
 

 

 

 

The roles of the DP Co-ordinator, Supervisor, Curriculum Librarian for Upper School and Head of Student Research in the Extended Essay 
Process at Oakham School 

*Some uncertainty about who has done this in the past, although has largely been DP Co-ordinator.  
[** Head of Student Research and Upper School Curriculum Librarian planning to increase 
collaboration on EPQ this year] 

Curriculum Librarian for 

Upper School 

DP Co-ordinator 

Head of Student Research 

• Develop and maintain online EE LibGuide for students 
and supervisors (including curated access to IBO 
resources, targeted guidance throughout the process, 
access to all seminar and workshop materials, and 
‘how to’ guides) 

• Support and train students (individually and in small 
groups) with locating and using appropriate resources 
for their investigation, including citing and referencing. 

• Support supervisors with practical questions about EE 
process, resourcing and citing and referencing 

• Make room bookings for workshops and seminars* 

• Make Red Book bookings for workshops and 
seminars* 

• Develop and deliver 3 seminars, 2 IT workshops 
and supervisor INSET 

• Collaborate on supporting materials 

• Develop and produce EE Handbook* 

• Supervise (some years), so may have all supervisor 
commitments as well. 

• [Supervise all EPQ students and deliver EPQ training]** 

• Agree EE 
timetable 

• Set up and maintain ManageBac 

• Assign supervisors 

• Support supervisors (and students) with procedural 
concerns, such as access to and use of MangaeBac, 
academic honesty, deadlines and formal submission. 

• Support student-supervisor relationships where 
necessary 

• Organise formal submission 

• Communicate with the IBO where necessary 

• Spend 3-5 hours in total over the course of 
the EE meeting with student to provide 
subject-specific support and advice 

• Facilitate access to resources, equipment and 
support  

• Conduct 3 formal reflection sessions, 
including Viva Voce (as part of 3-5 hours) and 
make formal comments on RPPF 

• Monitor progress and raise any concerns 
regarding missed deadlines or academic 
honesty with DP co-ordinator and tutor 

• Provide feedback on first draft 

• Read final draft and confirm its authenticity 

• Chase missed deadlines and negotiate 
extensions where appropriate (in 
conjunction with supervisors once 
assigned) 

• Deal with academic honesty concerns 

Supervisor 

• Support students 
with locating and 
using appropriate 
resources (including 
citing and 
referencing) 

• Encourage students 
to develop and use 
a Researcher’s 
Refection Space 

https://oakham-rutland.libguides.com/ib-extended-essay

