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Student Declaration

The information I have provided in making this profile is true and correct to the best of my knowledge.

Signed…………………………..         Print name ……………………………..

Date…………………………….

UW Declaration.

UW encourages all students to undertake Personal Development Planning and this file, though the student's personal responsibility, is part of that process.  The file may contain copies of some forms which form part of the student's official academic record at UW.

Introduction

This Progress File has been designed by UW in consultation with student representatives to support you through the process of Personal Development Planning [PDP] on your research degree.  It provides you with a framework for planning and thinking your way through your achievements and experience of learning on your research degree programme.  It is an informal document, personal to you, and does not form part of your official Univeristy record. 

Personal Development Planning

The process supported by the Progress File is commonly called personal development planning and it’s about you explicitly thinking your way through your studies and recording the process.  Engaging in it will help you to gain greater insight into what and how you are learning and to plan, review and take responsibility for your own learning.  There is growing research evidence that engagement in such a process helps to improve your learning and your results.  Using the Progress File to provide you with a framework for your PDP and postgraduate research might also help you to structure and celebrate the achievements involved in what can otherwise sometimes feel like endless unstructured study.  

Engaging in PDP can help you 

· Gain more sense of control over your work towards your MPhil/PhD

· involve your director of studies more effectively in the development of your work 

· help you realise and celebrate how much you are learning in the process of studying for your MPhil/PhD.

Perhaps the best way to illustrate the process of PDP is as a learning cycle.  This Progress File should support you in travelling round the cycle repeatedly and recording what you learn and achieve in the process.
A Personal Development Planning Learning Cycle










What is a Progress File?

A Progress File is a tool to help you make the most of your study at The University of Worcester.  It will help you to pull together all your plans and thoughts about study and to record your progress and achievements.  This document provides you with a guide and framework but you construct your own progress file as you go through your studies.

On completion of your studies the File might include:

· Your transcript – the formal document from UW about your study, PG Cert in Research Methods, and MPhil/PhD award.

· Other formal documents emerging from your studies - such as copies of RDB forms, progress reports, tutorials with your director of studies and records of related studies.  

· Your personal goals and targets – notes of what you aim to get from your studies and ways in which you will make the most of the programme.

· Your personal record of learning and achievements – This could include examples of your work, e.g. drafts, presentations, reports, conference and teaching materials etc. You are encouraged to keep notes on your progress and achievements and add them to the general information section as you go.  This framework will help you to develop materials towards personal statements for future employers [e.g. CVs] and to explain the value of your studies to others.

· Your reflections on your learning and achievements – your ideas about how well your studies are helping you to meet your goals, how your learning is developing and emerging plans for your ongoing personal and career development.

The File, then, will help you to keep a record of your learning, it will make the outcomes of your studies more explicit, and will help you to make the most of your achievements.

Using this File

This Progress File was developed with students and staff involved in the Research Degree Programme at UW.  The materials are intended as a guide but if you wish to customise them in any way or keep records in another way which makes more sense to you then that’s fine.  It should be your personal development plan.

Feel free to use the general information section as a CV that grows with you throughout your studies.  

· Use the qualifications section to highlight your formal progress, 

· the skills and achievements section to draw attention to other experiences and areas of personal development which you feel are important and

· perhaps use the personal statement section to reflect first on what you already know and are bringing to your studies, then to highlight advances you are making throughout your time at UW, and finally to plan and set goals for the future.

General Information

	Qualifications

	Qualification
	Awarding Body
	Grade
	Month/year

	
	
	
	


	Membership of Professional Bodies

	Professional Body
	Official registration Number

	
	


	Training Courses

	Training courses, with dates & organising bodies and any other personal learning/development undertaken

	


	Work experience

	Month/year post began
	Month/year post ended
	Level & type of post
	Location

(brief address)
	Nature of work

	
	
	
	
	

	Skills and Achievements

	· Publications
Chapters in books or published or accepted publications in peer review journals with

details, and full reference. Make clear whether this is a research paper, abstract etc.

	

	· Teaching  

Describe your involvement and participation in all teaching activities.

	

	· Conference and Seminar Presentations 
including details of the target audience.

	

	· Management (personal, personnel, and project). 
Give details of any experience you have gained in management highlighting any relevant skills for example:

· information technology, 
· organisational skills,
·  team building,
· communication
· time management
· working under pressure


	Additional information 

	Add any additional information that has not been covered in the previous sections.

	


	Personal statement


Prepared on _____________(date)

Where do you see yourself in 5 years time? What are your goals? What skills do you have to expand to meet these? 

	


Transcripts

	RDB Forms


The following Research Degrees Board (RDB) forms are the official tracking forms used by The University of Worcester for monitoring the progress of research students.

RDB1 Registration onto PhD/MPhil Programme.    Letter of conferment

RDB2 Transfer from MPhil to PhD.                          Letter of conferment.

RDB3 Examination arrangements.                           Letter of conferment.

Letter to confirm PhD or MPhil qualification.

	Module Transcripts


Depending on the programme you follow you may receive a transcript for the following research based taught modules:

RTP401

RTP402

Subject based masters research methodology module.

Personal Development Planning throughout your studies

It might be useful to engage in reflections on your studies by recording your progress round the PDP cycle at least once each year using the review format below.  This record will obviously grow as the year progresses, it may make sense for you to build up from different points on the cycle, and all the questions might not always be relevant but it should highlight your achievements and plans.  It may be used to inform a later discussion with your director of studies.

Period Covered:




Date:

Consider for this period:

1. Action: What have you already achieved? What knowledge and skills do you have, from life or previous study, which might be useful? What have you done? E.g. formal study, planning, literature work, research activities, writing-up, teaching, presenting, etc.  

2. Feedback & Reflections: What feedback did you get from your director of studies, colleagues and peers?  Would you like more feedback?  What do you feel are your main achievements this year?  What can you learn from the feedback?  

3. Self Evaluation: What strengths, weaknesses, opportunities and problems have you identified this year?

4. Target Setting: What next? Why are you studying this and what do you aim to get out of it?  How well do your aims fit with those set for, and by, you and your director of studies in formal documentation [RBD1]?  Where do you want to be by the end of this year?

5. Action Planning: What do you need to do this year? How are you going to manage this?  How will it help carry you forward?

Module Progress File 

Reflections on Individual Modules

It might be useful to engage in reflections on the modules you study by recording your progress round the PDP cycle for each module using the format below – this record will obviously grow as the module progresses and shoud highlight your achievements.

Module name:




Date studied:

Consider for this module

1.   Self Evaluation: what do you already know about this subject before attending the module? What knowledge and skills do you have, from life or through previous modules, which might be useful?

2.   Target Setting: why are you studying the module and what do you aim to get out of it?  How well do your aims for the module fit what the tutor says the module is about through its learning outcomes?

3.   Action Planning: what are you going to do on the module to make a success of it and to make sure it meets your needs?

4.   Action: what useful things did you do on the module? E.g. assignments, further study, learning activities, etc.

5.   Feedback & Reflections: What feedback did you get from your tutor and peers?  How do you feel you got on and what can you learn from the feedback?  What were your main achievements from the module?  What next?

Reflective Journal 

As part of this section you may wish to prepare a research journal detailing your experiences throughout your research degree programme, information on how you over came problems, useful contacts, web sites or notes from courses you have attended, and individual advice from the careers advisory service. You might also wish to explore your non academic achievements here.

	


Action Planning: How can I get there?





Action & Practice: what did I do?





Feedback & Reflection: How well did I do?





Target Setting: Where do I want to get to?











Progress File





Self Evaluation: Where am I now?











PAGE  
6

