
D E P A R T M E N T  O F  M A N A G E M E N T  
P H D  O R I E N T A T I O N  I N F O R M A T I O N  

“Having been accepted into the PhD programme ... what happens now?” 

Kia ora, greetings and welcome to PhD study in the Department of Management. 

This information is designed to help you become familiar with the processes, expectations 
and resources available to you during your PhD study within the Department of 
Management. For further information on your PhD study at the University of Otago, you 
should also consult: 

• The PhD website: http://www.otago.ac.nz/study/phd/ 
• The PhD Handbook:  

http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html 

PRE-ARRIVAL 

Having received a letter of offer for a place in the PhD programme from the University of 
Otago via eVision, you must follow the instructions contained in the letter to accept the 
offer. Now that you have been formally admitted to the PhD programme, you must enrol 
within six months of the proposed start date you indicated on your admission form 
(otherwise your admission will lapse). Applications for an extension of the start date beyond 
this six months period may be made to the Doctoral and Scholarships Office at 
phd@otago.ac.nz. Tuition fees become payable once you have enrolled and enrolment is 
required each year until your thesis is submitted for examination. For further information on 
the PhD Application Process see: http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago482402.html 

ACCOMMODATION 

For international students, acceptance into the programme comes with a guarantee of 
accommodation. Whether you are an international or domestic student however, it is 
important that you arrange your accommodation before you arrive in Dunedin. Please see 
the Accommodation Services web-site for assistance: 
http://www.otago.ac.nz/about/accommodation/index.html 

COMMUNICATION 

Once the Department of Management has received a copy of the letter of offer from the 
Doctoral and Scholarships Office, a member of the Department will contact you via email to 
introduce her/himself to you and to offer assistance with planning your arrival to Dunedin 
and, more specifically, the Department of Management. An alternative arrangement can 
also be made through the International Office: 
http://www.otago.ac.nz/international/internationalstaff.html 
  

http://www.otago.ac.nz/study/phd/
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html
mailto:phd@otago.ac.nz
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago482402.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago482402.html
http://www.otago.ac.nz/about/accommodation/index.html
http://www.otago.ac.nz/international/internationalstaff.html
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ARRIVAL & SET-UP 

Having arrived in Dunedin you should make your way to the Department of Management, 
Otago Business School which is located on the 8th floor of the Commerce building. During 
your first few days you should meet the people in the Department of Management.   

o For specific direction see: http://www.business.otago.ac.nz/mgmt/location/index.html 

o For the wider Otago University Campus Map see: 
http://www.otago.ac.nz/about/campuses.html#dunedin 

INTERNATIONAL STUDENTS 

There are some formal processes to complete on your arrival. If you are an International 
Student you will need to: 

Go to the International Office (Archway West Building). Here you hand in your completed 
registration/course approval form. The office will also take a copy of your student visa in 
your passport. After four working days your documentation will be processed and you will 
then be able to obtain your University of Otago Student ID card from the ID office. Once you 
have received your ID card, you will need to ask a member of the Department of 
Management administrative staff to load your after-hours access to the Department of 
Management’s floor and the photocopier. For additional information about your Student ID 
card see: http://www.otago.ac.nz/studentservices/otherservices/otago018288.html 
 
o You will also be introduced to the International Student Advisors and given a welcome 

pack containing information about the Orientation programme for International 
Students. 

o For more information about International Student Services see: 
http://www.otago.ac.nz/international/studentsupport.html 

DOMESTIC STUDENTS  

For domestic Students (NZ or Australian citizens) you will need to: 

o Complete your registration/course approval form and hand it in to the University 
Information Centre, see: http://www.otago.ac.nz/services/uic.html 

o After three working days (it could be longer if you arrive at the beginning of a teaching 
semester) your documentation will be processed and you will then be able to obtain 
your University of Otago Student ID card from the ID office. 

Once you have received your ID card, you will need to ask a member of the Department of 
Management administrative staff to load your after-hours access to the Department of 
Management’s floor and the photocopier. For additional information about your Student ID 
card see: http://www.otago.ac.nz/studentservices/otherservices/otago018288.html 
  

http://www.business.otago.ac.nz/mgmt/location/index.html
http://www.otago.ac.nz/about/campuses.html#dunedin
http://www.otago.ac.nz/studentservices/otherservices/otago018288.html
http://www.otago.ac.nz/international/studentsupport.html
http://www.otago.ac.nz/services/uic.html
http://www.otago.ac.nz/studentservices/otherservices/otago018288.html
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MEETING YOUR SUPERVISORS 

Your supervisory relationship is one of the most important aspects of your PhD journey. 
While the composition of your supervisory team may vary, every candidate must have at 
least a principal (or primary) supervisor and one or more co-supervisors, or an advisory 
committee. The University believes that no PhD student should depend entirely on the 
advice and guidance of one supervisor only, there must be other suitably qualified people 
involved.  

The PhD supervision relationship is the central platform upon which a successful PhD 
programme of study is built. As such, it is important that both students and supervisors are 
clear about their mutual expectations of each other. For guidance on the University’s 
expectations of both PhD supervisors and students please see: 
http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago403601.html 
 
It is for this reason that the University recommends that PhD students and supervisors meet 
in the early days to discuss and complete a Student-Supervisor Agreement. This offers a 
prompt for both parties to discuss things like: the frequency of meetings; the possibility of 
contact between meetings; expectations of written work to be provided by the student; the 
nature, promptness and limits of feedback on written work; and how issues relating to joint 
publication of work arising from the student’s thesis are to be handled etc. For a 
memorandum of understanding template see: http://www.otago.ac.nz/graduate-
research/policies/otago252208.pdf  

MEETING THE DEPARTMENT OF MANAGEMENT  

For general information about the Department of Management see: 
http://www.business.otago.ac.nz/mgmt/ 

MEMBERS OF STAFF: 

While there will be an opportunity to meet all members of staff as part of your induction to 
the Department of Management, you will be introduced to the following people soon after 
your arrival: 

o Your supervisors 
o The Postgraduate Coordinator 
o The Departmental Progress Committee Convenor 
o The Head of Department 
o The Department Manager 
o The Department Secretary 
o The Department Receptionist/Office Assistant 

http://www.business.otago.ac.nz/mgmt/staff/ourstaff.html 
 

  

http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago403601.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago403601.html
http://www.otago.ac.nz/graduate-research/policies/otago252208.pdf
http://www.otago.ac.nz/graduate-research/policies/otago252208.pdf
http://www.business.otago.ac.nz/mgmt/
http://www.business.otago.ac.nz/mgmt/staff/ourstaff.html
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PARTICIPATION IN DEPARTMENTAL LIFE 

It is expected that you will participate in the academic, professional and social life of the 
Department of Management. Attendance and participation in the monthly Department 
Seminars is compulsory and all PhD students are expected to attend. The regular 
Department sponsored social events provide you with the opportunity to meet and engage 
with the wider Department of Management Staff. 

YOUR FELLOW GRADUATE STUDENTS 

You will also be introduced to your fellow graduate students as soon as possible after your 
arrival. While these people may come from a variety of places and are at varying stages in 
their PhD study, they are the most important source of information and guidance for you as 
you negotiate your entry into study life in the Department of Management and the 
University of Otago specifically and Dunedin/New Zealand more generally. For a list of 
current Department of Management PhD and Master’s students, please see: 
http://www.business.otago.ac.nz/mgmt/staff/ourpostgrads.html 

Aside from your own arrangements, there are regular Department facilitated occasions 
when you can meet up with your postgraduate colleagues. In particular we have two 
systems in place. 

1. Postgraduate Group: Research students hold a monthly meeting which is organised 
by the Management Postgraduate Representative. You will be introduced to the rep 
during your induction and he/she will ensure that you are on the mailing list. The 
meeting runs for 90 minutes and is usually held in the last week of every month. 
During the first half hour students discuss any relevant postgraduate issues. If you 
have any concerns or suggestions, please feel free to raise them here – or otherwise 
you can contact the student rep directly at any time. The rep may address these 
concerns personally, or bring them to the attention of the Department where 
necessary. The last hour is dedicated to a guest speaker who will present on topics 
of interest to the group - you can contact the student rep with suggested 
topics/speakers. 

2. Buddy System: Each new PhD student will be assigned a buddy. Their role is to be 
someone you can ask questions of and who will be able to “show you the ropes”. 
Shortly after you arrive, the postgraduate coordinator will meet with you and ask 
you about your preferred type of buddy and will then work with you to select an 
appropriate person. At some point in the future you will probably be asked to be a 
buddy too.  

  

http://www.business.otago.ac.nz/mgmt/staff/ourpostgrads.html
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RESOURCES AVAILABLE 

As a PhD student of the Department of Management at the University of Otago you are 
entitled to resources within the Department of Management, and from the wider University 
Community.  

BASIC RESOURCES 

o A quiet study/writing space that is appropriately equipped (including secure storage). 

o Basic stationery is available from the Department of Management Office – see the 
Department Receptionist/Office Assistant. 

o Black & white printing is free (but we ask that you keep it to a reasonable quantity). 

o Photocopying on the Department photocopier is free (again we ask that you keep it to a 
reasonable quantity). 

o Local phone calls are free from the Department phones. 

o Share tea & coffee making facilities within the Department. 

SPACE AND ETIQUETTE 

In the Department of Management, the location of your desk space will depend on the 
rooms and spaces available at the time. All effort is made to ensure that you are assigned an 
appropriate and comfortable space. You will be sharing a room and therefore are expected 
to show due courtesy to the study needs of your room-mates. These are the room-sharing 
guidelines that we ask you to follow: 

o Phone: In-coming calls are permitted but if this becomes an issue we can have the 
phone diverted to the Department Secretary’s phone and a message can be taken. 
Outgoing calls from the room are ok if they are brief and infrequent. For longer calls we 
ask that you take the phone and the conversation outside the room. 

o Other people: No students from courses you are tutoring on should come to the room 
for consultation. Friends and family are able to come into the room for quick visits only 
(unless there is no-one else in the room at the time). Meetings with your supervisor 
should be held in your supervisor’s office. 

o Music: should be listened to via headphones. 

o Eating: is ok in the room unless it is causing an odour. There is a tearoom located on the 
8th floor for everyone in the department to use.  

o Smoking is not permitted on the University Campus. 

o Temperature: an ideal office temperature is between 21-23° Celsius. Each shared office 
space will be equipped with a digital thermometer to assist in regulating the 
temperature. 
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o Other issues: please raise any other concerns you have with your room-sharing with 
your Supervisors, or the Postgraduate Coordinator or the Department Manager. 

o After-hours access to your study room and departmental facilities. Electronic access to 
the Commerce building and the floor you are located on will be loaded onto your OU 
Student ID card as soon as possible after your arrival and enrolment. 

TECHNICAL SUPPORT 

All students have access to appropriate computer resources, including services such as e-
mail, library facilities including inter-library loans and database searching and appropriate 
internet access. 

o A member of the Otago School of Business Helpdesk will set up your computer and email 
account as soon as possible upon your arrival. 

o If you have a personally owned laptop and you would like to have software loaded on to 
that personal laptop different options exist depending upon the software you need. See 
http://www.otago.ac.nz/its/services/software/otago026257.html for further details. If 
the software is related to your PhD work then you can make a case to the HoD for the 
cost of this software to be taken out of your $500 proof reading money (see below). 

o It is possible to have a wireless connection set up for your personally owned lap-top, 
free of charge. For further information see: https://blogs.otago.ac.nz/studentit/ 
 

o Note: Internet access is provided as a study related resource. Usage is monitored by the 
University and sites considered to be inappropriate are blocked. The downloading of 
obscene, pornographic, lewd, or sexually harassing images or text is prohibited. Any 
misuse of this type will be taken very seriously by the University. In addition, accessing 
streaming audio/video sites for personal entertainment are considered to be 
inappropriate internet usage. Web links to these regulations are: 
https://blogs.otago.ac.nz/studentit/about/rules-and-policy/ 

CONFERENCE SUPPORT 

Each student is given support to present at, at least one conference (that has major 
international standing) during the course of your PhD enrolment. Please discuss your 
attendance with your supervisor before making the application.  

o The maximum travel expenses covered is NZ$2,500. 

o This application should be made before you have completed your fourth year of (full-
time) PhD study. 

o To be eligible you must be participating in a paper or poster presentation that is based on 
your PhD research. 

o It is expected that presenting at this conference will result in a strong likelihood of the 
paper being published.  

o This is funded by the Commerce Divisional Office. 

http://www.otago.ac.nz/its/services/software/otago026257.html
https://blogs.otago.ac.nz/studentit/
https://blogs.otago.ac.nz/studentit/about/rules-and-policy/
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o The application form is available from the Department Secretary.  

OVERSEAS TRAVEL 

Permission is required to study overseas for more than two months, and candidates must 
remain enrolled while studying off shore (complete a Change of Research Details form) 
Temporary travel overseas for personal reasons (exceeding two months) requires a deferral 
(complete a Deferral form). Note that deferred candidates do not need to request 
permission from the University to be overseas. Before embarking on overseas study, 
supervisory and resourcing arrangements should be discussed with supervisors. All 
candidates other than New Zealand Citizens should be aware that there are time limits on 
total overseas study, beyond which international study fees will be charged. The following 
guidelines apply: 

o Travel overseas covering less than two months of enrolment will not require 
permission and shall not be counted towards official total time spent overseas 
during the PhD. However, if travel for research-related reasons is initially intended 
to be for less than two months, but then exceeds this threshold, permission must be 
applied for, and the two months shall be counted towards the total time overseas. 

o For Otago Scholarship recipients, approval of travel up to one year, for research-
related reasons, will also automatically grant overseas tenure on their scholarship 
unless otherwise stated. Scholarship tenure for travel for personal reasons shall be 
assessed on a case-by-case basis. Overseas tenure on a scholarship over one year 
(across the PhD) is not permitted, and the recipient would forfeit their scholarship if 
and when that limit was reached. 

o New Zealand citizens are entitled to pay domestic fees while studying overseas. 

o For all candidates except New Zealand citizens, domestic fee status is retained only if 
travel is approved for research-related reasons and the total approved/official time 
spent overseas across the PhD does not exceed twelve months. 

o If a candidate loses eligibility for domestic fee status more than two months into a 
semester, then international fee status (and fees) shall be applied from the following 
semester. However, any scholarship support would be lost from the time the 
candidate lost eligibility for domestic fee status (a part-month) of domestic status 
will allow scholarship support in that month). 

o If a candidate loses eligibility for domestic fee status less than two months into a 
semester, then international fee status (and fees) shall be applied from the start of 
the current semester. Any scholarship support would be lost from the time the 
candidate lost eligibility for domestic fee status; scholarship fee payments to that 
point would remain at the domestic rate (a part month of domestic status will allow 
scholarship support in that month). 

o Note, candidates may not return to their home country to write-up without 
incurring international fees. 

 

https://blogs.otago.ac.nz/evision/about/faqs/research-management/research-student-management-forms/
http://www.otago.ac.nz/otago087182
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PROOF READING SUPPORT  

If your primary enrolment1 is in the Department of Management (i.e., 50% or more of your 
EFTS are allocated to the Department of Management) you are entitled to a maximum of 
NZ$500 assistance towards proof reading costs. The Department of Management’s position 
is that if your primary enrolment is in the Department of Management and you would rather 
spend the $500 proofing assistance money on other study related activities – such as field 
work or transcribing etc. – then you are also able to do that. It must be approved by the HoD 
before you proceed.  

OTHER RESOURCES 

There is potentially additional money available from the Department of Management to 
support research related costs: 

o This cannot be spent on conference attendance; 
o Access to this money is based on Head of Department discretion; 
o If you are interested in applying for support with a specific research related costs, write 

an email memo to the HoD that outlines: 
1. The nature of the research activity you need support for; 
2. The rationale for this activity; and 
3. The estimated cost of this activity. 

o CC this email to the Department Manager. 

The costs of printing and hard binding two copies of your final thesis document are covered 
by the University provided that the thesis is submitted within four years of full time PhD 
study.  

UNIVERSITY OF OTAGO RESOURCES 

As a student of the University of Otago, you are also entitled to assistance from a number of 
educational and personal services. Such as, for example: 

o Graduate Research School (GRS): The Graduate Research School has responsibility for 
leadership, oversight and policy advice in relation to doctoral degrees. The Department 
of Management liaises with staff from GRS when appropriate. Further information can 
be found here: http://www.otago.ac.nz/research/graduate/otago004145.html 
Specifically the GRS has workshops, seminars and social events designed to support 
research students. A current list can be found here: 
http://www.otago.ac.nz/research/graduate/otago041922.html 

o The University Library consists of the Central Library (Arts, Humanities, Commerce, 
Social Sciences, Theology, Physical Education and general reference), the Hocken 

                                                             

1 If your primary enrolment is not in the Department of Management (i.e., less than 50% of your EFTS 
is allocated to the Department of Management) you are entitled to a portion of the $500 resources 
that are available to each PhD student and is related to the percentage of your enrolment in the 
Department of Management. (For example, if you have a 0.4 enrolment with the Management 
department you are eligible to 0.4 * $500 = $200.) 

http://www.otago.ac.nz/research/graduate/otago004145.html
http://www.otago.ac.nz/research/graduate/otago041922.html
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Library (New Zealand and Pacific collections), the Medical (Health Sciences material, 
including Pharmacology, Physiotherapy and Medicine) and Dental Libraries, the Sir 
Robert Stout Law Library, the Science Library, Leith Street Lending I (lesser used 
resources) and Leith Street Lending 2 (Bindery and lesser used resources). For further 
information see: http://www.library.otago.ac.nz 

o The School of Business ITS Help Desk is the first port of call for most IT related issues 
(ext. 5929). The Information Technology Services (ITS) HelpDesk can offer additional 
assistance to students with computer related issues. ITS Training also offers a wide 
range of computing training courses covering everything from a basic introduction to 
computing through to advanced technical training. For further information see: 
http://www.otago.ac.nz/its 

o The Student Learning Centre offers support services for postgraduate students. The 
University runs a regular three-hour PhD orientation workshop – called “Starting the 
research journey” that we recommend you attend early on in your PhD journey. For 
further information see: http://hedc.otago.ac.nz/hedc/learning/for-postgrads/.They 
also offer many additional courses throughout the year which you should receive emails 
about.  

o The Otago University Students' Association (OUSA) is a student-run, university-funded 
organisation that represents the interests of and provides services for its members, 
including postgraduate students. Upon enrolment, postgraduate students become 
members of OUSA and have their own representative on OUSA's Executive. For further 
information see: http://www.ousa.org.nz. Currently there is a post-grad coffee hour, 
with free coffee, tea, and biscuits in the Gazebo lounge every Wednesday during term 
time from 3-4pm: http://www.ousa.org.nz/events-and-recreation/post-grad-coffee/. 
This may change from year to year.  

o Student Health & Counselling Services provide a comprehensive, professional, friendly 
and positive approach to all health matters. For further information see: 
http://www.otago.ac.nz/studenthealth 

o Recreation Services are in the serious business of helping students have fun in their 
spare time. For further information see: http://www.otago.ac.nz/recreation 

For a complete directory of Otago University Student Services see: 
http://www.otago.ac.nz/services/ 

  

http://www.library.otago.ac.nz/
http://www.otago.ac.nz/its
http://hedc.otago.ac.nz/hedc/learning/for-postgrads/
http://www.ousa.org.nz/
http://www.ousa.org.nz/events-and-recreation/post-grad-coffee/
http://www.otago.ac.nz/studenthealth
http://www.otago.ac.nz/recreation
http://www.otago.ac.nz/services/
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WORKING OPPORTUNITIES 

There are opportunities for students to get involved in the life of the Department through 
tutoring and research assistant (RA) work. Please be aware that there is no guarantee of 
either of these for any student but that where possible we will try to provide opportunities. 
Additionally, there is no pressure on your to participate as a Tutor or an RA – it is very much 
your choice. It is wise to apply for a New Zealand Inland Revenue Department tax number 
(IRD number) in the early days after your arrival, as it can take 7-10 working days to process.  
http://www.ird.govt.nz/ 

TUTORING 

In the Department, we use students for our Flagship BSNS105 Organisations and 
Management paper as well as our compulsory 200 level papers, MANT250 Managing People 
and MANT251 Managing Organisations. There can also be opportunities in other 200- and 
300-level papers. To find out what opportunities are available for tutoring, please contact 
our Teaching Fellow, Angela Howell (angela.howell@otago.ac.nz) who is responsible for 
tutor coordination. She will require you to submit an application form and meet with you to 
decide upon suitability. 

RESEARCH ASSISTANCE 

From time to time Academic staff members may have opportunities available for Research 
Assistant work. You may be approached directly or an email may be circulated to all research 
students. There are university regulations surrounding how much work you can do 
(http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html) and 
it is recommended that a full-time student not undertake more than an average of 10 hours 
of work per week over a period of 12 months. You should never feel pressured to accept RA 
work. If you feel comfortable completing RA work it can be a great opportunity for your CV. 

GUEST LECTURING 

Sometimes you may be asked to provide a guest lecture on your topic of expertise. This is an 
opportunity to gain experience of lecturing and looks good on your CV. As it should only ever 
be a one-off within an individual period there is no payment associated with this. Again it is 
your choice whether you wish to participate.  

CONCERNS ABOUT MY PHD STUDY 

Sometimes (despite the best intentions by all concerned) problems arise. This can be 
problems with supervision, or other post-graduate students, or your experience in the 
Department of Management/University of Otago environment generally. The University 
does have an Ethical Behaviour Policy that stipulates specific categories of behaviour that 
are not tolerated in the University environment. 

While the problem you encounter may be varied in both its nature and the impact it has on 
your study and general well-being, it is best to deal with the issue early rather than letting it 

http://www.ird.govt.nz/
mailto:angela.howell@otago.ac.nz
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html
http://www.otago.ac.nz/administration/policies/otago003161.html
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linger and grow. The first step is to attempt to resolve the issue informally. There are a 
number of people whom you can contact to discuss your concerns or to seek advice: 

o Your supervisor 
o The Postgraduate Coordinator 
o The PhD Progress Committee Convenor 
o The Head of Department 
o The Director, Graduate Research Services 
o The University Mediator 
o A member of the Ethical Behaviour Contact Network 
 

If you wish, or if informal methods haven't worked, you have the option of: 

o Making a formal complaint under the Ethical Behaviour Policy 

o Making a formal complaint under the Academic grievance procedure for students 

o For further information see: Resolving disputes in the PhD handbook at: 
http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago400006.html 

KEY POINTS IN YOUR THESIS JOURNEY 

Your PhD is a very personal experience but understanding the processes at Departmental 
and University level can help to make it easier. The following gives you an idea of the 
processes (but these are subject to change).  

SUPERVISION AGREEMENT  

Each new PhD candidate must complete a supervision agreement and a copy of this must be 
uploaded to eVision with the six month progress report. See: 
http://www.otago.ac.nz/graduate-research/policies/otago252208.pdf for further details.  

ONGOING PROFESSIONAL DEVELOPMENT  

Candidates should undertake a research skills audit within the first few weeks of enrolment 
to determine which skills they need to further develop in order to study effectively for their 
PhD. If any skills are thought to be deficient, support to develop them may come from: 

• The experience of doing a PhD 
• Targeted support from the supervisor 
• Accessing appropriate support workshops and/or short courses that are run by the 

Graduate Research School, Student Learning Centre, the Library etc. 

CONFIRMATION OF ENROLMENT 

Once you have been admitted to the PhD programme, you will be granted provisional status. 
The process of confirmation will usually take place within the first year’s work – whether full 

http://www.otago.ac.nz/research/graduate/otago004145.html
http://www.otago.ac.nz/mediation/about.html
http://www.otago.ac.nz/mediation/about.html#dunedin
http://www.otago.ac.nz/administration/policies/otago003161.html
http://www.otago.ac.nz/administration/policies/otago002982.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago400006.html
http://www.otago.ac.nz/graduate-research/policies/otago252208.pdf
http://www.otago.ac.nz/research/graduate/otago066392.doc
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or part-time study. Please note that in the Management Department confirmation normally 
occurs after one year and it is expected that the student present a seminar to the 
Department prior to Confirmation.  

o Note: Confirmation is not an automatic right. In the absence of adequate progress, the 
University retains the right to extend your provisional status. If, after a period of 
extension, admission is not confirmed, you will be required to withdraw or to register for 
another degree. 

REPORTING OF YOUR PROGRESS 

As required by the PhD regulations, your progress through your PhD will be regularly 
monitored. The primary reasons for this are to: (a) encourage you to regularly review your 
achievements to date and to set your goals for the next time period; and, (b) to provide an 
opportunity for you, your supervisors and the Department PhD Progress Convenor to 
identify and discuss any areas of concern or problems with your PhD study experience that 
are seen to be inhibiting your progress. 

While you are provisionally enrolled in your PhD, six-monthly reports (from the date of 
initial admission) on your progress will be submitted to the Doctoral and Scholarships Office. 
These (provisional) progress reports will be signed by you, your supervisor(s), the 
Department of Management PhD Progress Convenor, Head of the Department of 
Management and the Pro-Vice-Chancellor for Commerce. After your enrolment has been 
confirmed (usually after one year), your progress is reported on annually (until you submit 
your thesis) and is signed off as above. If any concerns arise this will revert back to six-
monthly. 

The steps of the PhD progress report process are as follows: 

1. The student and supervisor are notified by eVision of the need to complete a Progress 
Report. 

2. It is the responsibility of the student and supervisor to liaise with the PhD Convenor to 
arrange the Progress Report meeting time (if the Department PhD Progress Convenor is 
involved in the supervision, the meeting will be convened by the Management Head of 
Department). 

3. You will be prompted by eVision to complete the ‘Student responses to Progress 
Report’ and prepare and upload to eVision a one-to-two page self-review document. 

o This self-review takes the form of a succinct account of the work done during the 
reporting period and the identification of any specific areas of concern that you wish 
to discuss at the subsequent meeting. It is here that you can include any 
publications, seminar or conference presentations related to the PhD completed 
during the reporting period. 

4. Prior to the formal meeting, either formally or informally, the PhD Progress Convenor 
will communicate with both you and your supervisor(s) to discuss progress.  

5. A meeting to discuss the self-review and other matters relating to the candidate's work 
will be held at the pre-arranged time. The meeting is between you and your supervisors 
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but is chaired by a Convener (generally the Department of Management PhD Progress 
Convenor who is not involved in your supervision). 

o It is the Convener’s responsibility to ensure that all matters raised in your self-review 
document are discussed at the meeting. In addition, you and your supervisors will be 
asked to address questions that are prompted by the progress report form.  

o This meeting is also designed to provide an opportunity for open discussion of 
supervisory arrangements and support. It is imperative that the projected 
completion date of the project is monitored and that any significant changes to the 
project, its supervision or support is recorded in the progress report. 

6. The PhD Progress Report Form is completed on the basis of the discussion. 

o At the end of the meeting the Convener, in consultation with you and your 
supervisors, fill out the standard PhD Progress Report form, being sure to answer all 
the questions. 

o Once completed, the PhD Progress Report form is signed by all parties. Each party 
receives a copy of this report (a copy is also filed with the Department Research 
Administrator). 

o If there is disagreement about the report, this should be signalled by the Convener 
when returning the report. In such cases, a candidate or a supervisor may make a 
personal written statement relating to a progress report. 

7. The information from the completed PhD Progress Report form is uploaded to eVision. 

o You are encouraged to keep your own file of your Progress Report forms.  

8. For further information on Progress Reporting please see: 
http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago404401.html 

EXPECTATIONS OF PROGRESS 

According to University of Otago regulations, a full-time PhD student has between 2.5 to 4 
years to complete their PhD study but is expected to complete within 3 years. 

o Note that the PhD Scholarships are for a period of three years only. 

o There is the capacity to change the status of your admission details (from full-time 
to part-time, and vice-versa; or even to defer for a period of time for example) for 
further details see: http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago405801.html 

In terms of general guidelines however, the following timeline should lead to submission 
within three years. 

BY THE END OF YEAR 1: 

Note: The following are also required for your PhD enrolment to be confirmed: 

http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago404401.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago404401.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago405801.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago405801.html
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1. Expand your initial written research proposal to include: 

o A competent review of the relevant literature including a clear positioning of the 
contribution your research will make to the relevant area of literature and a clear 
discussion of the proposed theoretical framework; 

o A coherent, focused and justified set of research hypotheses or questions; 
Remember that while a PhD must offer an original contribution to knowledge, it is 
a beginning for your research life rather than the pinnacle. Accordingly, your 
research hypotheses or questions should be substantial but also do-able in the 
three year completion period. 

o A competent and informed description of an appropriate methodological 
approach and proposed methods by which the empirical field will be accessed; 

o A clear description of the proposed empirical field; 

o A proposed time-line that will plot specific research and writing aims with 
associated target dates up to the proposed date of submission. 

2. Approval of the ethical standing of your proposed research project. 

o  The University requires that any research involving human participants is 
conducted in accordance with the highest ethical standards. There are two 
categories for University Ethics approval. 

o A Category A research project is one where the research involves for example, 
personal information – or any information about an individual who may be 
identifiable from the data once it has been recorded in some lasting and usable 
format, or from any completed research. 

o For further information on Category A please see: 
http://www.otago.ac.nz/administration/academiccommittees/otago015522.html#
Category 

o For the current application form (and submission dates) for approval of Category A 
proposals see: 
http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.ht
ml 

o A Category B research project is one where the research project does not involve 
any of the issues raised in Category A.  

o In the Department of Management a Category B proposal is assessed by the 
Department Research Ethics Advisor. 

o For further information on Category B ethics approval see: 
http://www.otago.ac.nz/administration/academiccommittees/otago015522.html 

3. Formal presentation of the Confirmation Proposal to the Department of Management in 
a Department Seminar forum.  

http://www.otago.ac.nz/administration/academiccommittees/otago015522.html#Category
http://www.otago.ac.nz/administration/academiccommittees/otago015522.html#Category
http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html
http://www.otago.ac.nz/administration/committees/HumanEthicsCommittees.html
http://www.commerce.otago.ac.nz/mgmt/staff/azhang.html
http://www.otago.ac.nz/administration/academiccommittees/otago015522.html
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For further information on the first year of progress please see: 
http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago404201.html 

BY THE END OF YEAR 2 

Students should have largely completed their empirical work. In addition, you should be 
constantly working to revise/up-date your literature review and methodological framework. 

BY THE END OF YEAR 3 

Students should have largely completed their final revision of literature and thesis writing 
and should be nearing submission of your thesis. 

o For even the most organised student, this stage of the PhD journey is stressful and 
exhausting. It is around this time that you need to look after yourself carefully. Eat well, 
get plenty of sleep and make sure you allow yourself regular breaks from your thesis 
writing. If you don’t, you run the risk of getting over-tired and losing perspective on 
your writing and analysis. 

o The final months of writing are important for the tightening of your discussion and the 
‘polishing’ of your thesis. It is here that assistance from a ‘fresh’ pair of eyes is so 
valuable. For this reason the Department of Management provides up to NZ$500 
financial assistance for proof reading support. Make sure you provide enough time in 
your schedule to work with a proof reader in this final stage. 

o For the format of theses, including referencing style, see: 
http://www.otago.ac.nz/graduate-
research/study/phddoctoral/programme/otago406003.html 

o In addition, the University of Otago Library has information on thesis preparation, for 
example Notes on the Preparation of Otago Theses and the Thesis Style Guide at: 
http://otago.libguides.com/thesisinformation 

THE SUBMISSION & EXAMINATION PROCESS 

Having successfully completed all your PhD milestones the final stage is submission and 
examination. All students enrolling from January 2014 will be required to undertake an Oral 
Examination.2 The submission process includes the following main stages: 

Step 1: Discuss with your supervisors the date in which you intend to submit your thesis. 
You should start having this conversation about three to four months before your proposed 
submission date. 

                                                             

2 The process for the Oral examination has not yet been finalised within the Department of 
Management but all students will be communicated with when this is complete. This only affects 
students enrolled from January 2014.  

http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago404201.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago404201.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago406003.html
http://www.otago.ac.nz/graduate-research/study/phddoctoral/programme/otago406003.html
http://otago.libguides.com/thesisinformation
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Step 2: Your three examiners: (1) one from outside New Zealand ("Overseas External"); (2) 
one from within New Zealand but external to the University ("New Zealand External"); and 
(3) one internal to the University ("Internal") – and a Convener are nominated by your 
supervisors and the Management Head of Department. These nominated names are then 
sent to the Graduate Research Committee for formal approval. 

Step 3: Accompanied by members of the Department of Management (and any friends and 
family you want to include) you are escorted to the PhD Office where you formally submit 
your PhD thesis (and receive your chocolate fish)! 

o You must hand in four soft bound copies of your thesis. 
o You are advised to submit the thesis in a soft-bound format because this is relatively 

inexpensive and means that any required corrections or amendments can be made 
before the hard binding of the final copies. The Department of Management will cover 
the costs of these four soft-bound copies (plus a further copy for you and your 
supervisors). 

o All soft-bound copies of the thesis must include a signed declaration that the work was 
done by you personally and that the material has not previously been accepted in whole, 
or in part, for any other degree or diploma. A copy of the standard format of this 
declaration is available at: http://www.otago.ac.nz/graduate-
research/policies/#Doctoral 

o These copies of your thesis are sent to the examiners and the Convener. 

Step 4: The examiners read the thesis and independently write their reports and send them 
back to the PhD Office. 

Step 5: Once all three examiners' reports are in, they are sent to the Convener who 
considers the reports. 

Step 6: The Convener arranges and chairs an oral examination, where it is deemed 
necessary or applicable. 

Step 7: If there is a disagreement between the examiners, the Convener facilitates a 
consensus decision amongst the examiners. 

Step 8: Having done this, the Convener advises the Doctoral and Scholarships Office of the 
initial outcome. 

Step 9: The Doctoral and Scholarships Office in turn lets you know of that initial outcome. 

Step 10: If applicable, you make the required amendments/revisions to your thesis. 

Step 11: In the case of amendments, the Convener and internal examiner (where applicable) 
check the amended thesis. In the case of a "revise and resubmit" decision, the examination 
process begins again (the same examination panel is normally used). 

Step 12: The Convener advises the Doctoral and Scholarships Office of the final outcome. 

Step 13: The Doctoral and Scholarships Office then advises you of that final outcome. 

Step 14: You submit the final two hard-bound copies of the thesis. 

http://www.otago.ac.nz/graduate-research/policies/#Doctoral
http://www.otago.ac.nz/graduate-research/policies/#Doctoral
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o The Bindery Department of the University Library deals with enquiries about the hard 
binding of theses. For further information see:  
http://www.otago.ac.nz/library/quicklinks/binding/ 

o One of the copies must contain a signed Library Declaration Form. A copy of this form is 
available at: http://www.otago.ac.nz/research/graduate/otago025559.pdf 

o The costs of three hard bound copies (one for the library, one for the Department of 
Management and one for you) are covered by the University provided that the thesis is 
submitted within four years of full-time PhD study (any additional copies must be paid 
for by you). 

Step 15: The Graduation Office will be sent notice of your successful completion and they 
will advise you about graduation arrangements. Congratulations, you are now qualified to 
walk across to stage in order to accept your PhD degree! 

Note: At some point in this final period you are expected to present an element of your PhD 
research project in the Department of Management Seminar forum. 

HEALTH AND SAFETY 

Intense Visual Work:  working on a computer for hours at a time is not good for your 
eyes.  Ensure that you take regular breaks, a 5-10 minute break away from the computer is 
after each hour of intense computer work. 

Smoke Free Campus:  the University of Otago campus is smokefree.  This applies to all 
everyone and also includes all University buildings and vehicles. 

Personal Security:  when you are away from your work area make sure that valuables 
(wallets, phones etc.) are out of sight and in a secure place, also lock the door (but be careful 
not to lock out your roommate). 

Working After Hours :  if you are working in the building at evenings/weekends, it is 
always advisable to let someone know at your house/flat your expected return time. If you 
have any security issues whilst working after hours, please call campus watch. 

Incident and Hazard Reports:  it is important that any incidents (including ‘near miss’ 
incidents) and/or hazards are reported.  This is done via an online portal via the Health & 
Safety website, the Department Health and Safety Officer can assist  

Emergency Procedure Flip Charts:  please familiarise yourself with this chart.  They 
can be located on the wall of the L8 kitchenette, the wall in office 8.01 and 8.04 

Evacuation:  it's important to take all alarms and evacuations seriously. Follow any 
procedures you have been informed of and/or given by the Wardens, and evacuate the 
building in an orderly fashion.  The assembly point for occupant of the commerce building is 
out the front of Allen Hall Theatre 

Contacts: 

Department Health and Safety Officer:  Lu Cox (office 8.03), ext 8128 

Campus watch:  internal phone ext 5000, external phone 0800 479 5000. 

http://www.otago.ac.nz/library/quicklinks/binding/
http://www.otago.ac.nz/research/graduate/otago025559.pdf
http://www.otago.ac.nz/humanresources/health-and-safety/index.html
http://www.otago.ac.nz/humanresources/health-and-safety/index.html
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