


Monthly Supervision Record (MSR) quick guide
Purpose of this guide

This quick guide document shows the standard process for the Monthly Supervision Record including email schedule and what actions are required from PGRs and supervisors. It also gives a brief overview of what happens if there has been no contact during the month.

What are the four parts of the MSR form?

The MSR form has four parts, although PGRs and supervisors normally only need to complete Parts A to C:
· Part A — completed by the PGR: the PGR gives a summary of what they would like to discuss in the meeting, such as what they have been working on during the month, progress made, and any issues or support needed.
· Part B — completed by the supervisor: the supervisor records the meeting summary and any agreed actions.
· Part C — completed by the PGR: the PGR confirms whether they agree with the supervisor’s summary of the meeting.
· Part D — completed by administration: this section is for administrative use only and is not part of the PGR/supervisor completion process.

Standard MSR process

	\Schedule/prompt action
	Email
	Expected action

	1st of month
	Part A of MSR form opens and notifies PGR
	PGR completes Part A

	Once Part A is complete
	Supervisor notified Part B is ready to complete
	Supervisor completes Part B

	15th of month
	If Parts A and/or B are incomplete: reminder to PGR and supervisor
	PGR completes Part A and/or supervisor completes Part B

	Five days before month end
	If Parts A and/or B are incomplete: reminder to PGR and supervisor
	PGR completes Part A and/or supervisor completes Part B

	Once Part B is complete
	PGR notified Part C is ready to complete
	PGR completes Part C, indicating whether they agree or disagree with the meeting summary

	If PGR indicates disagreement with meeting summary
	Supervisor notified
	PGR and supervisor discuss

	All parts complete
	PGR and supervisor notified
	No further action required

	1st of next month
	Supervisor notified of any PGRs who have not completed Part C
	PGR and supervisor discussion, where necessary



No contact MSR process
If there has been no contact during the month, the no-contact process sits outside the normal email schedule. It is triggered when the supervisor selects “No contact this month” and records the reason, rather than by the monthly reminder timetable.

	Trigger/action
	Email
	Next step

	Supervisor selects “No contact this month” on the MSR and enters a reason. The form is then closed.
	PGR notified that there has been no contact.
	If the PGR believes this is an error, they should contact their PGR administrator and supervisor.



Exceptions and special cases

· New starters/ students progressed after the beginning of the academic year: Postgraduate researchers who start after the beginning of the academic year or have been progressed after the start of the year will not receive notifications that the form has opened. They will instead be advised to confirm that the MSR form is open and ready for completion. Note the form is only accessible if online registration has been completed and their registration status is normally registered (NR) or Thesis Awaited (T).
· PGRs on leave of absence: PGRs on leave of absence (LA) will not receive MSR emails because they are not required to complete an MSR form during their leave of absence period.

Where to get help

· Unable to access the form: If you are having issues accessing the MSR form, please check whether you have completed online registration and whether your registration status is normally registered (NR) or Thesis Awaited (T). If you have completed registration and believe you should have access, please contact IT Service. If you cannot access the form because you have not yet been progressed to your next year of study, please contact your School PGR administrator for advice.
· Missed or closed form: If the form has now closed but you did have contact during the month, please contact your school PGR administrator, who can advise you on the next steps.
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