Record of Meetings
Students and supervisors will communicate in a whole series of different ways, be it through formal meetings, less formal meetings in the coffee shop and by telephone and e-mail.

Although most students and supervisors keep a written record of formal meetings, we now ask that students and supervisors keep a record of all meetings and, where appropriate, correspondence. 

The way in which meetings and more informal discussions are recorded can be decided between the student and their supervisors. They can therefore use their own method of recording meetings or can choose to use one of the templates provided by the Graduate Research School (see below). 

In all cases, we suggest that the record should be made by the student and approved by the supervisor to ensure that everything discussed at the meeting has been taken on board and that reasonable targets are set and agreed. 

The Graduate research School provide two templates for the record of meetings. One is a form set up as a Word document which can be completed either electronically or by hand. The second is a log book set up in excel. This is more flexible and can be used to record all types of correspondence. 
Where appropriate, we strongly suggest that records of meetings should be available to the whole supervisory team. The log book is a useful tool in this respect as it provides an electronic log of earlier discussions. 
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RECORD OF REGULAR MEETINGS BETWEEN RESEARCH STUDENTS AND THEIR DIRECTOR OF STUDIES

Student’s Name:   


Director of Studies:


Date of Meeting:
Duration of Meeting: 

Issues discussed

	


Action Plan agreed for the student

	


Actions Required by the DoS
	


Date of next meeting:____________________

Signed








Date

Student:_____________________________________________


Director of Studies:____________________________________
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	DATE
	SUPERVISOR
	DISCUSSED
	PROPOSED ACTIONS
	DATE NEXT MEETING
	Supervisor Comments

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


