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1. ProfD Research Student Log Book rationale

1.1 Purpose of the ProfD Research Student Log Book
This log has been prepared to assist you throughout your ProfD degree programme at Glasgow Caledonian University: both Stage 1 (21 months duration), consisting of three/four taught macro-modules and Stage 2 (min 2 years duration), consisting of a work based research project leading to a research thesis and viva.  The Log Book provides a framework for recording details related to your graduate programme, Stage 1 academic advisor meetings, Stage 2 supervisory meetings and activities concerning the development of academic and key skills.  

At Stage 1, you should refer mostly to your Professional Doctorate Student Handbook for information on your taught programme of study.  Progression through the three/four modules of Stage 1 is monitored formally through the ProfD Assessment Board.  At this stage you will therefore use the log book primarily as a means to appraise, monitor and record the development of your key research, personal and professional skills.  Your log book will mainly have relevance to your meetings with your Academic Advisor and for your Personal Development Planning which should underpin and complement your Stage 1 taught programme of study.    

Upon formal confirmation of successful completion of Stage 1, you will enter Stage 2 and be appointed a Director of Studies, who will lead your supervisory team. 

At Stage 2, your log will become your main record of progress and should be developed in conjunction with your personal development plan and record.  Your Log Book will help you and your supervisory team to assess your progress and help you to plan and chart evidence of the development of your research skills - academic and discipline specific skills and generic and personal skills.  
At Stage 2, elements of your Research Student Log Book and Personal Development Plan will be required to be submitted to the Higher Degrees Committee for regular formal monitoring of your progress at the key milestones:  1) registration of your research proposal (RDC1 form) 2) annual report on progress (Annual Report form) and 3) the formal request for the arrangement of external examiners (RDC5 form).

1.2  Section A:  Student’s summary record

1.2.1  Higher Degree Student Summary Information form
Section A of the Research Student Log Book should contain a record of the student’s summary information as provided by the Graduate School upon matriculation and then updated by the student and academic advisor/supervisor as changes occur.  
During Stage 2, all changes such as changes in the supervisory team (RDC4 form), suspensions and extensions (RD3 form) and withdrawals (RDC7 form) must be submitted on the appropriate Higher Degrees Committee form to the School’s Associate Dean of Research for approval and then to the Graduate School for formal approval by the Higher Degrees Committee.  
1.2.2  Record of student-supervisory meetings

Section A of the Research Student Log Book should contain a record of the meetings between the student and the academic advisor at Stage 1 and the supervisory team at Stage 2.   The Log Book should be maintained and kept by the student, with copies of the meeting notes given to the academic advisor at Stage 1 and supervisory team at Stage 2 for their records.    
The record of an academic advisory meeting should give a summary of: 
1) the date of the meeting   

2) the people present 

3) a review of the progress and actions set at the last meeting 

4) the issues identified 

5) the actions set for  the next meeting.   
You must copy and use the Advisor Meeting template at the end of Section A to record these standard meetings.
The record of a supervisory meeting should give a summary of: 

1) the date of the meeting   

2) the people present 

3) a review of the actions from last supervisory meeting
4) topics discussed
5) Identification of any issued discussed   

6) Actions set for the next meeting.

You must copy and use the Supervisory Meeting template at the end of Section A to record these standard meetings as required.
Part- time students must meet with their supervisory team six times per year and produce a record of the meeting on the correct template. The form should be signed by the Director of Studies and forwarded to the research administrator in the school to which their project has been allocated. 

1.3  Section B: Record of formal supervisory sessions and skills review meetings

1.3.1  Framework of formal meetings

At Stage 2, most importantly, there are “formal meetings” required at specified intervals between student and supervisory team as part of the University’s monitoring of progress.  These “formal meetings” have a specific structure related to the stage of research study.   Guidelines for these “formal meetings” are set out in the Guidelines for Research Students and the University’s Code of Practice for higher degrees. Further information and templates can be found at http://www.gcu.ac.uk/graduateschool/postgraduatestudy/professionaldoctorate/currentprofdstudents/guideslogbooks/ The Research Student Log Book contains a “Framework of Formal Meetings”, stipulating when the meetings should be held and what should be discussed at each “formal meeting”.  The contents of the meeting minutes should be approved by the student and supervisory team.  Section B contains a Formal Supervisory/Skills Review Meeting Template which you should use to record the formal meetings.   Copies of these meeting minutes should be given to the supervisory team and should be kept in Section B of the Research Student Log book as a formal record of the progression of the student.  These formal meetings should highlight any issues that need to be resolved and recommend appropriate action to solve problems early.  
1.3.2  Annual Reports

The ProfD research student and supervisory team are required to complete an annual report every 12 months from the start of Stage 2, ie by 31 December of year 3 and year 4.  Records of the annual report meetings are required by the School Research Committee for monitoring of individual student progress and then subsequently by the Graduate School for a formal record that the process of monitoring progression has been undertaken by the Schools.  Annual reports should be submitted to The Graduate School no later than 31 March each year.  The Graduate School will review the annual reports and provide a general analysis of the annual reports to the University Higher Degrees Committee, giving recommendations for improvement of University support for research students in general.   Specific individual issues will firstly be resolved by the School and secondly, if needed, with the Graduate School’s support.  Section B of the Research Student Log Book contains a template of the Annual Report which the student and supervisor should complete.  A copy of all annual reports should be kept in Section B of the Research Student Log Book.
1.3.3  Researcher Development Programme form
ProfD research students are required to complete a researcher development programme that is developed firstly by the research student and the academic advisor at Stage 1 and then by the student and the supervisor at Stage 2, specifically for the research student’s individual development.  This is done through the use of the Researcher development Framework (RDF) www.vitae.ac.uk/rdf  and research student personal development plans.  A record of plans and achievements are recorded in the Personal Development Plan and Record (Section D).  At Stage 2, upon formal submission of a request to arrange external examiners (RDC5 form), the student and supervisor must also sign off that the Researcher Development programme has been achieved.   This is done by completing the Researcher Development Programme Form and submitting this to the Graduate School along with the RDC5 form.  Section B of the Research Student Log Book contains a template of this form.  

1.4  Section C Researcher Development Framework

The Researcher Development framework (RDF) is a tool for planning, promoting and supporting the personal, professional and career development of researchers.  It articulates the knowledge, behaviours and attributes of researchers and encourages them to aspire to excellence through achieving higher levels of development.  

Section C contains more information on the RDF, the diagram of the knowledge, skills and attributes and a link to the online Personal Development Planner.  

1.5  Section D:  Research Student Personal Development Plan PDP and Personal Development Record PDR

Actions for acquiring and improving your skills will be recorded in your log book as part of the specific actions agreed at each meeting of the student and academic advisor/supervisory team.  The action plan for acquiring identified skills should also be summarised in your Personal Development Plan PDP and once acquired, your Personal Development Record PDR.  The   skill acquisition, which should take place over the whole of a student’s programme, should build on and recognise the skills that students have acquired prior to the commencement of their study.  Students who are studying part time and are in paid employment may wish to integrate the generic and personal skill requirements with those they may agree with their employer as part of staff development. It is the development of the skills and the recognition by students of the skills that they have gained that is important – not the means by which they were acquired.  You are therefore asked to audit your skills in a more formal reflective way through the PDP and PDR, from the first meeting, with your academic adviser/supervisory team and then regularly throughout your studies.  
You are expected to update your PDP and PDR on a regular basis, as you achieve successful completion of the actions agreed at student-academic advisor/supervisory meetings.   The PDR ultimately should contain a complete summary of your achievements in acquiring the identified skills and in Stage 2 should be reviewed and approved by the supervisory team and School at key stages in the research study.    You will be required to submit your PDP and PDR as part of your application for: registration of your doctoral studies (RDC1 form) to show your skills development planning and record at this key stage.  You will also be required to submit the following elements of the PDP and PDR as part of the annual report:  Part A - Student Summary information and Part C – PDR Summary.  The annual report has been designed so that the relevant elements of the PDR and PDP can be easily submitted as part of the annual report to reduce the amount of work required.    Section D of the Research Student Log Book contains a template of the Research Student Personal Development Plan & Personal Development Record and an example of a completed form from a ProfD student in the Health Professions.   

1.6  How to use the ProfD Research Student Log Book
1.6.1  Section A:  Student’s summary record 
Complete the Student Summary Information template found at the beginning of Section A.  The same information is also requested at the beginning of the PDP/PDR.

1) Use the standard meeting template to document the discussion and actions agreed at each meeting between the student and academic advisor for Stage 1 and between the student and supervisory team for Stage 2.  At Stage 2, the standard meeting will normally involve at least the student and the Director of Studies. 
2) Keep the records of these meetings in the Log Book, Section A:  Student’s Summary Record of Standard student-academic advisor/supervisory team meetings.

3) Provide copies of the meeting notes to the academic advisor/supervisory team. 

4) At each subsequent meeting, begin with a review of the progress on the actions of the previous meeting. 

1.6.2  Section B:  Record of formal academic advisor and supervisory sessions and skills review meetings 
1) Use the “Framework of Formal Meetings” found at the beginning of Section B to determine when the formal meetings should be held and what special items should be discussed.   

2) In preparation for the formal meeting, use the RDF/PDP found in Section C to self-reflect on skill improvements and skill needs. 

3) Up-date your PDP and PDR found in Section D to include your skill achievements since the last formal meeting and include a draft of future plans to address the continuing improvement and acquisition of skills.  Send your updated PDP/PDR to your academic advisor/supervisory team in advance of the meeting for discussion at the meeting.  You may wish to send your completed PDP to your academic advisor/supervisory team in advance to facilitate the discussion on the Key skills needed. 

4) Use the formal meeting template to document the discussion and actions agreed.  At Stage 2, the formal meeting should normally involve the student and the full supervisory team.  All those present should sign the final document indicating their agreement of its content.  The student and Director of Studies should formally sign off the agreed PDP/PDR.  

5) Keep the record of the formal meeting and its related updated version of the PDP/PDR in the Log Book, Section B:  Record of Formal Academic Advisor/Supervisory Sessions and Skills Review Meetings.

6) Provide copies of the meeting document and the PDP/PDR to the academic advisor/supervisory team.

7) When requested, provide copies of the meeting documents and PDP/PDR to the School Research Committee. 
8) At each subsequent formal meeting, begin with a review of the progress on the actions given in the PDP/PDR. 

2. SECTION
A 

STUDENT’S SUMMARY RECORD

The Graduate School
Higher Degree Prof D Student Summary Information 
1. The Student
	1.1  Name:


	

	1.2  Matric No:


	

	1.3  School/Division:


	

	1.4  Email:


	

	1.5  Tel:


	

	1.6  Research location:

      (address  where normally based for research study)
	


2. The Supervisory team (to be completed at Stage 2)
	2.1  Director of Studies 
	Address: 

	Name:
	Tel:
	Email: 
	

	2.2  2nd Supervisor
	Address:

	 Name:
	Tel:
	Email:
	

	2.3  3rd Supervisor
	Address:

	Name:
	Tel:
	Email: 
	

	2.4  Advisor (s)
	Address:

	Name:
	Tel:
	Email: 
	

	2.5  Research Administrator
	Address:

	Name:
	Tel:
	Email:
	

	2.6  Changes to supervisory team: 


3. The Higher Degree Programme 
	3.1  Intended Programme:

	Prof D

	3.2  Mode of Study:
	Part-time


	3.3  Give any details of any change to mode of study: 


	

	3.4  Funding Category:
	(choose:  University funded, School funded, externally funded, self-funded, overseas) 


	3.5  Proposed Title of Research project: 

	


4. Research Timescales
	Milestones
	Anticipated date of planned action
	Actual date of submission 

	Stage 1
	
	

	Matriculation (start) date
	1 January of year 1 (Start)
	

	Formative assessments for both Research Methods and Professional Development modules
	March of year 1
	

	Summative Assessment 1 for both Research Methods and Professional Development modules
	December of year 1
	

	Summative Assessment 2 for both Research Methods and Professional Development modules
	April of year 2
	

	Summative Assessment for Project Development Design and Management module
	October of year 2
	

	Stage 2
	
	

	Registration of project proposal with Higher Degrees Committee HDC, RDC1 Registration Application Form

	31 December of year 2 (Start + 2 years)
	

	Annual Reports:

(to be submitted annually to the Graduate School)


	31 December of year  3 and  4 (Start + 3 years; + 4 years etc)
	

	Approval of examiners  RDC 5 Form
	30 September of  year 4 (Start + 45 months) (Give name of external examiner, when appointed)
	

	Expected Completion Date: 

Thesis Submission RDC 8 Form
	31 December of year 4 (Start + 4 years)
	

	Viva Voce Examination
	Submission date + c. 6 weeks                                                                                                                          
	

	Suspension/Extension  period: (as approved by Programme Leader and HDC) Use RDC 3 Form if at Stage 2.  If at Stage 1, discuss the process with the ProfD programme leader. 
	(Please give details of planned action, if any)
	

	Change of Supervisor RDC 4 form
	(Please give details of planned action, if any)
	

	End date of funding:  (if applicable)
	
	


5. Any Special Needs 

The Graduate School

Stage 1 Academic Advisor Meeting Template

1.  Date of meeting:   
2. Student:
3.  Supervisors present: 

4.  Review of actions from the last supervisory meeting:

5.  Identification of any issues: 
6.  Actions set for the next meeting:

Confirmation from student and supervisor:          Date
Student ……………………………………………                    ……………

Adviser ……………………………………….
              …………….

Please note academic advisor meetings can be conducted electronically or by phone and agreement by email is accepted in lieu of signatures. 

Completing the form:

Part time students should complete 3 records per year. Students should complete the form, adding name and date to the Confirmation section, and forward to supervisor(s) present. The academic advisor should add their name and date, and forward to the School Research Administrator within 1 week. 

The Graduate School

Stage 2 Supervisory Meeting Record                  

1.  Date of meeting:   
2. Student:
3. Supervisor(s) present: Director of Studies, 2nd Supervisor; 3rd Supervisor; Advisor:

4.  Review of actions from the last supervisory meeting:

5. Topics discussed:

6.  Identification of any issues:
7.  Actions set for the next meeting:

Confirmation from student and supervisor:        Date
Student …………………………………………….                  ……………

Supervisor …………………………………………
            …………….

Please note: 

Supervisory meetings can be conducted electronically or by phone, and agreement by email is accepted in lieu of signatures. Part time students are required to complete 6 records per year (1 every 2 months).
Completing the form:

Students should complete the form, adding their name and date to the Confirmation section, and forward to the supervisor(s) present. The Director of Studies (or nominee) should add their name and date if in agreement, and email the form to the School Research Administrator within 1 week of receiving the form. Note to supervisors: the standard email subject heading is ‘Meeting-Student Surname-Month-Year’.

3. SECTION

 B

Record of Formal Academic Advisor and Supervisory Sessions and Skills Review Meetings
3.1  Framework of formal meetings    

Stage 1  (with Academic Advisor, Year 1 & 2)

	Anticipated Date
	Meeting title       
	Preparation needed     
	Special subjects to discuss at the meeting

	Within first month of Unit 1 (January of year 1)
	Initial meeting with Academic Advisor
	Complete the Research skills self-evaluation tool and the first PDP/PDR.
	1. GCU staff email account in place

2. Roles of the academic advisor and student discussed and agreed.

3. RDF PDP
4. Do you have any special needs or support requirement? 

	Within first month of Unit 3 (September of year 1)
	Biannual review/Skills review meeting with Academic Advisor
	Update PDP/PDR and draft new skills needs.

	1. Review of progress – identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Identify skills development needs and include in PDP.

	Within first month of Unit 4 (January of year 2)
	Biannual review/Skills review meeting with Academic Advisor
	Update PDP/PDR and draft new skills needs.

	1. Review of progress – identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Identify skills development needs and include in PDP.

	Within first month of start of module Project Design, Development and Management (May of year 2)
	Biannual review/Skills review meeting with Academic Advisor
	Update PDP/PDR and draft new skills needs.

	1. Review of progress – identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Identify skills development needs and include in PDP.


Stage 2  (with Supervisory Team, Year 2, 3 & 4)
	Anticipated Date
	Meeting title       
	Preparation needed     
	Special subjects to discuss at the meeting

	Within the first two weeks of confirmation of the appointed Supervisory Team (Between October and December of year 2) 
	Initial Meeting with full Supervisory Team
	Complete the Research skills self-evaluation tool again with new supervisory team.
Update PDP/PDR and draft new skills needs.

	1. Roles of the supervisors and student discussed and agreed.
2. Mode of communication, frequency of meetings and form of feedback agreed. 
3. RDF PDP
4. Health & Safety and Risk Assessment procedures explained

5. Ethical issues discussed.  Equality & Diversity training discussed and agreed. 

6. Do you have any special needs or support requirement? 
7.  Feedback given on the RDC1 draft from the module Project Design, Development and Management.

	Within first month of starting stage 2
	RDC 1 (Registration) Preparation Meeting/ Skills review meeting
	Prepare draft of Research proposal (RDC 1 form) 
	1. Review of progress - identify any issues and actions arising.

2. Review of skills acquired/developed since the last review using PDP/PDR 

3. Identify skills development needs and include in PDP.
4. Review draft of research proposal (RDC1 form) ready for submission by 31 December of year 2.

	6 Month Review (by 30 June of year 3)
	Skills review meeting
	Update PDP/PDR with achievements since last review and draft new skills needs.
	1. Review of progress - identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Identify skills development needs and include in PDP.

	Annual Review

(by 31 December of  year 3)
	End of year review/Annual report/Skills review meeting
	Update PDP/PDR and draft new skills needs.
Prepare first draft of Annual report
	1. Review of progress - identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Identify skills development needs and include in PDP.
4. Complete Annual Report.

	6 Month Review (by 30 June of year 4)
	Skills review meeting
	Update PDP/PDR with achievements since last review and draft new skills needs.
	1. Review of progress - identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Identify skills development needs and include in PDP.

	Three months before submission date (by 30 September of year 4)
	RDC 5 Examiner approval/ Skills review Meeting
	Update PDP/PDR with achievements since last review and draft new skills needs. Prepare RDC5 form.
	1. Review of progress - identify any issues and actions arising.

2. Review of skills acquired/developed since last review using PDP/PDR 

3. Discuss and decide on possible examiners.

5. Supervisors sign off  Skills Development Programme sheet (which accompanies the RDC 5)

	Annual Review

(by 31 December of  year 4)
	End of  year review/Annual report  Meeting
	Update PDP/PDR with achievements since last review.
	1. Review of progress - identify any issues and actions arising.

2. Complete Annual Report.

	Submission date (by 31 December of year 4)
	RDC 8 Thesis submission
	Prepare RDC8 form.
	1. Review of progress - identify any issues and actions arising.

2. Discuss and decide on possible dates for viva examination, usually c. 6 weeks after submission. 

3. Discuss and decide on date for mock viva with supervisory team. 


The Graduate School
Stage 1 Academic Advisor Skills Review Meeting Template  
1.  Date:   ……………………………
2.  Present:   ……………………………..
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3.  Review of Actions from the last formal meeting and identify any issues 
[image: image4.jpg]Glasgow Caledonian
University



4.  Special subjects as itemised in the Framework of Formal Meetings. 
(Please check off each item in the final notes for the meeting, as an item that was discussed. Give details of any support and actions agreed.)

5.  Actions set for the next formal meeting:

Confirmation (sign below)
Date

Student ……………………………………………
……………
Academic Advisor …………………………………..
……………
Completing the form:

Part time students should complete 6 records per year. Students should complete the form, adding name and date to the Confirmation section, and forward to supervisor(s) present. The Director of Studies (or nominee if not available) should add their name and date, and forward to the School Research Administrator within 1 week.  Please note supervisory meetings can be conducted electronically or by phone and agreement by email may be accepted in lieu of signatures.   Supervisory team members will be present where applicable and they need only sign if present

The Graduate School
Stage 2 Supervisory Skills Review Meeting Template  

1.  Date:   ……………………………
2.  Present:   ……………………………..

3.  Review of Actions from the last formal meeting and identify any issues 

4.  Special subjects as itemised in the Framework of Formal Meetings. 
(Please check off each item in the final notes for the meeting, as an item that was discussed. Give details of any support and actions agreed.)

5.  Actions set for the next formal meeting:

Confirmation (sign below)
Date

Student ……………………………………………
……………
Academic Advisor …………………………………..

……………
Completing the form:

Part time students should complete 6 records per year. Students should complete the form, adding name and date to the Confirmation section, and forward to supervisor(s) present. The Director of Studies (or nominee if not available) should add their name and date, and forward to the School Research Administrator within 1 week.  Please note supervisory meetings can be conducted electronically or by phone and agreement by email may be accepted in lieu of signatures.   Supervisory team members will be present where applicable and they need only sign if present

The Graduate School
Annual Report


Please include the following parts of your Personal Development Plan and Record as part of your Annual Report. 

Part A:   RESEARCH STUDENT SUMMARY INFORMATION

Part C:  PERSONAL DEVELOPMENT RECORD SUMMARY
Then please also answer the following additional questions:

Part D:  Annual Monitoring of Progress and Environment
1 EXTERNAL SUPERVISOR(S) AND COLLABORATING ESTABLISHMENTS
1.1 
CONTACTS WITH EXTERNAL SUPERVISOR(S) - Number and Location.

1.2
CONTACT WITH COLLABORATING ESTABLISHMENTS.

2
EMPLOYMENT DUTIES CARRIED OUT
2.1
Please specify the average number of hours worked per week on academic related duties such as teaching or laboratory supervision.

2.2
Full-time students only:  Please specify any other work carried out, including the average number of hours worked per week.

3
FACILITIES

Please indicate any problems encountered by the student in his/her working environment.

4
COMMENTS BY ADVISER/SUPERVISORS
a) Has the student made satisfactory progress over this academic year?   



Yes 


NO

b) Has the student completed and engaged with a personal development plan? 




Yes 


NO


If you have answered ‘No’ to either of these questions, please provide details below:

c) Are there any other issues/areas that are required to be addressed? 
      


             Yes 


NO


If you have answered ‘yes’ please provide details:

5 COMMENTS BY STUDENT

a) Do you feel you have made satisfactory progress over this academic year?   

             Yes 


NO

b) Are you satisfied with the level of support and guidance from your supervisor?  

Yes 


NO

If you have answered ‘No’ to either of these questions, please provide details below:

Signature of Director of Studies

____________________________ Date ________

and on behalf of the other supervisor(s)

Signature of Student
      
____________________________ Date ________

The Graduate School
Researcher Development Programme Form
Student:

Name:  

Matriculation No:  

School/Division:  

Registered for (degree programme): 

Key Skills

Tick to indicate satisfactory demonstration of Research Development in the following, as recorded 

	A. Research Skills and Techniques (RDF Domain A)
	

	B. Research Environment (RDF Domains A, B, C and D)
	

	C. Research Management  (RDF Domains A and C)
	

	D. Personal Effectiveness  (RDF Domains A and B)
	

	E. Communication Skills  (RDF Domains A and D)
	

	F. Networking and Teamworking (RDF Domains B and D)
	

	G. Career Management  (RDF Domain B)
	

	H.  Project-specific Skills (list below)


	


Confirmation of satisfactory completion of Researcher Development Programme

Name (Print in Capitals)



Signature


Date


Student:


Director of Studies:


2nd Supervisor:

3rd Supervisor:


Associate Dean of Research
Once completed, a photocopy of this page should be forwarded to the Higher Degrees Committee together with the examination arrangement form (RDC 5) prior to the viva voce examination.

4. Section C

Research development Framework PDP
The Graduate School

RDF PDP

The Researcher Development Framework planner enables researchers to identify areas for professional development, create an action plan and record evidence of their progress, it can be downloaded here: 

http://www.vitae.ac.uk/researchers/430901-383631/Vitae-Excel-RDF-Planner-Prototype-2010.html 

The RDF encourages individual researchers to identify strengths and prioritise their professional development.  It enables them to consider the skills and experiences that will enhance their career prospects and to articulate their knowledge, behaviours and attributes to employers.  

Engaging in Researcher Development 

Researcher development should take place over the whole of your doctoral programme.  At the start of your studies, you may already possess some of the skills.  Other skills will be taught or developed at different parts of your Doctoral programme.  The RDF PDP is a valuable means of identifying your skill strengths and needs at any point in your Doctoral studies.  You should complete PDP prior to each supervisory Review Point meeting and use it as a basis for determining, in discussion with your supervisors, what actions you need to take in the coming months.

You can develop skills in a number of ways, including:  personal study; working with your supervisors; participating in Graduate School courses and workshops; and attending external conferences, courses and workshops.  As a guide, full-time and part-time research students are expected to spend the equivalent of two weeks and one week per year respectively on personal and transferable skills development.  

The amount of time spent on specific and generic research training will depend on your disciplinary area and your prior qualifications and experience.  For example, students who do not already have an MRes or a Masters degree which includes substantial research methods and research skills training will spend a substantial part of their first year acquiring the necessary research skills.  We recommend that you focus on a small number of development areas at any one time, reviewing your priorities at regular intervals.  Your supervisors will advise you on what can reasonably be expected of you and help you to plan your skills development as an integral part of your research programme.  Many of the skills are likely to be acquired as a natural outcome of being involved in research.  

By the end of your Doctoral programme you should have attained satisfactory competence in all the listed skills.  You will be expected to confirm that this has been achieved by listing the evidence of skills training participation and specific project skills development in your personal development record.  Your personal development record will be reviewed for this evidence annually and finally prior to the submission of your examination arrangements for approval by the Higher Degrees Committee.  

5 Section D

Research Student Personal Development Plan 

&

Personal Development Record 

The Graduate School 

Professional Doctorate Student PERSONAL DEVELOPMENT PLAN (PDP) & RECORD (PDR)
	Date of Submission
	Student Signature
	Director of Studies Signature

	
	
	


Part A:   PROF D STUDENT SUMMARY INFORMATION

1. The Student

	1.1  Name:


	

	1.2  Student ID no:


	

	1.3  School/Division:


	

	1.4  Email:


	

	1.5  Tel:


	

	1.6  Research location: (address  where normally based for research study)
	


2. The Supervisory Team (to be completed at Stage 2)
	2.1  Director of Studies 
	Address:

	Name:
	Tel:
	Email: 
	

	2.2  2nd Supervisor
	Address:

	 Name:
	Tel:
	Email:
	

	2.3  3rd Supervisor
	Address:

	Name:
	Tel:
	Email: 
	

	2.4  Advisor (s)
	Address:

	Name:
	Tel:
	Email: 
	

	2.5  Research Administrator
	Address:

	Name:
	Tel:
	Email:
	

	2.6  Changes to supervisory team: 


3. The Higher Degree Programme 
	3.1  Intended Programme:


	Prof D

	3.2  Mode of Study:
	Part-time


	3.3  Give any details of any change to mode of study: 


	N/A

	3.4  Funding Category:
	(choose:  University funded, School funded, externally funded, self-funded, Overseas) 



	3.5  Proposed Title of Research project: 


	


4. Research Timescales

	Milestones
	Anticipated date of planned action
	Actual date of submission 

	Stage 1
	
	

	Matriculation (start) date
	January of year 1 (Start)
	

	Formative assessments for both Research Methods and Professional Development modules
	February – August of year 1
	

	Summative Assessment 1 for Research Methods and Professional Development/PBMD  modules
	November and December of year 1
	

	Summative Assessment 2 for Research Methods and Professional Development/INS  modules
	March of year 2 – results confirmed April
	

	Summative Assessment for Project Development Design and Management module
	September of year 2 – results confirmed Oct
	

	Stage 2
	
	

	Registration of project proposal with Higher Degrees Committee (HDC) 

RDC1 Registration Application Form

	Within 1 month of starting Stage 2
	

	Annual Reports:

(to be submitted annually to the Graduate School)

	31 December of year  3 and  4 (Start + 3 years; + 4 years etc)
	

	Approval of examiners  RDC 5 Form
	30 September of  year 4 (Start + 45 months) (Give name of external examiner, when appointed)
	

	Expected Completion Date: 

Thesis Submission RDC 8 Form
	31 December of year 4 (Start + 4 years)
	

	Viva Voce Examination
	Submission date + c. 6 weeks                                                                                                                          
	

	Suspension/Extension period: (as approved by Programme Leader and HDC) Use RDC 3 Form if at Stage 2.  If at Stage 1, discuss the process with the ProfD programme leader. 
	(Please give details of planned action, if any)
	

	Change of Supervisor RDC 4 form
	(Please give details of planned action, if any)
	

	End date of funding:  (if applicable)
	
	


5. Any Special  Needs

Part B:  PERSONAL DEVELOPMENT PLAN

	Actions


	Date Started
	Date Completed

	Project Specific Training and Research aims
	

	(1) Guided Reading 


	
	

	(2) Write the first draft of RDC1
	
	

	Research skills, methodologies and techniques 
	

	(1) Continuous reading on current literature and discussions with the supervisory team.  List. 
	
	

	(2) Look for attending appropriate courses and conferences in order to develop a wide understanding in the research field.  List.
	
	

	(3) Enrol in Graduate School courses, workshops.  The following are recommended core workshops for all research students:

Stage 1 – Year 2:

Attend one day workshop “How to become an effective researcher” organized as part of the block 5 Module Project Development, Design and Management.
Stage 2 - Year 3:

1st year PhD writing – 5 x sessions (1a-1e)

Stage 2: Year 4:

2nd year PhD writing – 6 x sessions (2a-2f)

Final year  -  PhD writing workshop

Thesis Writing Retreat

GRADSchool: Looking to your future career – 3 days


	
	

	Research environment and Ethical Issues 


	

	(1) Make a list of UK and non UK research groups in the field. 
	
	

	(2) Understand health and safety issues by reading corresponding HR web pages.
	
	

	(3) Attend Research Methods module Unit 1 workshops on ethical  issues.  List. 
	
	

	(4) Read relevant web pages and understand various sources of research funding.  List. 

	
	

	Research Management and Collation of Information 


	

	(1) Set up a log book containing short summary of all meetings with supervisory team. 
	
	

	(2) Collect research related information from online databases, journals and Libraries
	
	

	Personal Effectiveness 
	

	(1) 
	
	

	Communication skills, Language skills, Teaching assistance and scientific writing 

	

	(1) Start writing drafts of thesis chapters and work towards publishing chapters as papers.  List. 
	
	

	Networking and Teamworking 


	

	(1) Participate in university research discussion forums
	
	

	(2) Attend the Professional Doctorate Student Conference in years 3 and 4. 


	
	

	(3) Attend the GCU/Graduate School event  “Annual  Research Celebration” and participate in the poster competition
	
	

	Career Management
	

	(1) Attend Graduate School Career workshop.

	
	

	(2) Prepare a detailed and self reflecting CV.
	
	


Part C:  PERSONAL DEVELOPMENT RECORD SUMMARY
(A) Scholarships, Grants, bursaries obtained

Total funds obtained:  _________

(1) Name of award, Funding Body, award period, amount.  Brief description of reason for the award. 

(2)

(B) Courses/Workshops Attended (For ProfD, include any in addition to the Stage 1 of the programme).
Total number:  
__
International courses/Summer Schools  
__
National courses/Summer Schools
__

Graduate School courses/workshops (include induction)
__

School courses/workshops/seminars (include induction)
__

Other related courses of study undertaken
__
(1) Workshop/course type as above, title, lecturer, event name, location, date, number of lectures, award if any.   

(2) 

(C) Conferences Attended 

Total number:  
__
International Conferences
__
National conferences
__

(1) Conference type as above, title, location, date.   

(2) 

(D) Publications

Total number published:  
__
Conference Proceedings  
 __
Journal Papers
 __
 Papers published

(1) Paper type as above - authors, year. Title of paper, journal/conference proceedings/book, publisher, pages.  

(2) 

Papers submitted and accepted by referee
(1) Paper type as above - authors, year. Title of paper, journal/conference proceedings/book, publisher, pages.  

(2) 

Papers submitted but not yet accepted by referee
(1) Paper type as above - authors, year. Title of paper, journal/conference proceedings/book, publisher, pages.  

(2) 

(E) Presentations

Total number:  
__
International Conference presentations  
__
National Conference presentations 
__
Local seminars/lectures
__
International Poster presentations
__
National Poster presentations
__

Local Poster presentations
__
(1) Poster/conference presentation type as above, title, event name, location, date. 

(F) Esteem indicators

1.  Any Special honours  

(G) Other academic related activities carried out eg Teaching, laboratory duties 
1.  Time period, Course, level of course, number of students taught, average number of hours worked per week  

(H)  Outline of the Thesis/portfolio
Overall Summary

____%  of research completed, ____ % of thesis/portfolio written

Expected submission date:  _________

	Chapter
	Research (% complete, please give details)
	Writing status (% complete, Number of drafts, please give details)
	Date completed 

	1) Chapter 1 title
	
	
	

	2) Chapter 2 title
	
	
	

	3) Chapter 3 title
	
	
	

	4) ….
	
	
	

	7) Future Work
	
	
	

	Final draft of whole thesis submitted
	
	
	


The Graduate Centre 

PROFD RESEARCH STUDENT PERSONAL DEVELOPMENT PLAN (PDP) & RECORD (PDR)

 (Example:  Health Profession ProfD)
	Date of Submission
	Student Signature
	Director of Studies Signature

	12 Dec 2008

	
	


Part A:   RESEARCH STUDENT SUMMARY INFORMATION

1. The Student

	1.1  Name:   


	Mr Keen Student

	1.2  Matric No:


	200512789

	1.3  Sch/Division:


	School of Health

	1.4  Email:


	k.student@gcal.ac.uk

	1.5  Tel:


	0141  277 7890

	1.6  Research location: (address  where normally based for research study)
	Department of Physiotherapy, Super Hospital, Glasgow


2. The Supervisory team (to be completed at Stage 2)
	2.1  Director of Studies:
	Address:  Professor in Physiotherapy,  School of Health,  Glasgow Caledonian University 

	Name: Prof An Expert, BSc, BA, PhD
	Tel:  0141 331 1234
	Email:
	a.expert@gcal.ac.uk


	2.2  2nd Supervisor:

	Address:  Senior Lecturer, School of Health, Glasgow CaledonianUniversity, 

	Name: Dr Another Expert
	Tel:  0141 331 6543
	Email: 
	an.expert@gcal.ac.uk


	2.3  3rd Supervisor:
	Address:  Honorary Senior Research Fellow and Professor Emeritus, Visiting Professor for Glasgow Caledonian University, School of Health, Prestigious University, Prestigious, UK


	Name:  Prof. Big Cheese, BSc, PhD
	Tel:  01351  331  2345
	Email: 
	B.Cheese@pre.ac.uk



	2.5  Research Administrator:
	Address:  School of Health, Glasgow Caledonian University, Glasgow G4  0BA

	Name: Ms Truly Helpful
	Tel:  0141 331 7654
	Email:
	T.Helpful@gcal.ac.uk



	2.6  Changes to supervisory team:  none


3. The Higher Degree Programme 
	3.1  Intended Programme:


	ProfD

	3.2  Mode of Study:
	Part-time


	3.3  Give any details of any change to mode of study: 


	

	3.4  Funding Category:
	Externally funded


	3.5  Proposed Title of Research project: 


	The change management implementation of cross disciplinary medical teams including physiotherapists



4. Research Timescales

	Milestones
	Anticipated date of planned action
	Actual date of submission 

	Stage 1
	
	

	Matriculation (start) date
	1 January of year 1 (Start)
	5 January 2007

	Formative assessments for both Research Methods and Professional Development modules
	March of year 1
	23 March 2007

	Summative Assessment 1 for both Research Methods and Professional Development modules
	December of year 1
	21 Dec 2007

	Summative Assessment 2 for both Research Methods and Professional Development modules
	April of year 2
	25 April 2008

	Summative Assessment for Project Development Design and Management module
	October of year 2
	1 October 2008

	Stage 2
	
	

	Registration of project proposal with Higher Degrees Committee HDC, RDC1 Registration Application Form

	Within first month of starting Stage 2
	10 Dec 2008

	Annual Reports:

(to be submitted annually to the Graduate School)


	31 December of year  3 and  4 (Start + 3 years; + 4 years etc)
	31 Dec 2009; 31 Dec 2010 (expected) 

	Approval of examiners  RDC 5 Form
	30 September of  year 4 (Start + 45 months) (Give name of external examiner, when appointed)
	30 Sept, 2010 (expected)

	Expected Completion Date: 

Thesis Submission RDC 8 Form
	31 December of year 4 (Start + 4 years)
	31 Dec, 2010 (expected)

	Viva Voce Examination
	Submission date + c. 6 weeks                                                                                                                          
	15 Feb, 2011
(expected)

	Suspension/Extension  period: (as approved by Programme Leader and HDC) Use RDC 3 Form if at Stage 2.  If at Stage 1, discuss the process with the ProfD programme leader. 
	(Please give details of planned action, if any)
	

	Change of Supervisor RDC 4 form
	(Please give details of planned action, if any)
	

	End date of funding:  (if applicable)
	
	31 Dec, 2010 


5. Any Special  Needs - None

Part B:  PERSONAL DEVELOPMENT PLAN

	Actions


	Date Started
	Date Completed

	Project Specific Training and Research aims
	

	Guided Reading 

(1)  Ph.D Thesis: A Noel (2007), M Hiker (2008)
	05/10/2008
	15/03/2009

	(2) Literature review: Read and summarize papers related to Change Management in the public sector, Physiotherapy as part of a team , …( 60 Papers) 
	05/10/2008

	30/07/2009

	(3) Write the first draft of RDC 1 
	5/10/2008
	10/12/2008

	(4) Use of School computing facilities and learning nvivo packages useful for the project. 
	25/02/2009
	15/03/2009

	(5) Write the first two  review chapters of the thesis ;

”An Introduction to Change Management” and “Physiotherapy in teams”. 
	31/07/2009
	31/08/2009

	(12) Write chapter 3: Choice of Methodologies
	11/2009
	(02/2010)
Expected

	Research skills, methodologies and techniques 
	

	(1) Continuous reading on current literature and weekly discussion with the supervisory team.
	Ongoing
	yes

	(2) Attend Getting started in your Doctorate – ½ day
	15/10/08
	15/10/08

	(3)Attend Getting your proposal registered – ½ day
	30/10/08
	30/10/08

	(4) Look for attending appropriate courses and conferences in order to develop a wide understanding of the research.
	10/12/2008
	10/03/2009

	(5) Visit the Department of Physiotherapy, Prestigious University, Prestigious, UK to learn and develop research needed for my project
	10/06/2009
	21/07/2009

	Research environment and Ethical Issues 


	

	(1) Make a list of UK and non UK research groups in the field
	20/12/2008

	18/12/2008

	(2) Understand health and safety issues by reading corresponding HR web pages
	15/01/2009
	18/01/2009


	(3) Attend Research Methods module Unit 1 workshops on ethical  issues.  
	07/01/2007
	07/01/2007

	(4) Join Professional society, UK 
	10/02/2009
	 10/02/2009

	(5) Read Research Council and NHS web pages and understand various sources of funding


	15/02/2008

	15/02/2008


	 (6) Work with the supervisors and learn how to prepare a grant application.  
	01/2010
	

	Research Management and Collation of Information 


	

	(1) Set up a log book containing short summary of all meetings with supervisory team. 
	20/12/2008
	10/01/2009

	(2) Collect research related information from online databases, journals and Libraries
	28/12/2007
	01/03/2008

	(3) Attend two days workshop: “How to become an effective researcher”, organized by the Graduate School as part of the Unit 5 Module Project Development, Design and Management.

	04/05/2008
	05/05/2008

	Personal Effectiveness 
	

	(1) Learn to be more creative, innovative and original in my approach to research by reading book on Creativity and  Innovation in research.
	12/11/08
	22/11/08

	(2) Become more self-disciplined, motivated, and thorough by increasing the amount of routine time reading and writing summaries of journal papers. 
	12/10/08
	12/12/08

	Communication skills, Language skills, Teaching assistance and scientific writing 

	

	(1) Attended a one day workshop conducted by “KISSING WITH CONFIDENCE” group, which mainly focused  on developing skills for talking to large audiences  


	13/01/2006
	13/01/2006

	(2) Start writing drafts of thesis chapters and work towards publishing drafts of few papers by the end of third year.


	30/01/2009

	10/02/2009

	(3)Attend the Graduate School’s 
Writing your PhD first year skills – 1 day
	03/03/2009
	03/03/2009

	(9) Attend two days of staff writing retreat -“How to write a Thesis” conducted by Dr Rowena Murray, organized by the department at Glenburach. 
	18/10/2009
	20/10/2009

	(16) Attend the Graduate School’s 
Writing your PhD second year skills – Part A - 1 day


	02/12/2009
	04/12/2009

	Networking and Teamworking 


	

	(1) Participate in university research discussion forums.- School of Health Research seminar series


	ongoing
	ongoing

	(2) Be an active organizer of a conference on Physiotherapy
	June 2009 
	June 2009

	(3) Invited to attend the Graduate School’s  training programs on Getting Started in your Doctorate, as an experienced ProfD research student to share experiences with the new research students 
	June 2007

Nov 2007
	June 2007

Nov 2007

	(4) Attend the Graduate School event – 3rd  annual “Celebration of Research at Caledonian” and participate in the poster competition 


	15/06/2008
	15/06/2008

	(5) Attend the Graduate School 4th Annual Research Celebration 
	30/05/2009
	30/05/2009

	(6) Attend the International Conference on Physiotherapy, Thessaloniki, Greece
	21/06/2009
	27/06/2009

	Career Management
	

	(1) Attend the Graduate School program- Glasgow Local GradSchool: Looking to your future career – 4 days


	12/08/2009
	16/08/2009

	(2) Attend CV writing work shops


	
	15/07/2008

	(3) Prepare a detailed and self reflecting CV
	
	15/07/2008


Part C:  PERSONAL DEVELOPMENT RECORD SUMMARY
(A) Scholarships, Grants, bursaries obtained

Total funds obtained:  £5000

(1) Won the Prestigious award for the year 2008-2009, which covers the overseas and international fees £5000. 2008 January. 

B) Courses/Workshops Attended 

Total number:  
6
International courses/Summer Schools  
0
National courses/Summer Schools
1
Graduate School courses/workshops (include induction)
2
School courses/workshops/seminars (include induction)
1
Other related courses of study undertaken
2
(1) Workshop focusing on ‘Talking with large audiences’ conducted by “KISSING WITH CONFIDENCE” Group, Glasgow, January 2008.

(2) Workshop on ‘Ethical issues in research’, Glasgow February 2009. 
(3)Two days of staff writing retreat based on “How to write a Thesis” conducted by Dr Rowena Murray, Glenburach , November 2008
(4) Various Graduate School training programs for research students and shared experiences with new research students in several training sessions.

(5) Graduate School program- Glasgow Local GradSchool: Looking to your future career – 4 days – August 2009.

(6) Graduate School 3rd Annual Research Celebration Poster Forum, May 2008

(C) Conferences Attended 

Total number:  
2
International Conferences
1
National conferences
1
 (1) Physiotherapy local conference, Glasgow, UK, May 2008.

(2) The international conference in Physiotherapy - Thessaloniki, Greece, June 2008
(D) Publications

Total number published:  
1
Conference Proceedings  
 1
Journal Papers
 0
Papers published
 (1) Student K, Novel B.A, Sweet U R, 2009. “The Implemenation of Change Management Practice in developing cross disciplinary health professional teams,'' ed T Expert and S Darren,  Proceedings of the International Conference on Physiotherapy,  Thessaloniki, Greece. 

Papers submitted but not yet accepted by referee

(2) Student K, Novel B.A, Sweet U R, 2009. “Change Management Practice in developing Health Professional Teams’', Journal of Physiotherapy, (submitted).

(E) Presentations

Total number:  
4
International Conference presentations  
1
National Conference presentations 
0
Local seminars/lectures
1
International Poster presentations
0
National Poster presentations
1

Local Poster presentations
1
(1) Poster entitled “The Implementation of Change Management Practice in developing cross disciplinary health professional teams”. Physiotherapy local conference, Glasgow, UK, May 2008.

 (2) Talk entitled “The Implementation of Change Management Practice in developing cross disciplinary health professional teams” International Conference on Physiotherapy,  Thessaloniki, Greece, June 2008.
(3) Talk entitled “Change Management Practice in developing cross disciplinary health professional teams” ProfD annual conference,  Glasgow Caledonian University, January 2009.
(4) Poster entitled “Change Management Practice in the NHS” in  the Poster Display Forum “In Celebration of Research at Caledonian” organized by the Graduate centre, Glasgow Caledonian University, UK 2008.

(F) Esteem indicators

1. Seminar organiser and member of organising committee for 2 week long, international Summer School on Astro-dynamics “Extra-Solar planets: the detection, formation, evolution and dynamics of planetary systems, June 2007, Skye, Scotland. 

2. Awarded ORSAS scholarship 2007/2008  of £5000.   Only 500 Overseas Scholarships are awarded to overseas students in the UK each year.   

(G) Other academic related activities carried out eg Teaching, laboratory duties

	Item
	Start date
	End date

	(1)Guest Teaching Lecturer :- MSCA128,

Physiotherapy I, Module Leader: Dr An Expert, 2 hour guest lecture on ... .
	30/04/2008
	30/04/2008


(H)  Outline of the Thesis/portfolio
Overall Summary

50% of research completed, 50% of thesis written

Expected submission date:  12.2010
	Chapter
	Research(% complete, please give details)
	Writing status (% complete, Number of drafts, please give details)
	Date completed 

	1) An Introduction to Change Management 
	Done
	Draft 3 completed
	08/2009

	2) An Overview of the Practice of Physiotherapy in teams
	Done
	Draft 3 completed
	08/2009

	3) Chapter 3 title 
	Done
	Draft 3 completed
	08/2009

	4) Chapter 4 title
	Done
	Draft 3 completed
	08/2009

	5)Chapter 5 title
	Done
	75% completed
	12/2009

	6) Chapter 6 title
	20% Completed
	20% completed
	(02/2010)
Expected

	7) Chapter 7 title
	20% Completed
	To be done
	(04/2010)
Expected

	8)Chapter 8 title 
	20% Completed 
	To be done
	(06/2010)
Expected

	10) Future Work
	To be done
	To be done
	(09/2010)
Expected

	Final draft of whole thesis submitted
	
	
	(12/2010)
Expected
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