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INTRODUCTION AND HOW TO USE THIS TOOLKIT 

 

This document can be used after the proposal has been accepted and the students are formally 

registered for a Masters or Doctoral qualification. 

 

This document is intended to empower and support supervisors as well as their post-graduate 

students. It is not a prescribed method for supervision but a toolkit with various tools to enable 

both parties.  

The document follows the logic of four P’s: Press1 (UJ support environment), People (students 

and their supervisor/s as well as participants), Process and the Project. The logic is illustrated in 

the figure below: 

 

 

 

 

 

 

 

 

 

 

 

Figure 1: The 4P’s relevant in research supervision (compiled by T Tselepis 2023) 

                                                           
1 The UJ library and Post-Graduate School and PsyCad offer many courses and support services. Please familiarize 
yourself with these by looking at the announcement and web pages: https://www.uj.ac.za/library/library-
services/online-training-and-videos/.   As well as :https://www.uj.ac.za/postgraduate-school/ and 
https://www.uj.ac.za/teaching-and-learning/academic-development-and-support/centre-for-psychological-
services-and-career-development-psycad/ 
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This toolkit has several linked documents and tools to support the research journey after the 

proposal was accepted. Kindly note that each department will have specific requirements 

relating to proposals and this should be completed by the time you start using this toolkit.   

 

In this toolkit the rationale is that some aspects on the research journey are universal. A general 

journey is therefore outlined with some documents and tools.  

 

When a practical tool (for example a video, checklist or template) is available in this toolkit, the 

following icons are used to align to the P’s. Any formal documentation or information is provided 

in a linked Word Document.  

 

Dimensions of a port-
graduate research study: 

Icon for useful 
tools in a 
section: 

What this dimensions of a 
port-graduate research 
study is about: 

People (student, 
supervisor/s, 
participants) 

 

 
 

Who plays which role: 
 roles need to be acknowledged and 
managed to steer this project in the 
right direction 

Processes2  

 
 

These guide the way: 
processes involve, registration and re-
registration, supervisor-student 
agreements, ethical clearance, 
intention to submit, submission, 
examination. The student needs 
guidance on these processes and 
some are administrative and hence 
the supervisor needs to action certain 
aspects 

Project  
 

The destiny: 
the dissertation/thesis/script as well 
as scientific article(s) 

 

                                                           
2 The processes include some administrative processes and CBE documents that need to be completed at certain 
points. The responsibility requires action from the supervisor as well.  



 

The documents and tools are linked in this table. Please note that the milestones proposed are 

not linear and hence the tools may be used as you see fit in an order that you believe is 

relevant to the study. Where administrative processes for example: title registration or 

appointment of examiners, the milestone is highlighted with grey. Students may take note of 

these administrative milestones as their input might be needed at that particular point in time.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Article/s3 
writing tool 
 
 

Project 
milestones 
 

Process  
 
 
 

Who does what  

Student  Supervisor(s)  
Contracting Doc 1 

(Supervisor 
student 
agreement) 
 

Tool 1A 
(prep for 
contract) 
 
 

Talk to your 
supervisor about 
your expectations 
(apply tool 1) 

Talk to the student and 
work through the 
supervision agreement 
(Doc 1) and submit to 
department 
committee/body 

The big picture  
or the study in 
perspective 

 

Tool 2A 
 

 Tool 2B 
(Masterclass 
on writing a 
dissertation) 
 

Creates or 
downloads a 
structure for 
dissertation/thesis 
format 
 
 

Guide the suitable 
structure for the 
dissertation/thesis 

Registration of 
title  

Doc 3 
 
 

Confirms title Register(s) title with 
College Higher Degrees 
Committee (CHDC) 

Literature 
review or 
survey of 
scholarship 
and/or 

 

Tool 4A 
(Basic 
academic 
writing tool) 
 

Structures and 
Writes draft(s) 

Read(s) and provide(s) 
feedback in reasonable 
timeframe 

                                                           
3 Read the latest policy on the style of thesis/dissertation as well as the qualification and meet all requirements 
relating to publications.  

https://docs.google.com/document/d/10LxBo5jZ-zQSHolF9fnUPrhI1jr6eYVg/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/10LxBo5jZ-zQSHolF9fnUPrhI1jr6eYVg/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1_meeq1Tk6S9pLCHJZRknTFaCHYT_8iVL/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1lbWnb-SBI7vvaC-USMs2CzFZwByStJuq/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://drive.google.com/file/d/1LAprazSUzX4s_y-RnJ7yIrWC_BiMZo3u/view
https://www.youtube.com/watch?v=Ks1iPw9j_kY
https://docs.google.com/document/d/1CGyAN_c0Bp_1mr_cDPC-VMNiFEmh-T07/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/presentation/d/1p8vRVUfdwYYoUzwCN3znT-DHQznoK6I1/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true


theoretical 
perspective(s) 

Tool 4B 
(Open source 
guide 
 

Tool 4C 
(Masterclass 
on the 
literature 
review) 
 
 
 
 

Ethical 
clearance  

Doc 5A (Ethics 
Form A) 
Doc 5B (Ethics 
Form B) 
Doc 5C (Ethics 
Form C) 
 
Doc 5D 
(resubmit 
cover letter) 
 

Tool 5A 
(Guideline to 
complete form 
A) 
 

Tool 5B 
(video 1) 
 

Tool 5C 
(Video 2) 
 

Tool 5D 
(Video 3) 
 

Tool 5E 
(Video 4) 
 
 

Completes the 
applicable form and 
documentation and 
submits to 
supervisor  

Ethics form to be 
signed by all 
supervisors before 
submission to the 
ethics committee in 
department  by 
student  

https://libguides.usc.edu/writingguide/literaturereview
https://www.youtube.com/watch?v=4orMYtcecSU
https://docs.google.com/document/d/1oBqeSAp4DWQOzGLpcXpCrqwb1BjLcXpc/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/18ZihBwsptCzcjBkWRis0BhaX59kD-3p0/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1IUnZGTBvNdifjf2Fa4dsgP57QkgFXTL9/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1-RVLNvScr648305-v_s9AFlG5c4Ou4Qo/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1yAvpi0wbotE6HkA-f_5m7NpuNJLOgLBA/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/presentation/d/1yru1ZagGr1ADGxVR-VqGoEYIW0KkcBNA/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/presentation/d/1cc88_mjeCEERTvzE6HsGXOR-w6qsdwgi/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/presentation/d/19t0bvGWrGkw-WRsE6FdMtNTmmcCX0o-3/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/presentation/d/1B-gcuxjfSvdkF0NJl6LxJcXzVui80wYs/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true


Tool 5F 
(Video 5) 
 

Tool 5G 
(Template 
permission 
letter) 
 

Tool 5H 
(Template 
consent letter 
 

Methodology Tool 6A 
(Guidelines on 
Methodology) 
 

Tool 6B 
(Masterclass 
on research 
skills and 
methodology) 

Writes the 
methodology 

Provide feedback on 
methodology 

Data gathering Tool 7A 
(Questionnaire 
development) 
 

Tool 7B 
(Qualitative 
data 
gathering) 

Does data 
gathering 

Act as soundboard for  
ideas, reflection, 
possible problems  

Appointment of 
external 
examiners 

Tool 8 
(Requirements 
of external 
examiners 
summarized 
for CBE) 
 
Doc 3 
 is used for 
these 
purposes as 
well  

NA (student not 
involved at all 
This information is 
not disclosed to 
students during the 
process) 

For Master’s find 3 
suitable candidates as 
potential external 
examiners (one on 
stand by) 
For Doctoral level 4 
suitable candidates 
with CV’s of each will 
be required 

https://docs.google.com/presentation/d/1eNWMG3HuJ299sJ0KtstngEzCnObEUlRH/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1SZtok4c6m-XqKUnRZ2i0tNQKXdoYie8g/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/12Fn8eul5e8C1ha9mt9v21xfw3akc5LT8/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1GbqrrwjhMB_czR8YhXZBiN8cii7N1mOk/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DoDCmDLj78AM%26feature%3Dyoutu.be&data=04%7C01%7Ckgreatorex%40uj.ac.za%7Cf4e6ca29f77142c3e3d208d966da9869%7Cfa785acd36ef41bc8a9489841327e045%7C1%7C0%7C637653911331247186%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=CnoNjX1Gu2DeI7dN%2BFBDzQ1J7mNJf8tUNZJjZNHhfaI%3D&reserved=0
https://drive.google.com/file/d/1whX2XqhGfy3L9SbIyyqD6PAwbHfHLzl1/view?usp=sharing
https://ebn.bmj.com/content/21/3/63
https://docs.google.com/document/d/1s1avpQ46Ffp0hlyhjHONE1_Ed7Pz6Har/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1CGyAN_c0Bp_1mr_cDPC-VMNiFEmh-T07/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true


Results/findings Doc 9 (Statkon 
registration if 
applicable) 
 

Tool 9A 
(The four 
voices of 
findings and 
discussions 
tool) 
 

Writes up or 
presents and 
discusses (in 
writing)  findings 

Provide feedback on 
findings and 
discussions 

Intention to 
submit 

Doc 10 
 
 

Signs notice of 
intention to submit 
form 

Complete and submit 
the “notice of 
intention to submit” 
document (to 
departmental 
structure) three 
months prior to 
examination  

Conclusions 
and/or final 
chapter(s) 

Tool 11A 
 
 
 

Writes conclusion 
and final chapter(s) 

Provides feedback on 
conclusions and final 
chapter(s) 

 Submission for 
examination 

Tool 12A 
(Checklist) 
 
Doc 12A 
(Affidavit) 
 
Doc 12B 
(Declaration)  

Ensures the work is 
language edited 
(student organizes  
and should budget 
or secure funding 
accordingly) 
 
Similarity report of 
final document 
needs to be done  
Signs submission 
for examination 
form 

Check last version after 
editing and sign all 
documentation  
 
Check similarity report  
 
Sign submission for 
examination form 

Examination of 
document 

Doc 13 (to see 
what assessors 
will look at) 
 
 

Student not 
involved until 
reports are given to 
him/her (doc 
availed to indicate 
how assessment 
takes place) 

Supervisor not 
involved until all 
reports are back 
(Follow up on 
timeframe with 
administrative staff 
where needed). Do not 
communicate with 
examiners directly.   
 

https://docs.google.com/document/d/1p1DIuysOt2Yrx2GP-01vy_5ddv3fvqmh/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1llUHXJJ2elBn4bqaxkcA3rnxVgYwmggx/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1BNqJMGcYu8S1IVDCsuHK0Dj8OWSChWWu/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1wHYlMqgFWdvbuiUy9YXho1UEjuzqCjJc/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/13Bn52zyRwtbahQR3wNjjuxVk8EgKmJ9d/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1O5i-b2U9OP2kvo2FBiNxZnsLi-QpDdEW/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1u9U5ri8Hy8pwSkJRQx3PNVMSDdPES_WF/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1XE3eg4sDUyAqv2c89hBExC8cBmGko9aY/edit?usp=sharing&ouid=100131453682479615510&rtpof=true&sd=true


 

Viva Voce (oral 
presentation) 

A new process 
is 
implemented 
for those 
Doctoral 
students who 
graduate in  
2024 onward 

Ask  supervisor 
about the 
requirements and 
process  

Follow CBE guidelines 

Post- 
examination 

Tool 14A 
(Example of 
how to 
respond to 
amendments) 

Discuss any 
amendments with 
supervisor and/or 
do amendments 
according to the 
examiner reports 
 
Tool 14A as an 
example of how to 
indicate 
amendments and 
respond to 
examiner feedback 

Check all  

Final 
submission 

Tool 15A 
(Example of 
supervisor’s 
memo) 
 
Doc 15 (Final 
library 
submission 
form and 
checklist) 
 
 
 
 

Submit all 
documentation 
required (see 
checklist in Doc 15) 
 
Sign and ask 
supervisor to sign 
Doc 15 

Oversee all 
components and write 
supervisor’s report/ 
memo (Tool 15A 
Example of 
supervisor’s memo) to 
provide an overview of 
the study, confirm that 
all amendments were 
made (if applicable), 
confirm the 
submission of 
article(s). 
 

-o0o- 

 

 

 

https://docs.google.com/document/d/1iZQfj7BKqrH8ECKKq2QojDR7w830Jc5W/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1rOhQfyJh_hAzE2dhYU-z8PXuD0RRLPB6/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true
https://docs.google.com/document/d/1VVykUp7ZPwxWdMRqMWc2J62YWeSt4Z5R/edit?usp=drive_link&ouid=100131453682479615510&rtpof=true&sd=true

