Doctorate Supervision Record Template

	1. Name of candidate


	

	2. Date / time of meeting:


	

	3. Issues discussed:
	

	4. Experience of process 

· Access to resources 

· Networking

· Time management 

· Writing

· Other


	

	4. Review of work submitted


	

	5. Progress towards meeting annual learning plan objectives


	

	6. Any other issues


	

	7. Work to be completed before the next meeting:


	

	8. Preliminary agenda for next meeting:


	-

	9. Date and time of next meeting:


	

	10. Date of submission of this report:


	


We are agreed that this represents an accurate account of our meeting.
Candidate name, signature and date
Supervisor(s) name, signature and date
Relevant PhD Regulations on Supervisory meetings
7.4.1 The frequency of supervisory meetings between the two (or more) main Supervisors and a full time student should normally be monthly throughout the prescribed period of study; and bi-monthly for part-time students. In the early months, the frequency of meetings should be greater. For continuing students (i.e. those who have not submitted their thesis within the prescribed period of study), it is expected that supervisory meetings will be require less frequently. Where students are based at a distance or conducting fieldwork abroad, equivalent discussions must be held by telephone, email, or equivalent.

7.4.2 Records must be kept of all meetings. The student is responsible for preparing these. All members of the Supervisory Team must agree to the content of these records and especially any action points.
Advice and guidance
The candidate is responsible for scheduling monthly (full time) or bi-monthly (part time) formal supervision meetings with their supervisors.  All supervisors should attend formal meetings as much as possible.  

It is recommended that these formal meetings are scheduled in to supervisor’s diaries well in advance; it is easier to cancel a meeting than to arrange one at short notice.   

This form should be completed by the candidate within three days of each formal taking place. The candidate should email the completed form to all supervisors – this helps keep supervisors up to date with progress if they were unable to attend.   

The supervisor(s) will approve the meeting record and signed forms should be held as a formal record by the Supervisory Chair.  
