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Dear Colleague, 

  

Thank you for serving as a College Adviser.  

  

Why the College Adviser matters 

The College Adviser provides a focal point for individual students’ relationship with the 

College and is the principal means by which we monitor academic progress. It is an 

important way of supporting students and contributing to their life in Oxford.  

  

College Advisers can make a substantial difference. For some advisees, the benefit is the 

sense that Green Templeton cares about their progress and well-being. For others, it is the 

security of a safety net when things do not go to plan. For yet others, it is the pleasure of 

intelligent conversation with a senior member of the College. 

  

Effective Adviser-advisee relationships show that we are more than just a hall of residence 

or social club and enhance the advisee’s sense of affiliation with our College. 

  

This Handbook 

The purpose of this Handbook is to provide new Advisers with some basic guidance. For 

experienced Advisers it acts as an aide-memoire. It should be useful in offering pointers for 

dealing with common problems. 

  

If you would like to make any comments on how we can improve this handbook, please send 

these to me (alison.stenton@gtc.ox.ac.uk)  

  

With all best wishes for the new academic year, 

  

Yours sincerely 

 

 

 

Dr Alison Stenton 

Senior Tutor 

 

 

 

 

 

 

mailto:alison.stenton@gtc.ox.ac.uk
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The role of the College Adviser 

Every graduate student at Oxford is allocated a College Adviser. At GTC the Adviser is 

always a Fellow or Associate of the College. The College Adviser monitors advisees’ 

academic progress, provides general academic support and guidance, and serves as a 

social link to the senior members of the College. 

  

The role description of the College Adviser is defined by the Conference of Colleges and is 

agreed to by all colleges including GTC. Conference’s description states that “The role of the 

College Adviser is additional and complementary to that provided in the student’s 

department or faculty. The College Adviser is not expected to perform the role of the 

Department or Faculty Supervisor(s), or to be responsible for directing students’ academic 

work. Rather, the intention is to provide a focal point for an individual student’s relationship 

with the College, and general academic or pastoral advice and assistance throughout the 

student’s course of study.”  (For Clinical Medical students only, the College Adviser is also 

the academic supervisor – see also the Medical School Adviser Handbook).  

  

However, the College Adviser can provide academic guidance on general matters such as 

study skills, exam technique and the like. The College Adviser is the first point of contact for 

advisees when something serious goes wrong that may affect their ability to make academic 

progress. 

  

Summary of your duties as College Adviser 

· To monitor your advisees’ academic progress, and to get to know them individually. 

 
· To help your advisees in their relationship with the University Department and/or 

Departmental Supervisor should problems arise. In such circumstances, the Senior Tutor 

will be ready to assist and should be informed at an early stage. 

 

· To attend, if invited by your advisee, the annual Principal’s Collections, at which the 

Principal or another Officer of the College meets with students individually to discuss their 

progress. (College Advisers attend on a voluntary basis.) 

 
· To attend, where possible, College events at which your students may be giving a talk or 

presentation - particularly the year 2 doctoral student presentations held in Trinity Term. 

 
· To signpost students to other relevant or specialist support for personal difficulties, should 

they arise. The College Adviser is one of many people who can assist in this area. This 

guide provides key contacts for effective signposting. 

 
· To support your students with issues such as funding, accommodation and welfare, 

principally by directing them to the appropriate source of further support in the College or 

university. 
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What the College expects of Advisers 

  

New students and Induction 

Most Advisers will be allocated one or more new students as advisees in advance of the 

start of an academic year. The College organises official induction activities for new 

students, including a welcome event in Noughth week of Michaelmas, to which all new 

students are invited. One of the principal purposes of this welcome event is to facilitate the 

first meeting between student and Adviser, and for that reason the College asks that you 

make every effort to attend. If you have new students allocated to you, you will receive a 

formal invitation to one of the two welcome events. 

  

If as an Adviser you are unable to attend one of the welcome events, the College asks you 

to make contact with (and preferably meet) your new advisees as close to the start of term 

as possible.  

  

If you are not in Oxford at the start of term, you should introduce yourself to your new 

advisees by e-mail and arrange to meet on your return. 

  

At your first meeting, you should establish a basis for future contact bearing in mind the 

purpose of the role. You should actively encourage students to meet with you rather than 

restrict contact to being available if needed. 

  

“I'm extremely pleased with the one-on-one guidance I have from my College Adviser - 

supportive, but not invasive or directive. The support I have received from the adviser system 

has been the most valuable contribution the College has made to my academic life.” 

  

Governance and allocation model 

 

The Conference of Colleges Graduate Committee provides best practice for this area of 

student support, it also asks Colleges to report annually on their college adviser model and 

activity. In college, the Academic Committee oversees this area of provision and monitors 

feedback with the system as reported annually via our student survey. 

 

Across the collegiate university, the allocation model ‘norm’ is for students to be matched to 

an adviser with experience and expertise in a cognate discipline to the student, but, ideally 

not from the same department – this is to avoid the risk of a college adviser also being a 

student’s academic supervisor. Green Templeton follows this model where it can, however 

occasionally, due to pressures on numbers or changes in adviser availability, it is necessary 

to allocate a student to an adviser within the same department. Academic conflicts of interest 

are rare, and we will ask advisers to let us know if they are concerned that such a conflict 

may arise. 
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Meetings and contact 

Results from recent satisfaction surveys undertaken by the College have shown that there is 

a clear correlation between student satisfaction with the College Adviser system and the 

number of meetings students have with their Adviser.  

  

Therefore, the College asks that you aim to meet or make contact with your advisees on a 

termly basis. This is particularly important for students on one-year programmes where the 

speed at which they settle in is most important. It can be especially difficult to identify these 

students’ problems from the formal Graduate Supervision Reports (see page 5) in time to be 

able to help them, so regular contact with the Adviser can be invaluable. 

  

In order to facilitate meetings, the College provides one free lunch or dinner per student per 

term at the invitation of the College Adviser. For Advisers who do not normally enjoy 

common table rights, lunch and dinner are also free when meeting your students. (Early 

booking for dinners is advisable.) When booking in, please state clearly that you are a 

College Adviser bringing a student guest. Advisers may invite their students individually or in 

groups, although the opportunity for more formal or private meetings should be offered.  You 

can make a booking via the following link: 

www.gtc.ox.ac.uk/college-life/facilities/meals.html. 

  

If you are unable to book into the College for meals with advisees, or you prefer to meet 

elsewhere, the College will reimburse advisers up to £10 per person. 

 

If it proves impossible to arrange a meeting, the College asks that you keep in touch by e-

mail, phone or Skype. You will have been sent your advisees’ e-mail addresses at the start 

of the year; students’ details can also be found on the University’s Contact search, available 

at www.ox.ac.uk. 

 

 

College Advisers to MBA students in 2019-20 

Whilst we hope that all of our students will engage with the offer of support from College 

Advisers, we appreciate that there are some groups for whom the current model does not 

always work so well. One group is our MBA students, where the combination of an 

intensively timetabled course and access to academic and other advisers at the 

Said Business School means that we have feedback from both students and advisers that 

meeting the usual expectations of the college adviser system is not always easy. 

 

Some of our MBA students have suggested that we provide an opt-in college adviser 

system, however this is not within our gift: the University requires colleges to provide an 

adviser for all graduate students and the relationship is certainly one that we would wish to 

encourage anyway. That said, with such a large cohort of MBA students (n=70), in 2019-20, 

we are rolling out a slight change to the current model which we hope will lead to greater 

satisfaction for all.  This new model involves allocating some advisers a slightly larger 

http://www.gtc.ox.ac.uk/college-life/facilities/meals.html
http://www.ox.ac.uk/
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number of MBAs than is currently the case but with reduced expectations on regularity of 

meetings and frequency of contact. The College Office and Senior Tutor would be especially 

clearly signposted to this group as frontline support for day to day queries and difficulties. 

 

In this new model, advisers are expected to be available to meet with MBA students in 

Michaelmas Term, ideally at one of the Welcome Events in 0th week, in order to establish a 

connection, but thereafter we would expect that the relationship will be via email during the 

remainder of the year, on a ‘here if you need me’ basis. This arrangement would not 

preclude a more involved relationship, should that develop, of course. To be clear: should an 

MBA adviser and advisee wish to meet more regularly, that is absolutely fine, but our 

expectation is that following a face-to-face meeting in Michaelmas, advisers will then contact 

their advisees via email once each term to ‘check in’ and that this is not expected to be 

followed by a meeting unless it the student requests it or the adviser feels that there is a 

need to organise a meeting in order to support the student with a particular issue or difficulty. 

 

 

College Adviser Reports 

Each term, students are invited to comment on their progress through the Graduate 

Supervision Reporting (GSR) in eVision. Department Supervisors then add their comments 

(as may the Department’s Director of Graduate Studies).  

 

The Graduate Supervision System (GSS) was replaced by Graduate Supervision Reporting 

(GSR) in eVision in 2018-19; this is the main student records system for the University of 

Oxford. This system includes a function for recording college adviser meetings, which you 

are welcome to use if you wish. 

 

GTC will send you a secure, online termly report form which you are encouraged to 

complete with information about meetings with your advisees and their progress and/or any 

problems which the student has encountered. In particular, if you have a concern about a 

student you must submit this form so that we are aware of this and can take action. 

You are encouraged to read any reports available on GSR before completing the report 

form. (Please note that Clinical, PGCE and other non-degree course students do not appear 

on GSR.) 

 

With over 150 college advisers and around 600 students, it is not possible for the College 

Office to chase all unsubmitted reports from advisers. Hence, we need to rely on advisers 

informing us if they are concerned about an advisee. Not being able to contact a student 

despite a reasonable number of attempts counts as a concern and it is especially 

important that advisers get in touch with the Academic Administrator or Senior Tutor if they 

are worried about an advisee’s welfare. 

 

College Advisers to clinical medical students on the 2nd BM will be chased for reports by the 

Academic Administrator.  

  

You will be expected to discuss with students any problems or difficulties they may be 

https://projects.it.ox.ac.uk/edu-it-gsr
https://projects.it.ox.ac.uk/edu-it-gsr
http://www.admin.ox.ac.uk/gss/
https://projects.it.ox.ac.uk/edu-it-gsr
https://projects.it.ox.ac.uk/edu-it-gsr
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experiencing in their Department or Faculty and/or with their supervisor. If you wish to 

comment positively on students’ progress, and achievements via the report form please do: 

Advisers are not there only to monitor students’ progress and pick up problems.  

   

“My College Adviser has made considerable effort to keep up to date with how I’m doing. 

He does not need to do a lot, but an email now and then lets me know that, should I need 

assistance, he is available.” 
 

General Data Protection Regulation (GDPR): changes to College adviser reports and 

guidance for email protocol 

The GDPR came into force on 25th May 2018. Further information on the College’s duties 

under the GDPR can be found here. 

College Advisers may find that students share sensitive personal data with them, either in 

person or via email; “sensitive personal data” relates to information about a person’s racial or 

ethnic origin, physical or mental health, sexual life, religious beliefs and political views, trade 

union activities and criminal offences. The GDPR has new expectations on the processing 

and sharing of these data, namely:  

 The Data Protection Act requires that explicit consent is sought from the subject 

before sharing or processing these data. There are notable exceptions to requiring 

explicit consent, for example when it is necessary to share data in order to protect an 

individual’s vital interests. In general, advisers should ensure that any information 

reported in the College Adviser form or via email is done so only with the student’s 

consent. 

 Where consent to share sensitive personal data has been given, advisers should 

keep communications minimal and factual. 

 Sensitive information must be protected with a higher level of security. Please ensure 

that any information that is shared via email is done via a College or university email 

account. Student names should not be included in the subject line of emails. 

 In cases of uncertainty about whether explicit consent is required, do not include 

names – instead use initials or student numbers to identify individuals; alternatively, 

anonymise the ‘case’ and seek guidance from the Senior Tutor and College Office 

team. 

 
What we tell students about the Adviser’s role 

Your College Adviser can: 

 Provide pastoral support, for example on health, personal or coping issues, and/or 

direct you to appropriate persons for assistance; 

 Monitor your progress, by discussing your University supervision reports and by 

being available for consultation, either in person or by email; 

 Discuss with you any problems or difficulties you may be experiencing in your 

Department or Faculty, and/or with your supervisor; 

https://www.gtc.ox.ac.uk/2-about-gtc/1995-data-protection-at-gtc.html
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 Consult the Senior Tutor if there are concerns about your academic progress and if 

you appear to be experiencing difficulties with your academic work; 

 Offer guidance on sources of support available within the College and University. 

 

In addition, your College Adviser may be able to offer you advice on academic-related 

matters such as: applications for research funding, conferences and seminar attendance, 

publication and career plans. 

Your College Adviser is not expected to perform the role of your Department or Faculty 

Supervisor(s), and is not responsible for directing your academic work or for giving detailed 

academic guidance.  

You will first meet your College Adviser during your first term, and you are encouraged to 

contact your College Adviser as and when you need advice or help. (You should also feel 

free to consult other College officers as necessary: see below.) 

Your College Adviser may be changed during periods of sabbatical or other academic leave. 

Should there be reasons for you to seek a change of Adviser, you should contact the Senior 

Tutor.  

“Every conversation I have had with my College Adviser has been exciting and stimulating 

on an intellectual and social basis.” 
  

Good practice for meetings 

Adviser meetings may take place in college, off-site or via Skype. Students should be offered 

the opportunity to meet one-to-one, however you may also want to see your advisees in a 

small group in addition to or instead of a one-to-one meeting – that can be a great way to 

help students to meet each other.  

If a meeting is organised one-to-one, then it is suggested that advisers select a location that 

both parties are comfortable with. Meeting a student one-to-one at home, late at night or in a 

venue outside of college should be avoided. 

 

Further Support 

 

Academic support 

As College Adviser you should not direct a student’s academic work and are not expected to 

replace the departmental supervisor or to give detailed academic feedback. However, a 

student may come to you with more generic academic queries, for example, about doctoral 

milestones or coping with exams. Students may also ask for advice if they have done badly 

in exams or assessments, or if they are experiencing difficulties with their supervision. If 

there are underlying issues you may wish to direct them to the Senior Tutor for further 

advice. 

 

If a student feels that they require an extension to a deadline, or they wish to make an 
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appeal against an academic outcome, they should contact the Academic Registrar. 

  

“I think it's nice to have the College Adviser as a backup. In my case, I switched 

department supervisors last Trinity term and it was not an easy process. My College 

Adviser helped immensely.” 

 

Grants for learning, conferences and fieldwork 

Learning grants of up to £220 per student per fee-paying year are available to assist in these 

activities. (Clinical medical (BM) students receive a double allowance in their final year to 

assist with the cost of the final year elective.) These grants are administered by the College 

Office Assistant. 

  

In addition to Learning Grants, and with generous support from Christopher Adams, 

Emeritus Fellow, GTC also offers supplementary funding for conference and fieldwork 

expenses on a competitive basis. Awards do not normally exceed £500 per candidate. 

Applications are open to all GTC students and will normally be considered on a twice-termly 

basis (subject to available funds). In 2017-18, c. £17,000 was awarded to 46 students. 

These awards are administered by the Academic Administrator in the College Office. 

 

Contact information for the administrators can be found below. Further information for 

students and the relevant application forms are available on the College intranet. 

 

 

References and careers 

Advisees may ask you to provide a reference for a subsequent programme of study or for a 

job application. If you are unable to provide an academic reference (for example, if they are 

from a different subject area) please ensure the student knows this. A personal reference 

may nevertheless be helpful. Adviser should not provide negative references. 

  

Students may ask for advice about pursuing an academic (or other) career. In addition to 

any advice you are equipped to give, you can direct them to the University Careers Service, 

which is located at 56 Banbury Road and on-line at www.careers.ox.ac.uk.  

 

 

Financial 

Students experiencing financial hardship may approach their Adviser for advice. Please refer 

them to the Academic Registrar who will give them information about College, University and 

other hardship schemes. 
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The College has limited funds each year to help current students who are experiencing 

hardship, which is defined as unexpected financial difficulties with living costs. Awards do 

not normally exceed £1000. Students applying to the Hardship Fund will be required to 

demonstrate that their hardship is a result of unexpected changes to their financial 

circumstances, rather than the result of insufficient funding from the outset. Unfortunately we 

are unable provide any financial support towards tuition and College fees, continuation fees 

or visas. 

Short-term, interest-free “bridging” loans of up to £500, or temporary adjustments to a fee-

payment schedule, may be considered for students experiencing delays to their funding.  

The College Hardship Panel will consider all cases of financial hardship, including 

applications to the Hardship Fund. This is chaired by the Senior Tutor and meets every 2 

weeks during term time.  

 

For information about budgeting and managing money, students may be directed to the 

summary of relevant information and links on the College website at: 

www.gtc.ox.ac.uk/college-life/financial-support.html. 

  

 

Health 

Some students (and in particular international students new to the UK) may not be aware of 

the most appropriate place to go with health or medical queries. If you are approached about 

such matters, the following contacts may be of use: 

  
· The College Doctor is Dr Debbie Waller, 19 Beaumont Street Surgery. Tel 01865 

240501, www.19beaumontstgp.nhs.uk. Most students (and all those new to Oxford) 

should be registered with the College Doctor. 

 
· For evenings and weekends there is an out-of-hours service which can be accessed 

by telephoning the 19 Beaumont Street Surgery 01865 240 501.  Alternatively, NHS 

111 can be dialled directly on 111. 

 

· The College Nurse is available to be consulted in person or by email. She can help 

students with minor illnesses and injuries, sexual health matters, and with navigating 

the NHS system. Students should contact her via email to arrange an appointment: 

gtcnurse@nhs.net. 

 

· Minor illnesses and injuries (for example colds, coughs, bruises) – there is a chemist 

just north of the College on Woodstock Road. 

  

Information is collected together on the College website at: 

https://sharepoint.nexus.ox.ac.uk/sites/gtc/collegeoffice/Pages/Student%20Health/student-

welfare.aspx  

  

 

http://www.gtc.ox.ac.uk/college-life/financial-support.html
http://www.19beaumontstgp.nhs.uk/
mailto:gtcnurse@nhs.net
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Personal and psychological 

College Advisers are asked to be supportive of students encountering difficulties, but are not 

expected to solve problems or provide explicit guidance.  

  

If students need psychological support, they may contact the University Counselling Service 

at 3 Worcester Street, Tel: 01865 270300, www.ox.ac.uk/students/shw/counselling/.  There 

is also a student-run helpline and drop-in service called Nightline which operates at night 

(8pm to 8am) during term time, Tel:01865 270270 or at 16 Wellington Square. 

  

If a personal issue is affecting (or is likely to affect) the student’s studies, please encourage 

them to let the College know (or to allow you to report it). The Academic Registrar and 

Senior Tutor can meet with students, in confidence, to discuss personal difficulties that are 

impacting on their academic progress. 

 

What you can expect of advisees 

The College notifies all students on arrival of the name and email address of their College 

Adviser. They are told that they will either meet their Adviser at the Welcome Reception or 

receive an email of introduction soon afterwards. 

  

It is reasonable to expect students to reply to your emails. In practice, some do not. If you do 

not hear back from an advisee, please check with the Academic Administrator that the email 

address you are using is correct. It is always worth sending a follow-up message as, early in 

the academic year especially, students are swamped with information from across the 

University. 

  

It is reasonable to expect students to make an effort to meet their Advisers. It is worth 

bearing in mind that many have highly timetabled lives and that if they decline an initial 

invitation for a particular time it may not be because they do not want to meet you but simply 

that they are unable to. It is therefore worth trying to find mutually convenient times. It may 

also be the case that a student declins 

  

  

“Personally, I have found the College Adviser system to be very helpful! My College 

Adviser meets with me regularly and has been very helpful with certain personal issues as 

well as academics.” 
 

College contact details  

Dialling codes:  

Calling from the UK outside Oxford - add 01865 

Calling from outside the UK - add +44 1865 

Calling from within the University - drop the first 2 

  

http://www.ox.ac.uk/students/shw/counselling/
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Who to contact 

  

Academic Affairs 

Senior Tutor, Dr Alison Stenton 

E alison.stenton@gtc.ox.ac.uk  

T 274778 

All issues relating to and affecting academic progress – please contact Alison, to make an 

appointment 

  

 

Academic Administration 

Academic Registrar, Alison Franklin 

E alison.franklin@gtc.ox.ac.uk 

T 284783  

Welfare issues, Disability Coordinator, financial hardship, examination adjustments, 

assignment extensions, liaison with the Proctors, most issues listed under Academic 

Administrator when that role-holder is away. 

 

Academic Administrator, Dr James McBain (leaving GTC October 2019, successor tbc) 

E academic.admin@gtc.ox.ac.uk 

T 274781 

 

College Office Assistant, Wahida Alam 

E student.admin@gtc.ox.ac.uk 

T 274791 

Academic Administrator and Wahida together: Induction arrangements, matriculation, on-

course college awards e.g. Learning grants, Competitive Conference and Fieldwork funding, 

prizes, degree days, signing of GSO forms (transfer, confirmation of status, etc.), allocation 

of College Advisers, College Office Events. The Academic Administrator deputises for the 

Academic Registrar. 

  

 

Admissions  

Admissions Administrator, Rebecca Wilson 

E admissions@gtc.ox.ac.uk 

T 284591 

Admissions, scholarships, collecting University cards, visa/passport scanning, bank letters 

 

Accommodation 

Accommodation Officer, Nick Martin 

E accommodation@gtc.ox.ac.uk 

T 274795 

All issues relating to college accommodation, can also provide information about external 

accommodation 

  

mailto:alison.stenton@gtc.ox.ac.uk
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General enquiries  

Porters’ Lodge (switchboard)  

E lodge@gtc.ox.ac.uk 

T 274770 

  

Financial Matters 

Finance Officer   

E battels@gtc.ox.ac.uk 

T 274782 

Payment and query of college bills (battels) 

  

Fees 

Fees Administrator, Debbie Tolond 

E debbie.tolond@gtc.ox.ac.uk 

T 274771 

Financial guarantees, payment of tuition/college fees (except SBS), UK and US student 

loans contact 

 

Financial Hardship  

Keith Herring, College Accountant  

E keith.herring@gtc.ox.ac.uk 

T 274773 

 

 

 

 

 

 

 

 

 

 

 

 

  

 


