Department of Information Studies  - personal tutoring form 

Each student must attend a meeting with her/his Personal Tutor in both terms 1 & 2 to discuss progress. Before the meeting the student should complete this form (including columns 2 & 3 of the discussion topics table overleaf) and give a copy to the tutor, who will add her/his comments and planned actions ( overleaf, column 4) and pass a copy to the Departmental Tutor. Completed forms should be stored securely as required by the DPA. 
NAME
 FT//PT/MOD       YEAR OF COURSE 1 / 2 / 3 / 4 / 5
DEGREE
 PERSONAL TUTOR


CONTACT PHONE NO


Modules for which you are enrolled this year (and grades awarded for assessed work - if any)




Have you had to request an extension to any coursework deadline? 
If yes, for what reason(s):
Student’s comments on progress (please be sure to complete this section)
Signed                                           Date

Date of meeting with Personal Tutor:

Personal Tutor’s comments  (Areas to check)

Academic/attendance
Accommodation

Finance/Paid work
Placement

Dissertation 
Career development 
Personal skills

Other

Signed

	I would like to discuss:
	(tick)
	Specifically:
	Tutor action:

	Academic issues        (e.g.  learning progress, coursework, assessment/feedback, peer assessment, information handling, self-assessment)
	
	
	

	Personal issues (e.g. health and wellbeing, accommodation, budgeting, time management, decision making, action planning)
	
	
	

	Communication issues (e.g.  language, writing, oral/visual presentation, groupwork/teamwork, understanding others, negotiation, leadership)
	
	
	

	Specific skills issues                 (e.g. language, IT,  specific technical skills)
	
	
	

	Dissertation 
	
	
	

	Career management
	
	
	

	Other
	
	
	


