
 
 

 
 

University of Alberta  
Faculty of Graduate Studies and Research 

 
FAQs: FGSR Student-Supervisor Guidelines and Progress Report 

 
  

PROGRESS REPORT 
● Link to Instructions  
● Link to Video Resource 
● Progress Report Blank Copy (for  INFO ONLY; Students and Supervisors should use the 

electronic links they receive via email instead)  
 

*NEW: I try to s ubmit my 
completed form but it does  not 
work and my s upervis or does  
not get the form. The content 
I’ve entered 

We’ve dis covered that the form does  not recognize non-la tin characters  and is  not s aving 
completed forms . Our IST colleagues  are working on fixing the is s ue. If you are having 
difficulties  pleas e email graddean@ualberta .ca  and we will s end you an email when the 
is s ue has  been fixed.  

*NEW: I’m a s upervis or, but I 
haven’t received any 
information yet. Why was  I left 
out?  

Some s tudents  do not have s upervis ors  lis ted in the s ys tem yet, or a change was  made and 
the information has  not been received by FGSR to update in the s ys tem yet.  
 
FGSR will be collecting this  info s oon from departments , and then will provide more 
information to thes e s upervis ors  as  s oon as  poss ible.  

*NEW: Why haven’t I received 
my form yet?  

Pleas e note that we are rolling this  out s lowly. Some s tudents  and their s upervis ors  may not 
have received their form yet, but will s oon.  If you haven’t received a  form by May 27, please 
let us  know by email to graddean@ualberta .ca . 
 
 
Students  who are convocating this  J une may not receive a  form at a ll, as  they do not need to 
s ubmit one.  

*NEW: What do I do if my 
s upervis or or co-s upervis or are 
incorrect?  

The form will be sent to the pairs  that are noted in Campus  Solutions . If your s upervis or has  
changed s ince that information was  s ubmitted, pleas e let us  know at graddean@ualberta .ca . 
Include your name, CCID and s tudent ID. Als o tell us  which s upervis or/ co-s upervis or is  
incorrect, and the name of the correct individual.  
 
You can then delete the original form that was  s ent to you, and we will begin a  new proces s  
with the correct Supervis or/ Co-Supervis or as  s oon as  poss ible. 
 
We will not be able to reta in data  that you enter on a form with incorrect s upervis or/ co-
s upervis or. Pleas e check that this  info is  correct before you begin, and let us  know if it’s  
incorrect s o that we can res tart the proces s  for you!  

*NEW: What if I have two 
s upervis ors , ins tead of a  
primary s upervis or and a  co-
s upervis or? 

The s ys tem is  s et up to record one s upervis or lis ted as  the primary, with any others  lis ted as  
the co-s upervis ors . While this  title may not fit the way your s upervis ory rela tions hips  work in 
practice, this  is  s omething the s ys tem requires .  
 
Once the s tudent is  done with their portion of the report the supervis ory portion can be 
completed during a  meeting where both s upervis ors  are present to enter feedback together.  
 
Note that thos e lis ted as  co-s upervis ors  will a ls o have the opportunity to provide comments  
when the form is  routed to them during the cours e of the workflow.  

https://docs.google.com/document/d/1aHy_UrZK8BzSkNjXSltwWft5B1cWSWaSPYhaCOVdbvA/edit?usp=sharing
https://drive.google.com/file/d/1dUximIV6V0PpiSN3zIObkf0XSN1iQqow/view?usp=sharing
https://drive.google.com/file/d/1IrjtLH8JEIm3FBUsv_CKfi9PyQ7al3UU/view?usp=sharing
mailto:graddean@ualberta.ca
mailto:graddean@ualberta.ca
mailto:graddean@ualberta.ca
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*NEW: What if I’m almost done 
my program? Do I still need to 
do a report?  

If you are at the point in your program where you have applied for convocation, and 
successfully defended and submitted your thesis, you do not need to submit a form, and you 
can ignore any reminders. We are currently updating our student records and those requests 
to complete the report will be deleted if you meet the above criteria.  

If you haven’t defended yet, you will need to submit a form. If you have questions about 
specific timelines and your situation, please reach out to graddean@ualberta.ca. 

*NEW: What if I made a mistake 
entering the CCIDs of my 
Supervisory Committee 
Members?  

After you complete the student portion, the Progress Report will be routed to your Supervisor 
next. Please ask them to use the option in the system to send the form back to you for 
revision. This way, you’ll be able to adjust the CCIDs and any incorrectly entered information.  
 
Note: CCIDs are typically the first half of a University individual’s email address (i.e. 
ccid@ualberta.ca), and can be found through Find a Person 

*NEW: What if my department 
just finished doing Progress 
Reports recently?  

If you have already completed a Progress Report this spring, you do not need to complete 
another form unless your department requests that you do so.  
 
Please let us know at graddean@ualberta.ca so that we can remove the reminders.  

*NEW: There is a question 
about the Student-Supervisor 
Guidelines (SSG) in the report, 
but I don’t know about this 
form.  

Since both the Student-Supervisor Guidelines and the Progress Report processes are new, 
students who began their programs prior to or in Winter 2021, will not need to fill out a 
Student-Supervisor Guidelines form. For this question, you may just answer “no”.  

What is the Progress Report?  
 

Student progress in thesis-based programs will be reported at least once annually using the 
standardized Progress Report form. 
 
The Progress Report is a tool that ensures students, supervisor(s) and the supervisor 
commit tee (if applicable) meet at least once per year to review and discuss a graduate 
student’s progress in their program, and set milestones for the upcoming year.  
 
Note: The Progress Report is not intended to replace regular meetings and feedback from a 
Supervisor and Supervisory Committee, but rather provides a structured opportunity for the 
assessment of the student’s academic progress and planning for the next yea r.  

Where can I find the form? 
 

The form will be initiated by FGSR for all student - supervisor pairings, as noted on the 
Appointment of Supervisor(s) & Supervisory Committee form, which is submitted by the 
academic unit to FGSR.  
 
You will receive an email prompt when it’s time to complete the report.  

When is the Progress Report 
due? 

Progress reports are due in FGSR at minimum once every 12 months of the student’s original 
program start date. For example, if you began your program in September 2021, you would 
need to complete a report before the end of August 2022).  
 
During the completion of the first year’s report, you will be asked to choose the date of the 
next report, and the system will automatically prompt you at that time.  

mailto:ccid@ualberta.ca
https://apps.ualberta.ca/directory
mailto:graddean@ualberta.ca
https://www.ualberta.ca/graduate-studies/media-library/forms-cabinet/records/supervisory-committees/20200406appointmentofsupervisorsupervisorycommittee.pdf
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The progress report form should be filled out during the annual meeting required for all PhD 
students. Master’s thesis-based students also require at least one progress report 
completed within a full 12 -month period. 
 
In instances where more detailed monitoring of a student’s academic standing is required, a 
progress report form may be completed more than onc e within a full 12-month period; 
however, only one (1) progress report may be submitted every four (4) months. 

What are the benefits of the 
Progress Report?  

● Provides  a  s tandardized template for exis ting annual meetings  
● Regular and cons is tent monitoring of progres s . Students  are entitled to timely and 

appropria te feedback on their work and progres s  
● Opportunity for early intervention if progres s  is  s low or problematic 
● Expectations  are clearly documented for year ahead  
● Optional confidentia l link for s tudent feedback 

 

Who needs  to s ubmit a  
Progres s  Report?  

All Thes is -based Graduate Students  (full-time and part-time) who have been in their program 
at leas t one semes ter.  
 

Who does  not need to s ubmit 
the Progres s  Report form? 

Cours e-bas ed s tudents  do not currently need to s ubmit Progres s  Reports . However, pleas e 
check with your unit, as  s ome units  have their own dis cipline s pecific requirements  for 
Cours e-bas ed s tudents .  

What if I’m on leave during that 
reporting year?  

Students  on leave s hould not be working on their program while on leave. However, the 
s tudent s hould s till complete a Progres s  Report in the period (before or after their return is  
acceptable). However, in the open fields , it s hould be noted that the s tudent was  on leave. 
The goals  from the previous  period may be copied and pas ted into the new period, with a  
note about the leave. This  will ens ure that the date for the next review period is  s et 
appropria tely in the s ys tem.  

My unit s ays  there are 
additional things  that need to 
be included. Where do we put 
thos e?  

Some academic units  will require additional s pecific deta ils . Thes e deta ils  can be included in 
the final open field.  

What is  evalua ted?  The Progres s  Report will as k for information including:  
● Cours ework Completion or Status  
● Profes s ional Development, Ethics  & Additional Miles tones  
● Thes is  Propos al Progres s   (when applicable) 
● Res earch Ethics  Approval (if applicable) 
● Res earch Progres s  
● Three year doctoral requirement including Candidacy Exam (if applicable) 
● Anticipated Thes is  Defence (if applicable) 
● Goals  that have been met during the reporting period 
● An outline of goals  for the next period 
● Whether the s tudent is  behind s chedule, on s chedule or ahead of s chedule 
● Whether the s tudent's  progress  is  sa tis factory or not.  

 
Several items  are optional to record, unles s  required by your unit:  

● Lis t Cours es  and the terms  they were taken in 
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● Funding sources that are anticipated for the next year, or awards/scholarships that 

have been applied for:  
● Publications  /  Abs tracts , etc 

What is  the Procedure?  
 

The firs t Progres s  report will be initia ted by FGSR in the s pring. Thereafter, reports  will 
automatically recur bas ed on the date s et for the next review during the review proces s .  
 
The s ys tem is  s et up to tell you what is  next in the proces s , but it will go like this :  

1. The Student s hould gather the required information (s ee previous  ques tion).  
2. The form will auto populate s ome of the information bas ed on the Student and 

Supervis or info (ie. Names ).  
3. The Student and Supervis or can complete the form during a  regular meeting, or s et 

up a  s pecia l time to complete the form. During this  meeting, the form will be 
completed by the s tudent. Make s ure to “SAVE” along the way! 

4. After the meeting, the s tudent hits  “s ubmit” and the form is  sent to the s upervis or 
to review.  

5. Once the s tudent and s upervisor agree on the content, it is  s ent to the s upervis ory 
committee for s ign off.  

6. Any additional comments , reques ts  for changes  will need to be incorporated and 
approved.  

7. After completion, the form is  submitted to the s tudent’s  electronic file. A pdf copy is  
s ent to the s tudent and s upervis or for their records  too.  

8. In the even of a incomplete form, or a ra ting of “In Need of Improvement” or 
“Uns atis factory”, FGSR and/ or the unit will follow up with the Supervis or and/ or 
s tudent as  neces s ary.  

What are the cons equences  of 
la te or non-s ubmis s ion?  

In ins tances  where a  s tudent and s upervis or do not complete the Progres s  Report (annually 
a t minimum), the s tudent’s  regis tra tion in s ubs equent terms  will be res tricted as  a  las t resort 
and temporarily s o as  to determine a  plan for completion. In thes e unlikely ins tances , FGSR 
will as s is t the s tudent and s upervis or in the completion of the requirement(s ) and remove 
regis tra tion res trictions  immediately.  
 
Note: both the s tudent and s upervis or(s ) will receive reminders  to complete the 
requirement(s ) in advance of any deadlines , a llowing for inquiries  to as s is t or to s et out an 
a lternate completion deadline. 

What do the Student Progres s  
rating terms  mean?  

Satisfactory:  Student meets  or exceeds  minimum expecta tions . Allow re-regis tra tion. 

In Need of Improvement:  Some concerns . Student does  not meet minimum expectations . If 
firs t “in need of improvement” as s ess ment, then re-regis tra tion will be a llowed but 
improvement is  required. Pleas e provide deta ils  regarding goals , timeline and next 
committee meeting date. If s econd cons ecutive “in need of improvement” as s es s ment, then 
s tudent will normally be withdrawn from their program. Please provide additional deta ils  as  
appropria te. 

Unsatisfactory:  Student s hould normally be required to withdraw. Pleas e provide additional 
deta ils . 

What happens  if a  s tudent 
receives  certain ra tings ?  

If a  s tudent receives  a  “Satis factory” ra ting, no further action is  needed. The s tudent can 
continue, regis ter for s ubs equent terms , and continue to work towards  the goals  and 
miles tones  s et together with the Supervis or.  
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A student who receives two (2) consecutive evaluations of “in need of improvement” or one 
(1) “unsatisfactory” rating will normally be required to withdraw from their program and 
FGSR on the recommendation of the Associate Chair (grad) within their academic 
department and/or the Department Chair to the Dean of FGSR. 

However, before any withdrawal, unsatisfactory evaluations will be reviewed by an Associate 
Dean in your academic unit, and by FGSR.  

Any first ratings of “in needs of improvement” will be reviewed by an Associate Dean in your 
academic unit, and an action plan will be set, together with your supervisor,  to help get a 
student back on track. 

 
 
 

STUDENT-SUPERVISOR GUIDELINES 
 

What are the Supervisor-
Student Guidelines?  

All students registered in a thesis-based program are required to meet with their supervisor 
(assigned at admission or with an interim academic advisor or the graduate coordinator if 
one has not yet been assigned - see Timeline for the Appointment of Supervisors) to 
complete the Supervisor-Student Guidelines as soon as possible after registration in the first 
academic term but no later than the submission of the first Progress Report, which is due in 
FGSR within 12 months from the student’s program start date.  

How is it completed?  
 

The Supervisor(s) and the Student should review each of the points listed and check off 
each box to confirm that the items have been discussed and understood by the 
Supervisor(s) and the Student. 

Who should fill out the SSG? The Student-Supervisor Guidelines will need to be filled out by students beginning in the 
Winter 2022 term and thereafter. The ideal time to complete the form is once a students and 
supervisor have formed a supervisory relationship, and within the first year of their studies.  

When should I fill out the form?  Ideally, this document should be completed prior to the commencement of any research, 
and as soon as possible after registration in the first academic term but no later than the 
submission of the first Progress Report, which is due in FGSR within 12 months from the 
student’s program start date.  

Where can I find the form? 
 

Currently, FGSR will initiate the Student-Supervisor process for all Supervisor-Student 
pairings, as noted on the Appointment of Supervisor(s) & Supervisory Committee form, 
which is submitted by th e academic unit to FGSR.  
 
As a student, if your supervisor has been appointed already, and you are concerned that your 
form hasn’t been initiated yet, please email graddean@ualberta.ca, and we can look into it.  

https://www.ualberta.ca/graduate-studies/media-library/forms-cabinet/records/supervisory-committees/20200406appointmentofsupervisorsupervisorycommittee.pdf
mailto:graddean@ualberta.ca
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What are the benefits of the 
SSG?  
 

● Trans parency and accountability for Students  and Supervis ors  
● Standardized mechanis m to govern the s upervis or-s tudent academic rela tions hip 
● Clarity for Students  
● Guidance for Supervis ors    
● It initia tes , promotes , and s us ta ins  a  pos itive, profess ional, and ultimately 

s ucces s ful s upervis or-s tudent rela tions hip.  

What happens  if I change 
s upervis ors , but have filled out 
the form previous ly?  

If there is  a change in s upervis or a t any point in a  s tudent’s  program of s tudy, the guidelines  
will be completed anew in accordance with the timeline noted. 
 
Pleas e advis e FGSR (graddean@ualberta .ca) of the change so that we can initia te the 
proces s  as  s oon as  pos s ible.  

What are the cons equences  of 
la te or non-s ubmis s ion?  

Completion of the guidelines  is  required. In ins tances  where the Supervis or-Student 
Guidelines  are not s ubmitted within the firs t 12 months  from the s tudent’s  program s tart 
date, the s tudent’s  regis tra tion in s ubs equent terms  will be res tricted as  a  las t res ort and 
temporarily s o as  to determine a  plan for completion. In these unlikely ins tances , FGSR will 
as s is t the s tudent and s upervis or(s ) in the completion of the guidelines  and remove 
regis tra tion res trictions  immediately.  
 
Note: both the s tudent and s upervis or(s ) will receive reminders  to complete the guidelines  in 
advance of any deadlines , a llowing for inquiries  to as s is t or to s et out an a lternate 
completion deadline. 

We filled out the Student-
Supervis or Guidelines  back in 
the firs t year, but now 
s omething has  changed. What 
needs  to be done?  

If changes  to the content of the Supervis or-Student Guidelines  are made or required, thes e 
changes  will be recorded on the s tudent’s  Progres s  Report indicating both parties  have 
dis cus s ed and mutually agreed to them. 
 
For a  change in s upervis or, pleas e see above ques tion.  

What types  of items  are 
dis cus s ed in the Guidelines ?  

The Guidelines  include topics  s uch as :  
● General Roles  and Res pons ibilities  
● Meetings  (including anticipated frequency, etc).  
● Publication Expecta tions   
● Intellectual Property, Academic Integrity, Res earch Ethics  and Ethical Conduct 
● Outlining Timelines  and Completion  
● Funding Agreements  and deta ils  
● Safety Policies  
● Confidentia lity Policies  
● Profes s ional Development 

What if during the proces s  
ques tions  or concerns  a re 
rais ed, or if I have more broad 
concerns ?  

If s tudents  or Supervis ors  have any ques tions  or concerns  regarding their graduate program 
or this  form, advice may be s ought from the As s ociate Chair (Graduate), Department Chair, 
the Office of the Student Ombuds , the Faculty of Graduate Studies  and Res earch. Students  
may als o cons ult with the Graduate Students ’ Ass ocia tion.  

 

mailto:graddean@ualberta.ca
https://www.ualberta.ca/current-students/ombuds
https://www.ualberta.ca/graduate-studies
https://www.ualberta.ca/graduate-students-association/about/contact-us
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