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Administrative Tasks as Co-Supervisors
Before the Doctorate: Admission and Application
The Ordinance on Doctoral Studies at the Faculty of Arts and Social Sciences of the University of Zurich (PromVO 2019) requires at least two supervisors as a prerequisite for admission to the doctorate.
Future doctoral students must therefore prove when applying to the University of Zurich that they
have found two supervisors for their project.
One person with faculty-internal authorization to supervise a doctorate is the main supervisor and at
least one other person authorized to supervise a doctorate is the co-advisor; together they form the
supervisory committee. The supervisory committee supervises doctoral students from admission to
the doctorate through to submission of the application for initiation of the doctoral procedure. It supports and advises the doctoral candidates with regard to their specialist knowledge.
If you are intended to be a co-advisor, you must sign a so-called «Provisional Confirmation of Supervision». Electronic or scan signatures are permitted.
Important: Please include the e-mail address associated with your AAI login (UZH shortname and
password) or an edu-ID on the confirmation. Click here to find out how to create an edu-ID.
If you give us an e-mail address in the provisional confirmation of supervision that is not linked to your
AAI login or edu ID, the registration in the «Online PhD Admin Services» will not work. In this case,
please let us know the linked e-mail adress via: graduiertenschule@phil.uzh.ch
During the doctorate: Doctoral Agreements
After successful application, applicants may begin their doctoral studies at the Faculty of Arts and Social Sciences (PhF). Together with the main supervisor, they conduct an interview at least once a
year about the past year and the plans for the following year. The results of this discussion are recorded in a so-called «Doctoral Agreement». All members of the supervisory committee receive the
Doctoral Agreement for their opinion and must agree to it before it can be submitted to the Graduate
School for approval.
As soon as a dissertation that is expected to be eligible for completing doctoral studies and proof of
sufficient curricular coursework is available, the supervisory committee, together with the doctoral
candidate, may submit an application to initiate the doctoral procedure. In this case, the supervisory
committee is dissolved and the doctoral committee is appointed. The doctoral committee is responsible for reviewing the dissertation and the doctoral examination (cf. Part 2 of the Guide to the process
of completing a doctorate).
You will find all information on the doctorate at the PhF on our Website.
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Online PhD Admin Services
The following administrative processes of the doctorate run via the Online PhD Admin Services:
-

Create and update Doctoral Agreements (at least 1x per year)
Submit applications for changes to a supervisory committee (possible at any time)
Submit applications for the appointment of the doctoral commission (Final registration)
View and download specimen copies of dissertations submitted for completion
Submit expert opinions and any revision requirements for publication
Publication of the dissertation on ZORA

Registration AAI-Login or edu-ID
To be able to log in to the Online PhD Admin Services, your e-mail address must be linked to an AAI
login (UZH short name and password) or an edu ID. You must state this e-mail address in the provisional confirmation of supervision.
If you have given us an e-mail address in the provisional confirmation of supervision that is not linked
to your AAI login or your edu-ID, the registration in the Online PhD Admin Services will not work. In
this case, please let us know the linked e-mail address to graduiertenschule@phil.uzh.ch.
On the following pages you will find step-by-step instructions on how to register for the Online PhD
Admin Services.
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Step-by-Step instructions: Registration in Online PhD Admin Services
Select «Doctorate and Graduate
School» from the website of the
Faculty of Arts and Social Sciences.
You will be taken to the Graduate
School homepage.
Choose
«Online Phd Admin Services».

Choose
«Online PHD Admin Services» for
the PromVO 2019.
Click «Login».
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Choose either with the red link or
in the navigation on the left:

à Access for members of the
supervisory committee

Choose between:
à An overview of your supervised
doctoral projects and manage Doctoral Agreements
à Manage the completion of doctoral projects.
(Please note that only main supervisors have access to all functions).

If you have selected the link to the
doc-toral agreements, an
introductory page with notes will
appear.
By clicking on the link below, you
can access an overview page with
all the projects you have supervised
via the login.
If you have selected the link to the
pro-jects that are registered for
completing the doctoral procedure,
you will be taken directly to the
overview page of these projects (not
in the picture).
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Log in with your AAI login:
Select your organization (University
of Zurich) and then enter your UZH
shortname and password.
Or:
Log in with your edu-ID:
Instead of an organization, select
«Switch edu-ID» and enter the corresponding e-mail address and
password.
You will be taken to an overview
page of your projects.

The overview page lists the projects
for which you are the principal- or
the co-supervisor.
Clicking on a project will take you to
the project of the selected person.
Dissertation projects that do not require any action on your part are
grey and cannot be clicked.
Status displays:
The status tells you at what stage a
project is at and whether you need
to take action.
Explanations of the status displays:
see Appendix.

Guide for Co-Supervisors (PromVO 2019) / Version December 2019

Seite 6/11

Philosophische Fakultät
Dekanat

Doctoral Agreements
The Regulations for Obtaining a Doctoral Degree at the Faculty of Arts and Social Sciences of the
University of Zurich require drawing up a doctoral agreement, which must be updated annually. The
agreement is drawn up by doctoral students and main supervisors via Online PhD Admin Services.
As a member of the supervisory committee, you must agree to the agreement. If you do not agree
with the agreement, please contact the main supervisor directly.
Step-by-Step instructions: approval of a Doctorate Agreement
-

As described above, log into the Online PhD Admin Services as a member of a supervisory committee (cf. Registration AAI-Login or edu-ID).
Select the desired doctoral project on the project overview page.
The following page will appear:
Details on the Doctoral
Agreement can be found below the text box. For a better
overview you can create a
reading version.
By clicking you approve the
agreement. If you do not
agree, contact the main supervisor directly.
If you agree to the agreement, you can log out. As
soon as the last member of
the supervisory committee
has approved the agreement,
it will be submitted directly to
the Graduate School for approval.
All participants will receive a
message when the Doctoral
agreement has been approved.
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Completion of the doctorate: initiation of the doctoral procedure
As soon as a dissertation is expected to be eligible for completing the doctoral studies and proof of
sufficient curricular course work is available, the supervisory committee, together with the doctoral
candidate, may submit an application to initiate the doctoral procedure. In this case, the supervisory
committee is dissolved and the doctoral committee is appointed.
The doctoral committee is responsible for reviewing the dissertation and for the doctoral examination.
he expert reports and for the promotion examination (cf. separate guidelines for members of the doctoral committee).
Process of the doctoral procedure
1. Plagiarism check by main supervisor.
2. The doctoral candidate and the main supervisor register for the doctorate via Online PHD Admin
Services, both agree with the application, and the main supervisor confirms the plagiarism check at
the same time.
3. the co-supervisors approve the application for completing doctoral studies and the application is forwarded to the Graduate School.
4. Examination and recognition of curricular course work by the Graduate School.
5. Dissolution of the supervisory committee, appointment of the doctoral committee and the chairmanship by the Graduate School.

à This ends the responsibility of the supervisory committee for the doctoral project. For the sake of
completeness, however, the further steps of the completion process are listed here:
1. Submission of the reports and any revision requirements for publication by the members of the
doctoral committee: the reports must contain a grade (1-6; 6 = the best grade; half-grades are
possible). All reports must be at least sufficient. If this is not the case, an unsuccessful attempt is
made and the dissertation must be revised and new expert opinions submitted. If still not all expert opinions are sufficient, the project has failed. No title is awarded.
2. Doctoral examination: The doctoral examination is assessed as «passed / failed». It therefore has
no influence on the grade average and the grade of the dissertation. If the examination is not
passed, an unsuccessful attempt is made and the examination can be repeated once. If the second attempt is also assessed as «failed», the project has failed. No title will be awarded.
3. Application for publication of the dissertation on ZORA by the doctoral students: including confirmation from the doctoral committee that the revision requirements have been incorporated.
After the dissertation has been published on ZORA, the diploma will be sent out and the doctoral
students will be invited to the doctoral ceremony.
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After the Registration for completing a doctorate
If the doctoral student and all members of the supervisory committee have approved the application,
the Graduate School will examine the last Doctoral Agreement integrated into the application for completing doctoral studies, the curricular coursework to be credited to the degree, the composition of the
doctoral committee, and the chairmanship and expert.
If all requirements are met, the Graduate School will notify the dissolution of the supervisory committee and the appointment of the doctoral committee by e-mail. The members of the doctoral committee
receive a separate e-mail with information on the submission of the expert reports.
Step-by-Step instructions: Registering for Completion
Log in as a member of a supervisory committee (cf.
Registration AAI-Login or
edu-ID).
Choose à Prepare for the
completion of a doctorate.
An overview of all your supervised projects in the final
stage will appear.
Click on the desired project.
The system displays a summary of the request.
Agree to the application and
confirm that no member of
the doctoral committee is coauthor.

As soon as the last member of the supervisory committee has approved the application, it is automatically submitted to the Graduate School.
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Appendix
Status displays in the project overview of the Online PhD Admin Services
The status displays in your overview show the state of a doctoral project and who is responsible for
the next step. The different statuses and communication channels between the people involved in the
process are described below.

Status in Doctoral Agreements / Registration for completing a doctorate
Status «-»
The Graduate School has created a project on the basis of the approved Provisional Confirmation of
Supervision. The main supervisor or doctoral students can now create a Doctoral Agreement at any
time. Communication takes place directly between the main supervisor and the doctoral student. The
Graduate School is not involved. Your doctoral coordinator will answer any questions you may have.
Status «Doctoral Agreement created»
The main supervisor or doctoral student has logged in once and thereby created a Doctoral Agreement. The Doctoral Agreement is now ready for processing. Communication takes place directly between the main supervisor and the doctoral student. The Graduate School is not involved. Your doctoral coordinator will answer any questions you may have.
Status «Doctoral Agreement in examination by supervisory committee»
The main supervisor and the doctoral student have agreed to the Doctoral Agreement. Now the other
members of the supervisory committee have to approve the Doctoral Agreement. Communication
takes place directly between main supervisor and co-supervisors. The Graduate School is not involved. Your doctoral coordinator will answer any questions you may have.
Status «Doctoral Agreement submitted»
The Doctoral Agreement has been submitted to the Graduate School and can no longer be processed
online. The process now lies with the Graduate School. The Graduate School will approve or reject
the application and inform the doctoral students by e-mail (with cc to the supervisory committee). In
case of a rejection, the status «Doctoral Agreement created» is automatically set again on the web
and the Doctoral Agreement can be edited again by the main supervisor, doctoral students and cosupervisors.
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Status «Doctoral Agreement approved»
The Doctoral Agreement submitted was approved by the Graduate School. It can be viewed in the Online
PhD Admin Services, but can no longer be processed. A new Doctoral Agreement can be created and
submitted at any time.
Status «Completion prepared»
The doctoral candidate has already logged in once and thus created this status.
Status «Completion applied for»
The application was submitted to the Graduate School for approval.
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