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What does this mean in daily practice?
Digitizing

Uniformity

Traceability

Responsibility

Inform
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Components:

1. Process of Admission

2. Process change / expansion of the Supervision Team

3. Process for composing the assessment committee

4. Promotion assessment procedure
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Components:

1. Process of Admission

2. Process change / expansion of the Supervision Team
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Who is involved?

- PhD-Track coordinator at the nstitute
- Principal Supervisor
-  PhD candidate

- FHML PhD-office
- Dean / Vice Dean / Rector
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Screenshots
Step-by-step
Different roles

Continuous improvement process
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Starting point: PhD-Track coordinator at the Institute

1. Check the documents supplied:

- PhD-Track Information form
- Copy of Master diploma
(including approval of SSC if non-NL diploma)

2. Create PhD-Track account

3. Assign members Supervision Team

4. Send proposal to Principal Supervisor
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a) Regular programm b) Joint- / Double Degree programm)
max. 3 supervisors max. 4 supervisors
Master diploma Master diploma

Deviations/changes? Dean's permission required

- No Master's degree?

- Expansion to 4 supervisors - Expansion to 5 supervisors

- Add/Remove supervisor
- Changing the role of supervisor

- ius promovendi non-UM associate professor or
professor of practice

Maastricht University ’:i Maastricht UMC+




Registration form PhD candidates - PhD-Track
or of your 1 Registration form PhD candidates - PhD-Track

PhD-Track
registration
form

Trpm o L saeat s s Ve VML sbmatin
asse et the appicale caimyory]
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B>, Maastricht University

Dashboard My Info Settings Messages Lists Search Export

You are here: Schools } School 'Caphn® } New PhD Candidate

» PhD candidates New PhD candidate

Please provide the e-mailaddress of the new candidate so we can check if it's already being used.
* PhD programmes
» Supervisors Email address: PhD-Candidate2024@maastrichtuniversity.nl

* Supervision Teams for
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B> Maastricht University

Secretary SchoolCAPHRI: Log out

& CAPHRI

Dashboard My Info Settings Messages Search Export

You are here: Lists } PhD candidates } P. Candidate2024 } Account Details

» Personal Details Account Details of P. Candidate2024

> PhD-Program Title Username PhD_Candidate2024@um.nl

* Account Details

Password * P

Confirm password [........

* Password must be st least 8 characters long, coniaining at least one capital and one digit.

Leave blank if you don't want fo change your password.

Account Active Yao w
2011/2024 19:50:49

Create Date

m Send rezet pazsword e-mail
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B:a Maastricht University \Q CAPHRI

Secretary SchoolCAPHRI: Log out Dashboard My Info Settings Messages Search

P> Maastricht University @ CAPHRI

You are heres Lists ) PhD candidates ) P. Candidate2024 ) Personal Details

» Personal Details

» PhD-Program Title

» Account Details
Dashboard ~ MyInfo  Settings  Messages Lists  Search  Export

You are here: Schools } School ‘Caphri’ » New PhD Candidate

» PhD candidates New PhD candidate

» PhD programmes Fill in the initial fields bel r the new PhD candidate

_ Personal details
» Supervisors =

» Super n Teams for First name: PhD
R . N
o I
Last name: Candidate2024

ccount details

Email address

PhD programme details

ool v

Title of PhD e PhD-Program Title
1

i
PhD starting date: 212024

T e Diploma - check
=11

p.candidate@gimeel.com

21

Maastricht University ’!{ Maastricht UMC+




Dasbioad  Mylds  Seegs  Messages ach Bt
| e e i Lt ™ el 3P, CanlabiHI ) PHD-Prgenes Tt} Caecen g D

Maastricht University

Dashboard My Info

» Personal Details

¥ PhD-Program Title
General
Supervision Team
Skills and competencies
Professional Courses

0%

Conferences & activities
Teaching
Documents

Alumni details
Assessment Committee

Timeline

Clell<ll<lleli<|<| <] «]<]<]l<]l<

» Account Details

Settings Messages Search

General of P. Candidate2024

Export

You are her=- Lists } PhD candidates } P. Candidate2024 } PhD-Program Title } General

i he PhD programme is currently

Status

Active

Active
05/12/2024

Reason

Title of PhD research project

Additional faculties

Joint'Double Doclorate

Double Doctorate

Mame and local

Agreement signed by UM and partner
University

School assignments

Dissertation title

Research programme or Division 1

-..% Research programme or Division 1

% Maastricht University (¥) Maastricht UMC+
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Prometing Health and Personalised Care

100%
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Secretary SchoolCAPHRI: Log out

B> Maastricht University @ CAPHRI

Dashboard My Info Settings Messages Search Export

You are here: Lists } PhD candidates } P. Candidate2024 } PhD-Program Title } Supervision Team

» Personal Details

¥ PhD-Program Title - .

. G Ig Supervision team of of P. Candidate2024

enera Below you see the supervision team. Click any row to view the details of their contribution.
* Supervision Team
nd competencies Sorry, no supervisors found.

Professional Courses
Conferences & activities General requirements
Teaching Check the status of the Declaration of academic integrity and diploma.
Documents Updated Description Status
Alumini details
Assessment Committee 2001172024 Declaration of academic integrity Submitted
Timeline 20-11-2024 Diploma has been checked by UM Mo, approval

» Account Details required by Dean
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Secretary SchoolCAPHRI: Log out

© CAPHRI

B> Maastricht University

Dashboard My Info Settings Messages Search Export Q
S~ : . Full Professor = Supervisor
You are here: Lists } PhD candidates } P. Candidate2024 } PhD-Program Title } Supervision Team

¥ PhD-Program Title Supervision team of of P. Candidate2024

* General —— Below you see the supervision team. Click any row to view the details of their contribution. . .
vision Team
competenc Associate/ Assistant professor -

» Personal Details

Current supervision team:

» Conferen:
* Teaching
*» Documents
lumni details
essment Committee
» Timeline

» Account Details

Description

Co-sup

5. Visord Supel

Former supervision team assignments:

Description Role

General requirements

Academic Principal Diaily Email

sUpervisor  supervisor

Prof. Dr.

Academic Principal Daily Email

Title SUpervisor  supervisor

Check the status of the Declaration of academic integrity and diploma.

Updated Description

Declaration of academic integrity

Diploma has been checked by UM

Maastricht University

Assignment date

Assignment Withdrawal

date

Maastricht UMC+

~1

date

Status
Submitted
No, approval

required by Dean

Co-supervisor

Associate professor =
Principal Supervisor? = Supervisor



Super Visort: L

P>, Maastricht University @a CAPH RI

Dashboard My Info Messages Search

You are here: Lists ) PhD candidates } P. Candidate2024 )} PhD-Program Title } Supervision Team

» Personal Details Supervision team of of P. Candidate2024
v PhD-Program Title Below you see the supervision team. Click any row to view the details of their contribution.

Current supervision team:
sion Team

and competencies Description Role Academic Principal Daily Email Assignment date
ional . Title supervisor  supervisor
Supervisor Prof. Dr. ves Superv
pervisor Dr. no { Superv
Prof. Dr. no Superv

Dr. no Supervi

Former supervision team assignments:

Description Role Academic  Principal Daily Email Assignment Withdrawal

Title supervisor  supervisor date date

General requirements
Check the status of the Declaration of academic integrity and diploma.

Updated Description Status

20/11/2024 Declaration of academic integrity Submitted fo r I n Stit u te

20-11-2024 Diploma has been checked by UM No, approval
required by Dean

eption to a master diploma been approved before?

Please mo e the candidate do ot meet the required master's

< not for Institute (principal
::g;::arlet?:ﬂt;???:an but should still be admitted to the PhD program, after S u p e rV i S o r)

Maastricht University ’:‘ Maastricht UMC+




Secretary SchoolCAPHRI: Log out

B> Maastricht University @ CAPHRI

Dashboard My Info Settings Messages Search Export

You are here: Lists } PhD candidates } P. Candidate2024 ) PhD-Program Title } Supervision Team

» Personal Details

¥ PhO-Program Title Supervision team of of P. Candidate2024

» Ge - . . . .
General Below you see the supervision team. Click any row to view the details of their contribution.
S ision Team

Current supervision team:

Description Academic Principal Daily Assignment date
Title SUpPENvisor  Supervisor
Prof. no
Dr.
Prof. Dr.
» Account Details Dr.Ir.

Dr.

on team expansion request:

Having more than 4 supervisors means the principal supervisor has to motivate this expansion and provide a
of the contribution of each member within the supervision team.

y one extra team member above the maximum is

e

The contribut each member to the supervi

< not for Institute (principal
' supervisor)
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Comment field (optional)

Datetime - User Comment

Add comment

Comment:

Forward to promofor
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Submitted and not correct? - Revoke

History

Check the last comment for the most recent feedback.

Datetime - User Comment

Add comment

Comment:

Revoke supemvision team
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Principal Supervisor

Steps:

1. Check the data entered

2. Fillin the checklist + any additions (in accordance with PhD-regulations)
3a. Forward the proposal to a PhD-candidate

3b. Give feedback to PhD-Track coordinator
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PhD-Track login Check own data Go to overview PhD candidates

Maastricht University B> Maastricht University

2 . My Info Messages Lists Search 3 ° My Info Messages Lists Search

You are here: Dashboard You are here: Dashboard
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Super Visori: Log out

P~ Maastricht University @ CAPHRI

Dashboard My Info Messages
You are here: Lists } PhD candidates

» PhD candidates PhD candidates

Bels ou see a list of PhD candidates. Click any row to view the details
» PhD programmes

Last name First name Assigned supervisors

Candidal

F‘agel 1 |-:-T 1

Filters

active candic

Maastricht UMC+




Green arrow —> possibility to add data, also by supervisor

FTO0RRE

mon | Same field as during “Evaluation period assessment”
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£3 CAPHRI

Total overview of the
Supervision Team page
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Super Visor1: Log out

% Maastricht University @/ CAPHRI

Dashboard My Info Messages Search

“You are here: Lists } PhD candidates } P. Candidate2024 ) PhD-Program Title } Supervision Team

E Expansion above maximum number of

¥ PhD-Program Title Below you see the super n team. Click any row to view the details of their contribution.

> General Current supervision team:

L]
Description Academic  Principal  Daily Email Assignment date S u p e rVI S O r
Title

N SUpervisor supervisor
Conferences
: Visor? ) 3 y

Teaching isorl Prof. Dr. no
D ments Visor2 Dr.
Questionnai Visord Prof. Dr.

Evaluation Pei

Alumni details Visors: Co-supervisor Dr.lr.

Assessment Committee Visol Go-supervisor Dr.
» Timeline
Supervision team expansion request:
Having more than 4 supervisors means the principal supervisor has t vate this expansion and provide a
description of the contribution of each member within the supervision team.

Please motivate why one extra team member above the num is need

Motivation

each member to the supervisio

e fhan 4 s

Substantive contribution

’1. Maastricht UMC+




Super Visori: Log out

P> Maastricht University '@/ CAPHRI

Dashboard My Info Messages Search

You are here: Lists } PhD candidates } P. Candidate2024 } PhD-Program Title } Supervision Team } Assignment details

» Personal Details Supervisors of P. Candidate2024
¥ PhD-Program Title Please select a supervisor you like to assign to this program.
* General Supervisor Visorl
UL R E-mail addre pervisor @MU.nl
Skills and competencies
Principal supervis "1e promotor’)

If mo, R Supernvisor

Daily supe T no

Contribution fo the supervision team: Overall supervision, guiding PhD-candidate, review
valuation Perio

) ) scripts
Alumni details manuscripts, |

ment Committee
Timeline

ignment date:
Withdrawal date:

Withdrawal reason:
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Maastricht University

Dashboard My Info Messages Search

You are here: Lists } PhD candid: ¥ B Candid 24 ) PhD-Program Titke } Supervision Team

» Personal Details Supervision team of of P. Candidate2024
B

¥ PhD-Program Title
*» General Current supervision team:
upervision Team
Role

» Drocuments
» Questionnaires

» Evaluation Periods

ment

» Timeline

for this PhD-program.

’1; Maastricht UMC+

you the supervision team. Click any v to view the details of their contribution.

Principal Daily Email
supervisor supervisor

Prof. Dr.

Dr.

Prof. Dr.

Dr. Ir.

Dr.

Assignment date




General requirements
Check the status of the Declaration of academic integrity and diploma.

Updated Description Status

lemic integrity

Submitted
cked by UM

Already received approval?

This candidate has gathered a lot of data during the
Bachelor and has a lot of knowledge. She is acting
above Master level. I think she will finish within 4

years as an independent researcher

Motivation for exception of
Master diploma

Maastricht University (¥) Maastricht UMC+
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Committee regulations checklist
All questions must be answered b submitting the supervision team for re:

ot a pr
=ssor (L

is UHD and not em,

I Questionnaire -> criteria of PhD regulations

Requirements for co-supervisor:
1.p

Please note:

ould like to obtai
tory =o that he

ree among the

Nt appl
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History

Check the last comment for the most recent feedback.

Datetime - User Comment

Add comment

Comment: If you go BACK to school secretary (= PhD-Track
coordinator), please give comment why

History

Check the last comment for the most recent feedback.

Datetime - User Commemnt

Maastricht University ’:‘ Maastricht UMC+




PhD-candidate

Steps:

1. Check the data entered
2a. Submit proposal to FHML PhD Office

2b. Give feedback to Principal Supervisor
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% Maastricht University

PhD-TRACK

Login

Accept disclaimer

Welcome new PhD TRA The Intelleciual Property of PhD Track lies with Maastricht University.

Those invelved in the PRD tory (the PhD candidate and supel will receive email notifications to support them with relevant milestones,
requiring actions from each of them.

In case of questions, please furn fo your PhD coordinator.

accept this disclaimer.
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% Maastricht University CAPH RI

MylInfo  Messages

ou are here: Deshboard

Timeline

Legend

Timeline

Recent
A 3

[

i
PHRI PhD panel member representing your Department
Research Line

’1. Maastricht UMC+




| | Dashboard Messages

You are here: My Info ) PhD-Program Title ) General

» Persanal D General
¥ PhD-Program Title

The PhD programme is currently

Status periods:

P Maastricht University
. § Reason

Dashboard Messages

“Wou are here: My Info ) Personal Details

» Persanal Details Personal Details
» PhD-Program Title
> Account Details

= Account De

Maastricht University L’i Maastricht UMC+



E'a Maastricht University ~@: CAPHRI

My Info Messages

You are here: Dashboard =8

Timeline

Check whether you have any n

Expected manuscript completion date

5-12-2024

Year 1 - Block 0 + 1: Legend

Evslusfion penod:

Maastricht University ’1; Maastricht UMC+




& CAPHRI

B Maastricht University

Dashboarnd Messanes

“fou are here: My Info ) PhD-Program Title ) Questionnaires ) Declaration of aeademic integrity

Personal Details Declaration of academic integrity (Submitted)

PhD-Program Title

® Account Details

ignore the Save button and just cli

Questionnaires
All questionnaires with status "open” need your attention.
Click any row to view the questionnaire

Status

Created Description
Submitted

2014 4 Declaration of academic integnty

Maastricht University ’:‘ Maastricht UMC+

Sign the Declaration of Scientific
Integrity




L3 CAPHRI

History

Check the last comment for the most recent feedback.

Datetime - User Comment

Add comment

Comment: Candidate has checked the above. If not correct send

back te Supervisor

Forward to dean secretary Back to supervisor <=

Maastricht University ’1; Maastricht UMC+



FHML PhD-office

Steps:

1. Check the entered data + diploma (+ diploma check SSC)

2a. Give advice to the Dean

2b. Give feedback to Principal Supervisor or PhD-Track coordinator
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History

Check the last comment for the most recent feedback.

Datetime - User Comment

2024-11-20 21:59 - P. Candidate2024 Candidate has checked the above. If nof correct send back to Supervisor

Add comment

Comment:

Forward to dean Forward to vice-dean Forward to rector Back to supervisor
Back to school secretary Close zupervision feam \

Maastricht University L’i Maastricht UMC+




Dean / Vice-Dean / Rector

Steps:

Assess Supervision Team (+ added motivations)

1.
2. Approve

3. Give feedback to FHML PhD-Office
4,

Reject

Maastricht University ’:i Maastricht UMC+




History

Check the last comment for the most recent feedback.

Datetime - User Comment

2024-11-20 21:59 - P. Candidate2024 Candidate has checked the above. If not comrect send back to Supervisor

Add comment

Comment:

\

A

cec s

aastric niversi y? aastric +
% Maastricht University | (¥ Maastricht UMC “



After approval/rejection by Dean

A confirmation email will be sent to:
1. Principal Supervisor + other members of the Supervision Team
2. PhD-candidate

3. Secretariat of the institute / PhD-Track coordinator
4. FHML PhD-Office

5. UM PhD-Office

6. FHML legal advisor for JD/DD program

Maastricht University ’:i Maastricht UMC+




History

Check the last comment for the most recent feedback.

en approved

Datetime - User Comment

alot of data during the Bachalor and ha:
in 4 years 25 an indspendent ra:

PRD project:

FEOML Manetricht Universiry Candidate has checked the above. If not comrect send

Double Doctorate

Tn case of a joint/double degree a callaboration agreement must be drawn up and uploaded in the “Ag
Contracts” folder in PhD Track as soon as possible.

Principal supervisor:
Prof. Dr. 5. Visar]

Status overview

‘o-supervis

onal
W yOur attention
DhD at FHML MUM:

Confirmation email

Maastricht UMC+




Always via PhD-Track coordinator of the institute

Add/Remove supervisor (also < maximum number)
- Changing the role of supervisor

ius promovendi non-UM associate professor or
professor of practice

Maastricht University (¥
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rincipal Supervisor

Committee regulations checklist
All guestions must be answered before submitting the supervision team for review.

A person can be assigned as supervisor

1. 5 p D 1, h romovendi and has not refired yet; or
(! nployment at UM; or

4. pe

Please note:

« an emeritus professor cannot be des
Requirements for co-supervisor:

1. person has obtained a PhD and is not a prof:

Please note:

» a professor |

Please moti

Supervisore heeft zicht teruggetrokken M Otivat i O n fo r C h a n ge

ma UM,
not employed by Ul

o ey Check if the answers are still
" - correct



Change(s)

PhD-Track coordina@tor of the Institute
Principal iupervisor
PhD-caﬂ;wdidate
FHML P%D-Ofﬁce
Dean / Vice Dean / Rector
|

Email to all involved
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Research and Training Phase:

4. Submitting the thesis manuscript to the selection committee

Promotion phase:

5. Decision of the Assessment Committee

6. Cum Laude

7. Access to public defence + submission of title page

8. Setting the date of the PhD defence (+ permission to print the thesis)

9. Composition of the Doctoral Committee

Maastricht University ’:i Maastricht UMC+




Research Institute

CAPHRI

CARIM

GROW

MERLN

MHeNS

M4l

NUTRIM

SHE

Maastricht University

Contact person

Chantal Claessens

Esther Willigers

Brigitte Custers

Noor ten Hoeve

Ankie Hochstenbach, Marco van Hertrooy

Noor ten Hoeve

Patrick van Gorp

Nicky Verleng, Lisa Dubois

(¥/ Maastricht UMC+

Contact person

info-phdcaphri@maastrichtuniversity.nl

secretariaat-carim@maastrichtuniversity.nl

secretariaat-grow@maastrichtuniversity.nl

noortje.tenhoeve@maastrichtuniversity.nl

a.hochstenbach@maastrichtuniversity.nl

noortje.tenhoeve@maastrichtuniversity.nl

patrick.vangorp@maastrichtuniversity.nl

n.verleng@maastrichtuniversity.nl
lisa.dubois@maastrichtuniversity.nl




MEMIC Faculty Office FHML

Mart Kikken Ingrid Leijs
Lawrence Yeung Anouk Kerkhofs
Koert Heijnen Laurenz Isabella
Raoul Haenbeukers Amela Besic

Monique Latour
Patrick van Gorp
Erik Lammers

Maastricht University ’:i Maastricht UMC+




Questions / Comments ?
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