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PhD Supervision Agreement 

The purpose of this form is to provide a framework within which students and supervisors can discuss their mutual expectations of the supervisory relationship and agree how they will work together over the course of the supervision. It also provides a record of that agreement, for the staff member, the student, and the Postgraduate Committee (PGC) as the delegated representative of the Head of School. The agreement represents statements of intent only, rather than being legally binding, and the implied obligations are only what a candidate and supervisor(s) could reasonably be expected to meet under normal circumstances.

It is important to clarify responsibilities and expectations at the start of the supervisory relationship; it is also important to recognise that the relationship will change over time; perhaps to the extent it may be necessary to re-negotiate the supervision arrangements. Occasionally either party to the relationship may need to use the problem solving mechanisms available in the School, or in the wider University: an awareness of these safety nets is important in supporting a successful supervisory relationship. 

[bookmark: _Hlk127885434]The Postgraduate Committee in the School of Geography expects at least one annual review as part of the annual review of the Supervisor Agreement.

Part A: Candidate, supervisor and thesis details
Candidate’s name:							Student ID:
							
Principal supervisor’s name:			
				
Other supervisors, and advisors and their respective roles 

	Name / Affiliation
	Capacity of contribution (e.g., co-supervisor, advisor, panel member)
	Role (e.g., advice on topic, method or overall progress etc.)

	
	
	

	
	
	

	
	
	

	
	
	



If any external supervisor is part of the team, has an MOU been completed and sent to HR 

Commencement Date:			

Intended Submission Date:

Working title of research:	






Part B: Supervision expectations
The candidate and at least the primary supervisor should independently complete the “Supervision expectations” sheet (attached), and compare and discuss their expectations. Please note below any outcomes from this discussion:

















Part C: Terms of supervision agreement
Have both the supervisor and student read the relevant sections of the 2023 version of the School’s Postgraduate Handbook or equivalent material on the School’s website? 
Supervisor	YES / NO 						Student	YES / NO

Has each consulted the relevant booklets (or web material) produced by the University in relation to the student’s degree programme? 
Supervisor	YES / NO						Student	YES / NO
Sources:									

The student acknowledges that they have read and understand the terms within the Responsible Practice in Research – Code of Conduct, the Ethical Behaviour Policies of the University of Otago.
See: https://www.otago.ac.nz/administration/policies/otago003211.html
See: https://www.otago.ac.nz/administration/policies/otago003161.html
 
Student	YES / NO



BOTH SUPERVISOR AND STUDENT AGREE TO THE FOLLOWING ARRANGEMENTS:

The primary supervisor undertakes to provide expert opinion on progress, and to indicate what needs to be done if progress is inadequate.  The timing and nature of feedback provided by the supervisors should be discussed.  Note it is expected that feedback on written work should occur at least within three weeks, unless other arrangements have been specified.  Key points from this discussion are:




The key outcomes of each meeting will be recorded in the following way(s):





Communication between meetings, or when either person is unable to attend a meeting, will be by:






Formal progress report meetings for PhD candidates occur at 6-month intervals until the candidate is confirmed and then every 12 months. Candidates are expected to prepare and circulate a self-review report in advance of these meetings (with their supervisors and then the final draft with their Convenor). The report should be sent to the supervisors and convenor, and members of the departmental advisory committee (if applicable). Candidates are encouraged to meet with the convenor prior to the meeting if there are any concerns they wish to raise.


Date of last progress meeting:


In order to be confirmed as a PhD candidate, you are expected to meet the following targets in the School of Geography:
1) The production of a written research proposal that develops in scope and depth from the proposed research proposal submitted during programme admission
2) Substantive consideration of the relevant theory and research methodology/methods, usually in the form of written chapters that have been reviewed by the appropriate supervisors
3) Research Seminar that presents the proposed course or research to the School of Geography, usually in the Research Seminar Series
4) Evidence of initiation of appropriate consents required for the research programme (Maori, Ethics, H&S if undertaken field work etc.).
5) Confirmation that the student has undertaken regular supervisory meetings (may be evidenced by Supervisory Agreement) and that monitoring of student progress is occurring.

The candidate should also undertake a skills needs analysis, and attend appropriate workshops run by Student Learning and/or the Graduate Research School. 


Date of confirmation (if recommended and approved):


The workload expectations for completing this thesis have been clarified. It is helpful for the candidate to have clarity over expected hours per week. Consider fulltime and part-time status. Are there expected hours for lab work? Also discuss holidays (students should take 4-5 weeks a year – please do, self care is important), and provide comments below.









Have the following compliance issues been discussed, as relevant to the research programme for the forthcoming academic year
· Ethics approval (Please be aware that on the completion of the project and short report detailing the findings should be emailed to jo.farrondediaz@otago.ac.nz or  paulette.milnes@otago.ac.nz)
· Maori consultation 
· Health and Safety requirements (e.g., conducting interviews, 4WD, equipment training, specialist equipment)
· Conference Attendance and/or funding
· Workshops or other training (as appropriate)
· Submission of thesis, expected time line for examination, and oral defence
· Other (specify):


Have resource issues been discussed?
· Equipment requirements
· Laboratory requirements
· Fieldwork logistics
· Training requirements (software; equipment related; etc.)
· Office space and in-School resourcing issues
· Other (specify):




Does the proposed research have any associated costs? If so, how will these costs be covered? (Circle as appropriate)

a) There are no costs expected with the proposed research project
b) Costs up to $                         will be met from an external funder 
(Charge to Account Code:                                                                        )
c) Costs up to $                       will be met from an internal account code 
(Charge to Account Code:                                                                        )
d) Costs up to $                      will be met from the School of Geography’s PG research funds (see next page)

e) No School of Geography PG research funds have been approved at this time and research design and costs are subject to successfully securing these funds. Please provide here an itemised budget of the School of Geography PG research funds you are requesting:





f) Other, please specify:
	

All expenditure and reimbursement must be compliant with University policies (https://www.otago.ac.nz/administration/policies/otago215001.html)

Please describe the anticipated costs and approximate allocation if funding is to be made available (e.g., fuel costs, accommodation, consumables, transport costs etc.). If no costs are described any application for funds will be declined. Budgets can be set per calendar year, or for the full duration of the PhD candidacy.


[bookmark: _Hlk191049290]The School of Geography has limited funds available to support research activities of our postgraduate students

In 2025, the School of Geography PG research funds available per student are:
PhD students: 			up to a total of $1,500 over the course of three years 

Funds are paid on a pro-rata basis for Geography EFTs (e.g., a student with 70% Geography EFT supervision could request up to 0.7 ×$1,500 = $1,050).
Funds can only be requested if they cannot be covered through other, external funding.

Use of Funds:
Permitted research- and conference-related costs for reimbursement include:
· Mileage for private vehicle use for research- or conference-related trips. Use the University’s mileage reimbursement calculator;
· Accommodation bookings should be made in advance using the University’s Preferred Suppliers and payment arranged by the School Administrator;
· Air travel (if permitted) must be booked through the University preferred supplier: please arrange this with the School Administrator, with 4-weeks advance notice, when possible;
· Car rental (if permitted) must be booked through the University preferred supplier: please arrange this with the School administrator, with 4-weeks advance notice, when possible; 
· Conference registration fees (if permitted).
· Participant expenses. Any participant incentives/acknowledgement should be covered in the Ethics application which should be attached to the reimbursement claim. It is important that a register of recipients of these expenses is kept. 
Not-permitted costs for reimbursement include:
· Stationery costs will not be eligible for reimbursement but may be purchased, subject to approval, through the School’s preferred supplier;
· Clothing costs will not be eligible for reimbursement. If specialised clothing is required for Health & Safety purposes, it must be pre-approved and purchased through University preferred suppliers;
· All IT and computer costs will not be eligible for reimbursement. These are centrally purchased and must be preapproved within the School.






The student’s involvement in the School Research Symposium (4 August 2023):
	A Poster Presentation		YES / NO
	A Paper	 (10-15 mins)		YES / NO
	Note variations below:



The candidate will fulfil departmental/school obligations to contribute to annual School Research Symposium and complete a research seminar. Provide relevant details here, or note variations below:






Written work will be submitted at agreed times through the course of the research: the supervisor will provide feedback on that work, in the following agreed time frame:



	How long after submission by the student will the feedback be provided?



What will the supervisor mainly provide feedback on, with respect to draft text?



What form will feedback take?



What mechanisms might be used for improving the standard of the text before it is submitted to the supervisor?



What are the alternative plans for the proposed course of research if there are disruptions related to the Covid-19 Management Framework on the research. Please detail plans for a change in Government Mandated Covid-19 restrictions and how these will affect the research project, and plans for mitigating its effects.






If it intended that the research will lead to a co-authored paper for publication in a journal (or other outlet), has co-authorship/publication has been discussed? 






Outline current intentions if any (possible journal; who will draft paper; etc.), as well as any discussions related to intellectual property rights (IP), or sensitive data that may require the thesis being held under embargo.








Candidates and Supervisors acknowledgment that [Please tick to confirm]:

____ The candidate will endeavour to work independently and meet deadlines for work in progress.

____ The primary supervisor and candidate will make themselves familiar with the regulations concerning the degree for which the candidate is enrolled, including deadlines 
(see details at: http://www.otago.ac.nz/courses/qualifications/phd.html).

____ The primary supervisor will provide the candidate with information about relevant departmental/school handbooks, guides, websites about postgraduate studies, resources etc., and the candidate undertakes to read the information provided in such documents or on the website.

____ In the event of the primary supervisor being on prolonged or permanent absence, the School will take all reasonable steps to ensure continuity of supervision, having consulted the candidate with regard to the arrangements made

____ The candidate has the right to request alternative supervision if they believe the project is being inadequately supervised.  Any request should be made to the Postgraduate Coordinator or HoS, or if the HoS is the supervisor concerned, to the Associate Dean responsible for postgraduate matters and all reasonable steps will be taken to find alternative supervision. Note that it is not always possible to provide alternative supervision such as in circumstances where particular expertise is required, or where the research is part of a larger project.

____ If the candidate’s work is deemed by the primary supervisor to be unsatisfactory, the primary supervisor must inform the candidate in writing.  If progress continues to be unsatisfactory, the HoS, in consultation with the appropriate department / school parties may recommend to the Graduate Research Committee that the candidate be withdrawn from the research programme. 

____ Responsibility for the correct format and technical writing aspects of the thesis rests with the candidate.

 ____ The candidate and primary supervisor should reach agreement about authorship of any published results of the research work.  Matters to be considered include whether the supervisors are to be co-authors, and under what circumstances (such as failure of the candidate to publish work) the supervisors may publish any of the work, with the candidate as co-author 
· (see tools such as the Vancouver protocol http://www.icmje.org/ethical_1author.html 
· or Authorder http://www.authorder.com/index.php?option=com_content&view=article&id=28&Itemid=47).
· See also the guidelines regarding the format of the thesis – especially the inclusion of published papers (http://www.otago.ac.nz/study/phd/handbook/otago050800.html).


If specific arrangements have been made with respect to the supervision, not covered above, please detail on supplementary pages to this document.



Postgraduate Student Health and Safety Induction Check List

Postgraduate students are required to have a Health and Safety induction and are requirement of a safe work place. This sheet is to record what induction processes have been completed and document what training is required for the research activities. Please indicate in the right hand column below (Status) whether training is required, training is not required (N/A), or that relevant training has been completed, and/or acknowledgement of the declaration. 

	Student: 
	Declaration:

	I am aware of the requirement to complete a Health & Safety declaration when undertaking any research activities outside of the University of Otago campus, and will not undertake any off-campus research activities without an approved Health & Safety plan. 
	

	I have read the School of Geography Heath & Safety induction information within the postgraduate handbook.
	

	I am aware or have already my Health & Safety Plan approved for working off campus	Comment by Sarah Mager: Not sure this one quite makes sense as written.
	

	Health and Safety field site induction: Supervisor will go to the field site and/or discuss the specific Health and Safety issues of their field area (e.g. conducting field work in remote areas, conducting interviews locally or nationally).

OR
The student has demonstrated through previous experience [either at University, work or other practical experience] that an initial field site induction visit is not required.  

OR
The intended research does not require any off campus research activities.
	

	
	



	
	

	
Training/Assessment(s) Required
	Status

	Supervisor is informed of any relevant health issues for undertaking field work  
	

	Ethics Research Applications (in Supervisors’ name)
	

	Māori Consultation Application (in Supervisors’ name)
	

	Chemistry Lab induction/biosecurity (undertaken by Lab Manager)
	

	First aid ($)
	

	Workshop induction (undertaken Technical Staff)
	

	University driver’s agreement and copy of driver’s license given to DHSO  
	

	Driving assessment ($)
	

	4WD training ($)
	

	UAV and drone training 
	

	Additional health and safety training required by student [describe below]






	



A copy of the induction form will be retained by the School Health and Safety advisor (Douglas Fraser) and may be updated through the year as required.



	Candidate:
	



	Primary Supervisor:

Co-supervisors:




	


	HoS:
	

                                                               pp. PGC Chair
	Date:




This agreement must be signed above by the primary supervisor and the candidate.  

Please email the signed form to Robyn at geography@otago.ac.nz for PGC and HoS approval and signing.





Appendix 1: Geography Health and Safety Information Induction Sheet

Field Work
Before beginning any fieldwork (work off campus) you will need an approved Health and Safety Plan. The Health and Safety Plan, identifies possible hazards, where you are going, who is going to check you made it back and a plan action in the event of an accident. 

Templates can be downloaded from https://www.otago.ac.nz/geography/study/health/otago079285.html 

Once complete please submit to hands@geography.otago.ac.nz approval can take up to 3 working days.

From 2022 onwards Geography will be implementing the Get Home Safe app for use with all domestic fieldwork. The app is monitored by Campus Watch (03 479 5000) and can be used as a check out/in and to monitor you in the field.

Fire and Evacuation Procedures
Remove anyone form immediate danger.
Activate the nearest Fire Alarm, call 111 (1-111 from university phone), state the location of the fire and the type of fire.

Contain the fire by closing the doors.

Extinguish the fire but only if it is safe to do so, DO NOT put yourself at risk. If the fire is uncontrollable EVACUATE IMMEDIATELY.

On the sounding of the fire alarm

Leave the building immediately by the nearest escape route (stairs).

Report to you designated assembly area (Union Lawn).

Remain until the “All Clear” is given by either the Building Fire Warden (Julie Clark) or the Fire Service.


Geography Chemistry Lab
To use the Geography Chemistry lab please contact Julie Clark (julie.clark@otago.ac.nz), for an induction and lab use policies. 

Driving 
To be able to drive the Geography vehicle or a vehicle rented by the Geography you will need to complete a driver’s assessment. Talk to you supervisor if you need this and get them to contact the DHSO (Dr Douglas Fraser) to arrange a test with a driving instructor. 

4WD 
If you need to do any off road 4WD as part of you field work you will need to do a 4WD course or have a qualified staff member drive you.  


University Health and Safety Documentation. 
University procedures/documents for Health and Safety can be found at:

https://www.otago.ac.nz/health-safety/a-to-z/index.html

Geography Health and Safety Documents can be found on the School Wiki

https://www.otago.ac.nz/geography/studying-geography/health


If you have Health and Safety any enquiries or concerns please contact:
Dr Douglas Fraser
Office: Richardson 3C14
Telephone: 03 479 4224
Email: douglas.fraser@otago.ac.nz




Appendix 2: Time Line
Proposed timeline for completion of key tasks for 2023 [expand rows as appropriate]
Please fill out different learning outcomes and writing goals 

	[bookmark: _Hlk127798824]TASK
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC
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Appendix 3: Supervision Expectations 
 Read each pair of statements below and then estimate your position on each. For example with statement 1 if you believe very strongly that it is the supervisor's responsibility to select a good topic you would put a ring round '1'. If you think that both the supervisor and student should equally be involved you put a ring round '3' and if you think it is definitely the student's responsibility to select a topic, put a ring round '5'.
	1.
	It is the supervisor's responsibility to select a research topic
	
1	2	3	4	5
	The student is responsible for selecting their own topic

	2.
	It is the supervisor who decides which theoretical framework or methodology is most appropriate
	

1	2	3	4	5
	Students should decide which theoretical framework or methodology they wish to use

	3.
	The supervisor should develop an appropriate program and timetable of research and study for the student
	

1	2	3	4	5
	The supervisor should leave the development of the program of study to the student

	4.
	The supervisor is responsible for ensuring that the student is introduced to the appropriate services and facilities of the School and University
	


1	2	3	4	5
	It is the student's responsibility to ensure that she/he has located and accessed all relevant services and facilities for research

	5.
	Supervisors should only accept students when they have specific knowledge of the student's chosen topic
	


1	2	3	4	5
	Supervisors should feel free to accept students, even if they do not have specific knowledge of the student's topic

	6.
	A warm, supportive relationship between supervisor and student is important for successful candidature
	

1	2	3	4	5
	A personal, supportive relationship is inadvisable because it may obstruct objectivity for both student and supervisor during candidature

	7.
	The supervisor should insist on regular meetings with the student
	

1	2	3	4	5
	The student should decide when she/he wants to meet with the supervisor

	8.
	The supervisor should check regularly that the student is working consistently and on task
	

1	2	3	4	5
	The student should work independently and not have to account for how and where time is spent 

	9.
	The supervisor is responsible for providing emotional support & encouragement to the student
	

1	2	3	4	5
	Personal counseling and support are not the responsibility of the supervisor - students should look elsewhere

	10.
	The supervisor should insist on seeing all drafts of work to ensure that the student is on the right track
	

1	2	3	4	5
	Students should submit drafts of work only when they want constructive criticism from the supervisor

	11.
	The supervisor should assist in the writing of the thesis if necessary
	
1	2	3	4	5
	The writing of the thesis should only ever be the student's own work

	12.
	The supervisor is responsible for decisions regarding the standard of the thesis
	

1	2	3	4	5
	The student is responsible for decisions concerning the standard of the thesis




