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University of Edinburgh
Supervision Record (Research Students)
This record form can be completed and signed by all relevant parties to keep an agreed record of supervision meetings, notes, and questions between research students and supervisor(s). 

*Please note this form can be modified based on suggestions or preferences of supervisor(s) and research student(s) and is intended to serve as a productive template for record keeping. It can be completed by either the student OR supervisor, during OR after the meeting as long as this is agreed upon by all parties.

	Research Student:
	

	Matriculation Number:
	

	Supervisor (note primary/secondary/co):
	

	Supervisor (note primary/secondary/co):
	

	Supervisor (optional):
	

	Date of Supervision Meeting:
	

	Format of Meeting (F2F, online, etc.):
	



Brief Summary of Meeting Discussion:

	




Brief Feedback on Any Submitted Work:

	




Agreed Future Deadlines or Actions:

	




Next Meeting Date:


I agree that the above information is an accurate description of the meeting and the information I have provided in the form is as correct and complete as to the best of my knowledge.

Signed:


…………………………………………….						…………………………………………….
Research Student								Supervisor


…………………………………………….
Supervisor										

…………………………………………….
Supervisor	














Tips for Research Students:
· Come prepared to the meeting having 1) reflected on your progress, 2) submitted any relevant work, and 3) prepared questions in advance
· Following your meeting with your supervisor(s), if this form was not completed collaboratively in the meeting, complete this form and email the minutes and actions to your supervisor(s) to be agreed upon

Helpful prompts for thinking about what to discuss in supervision meetings (useful for both supervisors and research students alike to consider):
· Are the student(s) professional development needs being met?
· Is the student on track or making good progress?
· Does the student need external support (i.e. referrals elsewhere for additional support)?
· What questions/issues/problems were raised during the meeting (by either the student or the supervisor)?
· What have been the student’s biggest achievements to date?
· What are the most interesting papers the student has read since the last meeting?
· What are the agreed action(s) to be completed by the student and/or the supervisor(s)?
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