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                 Code of Practice for Quality Assurance of Research Courses of Study

Annex H: Supervision
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1. School Directors of Graduate Research Studies are responsible for ensuring that all students have access to appropriate levels of supervision and support. This includes ensuring that an appropriate supervisory team is in place prior to the admission of any research student. This section of the Code of Practice sets out detailed requirements in relation to such supervision. 

[bookmark: _Toc199426643]2.	Team Supervision 
2.1. 	The University uses team supervision for its research students. A supervisory team comprises at least two members of academic staff. Additional members may be appointed at the school's discretion. 
2.1.1. 	Where a supervisory team is appointed to a student, there must be a supervisor designated to act as the student’s main point of contact for support and advice (the Main Supervisor). This applies even when supervisors consider themselves to be joint supervisors. Please see the responsibilities of the Main Supervisor in section 4.1 below.  
2.1.2. 	The appointment of a supervisor must take into consideration the overall workload of the individual and allow for sufficient time for adequate contact to fulfil the responsibilities as outlined in the Code of Practice for the Quality Assurance of Research Courses of Study. 
2.1.3.   Normally, although not a requirement, at least one member of the supervisory team would have supervised a prior student through to completion at University of Kent or another University.  
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3.1	The criteria for acting as a Main Supervisor are:
1. Research-active with relevant publications
2. Main Supervisors would typically be on an Education and Research contract, however a member of staff on an Education and Scholarly Practice contract could be considered in certain circumstances with GRC Director approval.
3. Must hold a PhD or equivalent research experience.
4. Must have attended the required training as stipulated by the Graduate and Researcher College. Must be a full or part-time employee of the University.
5. Main supervisors must be assigned by the School Director of Graduate Research Studies or their subject-level nominee.

[bookmark: _Toc199426645]4. 	Supervisory Responsibilities 
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Main Supervisors are responsible for: 
1. Ensuring that the requirements of the Code of Practice are met.
2. Overseeing the operation of the supervisory team to ensure that supervisory and student responsibilities are being fulfilled as outlined below. 
3. Advising the student of their own responsibilities and the respective roles and responsibilities of each of the members of the supervisory team.

4. Providing support and guidance to members of the supervisory team as and when required.
5. Offering guidance on the student’s research project (in consultation with other members of the supervisory team). 
6. Scheduling regular meetings with the student and setting aside adequate time to discuss progress and future work. The minimum requirement is one formal meeting per month. (See section 6.2 for further explanation about meeting requirements.) 
7. Ensuring that students are introduced to all School and University facilities relevant to their research. 
8. Making sure that students’ training needs (both subject-specific and transferable) are reviewed regularly and encouraging them to take up training opportunities. 
9. Ensuring that the particular needs of international students are taken fully into account during the early stages of research and to give help and advice on language problems and training where necessary. 
10. Ensuring that adjustments within Inclusive Learning Plans are implemented. 
11. Advising students on academic matters including expected attendance, research standards, methodologies, academic writing, plagiarism, progression and examination. 
12. Approving a timetable of work and overseeing this to completion. Timely completion of research projects is expected by the University. 
13. Keeping the School Director of Graduate Research Studies informed of any absences likely to impact upon time available for supervisory duties. 
14. Ensuring that students are made aware of inadequacy of progress or standards of work below that generally expected. This should be recorded formally in notes of supervisory meetings and progress reviews. 
15. Taking action to bring to the attention of the School Director of Graduate Research Studies any concerns about a student’s unsatisfactory progress. 
16. Ensuring that there are clear records on KentVision of supervisory meetings and interactions with their students. 
17. Requesting written work as appropriate and returning such work with substantial constructive feedback within an agreed timetable. 
18. Participating in and preparing for student progress reviews as required by the School and by this Code of Practice (see Annex J: Progression and Examination). 
19. Advising students on the ethical implications of their research and appropriate routes for ethical approval where appropriate. 
20. Arranging, where appropriate, for students to make oral presentations about their work within the University and at conferences and to publish material from their research (ensuring proper credit is given for joint research). 
21. Recommending examiners for the student’s thesis to the School in good time. 
22. In conjunction with the examiners where appropriate, providing advice to the student concerning the corrections and/or revisions required to the thesis following examination. 
23. Remaining familiar with and understanding the requirements of the Regulations for Research Courses of Study and the Code of Practice for the Quality Assurance of Research Courses of Study. 
24. Considering the safety implications of their students’ research. 
Note: Supervisors are responsible for all aspects of safety that fall within their control and in particular for the safe conduct of experiments carried out in the course of their students’ research. Further information is available from the University Health and Safety Team. 
[bookmark: _Toc199426647]4.2	Second Supervisor 
The role of a Second Supervisor may include any of the responsibilities of the Main Supervisor, although in most cases the role of the Second Supervisor will be to offer an alternative perspective on the research project and provide additional support to the research student whenever this is required. This Code of Practice specifies the minimum requirements for supervision.  The Second Supervisor would be expected to undertake responsibility for the supervision of the student in cases where the Main Supervisor becomes unavailable or in the interim period if they leave the University. In order to act as the Main Supervisor, the Second Supervisor would be required to have an appropriate level of expertise in the subject area. 
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Research students are responsible for: 
1. The content, completion and submission for examination of their theses under the supervision of academic staff members. The student should take ultimate responsibility for their research. 
2. Ensuring that they are familiar with and comply with University regulations, Subject guidelines and any other procedures relating to their degree. 
3. Attending a skills review workshop in their first year of registration. 
4. Completing a skills audit and discussing this and their training needs with their supervisors on a regular basis. 
5. Preparing adequately for formal progress reviews (as required by Annex J: Progression and Examination) and supervisory meetings. 
6. Ensuring work progresses in accordance with the stages agreed with the supervisor(s). 
7. Advising their supervisor(s) of any illness, holidays or other occasions when they will be taking a break from their research. 
8. Seeking advice from their supervisor(s) in an active manner and taking the initiative in raising problems or difficulties (including illness or other exceptional circumstances) with their supervisors. 
9. Agreeing a programme of work with their supervisor(s) at the beginning of their first year and reviewing this at appropriate intervals in each academic year in consultation with the supervisors ensuring that any deviation from the programme is reported to supervisors as soon as possible. 
10. Agreeing a schedule of meetings with their supervisor(s). 
11. Devoting appropriate time and effort to their studies. 
12. Taking note of the guidance and feedback provided on their work by their supervisor(s). 
13. Keeping records of supervisory meetings.
14. Complying with health and safety requirements. 
15. Complying with ethical requirements. 
16. Ensuring that they complete their registration and make payment of fees at the appropriate time. 
17. Assisting the University in keeping their records up to date by cooperating fully with administrative procedures. 
18. Contributing to the research environment of the School/subject area; wider university community and externally (as appropriate) by taking up opportunities to present work at seminars and by networking with other researchers. 
19. Providing feedback on their student experience through annual reports, postgraduate surveys, postgraduate representatives and Student Voice Forums (as appropriate). 
20. Reporting any concerns about their supervision or ILPs not being implemented to the School Director of Graduate Research Studies without delay. If the School Director of Graduate Research Studies is a member of the supervisory team, concerns should be reported to the  Graduate and Researcher College. Students may also approach Kent Students’ Union. 
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6.1	While it is acknowledged that research students may work closely with their supervisors and may have a great deal of informal supervision, it is a requirement of the University that students are also involved in regular formal supervision meetings. 
6.2	It is the expectation of the University that these meetings should normally take place at a minimum of every month (for part-time students this can be a minimum of every two months) during the calendar year. Schools may require supervisory meetings to take place more frequently. The meeting will be a substantial period of discussion focussed on the research project in which substantive matters are raised and progressed between the student and supervisor. A meeting may be face to face or may take place remotely via video-call.
6.3	Students should also be monitored monthly (every other month for part-time students) during their continuation year and during any discretionary  writing-up period. A continuous record of these meetings should be provided on KentVision.
6.4	Following the viva examination, supervisors should be available for email contact with students for minor corrections. In the case of  revisions or resubmission students should have monthly supervision meetings. 
6.5	It is essential that both students and supervisors keep records of the outcome of their monthly (every other month for part-time students) meetings. In order that a clear progression is agreed in a timely manner, students are expected to complete their report within one week of the meeting and supervisors are expected to provide written feedback within two weeks. 
 
[bookmark: _Toc199426650]7.	Absence of the Main Supervisor 
The School Director of Graduate Research Studies should ensure that appropriate arrangements for supervision are made should a student’s Main Supervisor be absent from the University for a temporary period greater than four weeks. The Second Supervisor would be expected to undertake responsibility for the supervision of the student in these cases.
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On the occasion that a member of academic staff who is a current PhD supervisor leaves the University, it is important that the level of support provided to the student is unaffected, through following a standardised approach set by the University. 
We should strive to achieve continuity of supervision where possible, either through internal or external supervision. 
At the point an academic staff is aware that they are due to leave the University, they should inform the School Director of Graduate Research Studies (SDGRS). The SDoGRS will decide how the supervisor should be replaced, considering the recommendations of the departing member of staff, the other members of the supervisory team and the preferences of the student. Potential solutions are:
· the second supervisor stepping up into the main supervisor role, and an internal replacement sought for the second supervisor role
· A direct internal replacement
· the departing staff member employed as an external member of staff
· a new external added to the team either as a direct replacement or an additional member.
· Once agreed, the student will be informed by the SDoGRS of the actions due to be taken and the timeframe for any changes. If necessary, the GRC is available for consultation or escalation of issues.
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Supervisors and students are expected to treat one another with courtesy and discuss any problems at the earliest opportunity thus allowing any issues to be resolved quickly and effectively. In cases where there is a more serious breakdown in the supervisor/student relationship, the student should raise the matter directly with the School Director of Graduate Research Studies, or alternatively with the Graduate and Researcher College. In cases where there is an irreparable breakdown in the student/supervisor relationship, an alternative supervisor will be provided. If such a situation occurs around the time of a progression review (see Annex J), it may be deemed appropriate for there to be a review panel independent from the supervisor or supervisory team. 
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10.1 	It may be necessary under certain circumstances for a School to arrange for the appointment of an external supervisor to assist with the supervision of a research student. This may occur when: (i) it is identified at the commencement of a research project that it would be beneficial for a student to receive external supervisory expertise from a partner university or non-HEI partner, (ii) the main supervisor leaves the University or (iii) when a research project takes an unexpected turn which ideally requires some input from an external subject specialist. The costs of the appointment of the external supervisor will be covered by the School except in cases where it is agreed that this will be part of a separate agreement. Where an external supervisor is appointed to a student, there should be at least one member of University academic staff in the supervisory team. External supervisors cannot act as a main or joint supervisor.
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The role of an external supervisor will be: 
· To assist in the supervision of the research work of the research student (including final preparation of the thesis up to the point of submission and successful completion of the research award). 
· To contribute to any progression reviews as required by Annex J during the external supervision period. 
· To maintain a comprehensive record of documents, emails and correspondence relating to the external supervision of the student. These records should meet the requirements of this Annex. 
· To respond with feedback to the research student in a timely fashion following the submission of research work to the external supervisor for consideration. 
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(a) The School Director of Graduate Research Studies should consider the case made for the appointment of an external supervisor and determine whether the reasons outlined by the supervisory team for this appointment are justified. 
(b) The School Director of Graduate Research Studies should liaise with the proposed external supervisor to explain the role and appointment process. 
(c) The School Director of Graduate Research Studies should obtain a CV from the proposed external supervisor. 
(d) The School should complete an Appointment of External Supervisor form, which will require the approval of the Director of the Graduate and Researcher College.
(e) Right to work checks on the proposed external supervisor should be carried out by the Graduate and Researcher College at this stage. 
(f) Once approved, the appointment form will be actioned by the Graduate and researcher College in conjunction with the HR team. 
[bookmark: _Toc199426656]10.4	Payment of External Supervisors 
             The Graduate and Researcher College will set up a timesheet paid staff contract for the external supervisor. The cost of the external supervisor will be covered by the School. The standard pay grade and number of hours per month are stipulated by the Graduate and Researcher College, anything outside of these standards should be agreed by the Head of School on the appointment form.  The external supervisor will be paid for time spent in supervisory contact and in the preparation and reviewing of student work. Completed timesheets for all such work must be submitted via Staff Connect for processing and payment. 
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The University reserves the right to terminate the appointment of an external supervisor (following relevant HR processes) without notice where the Director of the Graduate and Researcher College considers that the supervisor has not properly undertaken the duties set out above. The student will be consulted with accordingly. 
[bookmark: _Toc199426658]11.	Emeritus and Honorary Status 
As part of an emeritus status being awarded to a former member of academic staff, there is often an expectation for the individual to undertake some work for the University. Individuals holding emeritus status at the University of Kent can be assigned to a student’s supervisory team by the School Director of Graduate Research Studies. However, they may only be appointed as Joint Main or Second Supervisor, and not as Main Supervisor.  
Individuals with honorary status must follow the external supervisor appointment process to be assigned to a supervisory team. 
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