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Supervisory Meeting Record 
All research students are required to maintain a record of supervisory meetings by completing this form. This is to provide a record and stimulus for regular discussion of the student’s progress and development.  The expectation is that, in their first year, students should meet one of their supervisory team at least once a fortnight during term time, and at least every four to six weeks thereafter. It is recognised that face-to-face meetings are not always possible, and occasional personal contacts (such as videoconferencing or telephone) may be sufficient.
Completing this form
Students should complete this form after each supervisory meeting and send it to the supervisor present for their sign off. A signed copy of the form should be sent to SAS Registry at sas.registry@sas.ac.uk.  A copy should also be kept by both the supervisor and the student. 
Complete boxes as relevant:
	Name of Student
	
	Name of Supervisor/s
	

	Date and Time


	
	Meeting Format
(delete as appropriate)
	Face-to-Face / Phone / Email


	Review of actions from the last supervisory meeting


	Topics for Discussion



	Skills Development Needs Identified


	Actions set for the next meeting


	Date of Next Meeting


	
	Work Submission Date (if applicable)
	

	Signature of Student


	

	Signature/s of

Supervisor/s
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