & Documentation Needed
	Please Confirm (as applicable)
	Additional Comments

	Are any proposed supervisors NEW to research supervision at LKH? If so, Academic Adviser to submit their completed UoM Academic CVs to LKH Registrar. 
	
	


Any Additional Comments?
