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DEFINITIONS




SECTION 1
PROCEDURES FOR GENERAL REGULATIONS

Applications to Graduate Diplomas and Degrees (Reg 1.5)

1.

Except where otherwise stated in advertisements, persons seeking
admission to programmes leading to Graduate Diplomas and Taught
Masters degrees must submit applications to the appropriate Registrar not
later than January 31 of the calendar year in which they wish to enter The
UWI.

Persons seeking admission to MPhil and PhD programmes who wish to
begin study in Semester | of the academic year must submit applications to
the appropriate Registrar not later than January 31 of the calendar year in
which they are seeking entry. Candidates wishing to enter in Semester I
should submit applications by March 31 of the preceding calendar year.
These dates may be altered in any particular case where the Campus
Committee so decides.

Every application shall be referred by the Campus Committee to a
Department after consultation with the Head of Department.

The Registrar will make available all complete applications for entry to
Graduate Diplomas and Degrees to each Head of Department. The Head of
Departments are required to convene departmental meetings to consider
all applications and make recommendations by March 31 (for Semester |
entry) and October 31 (for Semester Il entry). The applicant, if accepted, be
deemed to be registered in that Department.

Competency in English

5.

Applicants whose native language is not English but who have been
admitted to a graduate programme must take such tests, as prescribed by
the Board, to demonstrate English Language proficiency prior to
registration.

Applications for Special Admission (Regs 1.6 - 1.10)
6. The Registrar will submit complete applications for Special Admission to

the appropriate Head of Department. The Head of Department will consult
with the relevant Programme Coordinator and can recommend a
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maximum of 12 credits in any given year, and a maximum of 24 credits in
total under this category of registration.

A maximum of nine (9) relevant credits obtained through special admission
can be counted towards UWI certification and Graduate Diplomas and
Degrees of The UWI.

Consideration of Applications

8.

The Head of Department should submit all recommendations for entry to
Graduate Diplomas and Degrees and for Special Admission to the Campus
Committee, which will normally make the final decision as to whether or
not to accept the recommendation of the Department on behalf of the
Board.

Admission of Applicants with a Pass Degree

9.

If the applicant to a Graduate Diploma or Taught Masters degree possesses
a Pass degree, the relevant Head of Department must submit with their
recommendation, a statement on the suitability of the applicant to pursue
graduate studies.

10. The Head of the Department must indicate, for inclusion in any offer of

admission made to the candidate, any supplementary courses the
applicant would be required to take.

Admission of Applicants without a First Degree from an approved
Tertiary Level Institution

11.

Applicants without a first degree from an approved Tertiary Level
Institution may be considered for admission to a Graduate Diploma or
Degree programme. A recommendation from a Department to the Campus
Committee that the University accepts such an applicant, must be
accompanied by a full statement of the applicant’s academic qualifications
and work experience, as well as an overall assessment of the ability of the
applicant to pursue graduate studies at The UWI. This recommendation
must be forwarded to the Board for final approval. Candidates admitted
without a degree may be required to register for additional courses as the
Department requires. Such requirements must be included in the offer of
admission.
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Admission of Applicants to the MPhil with a Lower Second Class Honours

Degree

12. If the applicant to an MPhil degree possesses a Lower Second Class Honours
degree, the relevant Head of Department must submit with his/her
recommendation, a statement on the suitability of the applicant to pursue
an MPhil degree.

13. The Head of Department must indicate, for inclusion in any offer of
admission made to the candidate, any supplementary courses the
applicant would be required to take.

Admission to the Doctor of Medicine (DM) Specialist Degree
14. Applicants to the Doctor of Medicine (DM) programme are required to hold
a medical degree with eligibility for registration in the country of study.

15. Applicants must comply with the regulations governing admission to the
DM programme as well as any additional regulations related to the
particular specialty found in the relevant Faculty handbook.

Procedure for Registration

16. Students registered for Graduate Diplomas and Taught Masters degrees are
permitted changes in registration for the addition and substitution of or
withdrawal from courses, no later than the end of the third week in
Semester | for Semester | and year-long courses, and the end of the second
week in Semester Il for Semester Il courses, provided that the changes
proposed are within the Regulations for the relevant programmes.

Responsibilities of Head of Department

17. The Head of Department is responsible for ensuring that adequate office
and laboratory space, the equipment and supplies required, and the
technical and administrative support necessary for the research, are
provided and available to graduate students before recommending
acceptance, as well as during the programme.

18. The Head of Department must ensure that the person selected as
Supervisor of a research student has agreed to supervise the student.

19. The Head of Department is also responsible for monitoring the relationship
between supervisors and students, for intervening expeditiously to resolve
differences, and for facilitating a change of Supervisor, if deemed necessary,
through recommendations to the Campus Committee. Head of

3 | MANUAL OF PROCEDURES FOR GRADUATE DIPLOMAS AND DEGREES



Department should consult the Graduate Studies Guide for Students and
Supervisors for more details.

Appointment and Responsibilities of an Advisory Committee

20. The Advisory Committee must consist of a minimum of three persons,
including the Supervisor(s), with no more than one person typically being
from outside the University. This Committee should be convened within
one month of appointment to review the background of the student and
to discuss and approve the programme of study.

21. The Advisory Committee is responsible for reviewing the research progress
of the student at least once per Semester and providing guidance for
completion of the research, including thesis preparation.

Provisional Acceptance (Reg 1.29)

22. A candidate who has been granted provisional acceptance, but whose
award of degree has not been declared by the published closed date of
registration, or whose final results are unfavourable, will have his/her offer
of admission withdrawn.

Voluntary Withdrawal (Reg 1.32)

23. A candidate who voluntarily withdraws from a programme or course
before the close of the published registration period in any Semester will
have his/her registration for that Semester removed from the record.

24. A candidate who voluntarily withdraws from a programme or course after
the close of the published registration period in any Semester will have the
Late Withdrawal Grade assigned to all courses which he/she is registered
for that Semester.

25. The date of withdrawal is determined to be the date at which the letter of
withdrawal has been officially stamped as received by any Officer of The
Uwi.

Leave of Absence from a Graduate Programme or a Campus (Reg 1.37)

26. Any student who has been granted leave of absence by the close of the
published registration dates of a Semester will have his/her registration for
that Semester removed from the record. Leave of absence requests
received afterthe end of the published registration period will not normally
be considered by the Campus Committee.
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27. Requests for leave of absence are not considered from new students in their
first Semester of registration. Any such requests received will be considered
as an application for a deferral of admission where the programme permits.

Study Abroad as Part of Graduate Programme

28. Students registered in a graduate programme may apply to the Campus
Committee to complete part of their study abroad. Such applications must
be accompanied by a recommendation from the Head of the Department
and must include the name of the institution to which the candidate is
going, the name of the person who will supervise any training to be
received, the length of time the candidate will be away from The UWI, and
any examination(s) the candidate will be required to write.

Upgrading of Registration (Reg 1.40)
29. The procedure for upgrading of registration shall be as follows:

a)

The student should first consult his/her Supervisor and then write to
the Senior/Assistant Registrar, through the Supervisor and the Head of
Department/Unit or Director of Institute/Centre (hereafter “Head”),
formally seeking an upgrade of his/her registration. The Dean of the
Faculty or his/her nominee should be copied on all correspondence.

The Senior/Assistant Registrar will seek a recommendation from the
Head of Department, advising him or her of student’s eligibility for the
upgrade. The Dean should be copied on all correspondence.

If the Head of Department is the student’s Supervisor, he/she must
delegate his/ her responsibilities as Head in this process to a senior
academic colleague in the Department/Institute/ Centre/Unit.

If the Head of Department is in agreement with the student’s request
to upgrade, he/she should consult with the student’s Committee of
Advisors, other Departmental colleagues and the Chair of the
appropriate Faculty Committee to formulate an Upgrade Assessment
Committee all normally chosen from the academic staff of the
University.

The Upgrade Assessment Committee shall comprise:

i. the Chief Supervisor(s),
ii. atleasttwo independent Assessors, and
iii. anindependent Chair.

Assessors should therefore be chosen on the basis of their knowledge
and experience at the appropriate level in the area of the student’s
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