DEPARTMENT OF EDUCATIONAL STUDIES

Principles and Procedures for Graduate Student- Supervisory Relationships 

(Approved at April 15, 2010 EDST department meeting)

This document provides definitions and sets out the roles and responsibilities for protem advisors and research supervisors. These definitions, principles and procedures have been agreed upon by the faculty members of the Department of Educational Studies. This statement will be sent to all students as part of their admission materials. At their first meeting, the document must be reviewed and discussed by the student and her/his advisor. Once these guidelines have been reviewed, student and advisor should write or type in their names on the last page and submit this page along with the student’s program worksheet to the graduate secretary (students should keep copies of the principles for their own files). The principles should be reviewed when the student’s research committees is formed (for MA and doctoral students), and also reviewed and co-signed if there is a change in supervisors. 

DEFINITIONS:

Protem advisor – this is the faculty member assigned to a student at the time of admission who is responsible for helping the student plan their courses and complete their program of study.

Research/Graduating Paper Supervisor – this is a faculty member who supervises the student’s research from proposal development to data collection to writing and defending of their MA thesis or doctoral dissertation. 

OVERVIEW:

Upon admission to the Department of Educational Studies, each student is assigned a protem advisor whose major role is to assist students in their course scheduling and overall planning of their graduate program. The term ‘protem’ is used to denote that students can and do change their advisors once they begin their program and as their interests become clarified. For MEd students who are in course-based programs, the protem advisor assists them with completing their required course work. For students in MEd programs undertaking a major or graduating paper, often the protem advisor continues as their major paper supervisor (although students can change at this time and work with another faculty member who may have specific expertise on the topic chosen).  This situation is similar for MA students completing theses. In the EdD program, students are assigned protem advisors at the time of admission; they assist the student with their program and help identify a faculty member to be their research supervisor. Incoming PhD students are also assigned protem advisors who are faculty with matching interests; they usually remain working with the student and become their thesis research supervisor. Normally, MEd student completing graduate papers and MA and doctoral students should have identified their research supervisor by the end of the first year of study. Students can change their supervisors at any time (see procedures on page 4). 

RESPONSIBILITIES OF PRO TEM ADVISORS & RESEARCH SUPERVISOR:

The Faculty of Graduate Studies has produced an online Handbook of Graduate Supervision (www.grad.ubc.ca/handbook-graduate-supervision) that is very helpful in clarifying roles and responsibilities and in identifying those aspects of the student-advisor relationship that should be negotiated. Both faculty and students should familiarize themselves with this information. Your supervisor is the key person in your graduate degree program. Graduate education is greatly affected by the nature of the supervision and the quality of communication between graduate students and their advisors. Students and faculty have a joint obligation to clarify expectations and responsibilities in the advising relationship and to hold one another accountable for commitments made in that relationship. Students have the right to timely, accurate and respectful advising. Faculty members have the right to expect students to meet their obligations and agreed upon tasks and deadlines and to maintain communication with their advisors. Supervisors should be available to help their graduate students at every stage. Once admission has been confirmed and accepted, supervisors should meet incoming students as soon as possible to help them complete their program of studies and map out course work and a timeline for completion of the degree. For students in thesis-based programs (e.g. MA, PhD, EDD) supervisors play a key role in the formulation of students’ research projects, including establishing appropriate theoretical and conceptual frameworks and methodologies, forming a supervisory committee, preparing proposals, collecting data and writing and defending the thesis or dissertation. Supervisors must also ensure that their students’ work meets the standards of the University and the academic discipline. Some specific responsibilities of a graduate advisor are as follows:

· Assist the student with the selection of a suitable and manageable research topic.

· Be accessible to the student for consultation and discussion of the student’s academic progress. Establish (with input from the student and colleagues where appropriate) a supervisory committee, and convene a meeting, at least annually, to evaluate the student’s progress.

· Respond in a timely and thorough manner to written work submitted by the student, with constructive suggestions for improvement and continuation. The turnaround time for comments on written work should not normally exceed three weeks.

· Make arrangements to ensure continuity of supervision when the advisor will be absent for extended periods, e.g. a month or longer. 

· Ensure that the research environment is safe, healthy and free from harassment, discrimination and conflict.

Assist the student in being aware of current graduate program requirements, deadlines, funding sources. 

·  Encourage the student to complete their degree requirements in a timely manner.

· Acknowledge appropriately the contributions of the student in presentations and in published material, in many cases via joint authorship.

· Ensure that recommendations for external examiners of doctoral dissertations are made to the graduate program advisor and forwarded to the Faculty of Graduate Studies in a timely manner.

· Assist the student to comply with any changes that need to be made to the thesis after the thesis or dissertation examination.

RESPONSIBILITIES OF GRADUATE STUDENTS

When you register as a graduate student at UBC, you are making a commitment to devote the time and energy needed to complete the requirements in your program of study. For those enrolled in course-based MEd programs, this involves completion of required and elective courses. For those in MEd programs with a graduating paper, you must commit to completing required course work as well as engaging in writing your graduating paper. In thesis-based programs, you are responsible for completing required course work and researching, writing, and defending your MA thesis or Doctoral dissertation. For more information about the steps to graduation and completing programs, go to the EDST website: http://edst.educ.ubc.ca/ and look in the policy and forms menu for Steps to Graduation for the different programs. Your advisor has a right to expect substantial effort, initiative, respect and receptiveness to their critiques and recommendations. For students in all programs, thesis and course-based, you are expected to:

· Once admitted, as soon as possible contact your pro tem advisor (before registering for courses).

· Meet with your advisor when requested and report fully and regularly on progress and results.

· Maintain registration throughout the program and for international students, ensure that study permits and, where applicable, employment authorization documents are kept up to date.

· Keep your advisor, graduate program advisor and Enrolment Services informed about changes in your contact information.

· Conform to University, Faculty and graduate program requirements, including those related to deadlines.

· In conjunction with your advisor, develop a plan and timetable for completion of all stages of your thesis project, adhere to a schedule and meet appropriate deadlines.

· Give serious consideration to the advice and criticisms received from your advisor and other members of your supervisory committee.

· Conform to University, Faculty and graduate program requirements, including those related to deadlines, dissertation or thesis style, conflict of interest.

GRADUATING PAPER SUPERVISOR ROLES AND RESPONSIBILITITES
For students in MEd programs who are completing a graduating paper, you are expected to meet with your advisor about your topic and seek clarification about the length and other expectations regarding this document. A second reader is also involved with reviewing Graduating Papers. This second faculty member can become involved early in the development of the paper or can serve more of an external examiner role when a full draft of the paper is ready for review. Students should work with their supervisor to determine who the second reader will be and should negotiate with that second reader regarding their availability and preferences for the nature of their involvement. 
THESIS SUPERVISORY COMMITTEES ROLES AND RESPONSIBILITITES

The supervisory committee (for those in thesis-based programs e.g. MA and Doctoral) will generally consist of your supervisor and two or three other faculty members. Its role is to provide support to you and your advisor by broadening and deepening the range of expertise and experience available, and by offering advice about, and assessment of, your work. A student’s supervisory committee is responsible for guiding the student in selecting any required courses, planning the research, and preparing the thesis. The membership of committees must meet the requirements of the Faculty of Graduate Studies, that is, consist of tenure-track faculty members at UBC. Decisions about supervisory committee members are based on the collective experiences of the people involved, their ability to contribute to the intended study, and their availability and willingness to serve

Once you start working with your supervisory committee, it is very important to keep members informed of your research progress. Committee members appreciate receiving the occasional note (or e-mail message) explaining where you are and what you are planning to do next. You should also let them know when they are likely to receive the next installment of the work. This is not only courteous, but also keeps your supervisory committee members up to speed and makes meetings more productive. You should schedule a meeting when you and your supervisor feel ready to share the proposal or drafts of your thesis work with the other members of the committee. It is generally your responsibility to set up meetings. Ensure that each committee member receives copies of written work at least two weeks before the meeting; for longer documents more time is often needed. When you submit a draft, always follow up the submission to ensure the draft has been received and to arrange a date for a meeting.

COMMUNICATION

Clear communication is key to a mutually respectful and beneficial advisor-advisee relationship. Students and their advisors are strongly encouraged to discuss the points listed above regarding mutual responsibilities at their first meeting and to review their expectations of each other periodically. Advisors should inform their advisees what they expect regarding the student’s responsibilities for submitting work, meetings and other related matters. Students should clarify what their expectations are for their advisors regarding meetings, feedback on submitted written work, and other assistance. Faculty should inform their advisees when they are planning to be away at conferences, on vacation, for research activities and on sabbatical leaves or for other reasons. Students should ask their advisors (and committee members) about their upcoming schedules when preparing timelines and deadlines. While on leave and away for extended periods, faculty are expected to maintain contact with their advisees and to determine the best route of communication for meetings and submission of materials. 

Meetings between students and advisors are normally held in the faculty member’s office, but meetings may take place in other locations if it is mutually agreeable to both the faculty member and student. Students and faculty have the right to insist that faculty/student meetings be held at the University in a mutually-agreeable space. Students have an unequivocal right to decline offers from faculty to expand the relationship beyond the scope of an academic work relationship.

CONFLICT

According to the EDST guidelines and the Faculty of Graduate Studies’ Handbook for Graduate Supervision, students and advisors should first work together to resolve any conflict. If this is not a viable or comfortable option, the student and/or advisor should talk to the EDST Graduate Advisor and other relevant administrators such as Program Coordinators and Head of Department. Peer advisors can also assist students to develop strategies for dealing with conflict. Finally, if additional assistance is needed, the student and/or faculty member may consult the AMS Ombuds and Advocacy Offices and graduate students can consult the advocacy service available through the Graduate Student Society. 

CHANGING RESEARCH SUPERVISORS

Many students continue working with their assigned protem advisor until they complete their degree. In thesis-based programs (MA and doctoral) the protem advisor often becomes the research supervisor. No student, however, is required to continue working with their originally assigned pro tem advisor and it is possible to change supervisors at any stage of a program. Often students will change supervisors because another faculty member is a better match to his/her areas of interest and expertise. Sometimes a change occurs because of differences in styles of communication, and sometimes change occurs due to personality differences. Changes also happen when faculty are on health-related leave, retire or leave the department. Faculty who leave UBC, if they wish, can continue to work with UBC students as members of the committee but an EDST faculty member must be identified as the supervisor. Faculty also can step down from their role as supervisor; this can happen when students are not making good progress or not maintaining regular communication, or if there is no longer a match between the student’s interests and the faculty member’s expertise. 

Depending on the situation, there are different steps to be taken for making a change in advisor. Students can work with their current advisor and come to a mutual agreement that the student would be better served if they changed advisors; the current advisor can assist students in identifying and securing a new advisor. Students can also consult with the EDST Graduate Advisor who can help them to strategize ways to resolve problems such that the supervisory relationship can continue. If this is not possible, the Graduate Advisor, in consultation with the student and the Head of Department, can begin to identify potential new advisors for the student. Depending on the circumstances, the Graduate Advisor can approach faculty to take on this role, or the student can initiate these connections. Once a new advisor has been confirmed, the student should, if they have not already done so, send a memo to their original advisor informing her/him of the change. The exact nature of this communication can be determined in consultation with the Graduate Advisor. Copies of this memo should be signed by the student, original advisor and incoming supervisor, and sent to the Graduate Secretary to update the student’s file. In the case of PhD students who have achieved candidacy, a memo outlining the change in supervisors should also be sent to the Faculty of Graduate Studies.

We have read the above information and agree to these principles.

Date: ________________________________________________ 

 Student’s Name:__________________________________________________________(Signature) 

Advisor’s Name :__________________________________________________________(Signature)
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