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· Read the Code of Practice for Supervisors and Research Students (NB Sections 3.2, 5.3 -5.10).

http://www.acaffairs.ed.ac.uk/Regulations/CoP/PGR/Index.htm
· Acquaint yourself with Assessment Regulations.
http://www.acaffairs.ed.ac.uk/Regulations/Assessment/09-10/PGR.htm
· Meet with your student ASAP.

· Maintain close personal contact – pastoral as well as academic.

· Meet frequently with your student, particularly in the 1st year.
· Plan with students a timetable of progress and monitor their progress against that plan.
· Complete annual reports on standard forms in a timely manner (1st year reports for full-time are needed within 9-12 months of enrolment).

· Ensure that students submit on time (4 years max).  Anticipate if an Extension or Interruption of Studies is likely and submit a request in good time; interruption requests are non-retroactive.
· Alert writing-up students to the need for them to submit a NITS form to the College PG Office no later than 2 months before their thesis submission.

· Inform students of the standards for thesis format and binding.

· Be consulted about the choice of viva examiners.

· Attend the VIVA if the student wishes and the examiners endorse.

· Continue your supervision after the viva and advise the student about any remedial work required.
· …..Seek advice from the College PG Office at any time and feel free to drop in for a chat.
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PG SUPERVISOR  DONT’s

· Go on sabbatical (or arrange other absences) without arranging cover as necessary.

· Consider acting as an internal examiner for your student – you can’t.

· Leave annual reports to the last minute.

· Allow student to leave the environs of Edinburgh without a Leave of Absence authorised by the college.

· Leave yourself vulnerable to appeals or complaints by not complying with UoE regulations.
· Don’t allow the student to submit late without a good cause (supported by a timely Extension request). 
· Don’t lose contact with the student. 
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