
Annual Doctoral Student Degree- and Career-Progress Meeting Worksheet
This worksheet is intended to facilitate an annual conversation between a faculty advisor and doctoral advisee, focusing on the student’s progress to degree and career plans. This conversation is intended to supplement other regular meetings where the faculty advisor and student talk about the student’s research and dissertation. The worksheet is intended to structure a conversation, in order to elicit a picture of the student’s goals and the context in which those aspirations exist. It can be used to help the student and the faculty advisor: 

1) take stock of the student’s accomplishments in the past year, 

2) discuss near- and long-term  plans, and

3) develop a strategy for realizing those plans. 

A conversation based on each section of this worksheet would allow the faculty advisor to give advice and the student to develop specific, achievable goals for the next year. 

To the Faculty Member: Please send this worksheet to the student well in advance of the meeting (past experience indicates a two-week lead-time works well). Since the goal is to facilitate an open conversation that is focused on the student’s future, rather than a “performance review,” it is recommended that the completed document not be retained after the meeting. Additional suggestions for structuring the meeting and conversation are on page 4.

To the Student: Please complete Parts 1-4 and return it along with your current CV to your faculty advisor at least two days prior to the scheduled meeting. You can type as much as needed in each section, but please respond in brief, bulleted format. This is not to be a complete report, but a summary to guide discussion. It is not intended that this become part of your permanent record.
Student Name:      

Meeting Date:      
Date began doctoral studies at Stanford:      
         Anticipated date of degree completion:      
Part 1. Progress in the Last Twelve Months
Please attach a copy of your current Curriculum Vitae (CV).

List any program requirements that you completed this year. For example, coursework, requirements for advancement to candidacy, examinations, and teaching:
	     


List members of your Dissertation Reading/Thesis Committee:
	     


Give a brief overview of your overall progress on your research project(s) and dissertation in the past year.

	     


Describe any research activities in which you have experienced or are experiencing difficulties. What factors caused or contributed to these difficulties? What assistance, resources, or mentoring might help you accomplish your research goals?

	     


Give a brief overview of your teaching and mentoring activities in the past year. Describe any such activities in which you have experienced or are experiencing difficulties. What assistance, resources, or mentoring might help you accomplish your teaching goals?

	     


Give a brief overview of your other professional activities, recognition and accomplishments in the past year (e.g., publications, patents, honors or awards, presentations at professional meetings, grants or fellowships):

	     


Part 2. Plans for the Coming Twelve Months
List any program requirements yet to be completed, along with anticipated dates of completion. For example, coursework, requirements for advancement to candidacy, examinations, teaching, and plans to reach TGR tuition status (i.e., completion of all degree requirements except dissertation, including 135 units of residency):
	     


Briefly describe the goals for your research project(s) and dissertation:

	     


List publications you plan to submit (include proposed publication title, journal, and submission date):

	     


List professional conferences, meetings and workshops you would like to attend (include proposed title and submission date for proposed presentations):

	     


How will your doctoral studies be funded next year (e.g., research grant, Fellowship, Teaching Assistantship)? List fellowship, grants, and other funding applications you plan to submit (include name of award and due date):

	     


What areas of expertise/understanding and skills would you like to develop in the next year? Think broadly of what you need to be able to know and do: new areas of knowledge, new research techniques, public speaking, writing, managing teams, classroom teaching, negotiation, etc. List your plans for learning these.

	     


Part 3. Career Goals and Progress

List your long-term career goals. You are encouraged to include at least two:

1)       
2)       
What position/job do you see as the next step toward your career goals after graduating? When do you anticipate beginning the process of obtaining that next position?
	     


What factors are driving your career goals, plans, and decisions (e.g., interests in research, teaching, business, government, writing; geographic priorities; family commitments; financial objectives)?

	     


What steps are you taking to enhance your ability to attain these goals? What additional training or skills would most benefit you in preparing for your desired career?

	     


Part 4. Final Discussion Points

This final section is an opportunity for the student and advisor to develop action plans for the coming yearand to reflect on specific actions that will help the student to be successful. It is useful to consider what is working and should continue, and what might change. This is an opportunity to come to closure on key issues, as well as to discuss any matters not already covered.  Advisor: Please offer your opinions on each of these topics, especially the last two.
What assistance, resources, and mentoring would help you meet your goals? What are your plans for identifying and using these resources?

	     


	What can your advisor continue to do to support you in reaching your specific research and professional development goals for the coming year?

     


What can your advisor do differently to best support you in reaching your specific research and professional development goals for the coming year?

	     


What can you continue to do to achieve your immediate and long term goals?
	     


What can you do differently to achieve your immediate and long term goals?
	     


Adapted for doctoral students by the Office of the Vice Provost for Graduate Education, Stanford University, 2011, from the “Career Progress Document” developed by the Provost’s Post-doctoral Advisory Committee, Stanford University, 2005. The latter group modeled their document on the “Individual Development Plan for Postdoctoral Fellows” of the Federation of American Societies of Experimental Biology.  Current revision, October 19, 2011. Endorsed by the Stanford Committee on Graduate Studies, October, 2011.

Suggestions for Using the Doctoral Student Annual Degree- and
Career-Progress Meeting Worksheet

Suggestions for setting up the meeting:

Experience has shown that it is a good practice for the faculty member to meet with all advisees within a two- to three-week time-span. This indicates that all students are being treated the same, and that the request to meet does not imply that there is a problem. This is easily accomplished if the meetings occur at a pre-determined time each year. For situations where students have regularly scheduled meetings with their advisor, simply allocating the first meeting of the academic (September) or calendar year (January) for this purpose is an easy way to schedule the meeting. For those who meet with advisees ad hoc, a request to all advisees to set a meeting for “early in the month of xxx” is simple. Early January may work particularly well because the New Year is a time when people are often in a reflective or “change” mindset.

Setting aside an hour for the meeting has worked well. This is sufficient time to fully discuss the student’s progress and plans, without feeling rushed. It also signals to students that their development is important, and that advisors place value on their role as mentor.

The worksheet should be sent to the student as an email attachment well ahead (e.g., two weeks) of when the meetings are to occur. In the body of the email, the advisor can explain that this is being sent to all advisees, that it is intended: 1) to help the student and her/his advisor take stock of the past year’s accomplishments and progress; 2) to discuss near- and long-term plans, and; 3) to develop a strategy for realizing those plans. The student completes the form and returns it to the advisor as an email attachment at least two days in advance of the meeting. The advisor reviews the form before the meeting and considers what things s/he would like to focus on in the conversation.

At the end of the meeting, the form is destroyed or returned to the advisee. It is not intended that a copy of the form be put into a student’s “file” or become a permanent part of their academic record. If the form becomes documentation, rather than a way to structure a conversation, the tone of the meeting moves away from being supportive and “all about the advisee.” It risks becoming a bureaucratic or, worse, an antagonistic exercise.

Suggestions for having a productive conversation:

At the meeting, the C.V. is reviewed (Part One of the form requests it to be attached) and then each item of the worksheet is discussed. The bulk of the time should be devoted to conversation about the advisee’s future goals and how to realize those goals, especially what the advisee needs to do and how the advisor can most help (Parts Two through Four). 
The student’s responses on the worksheet allow the advisor to probe for more information, in order to more fully understand what the student is thinking. This, in turn, provides an opportunity for the advisor to provide advice.  

Students’ anxieties can be allayed if the advisor enters the conversation with an open mind and makes clear that what matters most is that the student pursues a career that suits their strengths and interests. Students often do not know how faculty members will respond if the student proposes plans that they believe that the faculty member does not prefer or endorse. Some students fear a negative reaction from the faculty advisor if they plan a career outside of academia, for example, or wish to devote time to teaching.

Students enormously appreciate knowing that their advisors are supportive and have confidence in their ability to succeed. Ultimately, students must take responsibility for their own professional development, so it is also appropriate for the advisor to encourage the student to seek out resources and educational opportunities in other areas of their department, school or the university as a whole. 
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