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DISCLAIMER  
This handbook is designed for informational purposes only. It should neither be viewed as a complete guide nor 

as any kind of a contract or legally binding document. Persons accessing this handbook who require confirmation 

of any information should refer to the relevant regulations and administrators. While every effort has been made 

to ensure that the information contained in the Handbook is accurate at the time of publication, FASS reserves 

the right and discretion in making revisions to the Student Handbook without any notice, in order to remain 
current and consistent with UBD’s current practices or changes in regulations and guidelines. 
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Part A: Overview 

 

1. ABOUT THE FACULTY OF ARTS AND SOCIAL SCIENCES 
(FASS) 

 

Welcome to the Faculty of Arts and Social Sciences (FASS)! 

FASS is the largest faculty within UBD in terms of student enrolment. Currently, it offers 

undergraduate and graduate programmes in several fields of studies including Sociology 

& Anthropology; Malay Language & Linguistics; Malay Literature, Design & Creative 

Industries, History & International Studies, Geography, Environment & Development 

and English Studies. FASS is committed to nurture its students in the light of UBD’s core 

values of people, expertise, aptitude, relevance and leadership. Masters and PhD 

programmes in FASS are highly competitive and once enrolled, students are given full 

academic, supervisory and relevant support.  

 

2. REGULATIONS RELATING TO PhD STUDIES 

 

Students are expected to have a sound understanding of the regulations that affect their 
studies, which can be found in the Student Portal or MyUBD, under the following titles:  
“UBD Regulations for the Degree of Doctor of Philosophy”. 
 

3. UNDERSTANDING THE PhD PROGRAMME  

 

FASS currently offers the following PhD programmes:  
 
PhD in Anthropology  
PhD in Art  
PhD in Environmental Studies  
PhD in History   
PhD in Malay Literature   

PhD in Applied Linguistics  
PhD in English Literature  
PhD in Geography  
PhD in Malay Language and Linguistics 
PhD in Sociology 

PhD in Professional Communication and the Media 
 
Intakes per year: January and August. 
Duration: Full-time (36 months) and Part-time (60 months).  
 

 

 

http://fass.ubd.edu.bn/majors/socio-anthro.html
http://fass.ubd.edu.bn/majors/socio-anthro.html
http://fass.ubd.edu.bn/majors/eng.html
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In a PhD programme, candidates are expected to carry out academic research in a 

particular field under the guidance of full-time academic supervisors of the university. 

Candidates will learn different methods of research and build on their transferable skills 

into action. They have to be self-motivated and responsible in managing their time and 

learning activities.  

 

Candidates are encouraged to share their findings and ideas with fellow students, 

supervisors and other academics, and present their work at the FASS Seminar Series. It 

is the candidates’ responsibility to conduct their research independently and ethically, to 

display critical analysis in their writings, and gain a thorough understanding of their field 

throughout the course of their studies.  

 

For the August 2016 intake onwards, candidates must submit at least two academic 

journal articles or book chapters, which must be from the candidate’s PhD research 

project, before submitting their PhD thesis for examination. For more information on 

this, please refer to the UBD Regulations for the Degree of Doctor of Philosophy on the 

Student Portal of myUBD.  

 

In addition, for the August 2018 intake onwards, PhD students in FASS have to complete 

two semesters (worth 8 modular credits) of a compulsory research module entitled AQ- 

6101 Advanced Research Methodology. The aim of this module is to prepare and enhance 

students’ ability and critical thinking on theoretical, methodological (both qualitative and 

quantitative) and practical issues associated with research and thesis writing in the 

broader field of the Arts and Social Sciences.  Please refer to the module outline in 

Appendix A for more information.  
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4. PhD STAGES AND MILESTONES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Stage 3: Qualifying Assessment 

Stage 2: Complete AQ-6101 

Advanced Research 

Methodology 

(PhD students only) 

Stage 5: Oral Examination (Viva) 

 Candidates have to complete and pass all the 

assessments stipulated in the module outline AQ-6101 

Advanced Research Methodology.  

 

 Discuss proposed research topic with supervisor(s). 

 Prepare research plan and timeline. 

 Held 12 months from date of admission for full-time 

candidates, and 18 months for part-time candidates. 

 Candidates have to submit a draft of their first 3 chapters 

to two assessors to be appointed by the examination 

committee. 

 Candidates are then given 25-30 minutes to present their 

research proposal before an examination committee. 

 The committee will decide whether the research proposal 

is qualified for a PhD study or otherwise. 

 Held at the University once all the examiners’ reports 

have been received.  

 Candidates have to first present a summary of their 

research to the examination committee. 

 Candidates are then required to give an oral defense of 

their research during the Q & A session that follows. 

 Candidates must pass both the oral and thesis 

examination components for the award of the PhD 

degree. 

 For the August 2016 intake onwards, candidates are also 

required to submit at least two publications, as stated in  

the PhD regulations. 

Stage 1: Initial Meeting with 

Supervisor(s) 

Stage 6: Final Submission 

 Candidates are required to give at least 3 months’ notice 

of intention to submit their theses for examination. 

Candidates must also ensure that they comply with the 

publishing requirements before submitting notice of 

intention to submit.  

  Submission of 4 hardbound copies of thesis. 

Stage 4: Thesis Submission for 

Examination 
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PhD MILESTONE 

 Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 

Stages 
Q

1 

Q

2 

Q

3 

Q

4 

Q

1 

Q

2 

Q

3 

Q

4 

Q

1 

Q

2 

Q

3 

Q

4 

Q

1 

Q

2 

Q

3 

Q

4 

Q

1 

Q

2 

Q

3 

Q

4 

Q

1 

Q

2 

Q

3 

Q

4 

Q

1 

Q

2 

Q

3 

Q

4 

Stage 1: 

Initial Meeting with 

supervisor(s) 

F

T 

P

T 

                           

Progress report  

(6 mths) 
 

F

T 

P

T 

   

F

T 

P

T 

   

F

T 

P

T 

   

F

T* 

P

T 

   

F

T* 

P

T 

   
P

T* 
   

P

T* 
  

Stage 2: Qualifying 

Examination 
    FT PT                     

Annual progress report    

F

T 

P

T 

   

F

T 

P

T 

   

F

T 

P

T 

   

F

T* 

P

T 

   

F

T* 

P

T 

   
P

T* 
   

P

T

* 

Stage 3: Pre-Thesis 

Submission Examination 
          

F

T 
       

F

T* 

P

T 

       
P

T* 
 

Stage 4: Oral Examination            
F

T 
       

F

T* 

P

T 

       

P

T

* 

  3 Years (Full-time)                   

Timeline  5 Years (Full/Part-time)          

  7 Years (Part-time)  

Keys:  

FT Full-time (3 - years)  PT Part-time (5 years)        *  Extension of Candidature  
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5. UNDERSTANDING THE CANDIDATE - SUPERVISOR 
RELATIONSHIP 

 

To facilitate your progress, each candidate is assigned to at least one supervisor. The 

supervisor shall be principally responsible for the supervision and guidance of the 

candidate. However, one or more co-supervisors may additionally be appointed. The 

candidate/supervisor relationship is a long-term commitment, and it is beneficial to know 

the role of both candidate and supervisor.  

 

Knowing Your Role as a PhD Candidate  

 

Candidates have the following responsibilities:  

a) To be familiar with the Regulations for the Degree of Doctor of Philosophy, 

and relevant procedures.  

b) To maintain regular communication with supervisor and where applicable, co-

supervisors.  

c) To take a proactive approach in the progress of their research.  

d) To discuss the research topic and devise a timetable with supervisor/co-

supervisors.  

e) To review progress regularly with supervisor/co-supervisors.  

f) To take the initiative in seeking supervisor/co-supervisors, in attaining 

guidance and answering relevant queries.  

g) To be sufficiently prepared for meetings with supervisor/co-supervisors.  

h) To maintain a record or minute of meetings with supervisor/co-supervisors.  

i) To provide supervisor with written work in a timely manner and within a 

reasonable period of time to provide feedback and comments.  

j) To attend such lectures, tutorials, seminars, class or practical work as may be 

prescribed by the FASS Faculty Graduate Studies Committee (FGSC) or by 

supervisor/co-supervisors.  

k) Whenever possible, to attend, participate and present at conferences, seminars 

and workshops, within and outside of the university 
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l) To inform supervisor/co-supervisors on a timely manner, any planned leave 

and unexpected absences. This includes negotiating planned leave with 

supervisor/co-supervisors and following the appropriate procedures.  

m) To bring to the attention of the FASS Faculty Graduate Studies Committee 

(FGSC), in consultation with supervisor/co-supervisors, any significant 

problems that may hinder the progress of the research.  

n) To discuss with supervisor/co-supervisors, Deputy Dean (Research) or 

Assistant Registrar regarding current supervision arrangements and any 

arrangements prior to request replacement of supervisors.  

o) To submit, after consultation with supervisor/co-supervisors, to the FASS 

Faculty Graduate Studies Committee (FGSC), the provisional title of thesis, not 

later than 6 months in the case of a full-time candidate or not later than 12 

months in the case of a part-time candidate, calculated from the date of 

admission.  

p) To publish at least two pieces of academic work which are academic journal 

articles and/or book chapters from your research work/thesis.  

q) To submit, after consultation with supervisor/co-supervisors, to the FASS 

Faculty Graduate Studies Committee (FGSC), the firm title and synopsis of 

thesis, at least 6 months prior to the proposed date of submission of the thesis 

for examination.  

r) To give at least 3 months’ notice of intention to submit thesis for examination, 

in consultation with the supervisor/co-supervisors.  

s) To complete the approved scheme of advanced study and research, within 36 

months in the case of a full-time candidate, or within 60 months in the case of 

a part-time candidate.  

 

Knowing Your Supervisor’s Role  

 

a) To be familiar with the Regulations for the Degree of Doctor of Philosophy, and 

relevant procedures.  
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b) To maintain the standard expected of a doctoral thesis that include, but are not 

limited to, the quality of literature review, research methodology, analysis of 

data, referencing, and avoidance of plagiarism.  

c) To provide guidance on the choice of research topic, and advice the candidate 

on the provisional title of thesis for submission.  

d) To submit the 6-month progress report for the Jan-June and July-Dec 

reporting period to the relevant Programme Leader.  

e) To ensure the candidate is sufficiently prepared for pre-thesis submission 

presentation.  

f) To provide substantive suggestions towards improvement, when the 

candidate’s progress or written work are deemed inadequate.  

g) In case of two or more consecutive unsatisfactory progress reports, the 

Supervisor may recommend termination of the candidature to the FASS 

Faculty Graduate Studies Committee (FGSC).  

h) To provide constructive feedback and comments to the candidate based upon 

written drafts, and to return them in a timely manner.  

i) To provide guidance to the candidate on creating a devised timetable, towards 

the completion of specific deadlines, to ensure candidate completes thesis 

within the scheduled time period.  

j) To monitor the progress of the candidate, through regular supervision and 

periodic meetings.  

k) To identify with the candidate the required skills and development needed, and 

prescribe lectures, tutorials, seminars, class or practical work for the candidate 

to attend, where applicable.  

l) To encourage the candidate to attend, participate and present at conferences, 

seminars and workshops, within and outside of the university.  

m) To bring to the attention of the FASS Faculty Graduate Studies Committee 

(FGSC) any significant problems that may hinder the progress of the research.  

n) To advice the candidate on the firm title and synopsis of the thesis for 

submission, prior to the proposed date of submission of the thesis for 

examination.  
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o) To indicate agreement to the candidate’s submission of the thesis on the 

prescribed submission form, and make such indication of his/her agreement 

known to the candidate.  

p) To submit a final report when the candidate is submitting his/her thesis for 

examination to the FASS Faculty Graduate Studies Committee (FGSC).  

  

6. QUALIFYING ASSESSMENT  

 

The candidate shall prepare a written report in the form of soft and hard copies to the 

relevant Programme Leader (PL) no later than two weeks before the assessment date. 

The report shall include:  

 

a) A maximum of 15,000 words including a working title and clear outline of 

research project, a critical review of the relevant research literature, conceptual 

or theoretical framework, and a discussion of methodology. The preliminary 

analysis of data may be included if it is available.  

b) A record of research training undertaken by the candidate to date and a plan of 

the research training to be undertaken in the future.  

c) A Gantt Chart indicating the timetable of research activities towards 

completing the doctoral thesis.  

 

7. SUBMISSION FORMAT  

 

As per Clause 28 of the UBD Regulations for the Degree of Doctor of Philosophy, the 

Senate shall approve, on recommendation by the Faculty Board, a format for the thesis 

submission for the examination.  

The Faculty Board shall recommend one of the following two (2) formats:  

 

i A specified number of academic journal articles and /or book chapters with an 

executive summary. The executive summary must not exceed 10,000 words 
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including footnotes but excluding appendices, tables, diagrams, bibliography, 

maps charts, graphs, illustrations and other additional materials if any.  

 

ii Both the thesis and a specified number of academic journal articles and/or 

book chapters.  

 

8. THESIS GUIDELINE  

 

The thesis must be submitted in:  

i English Language  

ii Printed in Times New Roman, font size 12, 1.5 line spacing  

iii A4 size, either on single or double sided printing  

iv Binding margin of 4.0 cm  

v Prefatory materials  

a. Title page  

b. Dedication (if any)  

c. Acknowledgements  

d. Declaration of originality. The Declaration of originality form can be found 

at the Graduate Studies and Research Office website (under ‘Resources’).  

e. Abbreviations  

f. Table of contents  

g. Abstract not exceeding 500 words (A thesis written in English must contain 

a Malay translation of the abstract).  

vi Prefatory materials must be numbered in Roman numerals and pages of the text 

must be numbered in Arabic numerals.  

vii With APA/ Harvard style of referencing  

 

Note: Discuss the appropriate referencing style with your supervisor.  



                                                                               FASS PhD Handbook                   (updated 1 September 2018) 

 

 
 

14 

A thesis must not exceed 100,000 words, including footnotes, but excluding appendices, 

tables, diagrams, bibliography, maps, charts, statistical tables, graphs, illustrations and 

other additional materials.  

 

Please refer to the following sample of the title page: 
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TITLE OF THESIS 
 
 
 
 

BY 
 

AWANG SELAMAT BIN DAYANG 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISSERTATION 
Submitted in partial fulfilment of the requirements for the degree of Doctor of Philosophy in 
(Historical and International Studies/…… /…….) in the Faculty of Arts and Social Sciences, Universiti 
Brunei Darussalam  
 
 
 
Month, Year 
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SUGGESTED SAMPLE OF TABLE OF CONTENT 
 
 
Declaration i  
Acknowledgements ii  
List of Tables viii  
List of Figures ix  
List of appendices x  
Abstract xi  
Abbreviations and Glossary xii  
 
Chapter 1: Introduction 1  
1.1 Background 5  

1.2 Research Aims 6  

1.3 Significance of the Study 8  

1.4 Objectives and Scope 8  

1.5 Limitations and Assumptions 9  

1.6 Thesis Structure 9  
 
Chapter 2: Literature Review 13  
Chapter 3: Contextual Issues  
Chapter 4: Research Designs and Methodologies  
Chapter 5: Findings  
Chapter 6: Discussion  
Chapter 7: Conclusion  
7.1 Outline of the Research and its Process  
7.2 The Findings  
7.3 Contributions of Present Research  
7.4 Implications of the Study  
7.5 Future Research  
7.6 Conclusions  
References  
Appendices 
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Part B: Academic Matters 

 

9. PLAGIARISM  

 
Academic writing is an important aspect of learning in higher education, with students 

expected to use various ideas and concepts from numerous sources to convey their 

answers in their assignments. Plagiarism arises when words, ideas and/or diagrams are 

taken from a source (be It printed, online or conversation), and used elsewhere without 

providing due recognition to the source or author. This would appear as if the words, idea 

and diagrams came from the said student, which is a form of academic dishonesty.  

 
 
The Universiti Brunei Darussalam Rules And Regulations For The Generation Next 
Undergraduate Degree August 2013 states in Clause 3.4:  
 
Students should be aware that plagiarism is a form of academic misconduct that puts at 
risk their continuation as a student at UBD. The concept that is central to the allegation 
of plagiarism is that the student intended to plagiarise the work or ideas of another 
person.  
 

 

10. STAFF AND STUDENT RESPONSIBILITIES  

 
Staff are required to:  

 Inform all new students on the importance of effective academic writing and 
avoidance of plagiarism, including but not limited to orientation sessions.  

 Emphasize in the first session of their respective modules for each semester on the 
importance of referencing and the relevant referencing format expected in the 
module.  

 Use relevant applications and tools such as turnitin during the submission process 
of any written work.  

 Foster an environment of trust and respect for original ideas, whilst encouraging 
students to enhance their academic writing skills to develop their ideas further, for 
instance using theories and past publications, and guiding student to reference 
them appropriately.  

 Acknowledge the contribution of students in any publications based on research 
conducted by students. For any joint publications resulting from such work, 
students should preferably be made the first author.  
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Students are expected to:  

 Be proactive in understanding plagiarism, referencing and effective academic 
writing techniques.  

 Understand the different referencing formats that may be expected by different 
lecturers. Though FASS lecturers generally use APA referencing format, check with 
your respective lecturers at the beginning of each semester on their preferred 
format.  

 
 

11. WHAT HAPPENS WHEN STUDENTS PLAGIARISE?  

 

FASS takes instances of plagiarism as a serious academic matter, which may lead to a 

programme level and faculty level investigation.  

a. The supervisor will decide based on information attained whether there is a 

serious breach of academic integrity.  If the supervisor does not consider the 

matter to be a serious breach, he/she will advise the student on ways to improve 

their academic writing to avoid instance of plagiarism. No penalties will be 

imposed on the student.  

 

b. If the supervisor considers the matter to be a serious breach, he/she will report 

the case with sufficient evidence to the relevant Programme Leader and the 

Deputy Dean (Graduate Studies & Research), who will investigate on (i) past 

instances of plagiarism by the student (if any), and (ii) the extent of plagiarism.  

 

c. The relevant Deputy Dean and Programme Leader will interview the student to 

further understand the matter. This provides the student with an opportunity 

to explain the alleged plagiarism.  

 

d. Based on the interview, a plagiarism report is prepared and provided to the 

Faculty Graduate Studies Committee. The Committee will deliberate on the 

appropriate recommendations which will then be forwarded to the University 

Graduate Studies Committee for further deliberations and endorsement.  
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e. Through a formal letter, the student will be informed about the decision of the 

Faculty and the University.  

 

12. HOW CAN STUDENTS AVOID PLAGIARISM?  

 

To avoid the allegation of plagiarism, be it intentional or reckless plagiarism, students are 

advised to be well-acquainted with academic writing and acknowledge the correct 

source/author accordingly. This is generally down through (1) effective paraphrasing and 

(2) quoting, where appropriate.  

- Paraphrasing refers to using the ideas or concepts of other author(s) but 

describing them in your own words. This means you are only capturing the gist or 

idea behind their words, and re-phrasing them in your own words. This is a highly 

recommended approach of academic writing and to avoid plagiarism.  

- Quoting refers to copying the words exactly from the original or main source, 

without using your own words. This is another approach towards effective 

academic writing, though you are advised to use it sparingly.  

 

13. REFERENCING GUIDE  

 

GENERAL APPROACHES  
 

Towards effective academic writing, there are two general approaches students are 

expected to use:  

 

- Paraphrasing refers to citing the ideas or concepts of other author(s) but 

describing them in your own words. This means you are only capturing the gist or 

idea behind their words, and re-phrasing them in your own words. This is a highly 

recommended approach of academic writing and to avoid plagiarism.  
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When paraphrasing, two essential information are author (surname) and year. For 

example, an in-text reference looks like this:  

 

“Garman (2006), in assessing the financial behaviours of consumers in 

credit counselling, found that…”  

 

“…their financial situation to be ‘comfortable’ while some relatively affluent 

households were in financial difficulty (Kempson, 2003)”.  

 

- Quoting refers to copying the words exactly from the original or main source, 

without using your own words. This is another approach towards effective 

academic writing, though you are advised to use it sparingly.  

 

When quoting, three essential information are author (surname), year and page number. 

An in-text reference depicting a quote looks like this:  

 

Further, “…those with above £5,000 had well under half the odds, falling to 

one-third the odds for those with £10,000 or more in savings.” (Kempson, 

2004, p. 33).  

 

 

SOURCES OF INFORMATION  
 

When you cite (or quote) something, the information goes in two places of 

your written work:  

1. In-text reference  

2. List of references  

 

There are different forms of information you need to provide in these two 

places for different types of sources such as books, journals, newspapers and 

websites. The In-text references had been covered under ‘General 

Approaches’; the information below pertains to List of references.  
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Books  
It is important to note that the title of the book must be italicized.  
Structure:  
Author(s). (Ed/s.) (Year of publication). Title of Book. Place of Publication: 
Publisher.  
Example:  
Keynes, John M. (1936). The general theory of employment, interest and 
money. London: Macmillan  
Maslow, Abraham H. (1954). Motivation and Personality. New York: 
Harper and Brothers  
 
Journal Articles  
The title of the journal must be italicized.  
Structure:  
Author(s). (Year of publication). “Title of Article”. Title of Journal, Volume 
No. (Issue Number), Page-numbers of article.  
Example:  
Lea, Stephen E.G., Webley, Paul, and Walker, Catherine M. (1995). 
"Psychological Factors in Consumer Debt: Money Management, Economic 
Socialization, and Credit Use". Journal of Economic Psychology, 16, 681-
701.  
Bryman, Alan (2006). "Integrating Quantitative And Qualitative Research: 
How Is It Done?". Qualitative Research, 6(1), 97-113. 
 
Newspaper articles  
The title of the newspaper must be italicized.  
Structure:  
Author(s). (Year of publication, date of publication). “Title of Article”. Title 
of Newspaper, Page-numbers of article.  
Example:  
Othman, A. (2017, January 24). “Crown Price visits RKN10 Projects”. 
Borneo Bulletin, p. 1-2.  
 
Websites with author  
The title of the website must be italicized.  
Structure:  
Author (Year of publication/last updated). Title of website. [Place of 
publication: publisher, if available] Available at: <URL: Website Address> 
Access Date.  
Example:  
Kahf, Monzer (2007). The Calculation of Zakah: For Muslims in North 
America. Available at <URL: 
http://monzer.kahf.com/books/english/Calculation_of_Zakah_-
_revised_July_2007.pdf> Access Date: 01st February, 2017.  
 
Websites without author  
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When there are no authors named, the title is moved to the author position, 
and the title is italicized.  
Structure:  
Title (Year of publication/last updated). [Place of publication: publisher, if 
available] Available at: <URL: Website Address> Access Date.  
Example:  
Poverty (2006). Available at: <URL: 
http://www.credoreference.com/entry/penguinsoc/poverty> Access Date: 
25th November, 2010. 
 
Others  
The above sources are only some of the few sources you will need to 
reference. For information on other sources (such as conference papers and 
video tapes), please find the following websites:  
APA Formatting and Style Guide:  
https://owl.english.purdue.edu/owl/resource/560/01/  
APA Referencing Tutorial:  
https://ilrb.cf.ac.uk/citingreferences/apatutorial/index.html  

14. APPOINTMENT OF EXAMINERS  

 

During the final year of the programme, when a candidate submit his/her intention to 

submit the thesis, the supervisors of the candidate will nominate suitable examiners 

based on the following criteria:  

 

a) The thesis would be examined by three examiners, of which:  

 

i. Two external examiners are from outside the University, at least one of 

whom shall be from outside Brunei Darussalam; and  

ii. One internal examiner from among the academic staff of the University 

other than the candidate’s supervisor(s).  

iii. If no academic staff member can be found for appointment as internal 

examiner, an additional external examiner may be appointed.  

 

b) In nominating the examiners, their knowledge and experience in the field of study 

should be a main point of consideration.  
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c) The scholarly standing of the nominees, promptness in completing the 

examination process and submission of report are also important aspects to 

consider.  

 

d) Individuals significantly involved with the research should not be nominated as an 

examiner.  

 

 

 

15. SUBMISSION OF THESIS FOR EXAMINATION  

 

A candidate is required to give at least 3 months’ notice of his/her intention to submit 

his/her thesis for examination. Such notice must be given on the prescribed submission 

form through the Supervisor to the Director of Studies. The Supervisor shall indicate 

his/her agreement to the candidate’s submission of the thesis on the prescribed 

submission form. The candidate must also ensure that they have complied with the 

publishing requirements as stated in the UBD Regulations for the Degree of Doctor of 

Philosophy on the Student Portal of myUBD before submitting their notice of intention 

to submit.  

 

For examination, a candidate must submit an original and four softbound copies of 

his/her thesis as well as a digital copy, including an abstract not exceeding 500 words, to 

the Examination Office. A guideline on the thesis format can be found in Section 8 of this 

handbook. A candidate may not submit as his/her thesis work which has been submitted 

for a degree of the University or any other university or institution.  

 

16. EXAMINATION PROCEDURES  

 

To be awarded with a doctoral degree, a candidate must pass both the thesis and oral 

examination components.  
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VIVA/ORAL EXAMINATION  

a) A viva will be held at the University on the subject matter of the candidate’s thesis 
before a panel after receiving all examiners reports.  

 
b) The viva can be made via Skype if cost is an issue when a candidate has to fly back 

to Brunei Darussalam.  
 

c) The panel will report the results to the Board of Examiners and shall consist of the 
following members: 

 

• The Dean of the Faculty as Chairperson or his/her nominee;  
• The Programme Leader concerned or a Faculty member in the area of  

specialisation of the candidate, as nominated by the Dean;  
• The external examiners if present at the University;  
• The internal examiner; and  
• The supervisor as an observer.  

  
d) The Board of Examiners shall, having considered the examiners’ reports, 

recommend as follows: 

 
 
 ACCEPT WITH NO/MINIMAL AMENDMENTS TO THE THESIS AND 

TO AWARD DISTINCTION 

 

 ACCEPT WITH NO/MINOR AMENDMENTS TO THE THESIS 

Amendments and re-submission must be checked and endorsed by the supervisor. 

The candidate will normally be given one month for amendments. 

 ACCEPT WITH MAJOR AMENDMENTS TO THE THESIS.  (NO RE-

EXAMINATION NEEDED) 

Amendments and re-submission must be checked and endorsed by the supervisor 

and the Dean of the faculty. The candidate will normally be given three months for 

amendments. 

 NOT TO ACCEPT, MAJOR AMENDMENTS TO THE THESIS AND  RE-

EXAMINATION REQUIRED 

 

 NOT TO ACCEPT AS MASTER THESIS 

 
 

e) The Board of Examiners shall submit a report to the University Graduate Studies 
Committee, acting on behalf of the Senate, for approval. The University Graduate 
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Studies Committee shall make appropriate recommendations to the Senate for the 
award of the degree.  

 
f) If the decision of the Board of Examiners is “Not to accept the thesis”, the candidate 

shall submit the revised thesis for examination as set out in the regulations.  
 

g) A candidate may seek leave to appeal the decision of the Examination Board in 
writing through the Director of Studies to the University Graduate Studies 
Committee. The decision of the University Graduate Studies Committee, acting on 
behalf of the Senate, shall be final.  

 
h) The original four (4) copies of the thesis, whether approved or not, shall remain 

the property of the University. The original approved thesis shall be kept in the 
Office of the Graduate Studies and Research and one hardbound copy as well as 
one digital copy shall be deposited in the University Library.  

 
i) If the thesis is approved by the Board of Examiners, the candidate shall then be 

required to have the approved thesis bound in the form mentioned in Section 4 of 
this handbook. In addition:  

 
i the title and the author’s name shall be printed in block letters on the cover;  
ii the title or abbreviations thereof and the author’s name shall be printed on 

the spine of the thesis; and  
iii the thesis must be bound in  blue cloth with stiff boards with gold lettering 

not exceeding 16 points.  
iv original and four copies of the bound thesis must be submitted to the 

Examination Office not later than two months from the date of written 
notification of the examination results.  

 

17. CHANGE OF SUPERVISOR/CANDIDATURE/TOPIC  

 
CHANGE OF SUPERVISOR  
 
• Candidate would be given a new or temporary supervisor if the current supervisor is 

unable to continue with the supervision.  

 

• Candidate and supervisors can both request for a change to the supervision 

arrangements if difficulties arise with regards to the relationship with the conditions 

that the problems cannot be resolved. The current supervisor will need to fill in the 

‘Change of Supervisor’ form.  
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• In the event of a supervisor leaving UBD during the candidature of the candidate, the 

Faculty will try to get a replacement that has the appropriate academic background 

and supervisory experience.  

 

CHANGE OF CANDIDATURE  

• A candidate is required to complete the approved scheme of advanced study and 

research, within 36 months (3-years) in the case of a full-time candidate, or within 60 

months (5-years) in the case of a part-time candidate.  

 

• The Senate may grant the extension of the candidate’s candidature beyond the period 

of candidature, with the recommendation of the FGSC up to a maximum of 60 months 

in the case of full-time candidate, or 84 months in the case of part-time candidate. The 

candidate needs to complete the ‘Extension of Candidature’ form.  

 

• A candidate may apply only once for change of status from full-time to part-time or 

vice versa, within two years in the case of full-time candidate or three years in the case 

of part-time candidate. The Senate may consider an application for change in status 

beyond these time limits in exceptional cases upon strong recommendation by the 

Faculty Graduate Studies Committee. Such an application shall be recommended by 

the FASS FGSC and approved by the Senate. For the purpose of determining the 

period of candidature of such a candidate, one month of fulltime candidacy shall be 

deemed equivalent to two months of part-time candidacy. The candidate needs to 

complete the ‘Change of Title, Candidature and Withdrawal’ form.  

 

CHANGE OF TOPIC  

 

Any changes in the provisional title, proposal and time schedule need to be made in 

consultation with the candidate’s supervisor. The candidate needs to submit the ‘Change 

of Title, Candidature and Withdrawal’ form for approval of the Senate, through the FASS 

FGSC.  
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18. ETHICAL OBSERVATION  

 

The candidate is required to observe and adhere to the general rules of research ethics. 

The candidate is advised to discuss this matter with their supervisor to avoid future 

problems. The candidate should apply for ethics clearance before conducting research 

with human and/or animal subjects. A copy of the student ethics form is available on the 

FASS website under the PhD programme tab.  

19. WITHDRAWAL AND TERMINATION  

 

Withdrawal of candidate  

Candidates who wish to withdraw from the PhD programme must fill and submit the 

relevant withdrawal form. A candidate who is given a scholarship to pursue the doctoral 

programme has to repay back all the monies spent on the scholarship. 

 

Termination and downgrading of candidature  

FASS FGSC may recommend to the Senate that a candidature be terminated. Termination 

of candidature occurs when the candidate does not have sufficient research work to 

continue his/her PhD but has completed sufficient work to be considered for the award 

of Masters of Philosophy (MPhil) degree. This will be referred to the Board of Examiners.  

 

In other cases, candidature is terminated as candidate fails to qualify to proceed to the 

PhD, and would not be awarded an MPhil degree due to insufficient work completed. The 

Faculty may make a recommendation for the candidate to join another Masters 

programme if appropriate.  

 

If the candidate does not complete and submit his/her thesis within 60 months (full time) 

and 84 months (for part time), his/her candidature shall be deemed to have lapsed and 

failed. A candidate may appeal to the Senate against such termination; however, the 

decision of the Senate is final. 
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20. AWARD OF THE DEGREE AND GRADUATION  

 

A candidate may be awarded the degree of Doctor of Philosophy if he/she has:  

• Fulfilled the requirements of these Regulations for the Degree of Doctor of 

Philosophy;  

• Been recommended by the Board of Examiners concerned for the award of the 

degree of Doctor of Philosophy; and  

• Paid all of the prescribed fees, where applicable.   



                                                                               FASS PhD Handbook                   (updated 1 September 2018) 

 

 
 

29 

Part C: Academic and Administrative Support  

 

21. HEALTH AND SAFETY  

 

The well-being and safety of all students are at the forefront of our considerations in UBD.  

To safeguard your well-being, the Office of Safety, Health and Environment (OSHE) requires 

students who are engaging in activities off-campus locally or overseas to submit 4 

documents:  

1. Activity Based Risk Assessment (RA)  

2. Safety Management Plan (SMP)  

3. Next of Kin details (NOK)  

4. Indemnity and Parental Consent Form  

To enhance security in UBD, you are advised to take note of the UBD Hotline number ext. 

3333 OR 2463333. Should anyone require urgent security and safety assistance, please 

contact the UBD Hotline number.  

22. FACILITIES AND RESOURCES  

 

The facilities and resources available to PhD students include:   

• Shared room with fellow PhD students  

• Library Facilities 

 

23. POINTS OF CONTACT  

 

If you wish to contact a faculty staff member, his/her email address is available in the 

FASS website, under Staff.  

Depending on your query, the following are key points of contact:  

- For purely administrative matters, please contact the Assistant Registrar; 

his/her office is located at the second floor of the Faculty.  
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- If you have general queries or concerns related to your studies, feel free to talk to 

your supervisor. You may also consult the Deputy Dean (Graduate Studies & 

Research), if required.  

24. APPOINTMENT AND EMAILS  

 

All lecturers have differing schedules of teaching, research and administrative duties. 

Unless the lecturer has given you a specific consultation/meeting period, it would be best 

to set up appointments if you wish to meet your lecturers.  

Their email addresses can be found in the FASS website, under Staff. Students are 

expected to use their UBD Email when corresponding with lecturers and administrators, 

and to follow good email etiquette.  

25. STUDENT SUPPORT AND EQUAL OPPORTUNITIES  

 

Aside from academic support, our Faculty and UBD stands to provide you with relevant 

support and assistance. Feel free to talk to the administrators listed under Points of 

Contacts earlier, or the Deputy Dean (Graduate Studies & Research).  

Outside FASS, there are also units under the Student Affairs Section that can offer you 

further support. This includes the Counseling Unit, which can assist your academic, social 

or personal matters, as well as the Careers Advice/Training Unit.  

Students with disabilities or with diverse learning needs are advised to contact the Centre 

for Students with Diverse Learning Needs (CDLearN), located at the Student Affairs 

Sections Building, or to contact them at office.cdlearn@ubd.edu.bn. You may also talk to 

our Assistant Registrar or Deputy Dean (Academic and Administration), if you have any 

queries or concerns.  

26. PLANNING AHEAD FOR YOUR CAREER  

 

As you progress through your studies in UBD, it is an opportune time to plan for your 

career, not only in terms of knowledge but skill sets, such as presentation and 
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communication skills, teamwork and critical thinking. Numerous workshops and events 

are conducted each year within UBD to enrich students’ skill sets.  

In addition, FASS regularly conducts faculty seminars in a wide-range of disciplines. 

Attending these seminars is beneficial to gain new knowledge and understand important 

matters in your area of your interest, and provide practical understanding of the issues 

and challenges facing the field. Students are strongly encouraged to attend all our faculty 

seminars. 

27. SOME PRACTICAL AND MISCELLANOUS INFORMATION  

 

Please refer to Appendix B below for more useful information regarding your candidature: 
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Appendix A 

 

 
 

Module code AQ-6101 

Module Title Advanced Research Methodology 

Degree/Diploma PhD (FASS, IAS & APB)  

Type of Module  Core 

Modular Credits 8 Total student workload  10 hours/week for two 

semesters 

Contact hours               3 hours/week for two 

semesters 

Prerequisite None 

Anti-requisite None 

Aims: 

To prepare and enhance students’ ability and critical thinking on theoretical, methodological (both 

qualitative and quantitative) and practical issues associated with research and thesis writing in the broader 

field of the Arts and Social Sciences.  

Learning Outcomes:  

On successful completion of this module, a student will be expected to be able to: 

Lower order : 10% - develop an understanding of peer-review assessments 

Middle order :  10% - organize and apply understanding of formal writing and oral 

communication skills in their work 

Higher order: 80% - create and critically assess central research questions as well as 

theoretical and conceptual issues relevant to their research 

- produce work that demonstrates high academic capability 

Module Contents: 

- Research: Theory & Practice 

- Critical Appreciation of Literature Review 

- Research Methods and Epistemologies 

- Methodological Design  

- Ethical Issues in Research 

- Data Analysis and Management 

- Advanced Academic Discourse 

- Writing for Publications  

Assessment Formative assessment 8 seminars 

 

Summative assessment 

Coursework: 100% 

- 1 research proposal                     (40%) 

- 1 individual oral presentation    (30%)         

- 1 review article/book chapter    (30%) 
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Appendix B 

 

UPDATED ON 19 DECEMBER 2017 

 

 

PLEASE REFER TO THE LIST OF USEFUL REFERENCES BELOW FOR YOUR 

PERUSAL: 

 

1) ALERTS/UPDATES FOR GRADUATE STUDENTS 

2) GRADUATE FORMS AVAILABLE ONLINE 

3) INTERNATIONAL STUDENTS AND VISA EXTENSION 

4) REGISTRATION AND MODULE CODES 

 

 

Dear Graduate Students, 

 

We would like to remind you that all graduate studies forms are available from myUBD Student 

portal > myStudies > Graduate Studies under the link: 

http://myUBD.ubd.edu.bn/group/studentportal/graduate-studies  

 

Kindly take note that all forms need to be submitted at least 2 months in advance, as all forms 

need to be tabled for discussion first at the Faculty Graduate Studies Committee (FGSC) meetings 

and then approved at the University Graduate Studies Committee (UGSC) meetings. 

 

Additional reminders: 

 

1. Students need to ensure all forms are completed in full and signed before submitting to their 

supervisors. Only documents completed in full will be tabled at FGSC meetings. 

2. Always keep a copy of forms signed by your supervisors for your own records. 

3. Students have to meet their supervisor/s regularly and to remind them to submit forms on time. 

4. Please check your UBD email regularly and ensure that your email has sufficient space to 

receive updates/alerts 

5. Update your details in the GIS system regularly, especially for the following: 

i contact landline/ Mobile HP/ alternative email 

ii next of kin contact number/ alternative email 

iii corresponding address (home address/local correspondence address) 

iv to register every semester to maintain active status 

 

6. Submit progress reports every 6 months. For the January-June reporting period, please submit 

your report to your supervisor/s by the end of May and for the July-December reporting period, 

please submit by the end of November. Please complete your personal details and your 

personal report (as stated in the form) before submitting to your supervisor. 

 

7. Regularly check myUBD Student portal > myServices > Scholarship for scholarship 

opportunities/announcements 

http://myubd.ubd.edu.bn/group/studentportal/graduate-studies
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v GRADUATE STUDIES FORM AVAILABLE ONLNE: MYUBD STUDENT 

PORTAL 

vi We would like to remind that all graduate studies forms are available on myUBD > 

Student portal >myStudies > Graduate Studies under the link: 

http://myUBD.ubd.edu.bn/group/studentportal/ 

vii graduate-studies 

 

List of Graduate Studies Forms Available for Graduate Students:  

 

 GS-02 Declaration of Originality 

Candidates are required to complete and submit this form together with any thesis /research 

exercise submission. 

 

 GS-03 Progress Report 
Note: Effective from 18 June 2016 (minor revisions added 27 July 2016). Candidates are required 

to complete and submit this form every 6 months. Candidates are advised to complete the form on 

a computer or to type in your responses/comments in the form (not handwritten). 

 

 GS-04 Submission of Thesis Title 

Candidates are required to declare their thesis title at the start of their studies. 

 

 GS-05 Change of Thesis Title 

Candidates may apply to change their declared and approved thesis title. This must be done in 

consultation with the supervisor. 

Possible reasons for change: - 

Change in supervisor 

Change in direction of research 

Inclusion of other disciplines (multi-disciplinary research) 

 

 GS-06 Submission of Thesis 

A candidate is required to complete this form when submitting: - 

Final thesis 

Revised thesis after amendments/revision as recommended 

Revised thesis for re-examination after amendments/revision as recommended 

 

 GS-08 Extension of Candidature 

 

A candidate may apply for an extension of candidature to continue his/her studies after the duration 

of the programme as stated in the offer letter. The University may grant an extension of a six (6) 

month period for each extension, of the candidate's candidature with the recommendation of the 

Faculty Graduate Studies Committee up to a maximum period of 60 months in the case of a full-

time candidate, or 84 months in the case of a part –time candidate for PhD candidates and up to a 

maximum period of 12 months for Masters candidates. 

 

The application must be accompanied by the applicant's latest one (1) Progress Reports. 
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 GS-10 Conversion from Master by Research to PhD 

 

A Master by Research candidate may apply for conversion to a PhD candidate. The University 

will consider the application upon the recommendation of the Faculty Graduate Studies Committee 

and depending on the merits of each case. 

 

Eligibility: - 

 

1. Candidate is registered as a candidate for a Master's degree in the same discipline 

2. The field or topic of research for the Master's degree is related or relevant to that proposed for 

the degree of PhD 

3. Candidate has completed at least 12 and no more than 18 months as a Master's candidate, if 

approved, the candidate may have whole or part of the period spent as a Master's degree by 

research candidate counted as part of the minimum period of the PhD candidature provided, 

that the period counted does not exceed 12 months for conversion to a full –time PhD 

candidate, or 24 months for conversion to a part -time PhD candidate. Each period of one 

month completed as a full-time Master's candidate shall count as one completed month of full-

time study or two completed months of part -time study for the PhD and each period of two 

months completed as a part -time Master's candidate shall count as one completed month of 

full-time study or two completed months of part-time study for the PhD. 

 

 GS-11 Fieldwork Outside Brunei Darussalam 

 

A candidate who is interested in conducting fieldwork outside of Brunei Darussalam as part of 

his/her research is required to complete and submit this form for approval before proceeding. 

This application form must be completed and submitted to your faculty two (2) months prior to 

the proposed departure date. The Graduate Studies Office requires at least 

3 weeks to process your application. 

 

The proposed departure date from Brunei is the start date and the proposed arrival date in 

Brunei is the end date. Supporting documents required for fieldwork application include a precise 

fieldwork schedule including the proposed departure and arrival dates, invitation from the 

university or organisation that the candidate intends to do fieldwork, quotation of return air ticket 

with dates no different to the proposed dates, risk based assessment form, and research ethics 

approval(research on animals or human). 

 

A candidate is not encouraged to purchase air ticket prior to receiving approval from the 

Graduate Studies Office. 

 

 GS-12 Intention to Submit Thesis 

 

A candidate is required to give at least three (3) months' notice of his/her intention to submit his/her 

thesis for examination by completing and submitting this form. Submission of thesis must be 

within the Candidate's candidature. 
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 GS-13 Acceptance of UBD Graduate Scholarship / UBD Bursary Award 

 GS-14 Leave Application (For GRS, UBD GS and MPPM Scholars only) 

GRS Scholars are entitled up to 21 days of leave per year with full allowance. Applications beyond 

this can be made. If approved, allowance will not be paid for the period of leave. 

This application form must be completed and submitted to your faculty two (2) months prior to 

the proposed departure date. The proposed departure date from Brunei is the start date and the 

proposed arrival date in Brunei is the end date. Supporting documents required for Leave 

application include a quotation of return air ticket with dates no different to the proposed dates 

declared in the form. A candidate is not encouraged to purchase air ticket prior to receiving 

approval from the Graduate Studies Office. 

 

 GS-15 Reporting Back From Leave (For GRS, UBD GS and MPPM Scholars only) 

Scholars are required to complete this forms upon returning from leave and fieldwork overseas 

 

 GS-16 Change of Study Mode 

 

A candidate may apply only once to change their study mode from full -time to part-time or 

vice versa, within two years in the case of full -time candidate or three years in the case of part-

time candidate. The application for the change of status shall be recommended by the 

Faculty Graduate Studies Committee and approved by the Senate. For the purpose of determining 

the period of candidature of such a candidate, one month of full -time candidacy shall be deemed 

equivalent to two months of part -time candidacy. 

 

INTERNATIONAL STUDENTS AND VISA EXTENSION: 

 

1. Students are reminded that it is their own responsibility: 

i. to regularly check and ensure their student visa/passport is valid 

ii. VISA / passports must be renewed at least 6 months in advance before they expire. 

iii. for student visa/passport renewal, please contact Cikgu Sendi, International Students 

Coordinator, at Students Affairs Section/Students Center. Email Dyg Sendi Anak Batu 

at sendi.batu@ubd.edu.bn. 

2. For extension of candidature applications, students must submit their forms at least 3 months 

in advance before the candidature expires for FGSC and UGSC approval. Please attach the 

latest 6 months progress report as supporting document (i.e January – June or July – 

December). 

 

 

 

END OF DOCUMENT 

 

 

 


