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____________________________

Research Fellowship
Sample Progress Report Form


For Reference Only
____________________________

Before you start your report:
Please refer to your Fellowship Application, Fellowship Grant Award Letter and the charity’s Terms and Conditions that are outlined in that letter. You only need to complete this report if you're requesting any or all of the following changes:
· the approved purpose(s) of your fellowship grant, for example, certain key activities
· your fellowship from full time (1 WTE) to part-time (minimum 0.5 WTE) or vice versa
· your fellowship budget, for example to cost transfer from one budget line to another of more than 10% of that budget line, or to introduce a new cost while keeping within your original budget
· extend your fellowship, i.e., a no-cost extension
· terminate your fellowship before your fellowship end date
· pause your fellowship
· if we have requested it.

Please provide as much relevant information as you can that is appropriate to your request. It'll take up to 15 working days for us to review your request. If it's time-sensitive, let us know and we'll aim to respond as soon as possible.​

We may share your report with your supervisor(s), NIHR Imperial BRC and members of our Research Fellowship Committee.

If you've any questions before or while you're completing your report, please email Philip Howard, Grants Manager (grants@imperialcharity.org.uk).

1.  Your details
Title
Name
Surname
Tel (work)
Email (work)
Address (work)
Your Imperial College Healthcare NHS Trust contact details will be automatically populated here for you. You must only use your Trust postal and email address information. We will not accept personal or Imperial College London postal or email address information.

Q1.
What is your fellowship grant reference?

Q2a.
What is your NHS assignment number?
You will find this information on your payslip if you’re doing your fellowship at the Trust or if you have an NHS employment contract, i.e., your salary is paid by NHS. If you have left NHS employment and are doing your fellowship at Imperial College London, please write N/A.

Q2b.
What is your ORCID number? 
ORCID = Open Researcher and Contributor ID (https://orcid.org/). The charity expects all our fellows to have an ORCID number.


2. Your fellowship and research project

Q3a. 
What is the title of your fellowship research project?
Please refer to your application.

Q3b. 
What is the abstract for your research project (max 250 words)
Please refer to your application.

Q3c. 
Please provide a brief overview of your fellowship and research project and what you have achieved to date (max 500 words)
Please refer to your Fellowship Application and Fellowship Grant Award Letter.
a) Your fellowship
· What research skills have you gained so far from doing your fellowship? 
· What are the practical challenges you have faced/currently facing during your fellowship?
b) Your research project
· What are your original research aims, and how far have they been met?
· Are you still able to deliver your project as originally intended?
· ​If your research project includes engagement with patients/members of the public, or with trust staff, what have you done so far?
	
Q3d. 
What change(s) to your fellowship are you requesting?
Please tick all that apply.
· Change the approved purpose(s) of my fellowship grant
· Change my fellowship from full-time to part-time (vice versa)
· To transfer costs from budget line to another of more than 10%
· Extend my fellowship end date, i.e., a no cost extension
· Pause my fellowship
· Terminate my fellowship before the end date
· Other

Q3e. 
Describe in detail what the change(s) is/are, why you need to make it/them, and how it/they might impact on your fellowship and research project (max 250 words)
It is important that you tell us as much as possible the circumstances that have led to your request, if and when you wish to pause and reactivate your fellowship, your new overall revised timeline and proposed working pattern, movement between budget lines, and any other information. If it is helpful to have an in-person or Teams meeting to discuss your situation before you submit this report, please email Philip Howard, Grants Manager (grants@imperialcharity.org.uk).

Q3f. 
I can confirm I have consulted my primary (and co-supervisor/s) and they have approved my requested change(s) to my fellowship, and/or research project

Q3g. 
When did you start your fellowship?

Q3h. 
When will you complete your fellowship?

Q3i. 
​Upload your revised Gantt chart
If your intended revised fellowship end date changes substantially (by 3 months or more), you will need to provide a revised Gantt chart to show how you will carry out the remainder of your fellowship and research project.

Q4a. 
Have you carried out any of the following dissemination activities resulting from your fellowship so far? 
Please tick all that apply.
· A talk or presentation
· A poster presentation
· Participation in an activity, workshop or similar
· Publication in a magazine, newsletter, academic journal, or online
· A formal working group, expert panel or similar
· A press release, press conference or response to a media enquiry
· Participation in an open day or visit
· Engagement focused website, blog or social media channel
· A broadcast, e.g. TV/radio/film/podcast (other than news/press)
· Scientific meeting (conference/symposium etc.)
· Other
· None

If you've selected 'Other', what is the activity?

Q4b. 
Please give more details about the dissemination activities you've selected in question 4a. (max 250 words)
· What took place and when?
· How was your research received?
· How did you acknowledge the charity and NIHR Imperial BRC?
· What has been the feedback from the target audiences for your various activities?
· What have you learned from your experience of being involved in these activities? 

If you have any upcoming dissemination activities, please list them here too. Please include any links or upload any relevant documents using the tool below.

Q5. 
Have you started making plans to continue your academic research career after you complete your fellowship, e.g., funding applications? (max 250 words)


3. Your fellowship and research project finances

Q6a. 
How much of your fellowship grant has been spent?
If you are unsure about this, please ask your divisional research manager if you’re doing your fellowship at the trust, or the relevant department within the faculty of medicine if you’re doing your fellowship at the college.

Q6b. 
How much of your fellowship grant remains unspent (if any)?

Q6c. Are you spending your grant on approved costs? (max. 150 words)
Please refer to your Grant Award Letter. If you’ve made cost transfers of less than 10% in total between one budget line to another, you don’t need our prior permission. However, any major change (more than 10% between budget lines) would need to have been pre-approved by us first. Please email, Philip Howard, Grants Manager grants@imperialcharity.org.uk – if you need to inform us about any changes that have not already been pre-agreed before your submit your report.


4. Your Declaration

Q7a. 
Please tell us anything you would like us to know that does not fit within the questions in this form. (max. 100 words)

Q7b. 
I confirm that the information I have provided in this report is correct.

Q8. 
The date you completed this report.

Thank you for completing your progress report. It will take up to 15 working days for us to review your request. If it’s time-sensitive, please let us know and we will aim to respond as soon as possible. Don’t forget to include your grant reference in the subject line of your email.
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