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Executive summary 
 
Senate Regulation 25 was last approved by Senate in 2007.  Since then, City has 
developed an institutional repository, City Research Online (CRO), all electronic PhD 
theses are now uploaded to (unless they are embargoed by agreement from Director of 
Library Services or Vice President, Research & Enterprise).  This increases the citation 
impact of City, as required in PI 5.  The electronic version of the PhD is also available from 
The British Library’s via EThOS.    The metadata from both services are discoverable via 
Google and other search engines. 
 
However Library Services continues to receive a physical copy of the PhD as well as the 
electronic version.  The Library is therefore managing and storing the same content in 
different formats.  Library Services needs to streamline workflows and manage the 
growing need for storage and preservation of the physical PhD collection.  Currently the 
PhD collection is growing by 5 metres a year and the Library Service anticipates the 
current basement storage space will be full by 2027. 
 
Changes to the Senate Regulation 25, would allow Library Services to meet both workflow 
efficiencies and reduce storage and preservation requirements, whilst ensuring current 
City Research is discoverable worldwide. 
 
Appendix 1 is a paper copy of the proposed Thesis Deposit Agreement, which will be 
available online only, once the changes to the regulation have been approved. 
 
The current version of Regulation 25 is at Appendix 2.  
 
Recommendation(s) 
 
1. Library Services only accepts electronic copies of PhDs from 2019-20 
2. Library Services will scope the requirements for  retrospective digitalisation project of 

existing physical PhDs in partnership with The British Library 
 

Action(s) required 
from the Committee: 

 
Approve proposed changes to Senate Regulation 25. 
 

 
The below table outlines which committees have already seen the report and the resulting 
outcome/action from that committee’s discussions. 
 



Committee date Committee title Outcome/action Action date 
12 June 2019 Academic 

Governance 
Approved pending some 
amendments to the Thesis 
Agreement and definitions of 
words. 

17 June 
2019 
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REGULATION 25 
PHYSICAL FORMAT, BINDING AND RETENTION OF THESES 

1. General

(a) Two copies of the thesis, together with an electronic copy, which includes all
supplementary material in an appropriate format, must be submitted to the Course
Office.  The paper copy may be submitted in a temporary soft bound form or in a
hardbound form in conformity with the Regulations below.

(b) The language in which the thesis is written must be English.
(c) Only the electronic copy of the thesis and the supplementary material, which has

satisfied the Examiners will be retained by Library Services.

(d) A thesis will normally be deposited in City Research Online (CRO) and EThOS,
The British Library electronic thesis service.  The electronic version of the thesis
may be redacted for confidentiality or other reasons, before being made publicly
available via both services.  The conditions for this are in the Library Services
Thesis Deposit Agreement.  Both CRO and EThOS are open access repositories,
the research within the thesis is available online, free of cost or other barriers and
with the addition of an open license that removes most restrictions on use and
reuse.

(e) Theses containing large amounts of confidential material may be placed under an
embargo for an agreed period of time.  To request an embargo, the author must
write to the Director of Library Services, stating reasons for the embargo.

(f) If publication of the thesis, or any part or it, is being considered, an embargo with
may be granted.

(g) Publication is classified, as a formally published work, such as a journal article,
chapter; part or whole book; or contains material that is pending a patent or other
Intellectual Property application.  Check if there are conditions to publication from
the funder and/or publisher.

(h) When an embargo has been agreed, a copy of the thesis will be deposited in City
Research Online, the file will not be publicly accessible via CRO or EThOS.
Access to an embargoed thesis may be requested, but access must be approved
by the author and Director of Library Services.

(i) In any case of disagreement regarding an embargo decision, the author may refer
the embargo request to the Vice President (Research & Enterprise).

2. Cover and Binding

(a) The thesis shall be bound in book form in a fixed binding in black cloth. The boards
shall have sufficient rigidity to support the weight of the work when standing upon
a shelf.

(b) The spine of the volume shall bear in at least 22pt (8mm) type the degree, the
candidate's surname followed by initials and the year of presentation, in gold
lettering, starting 40mm from the base. This information shall  normally  be printed
along the spine in such a way as to be readable when the volume is lying flat with
the back cover uppermost. If the work  consists of  more than one  volume the
spine of each volume shall be numbered.
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3. Paper and Typographical Detail

(a) The thesis may be printed on one side or both sides of the paper and must have
one-and-a-half or double line spacing; photocopies must be of a high quality on
plain paper.  Characters shall not be less than 8 pt (2.75 mm).

(b) The size of paper used for a thesis shall be international A4 (297mm x 210mm).
Paper shall be of good quality and of sufficient opacity to ensure that the print or
typescript does not show through the reverse side.

(c) Margins at the binding edges shall not be less than 40mm and other margins not
less than 20mm.

4. Pagination

(a) Pages shall be numbered consecutively throughout the thesis, commencing with
the title page, including appendices, but excluding photographs or diagrams which
are not embedded in the text.

(b) Page numbers shall be located centrally at the bottom of the  page, approximately
10mm above the edge.

(c) No individual volume shall exceed 300 pages in length.

(d) If there is more than one volume, each volume shall have its own pagination.

5. Preliminaries

(a) The title page of every volume shall give the following information in the order
listed:

(i) the full title of the thesis, as approved by the Board of Studies, which
should describe the contents accurately and concisely;

(ii) the full names of the author;

(iii) the qualification for which the thesis is submitted;

(iv) the name of the institution to which the thesis is submitted;

(v) the department or organisation in which the research was conducted;

(vi) the month and year of submission.

(b) The table of contents shall follow the title page.  It shall list in sequence with  page
numbers all subdivisions of the thesis.

(c) The lists of tables and illustrations shall follow the table of contents.

(d) Any acknowledgements shall be on the page following the lists of tables and
illustrations.

(e) A declaration shall normally be made to grant powers of discretion to the Director
of Library Services to allow the thesis to be copied in whole or in part without
further reference to the author. This permission covers only single copies made
for study purposes, subject to normal conditions of acknowledgement. This
declaration shall follow the acknowledgements.

(f) An abstract of the thesis of approximately 300 words shall follow the declaration.
The abstract shall be accommodated on a single page, and must be in single- 
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spaced typing. 

(g) Where symbols and/or abbreviations are used, a key shall be provided.

6. Text

(a) The text of the thesis shall begin with an introduction defining the relation of the
thesis to other work in the same field and referring to any findings, propositions  or
new discoveries contained in the thesis and to any important points about sources,
methods and techniques.

(b) Theses shall be divided as appropriate into chapters, sections and subsections.

(c) References cited in the text should be identified by the author's surname and the
year of publication, two or more references by the same author in the same year
being distinguished by lower-case letters after the year (Harvard System).
Alternatively references may be identified by numbers typed as superscripts or in
brackets following the relevant phrase in the text.

7. Illustrations

(a) Whenever practicable, diagrams, maps, illustrations, computer printouts,
published papers and tables shall have a binding margin of at least 40mm and
should if possible be bound in the thesis near the appropriate text. Computer
printout should be burst before binding.

(b) Photographic prints shall be on single weight paper or permanently mounted on
cartridge paper for binding and shall be securely fixed in the thesis.

(c) Other materials which cannot conveniently be bound in the thesis shall be gathered
in a supplementary volume similar in format to the bound thesis.

(d) Illustrations and tables shall have distinct sequences of numbering. Each may run
continuously through the thesis, or the number of an illustration or table may
incorporate the number of the chapter or section in which it is bound, e.g. the third
illustration of chapter 4 may be numbered "Fig. 4-3".

(e) Numbers and captions shall normally be at the bottom of illustrations or tables.
The top of an illustration or table which is bound sideways shall be to the left of the
page.

8. End Matter

(a) Appendices shall follow the main text.

(b) If the author/date (Harvard) system has been used, the list of references should
be in alphabetical order of author and chronologically within each author. If the
references are identified by numbers in the text, they should be listed in numerical
order. The style of citation should generally conform to ISO 690:2010:
Bibliographical references. A copy of the International Standard is available from
Library Services.

(c) If a bibliography is supplied it should be arranged in a logical order, for example
alphabetically by authors, in broad subject classes or chronologically. The
bibliography shall normally follow the list of references but may be combined  with
it.
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(d) An index (if provided) should follow the bibliography (if any).

9. Variations of Regulations

The Director of Library Services may, at the request of the candidate, vary these
Regulations, or parts thereof, in special cases.

These Regulations are based on British Standards ISO 7144:1986 and ISO 690:2010.
Reference should be made to the full Standards for other points of detail.  Copies of
these standards are available from Library Services

Approved as a regulation (Senate) 4/4/07 
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THESIS DEPOSIT AGREEMENT 

Thesis Deposit Agreement for City Research Online (CRO) – the institutional repository of City, 
University of London.  

City Research Online is used by the University for archiving research outputs of its members to 
make them openly available. Note: This “free availability” may compromise your ability to publish 
a journal article; chapter; book or patent; and at the same time note that some future employers 
and some institutions may not considered this “open access” to be a publication.  

Note: Theses are also available online from The British Library via EThOS (Electronic Theses Online 
Service). 

Please read this form carefully.  Please complete it with your details and ticking the appropriate 
statements regarding deposit and retention of your thesis on page 2.  Pages 3 and 4 explain what 
will happen to your thesis after your degree has been awarded. 

SECTION A 

Author details 

1. Author’s name (hereafter referred to as “I”)

2. Preferred contact email (for Library Services use in the event of enquiries about your thesis)
– please notify Library Services if this changes

3. Title of thesis

4. Award (indicate as appropriate)

PhD/MPhil/DPsych/DClinPsych/DJourn/DHealth/DMus/DMA/LLM/DSc 

Item 11.7, Appendix 1
Senate 10.07.19
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SECTION B 

Deposit of Thesis 

Please ensure that you have read the Deposit Agreement statements in section C and D before 
completing this section. 

1. Thesis Deposit: please tick one of the statements below:

a. I wish to deposit full-text of the thesis in City Research Online (CRO) and The British
Library Electronic Thesis Online Service (EThOS), from where it will be publicly available.

b. Embargo pending publication: I wish to deposit full-text of the thesis in CRO and
EThOS, with an embargo of three years because I wish to or am considering publishing
all or some of the content from the thesis in a journal article, a chapter or a book.   The
metadata and the abstract of the thesis will be available in CRO and EThOS.

c. Embargo pending patent application: I wish to deposit full-text of the thesis in CRO
and EThOS, with an embargo of three years, because I am making a patent application
relating to the outcomes of my research. The metadata and the abstract of the thesis
will be available in CRO and EThOS.

d. Embargo for other reasons: I wish to deposit full-text of the thesis in CRO and EThOS
with an agreed embargo, but will allow metadata and the abstract of the thesis to be
available in CRO and EThOS. See section D for acceptable reasons.

e. I do not wish the thesis to be deposited in CRO and EThOS (see section D for
acceptable reasons).

Note: for options B, C, and D an email must be submitted to the Director of Library
Services (digilib@city.ac.uk) explaining the reasons for the embargo request.

2. If the thesis contains confidential material, this cannot be made publicly available, and must
be removed or redacted from the copy of the thesis deposited in CRO. The thesis must also not
contain any material that infringes Copyright and Data Protection Regulations. Please tick the
boxes below as appropriate.

a. I understand that I must submit a digital copy with all confidential material
removed or redacted (including Clinical Practice Components where appropriate).
Please note that Library Services also requires a digital copy of the complete thesis.

b. There is no material contained in this thesis that infringes Copyright Law or
any other compliance law.

Note: The Copyright and Digitisation Team in Library Services is available to provide
guidance on these matters (digilib@city.ac.uk).

3. I confirm that I have deposited a digital copy of the thesis, and also if necessary
a digital copy of the thesis that does not include confidential material.

Author’s signature: Date: 

mailto:digilib@city.ac.uk
mailto:digilib@city.ac.uk
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SECTION C 

Deposit Agreement statements 

1. I confirm that I am the author or co-author of the thesis and have the authority on behalf of
the author or authors to make this agreement and to hereby give City, University of London
the right to make available the thesis as described in this agreement.

2. I understand that the rights granted to CRO through this agreement are entirely non-
exclusive and royalty free. I am free to publish the thesis in its present version or future
versions elsewhere.

3. I agree that Library Services or any third party with whom CRO has an agreement to do so
may, without changing content, transfer the thesis to any medium or format for the purpose
of future preservation and accessibility.

4. I understand that once the thesis is available from CRO, it will be indexed by search engines
and therefore accessible to anyone with internet access.

5. I also agree to an electronic copy of the thesis being included in The British Library e-theses
online service (EThOS).

6. I understand that once the thesis is available from CRO, a citation to it will always remain
visible.

7. I confirm that I have exercised reasonable care to ensure that the thesis is original, and does
not to the best of my knowledge break any UK law or infringe any third party’s copyright or
other Intellectual Property Right. Where I have included third party copyright material,
including material from the internet, I have fully acknowledged its source.

8. I understand that City, University of London attaches great importance to adherence to
professional and ethical obligations, and it is essential that no material is deposited in the
public domain that could compromise the confidentiality or welfare of participants / clinical
patients / clients.

9. I understand that City, University of London does not hold any obligation to take legal action
on behalf of the author, or other rights holders, in the event of breach of intellectual
property rights, or any other right, in the thesis.

10. I understand that, under certain circumstances, I can if I wish, or if my research supervisor so
advises me, request that the thesis is placed under an embargo and to do so will not
adversely affect the assessment of the thesis for an award.

11. I understand that, under certain circumstances, I can if I wish, or if my research supervisor so
advises me, decline to deposit the thesis in CRO and to do so will not adversely affect the
assessment of the thesis for an award. Please submit a letter explaining why to the Director
of Library Services (digilib@city.ac.uk).

mailto:digilib@city.ac.uk
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SECTION D 

Request for an embargo or not to deposit in CRO 

A covering letter must be submitted to the Director of Library Services (digilib@city.ac.uk) explaining 
the reasons, and if an embargo is being requested, the desired length. Acceptable circumstances 
include: 

1. The thesis has been written as the result of commercial sponsorship, and contains sensitive
information that should not be released until an agreed date. Access is only granted after
consultation with the author, mediated through the appropriate department if necessary.
Copying is also prohibited.

2. There is unavoidably a large amount of copyrighted, confidential, or other material, that
may infringe the law, and which it is not feasible to redact or remove.

3. The subject matter of the thesis poses a threat to the personal safety of the author or
people referred to within the thesis, if the digital copy is made publicly available.

mailto:digilib@city.ac.uk


REGULATION 25 
 PHYSICAL FORMAT, BINDING AND RETENTION OF THESES 

1. General

(a) Two copies of the thesis, together with an electronic copy (in “read-only” format)
on CD, must be submitted to the Academic Registrar.  The paper copies may be
submitted in a temporary softbound form or in a hardbound form in conformity
with the Regulations below.

(b) The language in which the thesis is written must be English.

(c) One hardbound copy of each thesis, reproduced and bound in conformity with
Regulation 2, which has satisfied the Examiners, shall be retained in the
University Library.

(d) A thesis deposited in the University Library will normally be available for
consultation and reference purposes only, in the University Library or in other
approved libraries.

(e) Theses containing confidential material may be placed on restricted access.  In
such cases a written request must be submitted by the author to the University
Librarian giving the reasons for the restriction.  The duration of the restriction will
normally be two years but a request for an extension up to a further three years
will be considered.

In any case of disagreement the author may ask for the request to be referred to
the Pro Vice-Chancellor for Research who has the power of determining the
matter.

In exceptional circumstances consideration will be given to extensions beyond
the five years allowed in the Regulations.  However, any such extension will
require the approval of the Pro Vice-Chancellor for Research.

Requests for restriction on access based on the wish to allow time for
publication of material from the thesis will not normally be accepted.

2. Cover and Binding

(a) The thesis shall be bound in book form in a fixed binding in black cloth.  The
boards shall have sufficient rigidity to support the weight of the work when
standing upon a shelf.

(b) The spine of the volume shall bear in at least 22pt (8mm) type the degree, the
candidate's surname followed by initials and the year of presentation, in gold
lettering, starting 40mm from the base.  This information shall normally be
printed along the spine in such a way as to be readable when the volume is lying
flat with the back cover uppermost.  If the work consists of more than one
volume the spine of each volume shall be numbered.

3. Paper and Typographical Detail

(a) The thesis may be printed on one side or both sides of the paper and must have
one-and-a-half or double line spacing; photocopies must be of a high quality on
plain paper.  Characters shall not be less than 8 pt (2.75 mm).

1 
Senate Regulation 25 

Item 11.7, Appendix 2
Senate 10.07.19



(b) The size of paper used for a thesis shall be international A4 (297mm x 210mm).
Paper shall be of good quality and of sufficient opacity to ensure that the print or
typescript does not show through the reverse side.

(c) Margins at the binding edges shall not be less than 40mm and other margins not
less than 20mm.

4. Pagination

(a) Pages shall be numbered consecutively throughout the thesis, commencing with
the title page, including appendices, but excluding photographs or diagrams
which are not embodied in the text.

(b) Page numbers shall be located centrally at the bottom of the page,
approximately 10mm above the edge.

(c) No individual volume shall exceed 300 pages in length.

(d) If there is more than one volume, each volume shall have its own pagination.

5. Preliminaries

(a) The title page of every volume shall give the following information in the order
listed:

(i) the full title of the thesis, as approved by the Board of Studies, which
should describe the contents accurately and concisely;

(ii) the full names of the author;

(iii) the qualification for which the thesis is submitted;

(iv) the name of the institution to which the thesis is submitted;

(v) the department or organisation in which the research was conducted;

(vi) the month and year of submission.

(b) The table of contents shall follow the title page.  It shall list in sequence with
page numbers all subdivisions of the thesis.

(c) The lists of tables and illustrations shall follow the table of contents.

(d) Any acknowledgements shall be on the page following the lists of tables and
illustrations.

(e) A declaration shall normally be made to grant powers of discretion to the
University Librarian to allow the thesis to be copied in whole or in part without
further reference to the author.  This permission covers only single copies made
for study purposes, subject to normal conditions of acknowledgement.  This
declaration shall follow the acknowledgements.

(f) An abstract of the thesis of approximately 300 words shall follow the declaration.
The abstract shall be accommodated on a single page, and must be in single-

spaced typing.

(g) Where symbols and/or abbreviations are used, a key shall be provided.
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6. Text 
 

(a) The text of the thesis shall begin with an introduction defining the relation of the 
thesis to other work in the same field and referring to any findings, propositions 
or new discoveries contained in the thesis and to any important points about 
sources, methods and techniques. 

 
(b) Theses shall be divided as appropriate into chapters, sections and subsections. 

 
(c) References cited in the text should be identified by the author's surname and the 

year of publication, two or more references by the same author in the same year 
being distinguished by lower-case letters after the year (Harvard System).  
Alternatively references may be identified by numbers typed as superscripts or in 
brackets following the relevant phrase in the text. 

 
7. Illustrations 
 

(a) Whenever practicable, diagrams, maps, illustrations, computer printouts, 
published papers and tables shall have a binding margin of at least 40mm and 
should if possible be bound in the thesis near the appropriate text.  Computer 
printout should be burst before binding. 

 
(b) Photographic prints shall be on single weight paper or permanently mounted on 

cartridge paper for binding and shall be securely fixed in the thesis. 
 

(c) Other materials which cannot conveniently be bound in the thesis shall be 
gathered in a supplementary volume similar in format to the bound thesis. 

 
(d) Illustrations and tables shall have distinct sequences of numbering.  Each may 

run continuously through the thesis, or the number of an illustration or table may 
incorporate the number of the chapter or section in which it is bound, e.g. the 
third illustration of chapter 4 may be numbered "Fig. 4-3". 

 
(e) Numbers and captions shall normally be at the bottom of illustrations or tables.  

The top of an illustration or table which is bound sideways shall be to the left of 
the page. 

 
8. End Matter 
 

(a) Appendices shall follow the main text. 
 

(b) If the author/date (Harvard) system has been used, the list of references should 
be in alphabetical order of author and chronologically within each author.  If the 
references are identified by numbers in the text, they should be listed in 
numerical order.  The style of citation should generally conform to BS 1629: 
1989: Bibliographical references. 

 
(c) If a bibliography is supplied it should be arranged in a logical order, for example 

alphabetically by authors, in broad subject classes or chronologically.  The 
bibliography shall normally follow the list of references but may be combined 
with it. 

 
(d) An index (if provided) should follow the bibliography (if any). 
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9. Variations of Regulations 
 

The University Librarian may, at the request of the candidate, vary these Regulations, 
or parts thereof, in special cases. 
 
(These Regulations are based on British Standards BS 4821: 1990 and BS 1629: 
1989.  Reference should be made to the full Standards for other points of detail.  
Advice on the presentation and style of a thesis and the address of an approved 
binder is available from the University Library.) 

 
Approved as a regulation (Senate) 4/4/07  
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