DOCTORAL  SCHOOL

MONITORING OF STUDENTS’ PROGRESS

NOTES OF GUIDANCE ON COMPLETION OF ANNUAL REVIEW FORMS

Please refer to the Code of Practice for Research Degrees (copies issued to all supervisors and students and also available on the Doctoral School web site and Level 10).

1. Introduction

The aim of the Doctoral School at the Institute of Education is to ensure that students accepted for doctoral studies complete their degree programme successfully within the minimum period of study, or, if not, within the expected maximum of four years of full-time study or seven years of part-time study.  To achieve this goal the Doctoral School aims to provide academic, technical and administrative support throughout the period of study for which the student is registered.

2. How is the progress of students monitored?

All Academic Schools and Research Units should have a systematic procedure for the annual review of all their doctoral students (MPhil/PhD, EdD, DEdPsy).  By the end of each academic year, they are therefore required to review the progress of each doctoral student who has been registered for any period of time during the academic session.  This is done by means of a joint annual progress review completed by students and their supervisors during the summer term.

Please bear in mind that a student will need to have made satisfactory progress in order to re-register in the following academic year.

[Students who have interrupted their studies for the whole academic year are not required to complete an annual review form, nor are those who passed their viva during the year.]

3. Purpose of review of progress by student and supervisor

The annual review is an essential part of a student’s studies, giving the opportunity for student and supervisor to reflect critically and frankly on the past year, as well as planning the work to be completed in the following year. 

· Students are asked to identify in a typed self-assessment of their own progress their achievements in their research over the year, and any difficulties they have encountered.  

· They should review and up-date the deadlines for completion of each stage of their degree. 

· As a separate but related exercise, students should review the research and other skills they have gained during the year and plan their development and training programme for the following year (see section 6).  This will enable them to build up their own profile of a wide range of research and generic skills they are developing during the period of PhD study.

The annual review is also an opportunity to consider how the supervisory relationship has worked and to reach agreement on any changes/improvements as necessary. 


4.
How is the review conducted?

All students who have been registered for the whole or part of the academic year, in residence or overseas will receive a copy of their section of the annual review form. Supervisors will also receive a copy of the form, which they are required to complete. [The forms are also available on the Doctoral School Website and Level 10.] 

If at all possible, the review should take place in a face-to-face meeting between student and supervisor where there is an opportunity to discuss both sections of the form and the skills audit.  If student and supervisor are unable to meet, for example if the student is overseas, they should make contact by email or telephone. A student who is unable to sign the form should confirm by email that he/she has seen the supervisor’s report and the email should be attached to the review form 

Prior to the review meeting students should complete and sign the annual review form and send it to their supervisor, together with their typed self-assessment of their own progress. and a typed draft their annual skills audit (see Section 6), which they may wish to revise after talking with their supervisor.

Supervisors should complete their section of the form after receiving the student's report and skills audit, and after full discussion with the student.   The student should then sign the supervisor’s section of the form and be given a copy. 

The supervisor should then send both sections of the form to the Research Tutor of the School/Research Unit concerned.  The Registry will return forms that are not completed adequately to Schools/Research Units.

[Additional copies of the blank forms can be downloaded from the Doctoral School web site http://www.ioe.ac.uk/doctoralschool/annualreview or they can be emailed by Registry on request.]

5. Issues to be covered during the Review

Supervisors are asked to cover the following issues during their discussion with their student before providing their own comments, which should be constructive, clear and supportive:

· What progress has your student made in relation to the expected completion time for the degree?

· Have any specific problems occurred which have been / need to be resolved?

· Is your student clear of your (supervisor’s) views about the overall quality of his or her research and the student’s research skills? 

· Has the contact and mode of supervision been satisfactory for both student and supervisor?

· Has your student completed the research training programme and what further training is needed?

· Were dates agreed and kept for submission of work and feedback on written work? 

· Were adequate records kept of each supervisory session?

· Were agreed deadlines for completion of stages and adhered to?  If not, how can this be improved in the future?

· Joint supervision (who attended which meetings, which supervisor is responsible for different aspects?)

· Which generic skills has the student gained this year?

(e.g. writing skills, ICT skills, conference attendance/presentations, publications)

· MPhil/PhD students only – Has your student completed the generic skills review and what are the plans for further training and development?



· What is the plan for the completion of the thesis?

Any action taken/proposed as a result of the review should also be indicated on the form.

6. Training and Development Plan and Generic Skills Review (MPhil/PhD students only)

MPhil/PhD students should complete a Training and Development Plan and Generic Skills Review with reference to the headings set out below. All students are encouraged to develop a wide range of research skills and generic transferable skills during the period of their PhD study, as these will stand them in good stead both within and outside academia. These skills have been identified by the UK Research Councils (including the ESRC), and are listed in more detail in the MPhil/PhD student handbook and available on the Doctoral School web site. 

At the start of each year every student should draw up a Training and Development Plan through which they identify and plan their training and professional development both of their research skills and of other more generic skills. The Annual Review provides the opportunity to review skills and competencies gained and to plan future learning. 

Research skills and techniques. 

These skills will be gained mainly through the courses provided by the Doctoral School MPhil/PhD programme, in particular the core courses, Conceptualising and Designing Educational Research and Collecting and Analysing Data and the more advanced and specialist courses in research methods. These should be reviewed and further development planned.  

Research environment

It is important that research students understand the context in which research takes place, including some of the constraints implied by the Data Protection Act, Intellectual Property Rights and other legislation as well as the general framework of ethics and research governance. Some students may need more extensive training in Research Ethics. 

Research management

This includes: record keeping, time and project management, IT and computer skills, bibliographic and referencing skills.

Communication skills

This includes: presentation and communication of research, teaching and learning skills.  Students could record here presentations of their research at the Doctoral School conference and other conferences, publication of their research, seminar presentations.

Networking and team working

This might include membership of any internal or external groups/email lists, collaboration with staff or students, working with supervisors, colleagues and peers.

Career management and personal effectiveness

This includes: career planning, CV development, possibly serving on committees.

Other skills (identified by student/supervisor)

Students should reflect on how they have developed their skills during the year, and, where appropriate, how they will be developed in the year ahead.

7. Role of the School/ Research Unit’s Research Committee and Research Tutor

The annual review exercise helps students’ advisory panels and the Research Committee in Academic Schools/Research Units to monitor the work being undertaken by their students, to ensure that each student’s training, supervision and support needs are being met, and to identify and resolve any difficulties which the student might be experiencing.  

The Research Tutor reviews the reports of all students on behalf of the School/Unit’s Research Committee before signing each form as confirmation.  


8.
Feedback to the Student

The Research Committee should consider carefully any reports which give cause for concern. Students will receive direct feedback on their progress from their supervisor, and/or, where appropriate, through their advisory committee.

9. Continued registration subject to satisfactory progress

A student’s continued registration in the following session will be contingent upon having made satisfactory progress in this year and Schools/Research Units are asked to report to the Registry, as part of the annual review exercise, whether a student has made satisfactory progress in the previous session. This is done by a simple “yes” or “no” on the review form.  In deciding whether the student has made satisfactory progress it will be necessary to know whether the student has been actively engaged in his/her research and has provided evidence of progress which is acceptable to his or her supervisor(s).  

It is expected that the majority of students will be reported as having made satisfactory progress; in those cases where they have not, the Research Committee will wish to discuss a suitable course of action with the student.  This may involve a period of interruption while the student undertakes further work independently, a period of intensive support for three months
, or, in serious cases, a recommendation that the student withdraws from the programme or transfers to the Associateship.  Further advice on this can be obtained from the Code of Practice for Research Degrees.  
Where a student is not permitted to re-register in the following year, Research Tutors are asked to provide Registry with details in a separate memorandum.  If a School/Research Unit is in doubt in any case, please contact the Head of the Research Degrees Section of the Registry (ext. 6014).  

10. Summary of procedures



The following procedures should be completed in time for the School/Research Unit to return the required documentation to the Registry by 31 July 2005.  

It is essential that both student and supervisor ensure that the completed review forms are sent to the Research Tutor in their School or Research Unit no later than 30 June 2005.
· Registry issues the relevant sections of the progress review forms to students and to their supervisors, together with a copy of these notes of guidance. [A copy of all paper work is also sent to Research Tutors.]

· Students complete their copy of the form and pass it to their supervisor with their progress report and, for MPhil/PhD students, their skills review. Supervisors complete their review form after consultation with the student either in person, by telephone or by email.  The student is asked to sign a copy of the supervisor's report as confirmation that the supervisor’s comments have been seen. [Where this is not possible, the student should confirm that he/she has seen the report by email and the email must be attached to the form.]

· By 30 June, supervisors return both sections of the form for each of their students to the Research Tutor who reviews and signs the forms on behalf of the School/Unit’s Research Committee. 

· Research Tutor refers any students who are causing concern to the School/Unit Committee for advice.

· Research Tutor ensures that the student receives direct feedback on the progress review. 

· By 31 July 2005, Research Tutor sends to Registry a copy of the completed annual progress review forms for the students in the School or Research Unit, highlighting in a separate memo those students who are not permitted to re-register or who have conditions attached to their re-registration.



PLEASE NOTE:  

1. NO STUDENT WILL BE PERMITTED TO RE-REGISTER IN THE FOLLOWING ACADEMIC YEAR UNLESS THE REGISTRY HAS RECEIVED CONFIRMATION OF SATISFACTORY PROGRESS. 
2. IF THERE ARE ANY CONDITIONS ATTACHED TO A STUDENT’S RE-REGISTRATION, PLEASE NOTIFY THE HEAD OF RESEARCH DEGREES SECTION, REGISTRY, in a separate memo (not email) 
March 2005

� For more information on the Special Progress Review status, please refer to the Code of Practice for Research Degrees.





