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Below is a collation of information that will hopefully be useful for doctoral students and 
supervisors alike. It aims to cover most questions regarding doctoral student employment and 
third-cycle study programmes, as well as include a brief overview of the department and a 
check-list in advance of the public defence of a thesis [disputation]. 

The doctoral rules [doktorandreglerna] and other documents that govern third-cycle courses 
and study programmes can be found on the university's web page that contains governing 
documents [styrdokument]. The rules for third-cycle courses and study programmes at the 
Faculty of Humanities can be found here. 

Basic laws and ordinances that govern all third-cycle courses and study programmes can be 
found in the Higher Education Act and the Higher Education Ordinance. In addition to this, 
there are specific rules for the University of Gothenburg (the doctoral rules) and special rules 
within each faculty.   

You find information regarding this and more on the university staff portal page for doctoral 
students.  
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Administrative contacts for doctoral students 2021–2022:  

Deputy Head of Department for Third-Cycle Studies: Johan Söderberg 
• Introduction of doctoral students 
• Performance review 
• Appointment of supervisors 
• Working environment 
• Questions regarding public defence of a doctoral thesis 

 

Director of Third-Cycle Studies: Simon Dobnik (spring 21-) 
• Management of course syllabuses 
• Credit transfer decisions [tillgodoräknanden] 
• PhD workshop [Forskarverkstaden] 
• Questions regarding public defence of a doctoral thesis 

 

Education administrator: Hektor Löfgren 
• Registering courses and credits in Ladok 

 
Human resources administrator: Jennifer Stråle 

• Employment contracts 
• Practical ISP-questions 
• Extensions 
• Documenting activity in Ladok 
• Self-reporting and absence due to illness  

 

Finance administrator: Paula Wäne  
• Booking travel 
• Doctoral student bursary 

 
Administrative manager: Martin Jacobsson  

• Physical workplace 
• Questions regarding premises 

 

Purchasing administrator: Martin Jacobsson 
• Purchasing of books 
• Distribution of theses to other higher education institutions 
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DOCTORAL STUDENTSHIP 

Employment 
contracts  

When a PhD candidate is admitted to the 
third-cycle study programme, an 
employment contract is drawn up 
between the department and the doctoral 
student. Their appointment to a doctoral 
studentship is regulated under labour law 
by Chapter 5, Section 7 of the Higher 
Education Ordinance and it is a fixed-
term appointment of four years, full time. 
The employment contract applies for one 
year at a time. A doctoral studentship can 
never apply for longer than one year after 
receiving a degree of doctor. 

Doctoral students shall primarily devote 
themselves to their own third-cycle 
studies. A doctoral studentship shall be a 
full-time post. If there are special 
grounds, the appointment may be 
conducted part time, but for no less than 
50 per cent of full time (Chapter 5, 
Section 3a of the Higher Education 
Ordinance). A request for leave of 
absence shall be addressed to the Head of 
Department following consultation with 
the principal supervisor and the Deputy 
Head of Department for Third-Cycle 
Studies.  

Departmental 
duties 

A doctoral student who wishes to do so 
can, if the need exists, work on teaching, 
research other than their thesis and 
administration. Before the doctoral 
student takes on such duties, they should 
discuss it with their principal supervisor 
and check with the education coordinator 
[utbildningskoordinator) concerned. Such 
duties are paid for by the department and 
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cannot encompass more than 20 per cent 
of full time (Chapter 5, Section 2 of the 
Higher Education Ordinance). The 
doctoral studentship is extended by the 
equivalent time period. At the end of 
each semester, it is the doctoral student’s 
responsibility to complete the form 
“Manual extension of a doctoral student’s 
time use” and send it to the human 
resources administrator (see duties 
eligible for extension below).  

Primula (self-
reporting) 

All time off (leave of absence, absence 
due to illness, parental leave, care of sick 
child, annual leave, etc.) shall be reported 
in Primula – a tool that can be found in 
the Staff Portal under Tools.  

All days off that the doctoral student 
reports in Primula generate the equivalent 
number of extension days. 

Datalagret 

Datalagret is an administrative system 
that downloads information from Primula 
as well as the human resources and salary 
system. With the aid of Datalagret, the 
administration can see how much time of 
their third-cycle studies the doctoral 
student has completed. 

Absence due to 
illness 

Illnesses that last up to seven days shall 
be reported in Primula either on the first 
sick day (remember to report that you 
have recovered when you are back at 
work again) or when the doctoral student 
is back in the workplace.    

For illnesses that last longer than seven 
days, the following applies from day 
eight:  

   • send a doctor’s certificate to 
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the human resources administrator 

   • Inform the Deputy Head of 
Department for Third-Cycle 
Studies and the principal supervisor 
of the absence due to illness   

Annual leave 

The doctoral student has the same rights 
and responsibilities as other personnel in 
regard to annual leave. The following 
applies:  

Up until the year you turn 29: 28 days  
From the year you turn 30: 31 days  
From the year you turn 40: 35 days  

According to the applicable agreement 
(ALFA-GU) all employees shall take at 
least 20 days of annual leave per year. 

Activity and 
maintenance 

After each semester, the doctoral 
students’ activities and maintenance shall 
be reported in Ladok. The human 
resources administrator does this with the 
aid of a form the doctoral students have 
completed.  

A full-time semester = 100% activity  

Four years of full-time studies = 800/8  

E.g.: 80/1 = 80% activity in one semester 
200/2= two semesters full time 

Annual working hours:  
Up until the year you turn 29: 1 756 
hours  
From the year you turn 30: 1 732 hours  
From the year you turn 40: 1 700 hours 

Duties eligible 
for extension 

All absence registered in Primula gives 
the doctoral student right to the 
equivalent extension of the employment 
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period. There are also other 
activities/duties that cannot be reported in 
Primula but give the student the right to a 
corresponding extension, e.g. students’ 
union posts, being a doctoral student 
representative on the department board 
and teaching.  

At the end of each semester, the human 
resources administrator sends out a 
reminder to the doctoral students about 
submitting all duties eligible for 
extensions. The doctoral student 
completes the form “Manual extension of 
a doctoral student’s time use” and returns 
this to the human resources 
administrator. The Deputy Head of 
Department for Third-Cycle Studies 
approves/authorises the forms and the 
human resources administrator registers 
the days in the salary system.   

Extension key 

For duties at the departmental level the 
following applies:  

Doctoral student council: Chair: 15 
days/year, secretary 10 days/year 

Department board: 10 days/year 

FUG: 1 day/meeting  

AMG [working environment group]: 1 
day/meeting 

PhD representative in recruitment group: 
1 day/meeting 

For an extension key regarding duties at 
the faculty level and national or joint 
university duties, see the doctoral rules.   
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Salary 

The doctoral student’s salary is 
determined in relation to how far the 
doctoral student has progressed in their 
third-cycle studies.  

At the Faculty of Humanities the 
following levels apply from 1 October 
2019:  

   • 0–50% SEK 26 875 /month  

   • 50–80% SEK 29 450 /month  

   • 80–100% SEK31 900/month  

Provided that the doctoral student adheres to 
the agreed individual study plan, the move to 
level two of the salary scale shall be executed 
when the doctoral student has completed the 
equivalent of two years of full-time studies, 
that is 24 months effective time has passed 
and the doctoral student has carried out 50 per 
cent of the work required to receive a degree 
of doctor. When the doctoral student has 
completed the equivalent of 80 per cent of 
full-time studies, the doctoral student will 
move up to the next level of the salary scale.  

The human resources administrator will 
keep an eye (via Ladok and Datalagret) 
on the time the doctoral student has 
completed and will see when the matter 
of a salary increase is applicable. This 
means that all absences the doctoral 
student reports in Primula extends the 
length of the third-cycle studies by the 
equivalent days and affects the dates for a 
salary increase. When Datalagret 
indicates that 50 and 80%, respectively, 
of the effective time has passed, the 
human resources administrator will send 
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an email to the Deputy Head of 
Department for Third-Cycle Studies to 
ensure that the doctoral student has a 
current individual study plan, and a 
request to the principal supervisor in 
order to obtain an assessment as to 
whether the doctoral student is expected 
to complete their studies within the scope 
of the remaining employment period. The 
final level (100%) occurs only if the 
doctoral student has completed their 
education and obtained a degree of 
doctor, but still has time remaining on 
their doctoral studentship appointment. 
Should a doctoral student wish to make 
the case that they carried out 50% of the 
work required before 24 months effective 
time has passed and hence qualify for a 
new salary level, a half-time seminar 
[mittseminarium]with an appointed 
discussant will be required to provide the 
basis necessary for such an assessment. 
Similarly, a final seminar 
[slutseminarium] will be required for an 
early move to the 80%-level. 

Duties eligible for extensions that have 
been reported manually will also affect 
the date for salary increases.  

When the education administrator has 
received a satisfactory answer from the 
supervisor, the human resources 
administrator will put the salary increase 
in place. 

The doctoral 
student bursary 

While studying at FLoV and up until the 
public defence of their thesis, doctoral 
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students have the right1 to use up until 
SEK 30 000 for purposes of the 
following character:  

   •   the cost of any ethical 
review or language review 

   • active participation in 
conferences or graduate schools of 
relevance to the work on their 
thesis   

   • the purchase of research 
materials and literature of 
particular importance to the work 
on their thesis   

   •   travel of importance to the 
work on their thesis in order to, for 
example collect materials on field 
trips, study and copy materials in 
libraries and archives 

The use of these funds shall be planned 
in consultation with the principal 
supervisor. The finance administrator can 
give you information about the current 
balance and must be notified when 
ordering something or booking travel 
financed by the doctoral student bursary.  

Reimbursement 
for preventive 
healthcare 

Reimbursement for preventive healthcare 
is paid for certain types of exercise-
focussed preventative healthcare up to a 
cost of SEK 2 000 per calendar year. 
Application for reimbursement for 
preventive healthcare is made in Primula 

 

 
1 The amount was raised from 25 to 30 000 SEK in June 2018. Doctoral students who had not yet reached 
800% activity 2017-12-31 are eligible for this increase.  
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(My page, travel/expenses). 

Workplace 

The doctoral student has an opportunity 
to keep their workplace for three months 
after the end of their appointment if this 
has been agreed with the administrative 
manager and the Deputy Head of 
Department for Third-Cycle Studies. 

 

THE STUDY PROGRAMME 

General syllabus 

The general syllabus is the document that 
describes the main contents of a third-cycle 
study programme, compulsory courses within 
the programme, any specific entry 
requirements and other regulations. It is 
important that the doctoral student’s 
education is in adherence with the general 
syllabus, in order to be eligible for a PhD 
exam. The general syllabuses are revised 
relatively often and individual doctoral 
students adhere to the general syllabus that 
applied when they were admitted to the third-
cycle study programme. There is also the 
opportunity to switch to a later general 
syllabus and such a request shall be addressed 
to the Deputy Head of Department for Third-
Cycle Studies after consultation with the 
principal supervisor.  

Individual study 
plan 

Upon admission, the doctoral student 
shall, together with their principal 
supervisor, devise an individual study 
plan for the third-cycle studies based on 
the general syllabus. The individual study 
plan is electronic and is used in a 
standardised manner throughout the 
university. It can be found under Tools in 
the Staff Portal. The individual study 
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plan shall be drawn up no later than two 
months after the studies began.  

The individual study plan is a description 
of the student’s undertakings during the 
programme and of other requirements 
necessary in order for the programme to 
be pursued in an efficient manner.  The 
study plan should contain a feasible 
schedule for the entirety of the doctoral 
student’s study programme and must be 
concrete and detailed for the coming 
year. The plan shall be revisited 
continuously as part of the supervision 
process and updated once a year, as well 
as revised if major changes to the plan 
take place in between the annual updates.  

It is the human resources administrator 
who ensures that the doctoral student and 
supervisors are given access to the 
system. The next step is for the principal 
supervisor to create an individual study 
plan for the doctoral student. It is then the 
doctoral student who completes the 
majority of the study plan. The study 
plan can be sent back and forth between 
the doctoral student and supervisors until 
the principal supervisor considers the 
plan to be complete and approves it. The 
plan is then sent to the doctor student 
examiner (at FLoV it is currently the 
Deputy Head of Department for Third-
Cycle Studies who holds this role) who 
reads through and approves the plan.  

Courses 

The third-cycle study programme 
contains a course section of 60–90 
credits, depending on the third-cycle 
subject and the general syllabus. Some of 
the courses are compulsory, other are 
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optional. Refer to the general syllabus for 
the subject in question for a list of 
courses. The majority of a doctoral 
student’s course programme consist of 
courses without teaching, i.e. 
independent study.  

The optional courses are determined in 
consultation with the principal 
supervisor. The doctoral student has the 
opportunity to follow the faculty-wide 
courses or apply for courses at another 
department/faculty or another higher 
education institution and request that 
these credits are transferred within the 
scope of the study programme.  

Reporting credits 
and credit 
transfers 

There are three ways of reporting Third-
cycle credits: 
- as an individual assignment [läskurs] 
- as a regular course from FUBAS 
- as a credit transfer from a course 
given by another department, faculty or 
university. 

Individual assignment: 
When the doctoral student has finished 
the individual assignment, the course 
examiner sends an email to the education 
administrator with the following 
information: 
- the name of the course 
- a course plan linked/attached 
- the dates of the study period 
- the examination date 

FUBAS course: 
Note that the doctoral student must be 
registered for the course. 
When the doctoral student has finished 
the course, the course examiner sends an 
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email to the education administrator with 
the following information: 
- the dates of the study period 
- the examination date 
- the course code 
- the name or personal identity number of 
the doctoral student  

Credit transfer: 
The principal supervisor prepares the 
credit transfer by gathering 
documentation (course plan and 
certificate) and makes an assessment as 
to how many credits a course shall count 
towards in the third-cycle programme. 
The form “Application for credit transfer 
regarding course – third cycle”: 
http://flov.gu.se/digitalAssets/1615/1615
065_anso--kan-om-tillgodora--
knande.pdf should be used and 
submitted/ emailed to the education 
administrator. 
 
Decisions about the transfer of credits are 
made by the Director of Third-Cycle 
Studies and recorded with the Registrar. 

“Alla-kurser-klara”: 
The principal supervisor should inform 
the doctoral examiner and the education 
administrator when all the courses are 
completed and the application for a 
degree is coming up. The doctoral 
examiner must make a formal decision to 
the effect that all course requirements in 
the general syllabus are met before the 
application for a degree is made. 

Supervision  
All doctoral students have one principal 
supervisor and one assistant supervisor. 
Additional assistant supervisors may be 
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employed when necessary. The Head of 
Third-Cycle Studies appoints supervisors 
in consultation with the doctoral student.  

Doctoral students with a 100% level of 
service are offered 80 hours of 
supervision per year until the doctoral 
student has reached 800% activity in 
Ladok. In addition to time for 
supervisory meetings, the supervision 
hours include time for preparatory and 
complementary work, read-through of 
manuscripts and comments.  

Supervision hours are divided between 
the principal supervisor and the assistant 
supervisor following consultation with 
the Head of Third-Cycle Studies. The 
Head of Department and administrative 
manager are informed about who has the 
supervisory duties and to what extent 
each term.    

At least one of the supervisors must have 
the qualifications required for 
appointment as an associate professor 
and the principal supervisor should be 
permanently employed at the department. 
The assistant supervisor is often from the 
department, but can also be employed at 
another department, faculty or at another 
higher education institution.  

The doctoral student shall have regular 
meetings with their supervisors. 

Doctoral students have the right to change 
supervisors (see the doctoral rules 6.6). The 
request should be made in writing and 
addressed to the Head of Third-Cycle Studies. 
The request does not need to be justified. The 
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doctoral student’s wishes shall be taken into 
consideration and the Head of Third-Cycle 
Studies appoints a new supervisor after 
consulting the Head of Department.   

Introduction and 
performance 
review 

The Head of Third-Cycle Studies holds 
an introduction meeting with newly 
admitted doctoral students to give them 
basic information about the department 
and the study programme.  

The Head of Third-Cycle Studies holds 
annual performance reviews 
[utvecklingssamtal] with all employed 
doctoral students with the aim of gaining 
insight into how their work is 
progressing, to ensure that the 
relationship between doctoral student and 
their supervisors is working well and that 
the doctoral student has a good working 
environment at the department. 

 

Subject area 
seminars 

 

Doctoral students are obliged to 
participate in the department’s research 
environment and should follow the 
seminars in their own subjects, as well as 
regularly reporting ongoing work at these 
seminars. The supervisor at the 
department is expected to participate in 
all the subject's seminars and work to 
ensure there is a conversational climate 
that benefits progress and quality within 
the third-cycle study programme. 

Research 
workshop 

The research workshop is a series of 
seminars that aim to make use of and 
disseminate the experience-based 
expertise that researchers possess, but is 
rarely articulated and discussed within 
the scope of a third-cycle study 
programme. The overall objective is to 
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give doctoral students at the department 
useful insights and tools for their future 
working life. 

 

INFORMATION AND INFLUENCE 

The department 
board 

 The department board is a forum for dialogue 
and discussion about the department’s 
activities and advice for the Head of 
Department. Meeting times and documents 
can be found here. 

The doctoral 
student council 

The doctoral student council is run by 
doctoral students and is a forum where 
current and strategic issues regarding 
third-cycle studies and working 
environment are discussed, the doctoral 
student council has representatives in the 
department board and in the Faculty of 
Humanities’ doctoral student council.  

FLoV lunch 
meeting 

Each Wednesday at 12.45 there is a 15 
minute information session over zoom. 
The link is distributed in the newsletter 
(see below). Every second week, it is 
with the whole of the department, the 
other week, the PhD candidates and the 
head of third cycle studies convene 
separately.  

Workplace 
meetings 
[arbetsplatsträff] 

Once or twice per semester, doctoral 
students meet with the Head of third 
cycle studies to discuss matters relevant 
for work and working environment. Staff 
who work specifically with third cycle 
studies (Director of studies/Third cycle 
administrator) also participate in the APT 
meetings. 

Weekly The weekly newsletter contains 
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newsletter information for FLoV in its entirety and 
is normally circulated by the Head of 
Department on Tuesdays. 

 

FOR SUPERVISORS 

  

Supervisory 
faculty meeting 

The department’s supervisory faculty 
meeting is organised by subject area and 
consists of all principal and assistant 
supervisors. A supervisory faculty 
meeting should take place at least once 
per semester. Convener and chair of the 
meeting is a selected member of the 
subject area, and this person is often also 
a member of the department’s third cycle 
studies group, see FUG below).  

Issues raised in the supervisory faculty 
meeting include subject specific issues 
pertaining to third-cycle studies such as 
the general syllabus, course development 
and doctoral students’ progress and 
working environment, as well as strategic 
priorities for the subject area. 

ISP-conferences 

 ISP-conferences are convened annually 
for each third cycle subject area. ISP-
conferences are chaired by the Head of 
Third-Cycle Studies and focus on the 
current status and progress of doctoral 
students’ progress, as well as strategic 
issues for the subject areas and for third-
cycle studies at the department as a 
whole. 

The third-cycle 
studies group 
(FUG) 

The purpose of the third-cycle studies 
group is to be a forum for well-informed 
discussions and central considerations 
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regarding all third-cycle courses and 
study programmes at the department, e.g. 
a well-functioning quality assurance 
process at the third-cycles studies level. 
The third-cycle studies group also 
functions as a preparatory body for 
course syllabuses at the third-cycle level. 
The Head of Third-Cycle Studies is the 
convener and the group consist of at least 
three staff members with the qualification 
required for appointment as an assistance 
professor, two doctoral students and an 
equal opportunities representative. 

Courses and 
course 
development 

Syllabuses for third-cycle courses, 
including individual assignments, shall 
be developed by the principal supervisor 
or other course coordinator and be 
processed by the third-cycle studies 
group before being recommended for 
approval by the department board. The 
Head of Third-Cycle Studies approves 
the course syllabuses. The courses are 
developed continuously during an 
academic year and syllabuses therefore 
need to be approved fairly often. Courses 
of a perennial character – notably those 
detailed in general syllabuses – should be 
established in FUBAS, which is found 
here. If the course is instead an individual 
assignment [individuellt åtagande or 
“läskurs”] tailored for one doctoral 
student and is not expected to be given 
again, a course-plan should be written 
and sent to the Director of Third-Cycle 
Studies for processing.  A template for 
individual assignments can be found 
here.  

FUBAS FUBAS is a system for creating and 
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managing third-cycle courses, that is 
course syllabuses, course information, 
signing up for courses and course 
admission. All staff have access to 
FUBAS and can create a syllabus, link it 
to other teachers on the same course and 
send it along for processing. Course-
plans in FUBAS need to be in both 
Swedish and English. 

 

IN ADVANCE OF THE PUBLIC DEFENCE OF A 
DOCTORAL THESIS  

The principal supervisor is responsible for informing the Head of 
Third-Cycle Studies that the thesis is ready for examination.  

Information in 
relation to the 
public defence of 
a doctoral thesis  

Towards the end of the third-cycle study 
programme (a few months prior to the 
public defence) the principal supervisor 
and the doctoral student should contact 
the Head of Third-Cycle Studies to go 
through procedures pertaining to the 
public defence and the production of the 
thesis.  

Production of the 
thesis  

The Faculty of Humanities’ website 
contains important information to read 
ahead of layout and printing of the thesis: 
http://hum.gu.se/utbildning/forskarniva/u
tformningavavhandlingar 

Application for 
the public 
defence of a 
doctoral thesis 
etc.  

At the Faculty of Humanities website 
there is guidance regarding the following 
steps:  

   • Applying for the public 
defence of a doctoral thesis   

   • The composition of the 
examining committee, external 
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reviewer [opponent] and chair of 
the public defence. 

   • Announcement of time and 
place for the public defence of a 
doctoral thesis   

   • Notification of the date of 
the defence of a doctoral thesis   

   • Press information   

   • Distribution of public 
defence copies of the thesis  

   • Electronic notification of the 
date of the defence of a doctoral 
thesis and electronic publication   

   • Award of the degree of 
doctor   

  
 

 

CHECK LIST FOR THE DAY OF THE PUBLIC DEFENCE   

The Principal Supervisor is responsible for: 

• Making the initial contact with the examining committee and 
external reviewer 

• Booking the premises for the public defence and for the examining 
committee meeting 

• Filling out the application for the public defence and submitting 
this to the Head of Third-Cycle Studies no later than 10 weeks 
prior to the date of the public defence 
 

The Head of Third-Cycle Studies is responsible for ensuring that:  

• The application for the public defence of a doctoral thesis is 
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sent to the Dean (two months prior to the date of the public 
defence) 

• The examining committee and external reviewer have been 
contacted/booked when the application is made 

• The administrator is informed about travel and 
accommodation.   

 

The Chair of the public defence is responsible for: 

• Meeting the external reviewer and examining committee 
before the public defence. 

• Inviting the external reviewer and examining committee to 
lunch (for public defences in the afternoon). Contacting the 
finance administrator who will help with restaurant 
reservations. 

The doctoral student is responsible for:  

• Ensuring that the examining committee receive the thesis in 
good time 

• Contacting the doctoral student council for help with 
preparations before, during and after the mingle session 

• Providing the education administrator with two copies of the 
theses for archival and exhibition 

• Providing the purchasing administrator with the number of 
copies to be distributed to other higher education institutions 

The Director of Third-Cycle Studies is responsible for: 

• Sending the formal invitations to the public defence and 
instructions to the external reviewer and examining 
committee. 

• Informing the external reviewer and examining committee 
about remuneration and about travel/accommodation during 
their stay 

• Coordinating preparations on the day of the public defence, 
together with the Education Administrator and the Head.   

The Education Administrator is responsible for: 
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• Reporting the “thesis completed” segment in LADOK after 
the public defence 

• Ensuring that the minutes from the examining committee are 
sent to the faculty office 

• Informing the doctoral student when everything is ready to 
apply for the degree 

The Finance Administrator is responsible for:  

• Booking travel and hotels for the external reviewer and 
examining committee and notifying the education 
administrator when this has been done. 

• Ordering flowers for the public defence  
• Estimating and ordering alcohol-free drinks and food 
• Ordering coffee for the examining committee and water for 

the doctoral student and external reviewer during the public 
defence 

 

The communications officer at the Faculty of Humanities’ 
Office contacts the doctoral student ahead of the public 
defence in order to prepare a press release, if applicable.  

 


