	[image: ]
	Supervisor Supports
Graduate Studies and Student Research



Worksheet 7  ·  Progress
Supervision Meeting: Agenda and Notes
The student writes the agenda, leads the meeting and sends the notes afterward. It turns meetings from reporting into problem-solving, and builds a habit students keep for their whole career.
	Who completes it
Student leads; supervisor confirms
	When
Before and after every meeting
	Time
10 minutes before, 10 after



	Date
	
	Meeting #
	

	Attendees
	
	Format
	



Agenda (student prepares)
	Item
	Notes

	1. Update since last meeting: what I did, what went well, what was hard
	

	2. Questions I have about my progress
	

	3. Feedback I'd like (and how things are going from my side)
	

	4. Anything else I need to raise
	



Decisions and actions
	Action
	Who
	By when
	Done

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	What I'm taking away from this meeting
	

	Right meeting rhythm for now (weekly, biweekly, monthly)
	

	Next meeting
	



	For supervisors: questions that open a conversation
1. What have you been working on? Can I see a sample?
1. Which readings have been most useful, and how do they relate to your research?
1. What are your next steps, and your timeline for them?
1. What will you take away from this meeting?
1. What support do you need from me?
Allow for silence. Some students need time to think, and some hold back because of language, the power imbalance, or imposter syndrome.
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Worksheet 7  ·  Part 2
Inclusive Meeting Checklist
Run through this when you set up a regular meeting, and again each term. Tick what is in place; the gaps are your next steps.
	Consider
	In place
	To do

	Place  ·  We have agreed where we meet: on campus, virtual, or a mix.
	
	

	The space works for both of us: seating, lighting, cameras, captions, a neutral location if my office feels intimidating.
	
	

	Frequency  ·  We co-created the meeting schedule, and it fits the student's other commitments.
	
	

	The agenda and deliverables are co-created, not set by me alone.
	
	

	Documents  ·  The student gets materials early enough to prepare.
	
	

	The tools we use to share information are accessible, and the student has a choice where possible.
	
	

	Flexibility  ·  Meetings can move between formats when needed.
	
	

	There is room in the meeting for the student to lead, question, and disagree.
	
	

	Power  ·  I ask directly for objections and respond well when I get one.
	
	

	In group meetings, I notice who speaks and invite people by name.
	
	



	Reflection
	Notes

	What is missing from the meetings I attend or organise?
	

	My workflow to make sure those elements are there next time
	



Supports:  Accessibility Services  ·  Office of EDI and Anti-Racism
Part of TRU Supervisor Supports, adapted with thanks from Brock University's Supervisor Supports. Progress, Lessons 2 and 3: Scheduling Effective Meetings and Creating Inclusive Meetings. Meeting guidance draws on Kearns and Finn, Supervising PhD Students.
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