University of Otago

Template

Memorandum of Understanding for PhD Supervision
(available on the web at www.otago.ac.nz/study/phd (under the heading “PhD Supervision”))

The University strongly encourages the practice of supervisors and their thesis students developing written Memoranda of Understanding (MOU) so that expectations are explicit between the parties at an early stage.  Clear expectations about the responsibilities of both parties are essential to a successful supervision relationship.

The following template MOU is just that: a template. While it has been developed to include the experimental aspects of science and biomedical science research projects, please feel free to add items or to delete inappropriate or not applicable items.  Some departments have developed their own departmental versions of the MOU and, if so, you should use that version.

The MOU should be regarded as something to help in the planning and conduct of PhD study rather than as an administrative imposition.  It represents statements of intent only, and the implied obligations are only what a supervisor(s) and student could reasonably be expected to meet under normal circumstances.  

If the project changes substantially, a new MOU should be drawn up with the changes highlighted.  An updated MOU should be completed at the beginning of each academic year or every 12 months for those students starting later in the year.

Complete the form by typing or printing.  Indicate agreement with suggested details, where relevant.  Hand the signed MOU to the Head of Department eg one month after the student is enrolled.  When all signatures are complete, all signatories should hold a final copy of the MOU. 


1
Student:

2
Course Details:


Start date:
Part- or Full-time:
Year (ie 1, 2 or 3):


Expected submission date:


(the University’s expectation is that PhD research should be of a kind which a diligent and competent student might reasonably be expected to complete within three years of full-time study):

3
Department:

4
Title of Project: 


(<20 words)

5
Brief Description of Project:


(<100 words)

6
Supervisor(s):


(Joint supervision between departments may require HOD agreement over EFTS split, project costs, etc) 


Primary supervisor:


Co-supervisor:


Co-supervisor:

7
Student's Advisory Committee/Panel (if applicable):
8
The student and supervisor(s) should be familiar with the regulations for the PhD degree as printed in the University Calendar and the Handbook for PhD Study (available electronically at www.otago.ac.nz/study/phd).  All parties should also be familiar with the roles and responsibilities of the respective parties (see Section B5 of the Handbook for PhD Study).  See also the Checklist in the Handbook (Appendix A).  This Checklist is available separately on the web at the same address as above (under the heading “PhD Supervision”).


You should be aware that a PhD thesis should give evidence of a student’s ability to carry out research, that the student has shown originality and independence, and that the student has made a significant contribution to knowledge in the particular field.  It is expected that some of the work in the thesis should be worthy of publication.


What points, if any, need clarification?  

9
Will the student’s research contribute in any way to intellectual property of possible commercial importance?  If so, this matter must be discussed carefully from the points of view of the student, the supervisors and the University.  Refer to the University’s Intellectual Property Policy Rights for Graduate Research Students, available on the web at: www.otago.ac.nz/study/phd.


What points, if any, need clarification?  

10
What is the supervisor's contribution to preparing the project?  Also, it is important that the respective contributions of each of the supervisors should be clarified here (a summary of their roles should be provided).


(a)
In Year 1 (Suggestion:  provides student with an introductory reading list, ensures the student understands the nature of the project, discusses best way to tackle the project, provides initial training in the technical skills required, etc):


(b)
Updates:



i.
What is the supervisor’s contribution in Year 2?



ii.
What is the supervisor’s contribution in Year 3?

11
How many hours per week is the student expected to spend in the lab or field and on the project as a whole?  Indicate breakdown into literature searching/reading, draft writing, bench work in lab/field, and data analysis.  Part-time students should ensure that they allow for adequate blocks of time to be devoted to their PhD studies.


(a)
In Year 1:


Lab/field:
Literature:
Analysis:
Writing:
Total: 


(b)
Updates:



i.
In Year 1:


Lab/field:
Literature:
Analysis:
Writing:
Total: 



ii. In Year 2:


Lab/field:
Literature:
Analysis:
Writing:
Total: 

12
What additional teaching, demonstrating or non-PhD studies or part-time employment does the student have?


(a)
In Year 1:

(b)
Updates:



i.
In Year 2?



ii.
In Year 3?
13
How often or when will the student have regular meetings with the supervisor(s) and the Advisory Committee/Panel?  These meetings are in addition to the formal University PhD progress report meetings required each year (every six months in the first year).


(Suggestion:  a formal meeting at least monthly with supervisor(s), and twice a year with the committee)


(a)
In Year 1:



Supervisor: 



Advisory Committee/Panel: 


(b)
Updates:



i.
In Year 2?



Supervisor: 

Advisory Committee/Panel: 



ii.
In Year 3? 



Supervisor: 

Advisory Committee/Panel: 

14
Who will take responsibility to arrange a new time for missed meetings?

15
Will the student present a progress report before committee meetings?  How many days in advance? (See also item 27)

16
How will the student access the supervisor(s) for unscheduled meetings or advice?

17
Where will the student have personal bench space or a desk? 

18
Where will the research be conducted, and at what times of the day/week/year is access to space and equipment normally available? (Update if necessary each year)

Where:


What times:

19
What is the cost of the project?  Where are the funds coming from?


(This must be updated each year including a comment on what was actually spent the year before)


(a)
In Year 1:


Cost: 
Funders: 


(b)
Updates:



i.
In Year 2:


Cost: 
Funders: 



ii.
In Year 3:


Cost: 
Funders: 

20
Where shared or departmental equipment is being used, who will undertake to book the equipment or otherwise ensure it will be available?


(List shared equipment.  Update if necessary each year)

21
Who will write the first draft of the application for human or animal ethical approval?  When will the application be submitted?


(The primary supervisor must submit the final application.  No work involving human or animal subjects can begin until approval is obtained.  Update this section each time new applications are submitted and use this section as a record, eg approval numbers, etc)

22
Where relevant, indicate who is responsible for dealing with each of the following issues, and give details.


•
Securing assistance of others:



(eg technician, nurse, doctor, academic*)


•
Certification of student:



(eg for general lab safety procedures)


•
Training course in animal ethics/animal handling conducted by DLAS:

 
•
Licensing of supervisor(s):



(eg for handling radioactive materials)

 
•
Licensing of laboratory:



(eg for genetically modified organisms)

 
•
Agreements or contracts for access to outside equipment/facilities:

 
•
Insurance cover by the University for leased equipment/animals:

 
•
Intellectual property rights for collaborative work:



(eg with AgResearch):


*Please list who else is involved in the research and in what capacity:

23
Who will meet obligations to funding bodies, such as writing interim and final reports?  What are the dates for meeting such obligations? 

24
What will be the role of the supervisor(s) in obtaining and analysing the data each year?  
(Examples:  initial training; continuing active assistance; passive supervisory.  Update each year)
25
Outline briefly the amount of data that you hope to obtain for the thesis (including sample size, tests or analyses).
26
When will the student table a written proposal and give a yearly seminar on the proposal?


(a)
In Year 1:



Written proposal:
Seminar:

(b)
Updates:


i.
In Year 2:


Seminar:



ii.
In Year 3:


Seminar:

27
When is the student’s next PhD annual (or 6 monthly) report due?  How many days/weeks in advance will the student submit their self-review report?


(a)
In Year 1 (6 monthly):
Self-review report due:


(b)
Updates:


i.
In Year 2 (annual):
Self-review report due:



ii.
In Year 3 (annual):
Self-review report due:


(Requests for PhD progress reports are sent out to Heads of Department on the anniversary date of the student and should be submitted within six weeks of receipt.  Students are encouraged to anticipate the progress reporting exercise: they may wish to prepare their self-review report before the official progress report request is received).

28
Is the student expected to attend departmental seminars and relevant journal clubs?


(Give details of latter)

29
What model will be followed for the layout (chapter headings) and style of the thesis (hierarchy of headings, referencing style?

(eg APA, or name a past thesis.)
30
Indicate the approximate dates of submission of the first drafts of the Introduction, Literature Review, Methods, Results and Discussion sections of the thesis or each chapter.


(update each year)

Introduction:
Literature Review:


Methods:
Results:


Discussion:


31
What are the approximate dates for completion of lab/field work and/or data collection?

32
How many drafts of each section of the thesis will the supervisor(s) review?

33
When preparing the data for publication, who will write the first draft of the manuscript, who will be corresponding author, and what will be the order of the authors?

34
If the student is dissatisfied with supervision and has been unable to resolve it with the supervisor(s), who will the student consult?

(This item does not limit the right of the student to use the normal disputes procedures within the University)

35
Outline any other issues that are relevant to this project. 
Signatures

The student, supervisor(s) and Advisory Committee/Panel (where applicable) have met and agreed the above issues.

Student:
..........................................................
Date: ………………..

Supervisor:
..........................................................
Date: ………………..

Supervisor:
..........................................................
Date: ………………..

Supervisor:
..........................................................
Date: ………………..

Advisory Committee Chair:………………………….
Date: ………………..

I have read the Memorandum of Understanding and am satisfied with the arrangements.
Head of Department:  ...................................................
Date: ...........................
This is:	a new MOU* ______	an updated MOU** ______





* 	Please ignore all “(b)” parts as they pertain to updating of this MOU.  


**	Update previous copy of MOU by completing the (b) parts of the items where provided and updating, as necessary, other information.
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