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Postgraduate Supervision Agreement (490, 590, Masters)

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).

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. 

Student’s name:		
							
Principal supervisor’s name:			
				
Co-Supervisors:

Degree:				

Commencement Date:			

Intended Submission Date:

Working title of research:	







Both student and supervisor should each complete a copy of the “Supervision Expectations” attached to this form. The purpose is to stimulate a discussion about respective expectations of the supervisory process, as a basis for agreeing to a mutually acceptable way of working together. The discussion itself is very important, so do not treat this as a mechanical compliance process. Following the discussion, complete the rest of the form and the timeline/critical path table, sign and date the document. Make copies for the supervisor, student and PC. 



Have both the supervisor and student read the relevant sections of the 2023 School of Geography’s Graduate 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? (Please specify the sources)
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

The student acknowledges that they have read and completed the Postgraduate Induction Check List that details the School’s Health and Safety procedures and training requirements.

Student	YES / NO


BOTH SUPERVISOR AND STUDENT AGREE TO THE FOLLOWING ARRANGEMENTS:

1.	Meetings between student and supervisor will be held:




2.	The purpose of the meetings will be to:
(e.g. for the student to seek guidance and advice; for the supervisor to monitor progress; for both parties to discuss recent literature of relevance, etc.)
i.
	ii.	
	iii.


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




4.	Communication between meetings will be by:







5.	When either person is unable to attend an agreed meeting, they will contact the other person as soon as possible, by phone, email, or other appropriate means.
Specific arrangements in addition to this:







6.	Have the following compliance issues been discussed?
· Ethics approval
https://www.otago.ac.nz/dsm-psm/research/ethical-approval-process/index.html
· (Please be aware that on 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 http://www.otago.ac.nz/research/maoriconsultation/ 
· Health and Safety requirements
· Other (specify):



7.	Have resource issues been discussed?
· Research Related Costs + Funding
· Equipment requirements
· Laboratory requirements
· Fieldwork logistics
· Training requirements (software; interviewing; equipment related; etc.)
· Other (specify):

8.	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.

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:
MA/MSc, MPlan (thesis option): 	up to a total of $350 over the course of one year
490/590, MIDP: 			up to $50

Funds are paid on a pro-rata basis for Geography EFTs (e.g., an MSc student with 70% Geography EFT supervision could request up to 0.7 ×$350 = $245).
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.









9.	The student’s involvement in the Annual Geography Postgraduate Symposium) (Friday, 4th  August 2023):
	A Poster Presentation					YES / NO
	A Paper	 (10-15 mins)					YES / NO
	The candidate will not be presenting the annual event	YES / NO



10.	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 form will feedback take?



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



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




12. 	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.






13.	If specific arrangements have been made with respect to the supervision, not covered above, please detail on a separate sheet and attach to this form.






Postgraduate Student Health and Safety Induction Check List

New postgraduate students are required to have a Health and Safety induction, and these are a legal requirement of any work place. This sheet is to record what induction processes are required and to assess what training is needed for the research activities. Please indicate in the right hand column below (Status) whether training is required (YES), training is not required (N/A), or that relevant training has been completed (Date of completion). For the first questions under declaration, please indicate that you have read and agree to the statement (YES).

	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 and will comply with all policy procedures detailed within.
	

	I am aware or have already my Health & Safety Plan approved for working off campus
	

	Health and Safety field site induction must be undertaken if research activities occur off campus: 
Either:  the Supervisor will go to the field site and/or discuss with student 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 for Research Activities
	Status

	Ethics Research Applications (in Supervisors’ name)
	

	Maori Consultation Application (in Supervisors’ name)
	

	Chemistry Lab induction/biosecurity (undertaken by Lab Manager)
	

	First aid certification ($)
	

	Workshop induction (undertaken Technical Staff)
	

	University driver’s agreement and copy of driver’s license given to DHSO if candidate is using a rental vehicle or University-owned vehicle for their research activities  
	

	Driving assessment ($) 
	

	4WD training ($)
	

	UAV, drone training or relevant UAV pilot certification
	

	Additional health and safety training required by research candidate:





	



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.

This agreement was negotiated and accepted on:					
							(DATE)


Signed:				__________					_________
	(STUDENT)					(SUPERVISOR)


Received by the Postgraduate Committee:					
(PGC)							(DATE)
School of Geography		PGC 2025
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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: Timeline Planning for Research Activities


Month		Research Activity

	TASK
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	






Appendix 3: Supervision Expectation Matrix
[image: ]
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SUPERVISION EXPECTATIONS

Read each pair of statements below and then estimate your position on each. For example with statement 2 if you believe very strongly that it is
the supervisor’s responsibility to select a good topic then circle “1°. If you think that both the supervisor and candidate should equally be
involved then circle ’3” and if you think it is definitely the candidate’s responsibility to select a topic then circle *5°. If either candidate or

supervisor cannot decide on a single number, then a consecutive range of two or more numbers can be circled.

START UP
1 Supervisors should only accept candidates when they 1 2 3 4 5 Supervisors should feel free to accept candidates,
have specific knowledge of the candidate’s chosen even if they do not have specific knowledge of the
topic candidate’s topic
2 It is the supervisor’s responsibility to develop a 1 2 3 4 5 The candidate is responsible for developing her/his
research topic own topic
3 The supervisor decides which theoretical framework 1 2 3 4 5 Candidates should decide which theoretical
or methodology is most appropriate framework or methodology they wish to use
4 The supervisor should develop an appropriate 1 2 3 45 The supervisor should leave developing the
program and timetable of research and study for the program of study to the candidate
candidate
5 The university or supervisor, as representative of the 1 2 3 4 5 It is the candidate’s responsibility to ensure that
university, is responsible for ensuring that the she/he has located and accessed all relevant
candidate is introduced to relevant services and services and facilities for research
facilities of the department and University
MID CANDIDATURE
The supervisor should insist on regular meetings 1 2 3 4 5 The candidate should decide when she/he wants to
with the candidate meet with the supervisor
7  The supervisor should check regularly that the 1 2 3 4 5 The candidate should work independently and not
candidate is working consistently and on task have to account for how and where time is spent
8 It is down to the supervisor to ensure that the 1 2 3 4 5 The candidate is responsible for the dissemination
candidate’s thesis research is disseminated in of their research in journals and conferences
journals and conferences
9 The supervisor is always the lead journal article 1 2 3 4 5 Any journal article or conference paper is from the
author and presents any conference papers relating to candidate’s own thesis research, therefore the
the thesis, regardless of who actually wrote the candidate should be sole author or presenter
material
10 The supervisor is responsible for arranging ethical 1 2 3 4 5 It is the responsibility of the candidate to arrange
approval and / or Maori consultation to support the ethical approval and / or Maori consultation to
thesis support the thesis
11 Acquiring resources to support the thesis, such as 1 2 3 45 The candidate is responsible for acquiring any
scholarships, equipment or funding for conferences, resources to support the thesis, including
is the responsibility of the supervisor scholarships, equipment and conference funding
12 The supervisor should enrol the candidate on courses 1 2 3 4 5 It is the responsibility of the candidate to enrol on
that develop the candidate’s ability to enhance their courses that develops their ability to enhance their
thesis (e.g. academic writing, presentation) thesis (e.g. academic writing, presentation)
13 A supportive relationship between supervisor and 1 2 3 4 5 A supportive relationship is inadvisable, as it may
candidate is important for successful candidature obstruct objectivity for both candidate and
supervisor during candidature
THE FINAL STAGE
14 The supervisor should insist on seeing all drafts of 1 2 3 4 5 Candidates should submit drafts of work only
work to ensure that the candidate is on the right track when they want constructive criticism from the
supervisor
15 The supervisor is responsible for decisions regarding 1 2 3 45 The candidate is responsible for decisions
the standard of the thesis and when it is ready for concerning the standard of the thesis and when it is
submission ready for submission
16 The supervisor should have total control in arranging 1 2 3 4 5 The candidate should have a role in arranging the

the examination.

examination, within University guidelines
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SUPERVISION EXPECTATIONS 

Read each pair of statements below and then estimate your position on each.  For example with statement 2 if you believe very strongly that it is 

the supervisor’s responsibility to select a good topic then circle ‘1’.  If you think that both the supervisor and candidate should equally be 

involved then circle ’3’ and if you think it is definitely the candidate’s responsibility to select a topic then circle ‘5’. If either candidate or 

supervisor cannot decide on a single number, then a consecutive range of two or more numbers can be circled. 

START UP

1 Supervisors should only accept candidates when they 

have specific knowledge of the candidate’s chosen 

topic 

1    2    3    4    5  Supervisors should feel free to accept candidates, 

even if they do not have specific knowledge of the 

candidate’s topic

2 It is the supervisor’s responsibility to develop a 

research topic 

1    2    3    4    5  The candidate is responsible for developing her/his 

own topic

3 The supervisor decides which theoretical framework 

or methodology is most appropriate 

1    2    3    4    5  Candidates should decide which theoretical 

framework or methodology they wish to use

4 The supervisor should develop an appropriate 

program and timetable of research and study for the 

candidate 

1    2    3    4    5  The supervisor should leave developing the 

program of study to the candidate

5 The university or supervisor, as representative of the 

university, is responsible for ensuring that the 

candidate is introduced to relevant services and 

facilities of the department and University 

1    2    3    4    5  It is the candidate’s responsibility to ensure that 

she/he has located and accessed all relevant 

services and facilities for research

MID-CANDIDATURE

6 The supervisor should insist on regular meetings 

with the candidate 

1    2    3    4    5  The candidate should decide when she/he wants to 

meet with the supervisor

7 The supervisor should check regularly that the 

candidate is working consistently and on task 

1    2    3    4    5  The candidate should work independently and not 

have to account for how and where time is spent

8 It is down to the supervisor to ensure that the 

candidate’s thesis research is disseminated in 

journals and conferences 

1    2    3    4    5  The candidate is responsible for the dissemination 

of their research in journals and conferences

9 The supervisor is always the lead journal article 

author and presents any conference papers relating to 

the thesis, regardless of who actually wrote the 

material 

1    2    3    4    5  Any journal article or conference paper is from the 

candidate’s own thesis research, therefore the 

candidate should be sole author or presenter

10 The supervisor is responsible for arranging ethical 

approval and / or Maori consultation to support the 

thesis 

1    2    3    4    5  It is the responsibility of the candidate to arrange 

ethical approval and / or Maori consultation to 

support the thesis

11 Acquiring resources to support the thesis, such as 

scholarships, equipment or funding for conferences, 

is the responsibility of the supervisor 

1    2    3    4    5  The candidate is responsible for acquiring any 

resources to support the thesis, including 

scholarships, equipment and conference funding

12 The supervisor should enrol the candidate on courses 

that develop the candidate’s ability to enhance their 

thesis (e.g. academic writing, presentation) 

1    2  3    4    5  It is the responsibility of the candidate to enrol on 

courses that develops their ability to enhance their 

thesis (e.g. academic writing, presentation)

13 A supportive relationship between supervisor and 

candidate is important for successful candidature 

1    2    3    4    5  A supportive relationship is inadvisable, as it may 

obstruct objectivity for both candidate and 

supervisor during candidature

THE FINAL STAGE 

14 The supervisor should insist on seeing all drafts of 

work to ensure that the candidate is on the right track 

1    2    3    4    5  Candidates should submit drafts of work only 

when they want constructive criticism from the 

supervisor

15 The supervisor is responsible for decisions regarding 

the standard of the thesis and when it is ready for 

submission 

1    2    3    4    5  The candidate is responsible for decisions 

concerning the standard of the thesis and when it is 

ready for submission

16 The supervisor should have total control in arranging 

the examination. 

1    2    3    4    5  The candidate should have a role in arranging the 

examination, within University guidelines 


