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Every candidate for a Higher Degree by Research must submit an Annual Report Form to the Director of Research by the last Friday in September. The Report Form must also be completed and signed by the candidate’s Supervisor(s) and the Research Coordinator at the student’s RTI.
Please submit the completed report form to the MCD office by
Friday 28 September 2012.
Please complete section 1 and forward the report to your supervisor/s, who will complete section 2. You will need to make an appointment to meet with your supervisor/s to complete section 3 together. Sections 4, 5 and 6 are to be completed by the student prior to handing the form to the Research Coordinator. The completed form must be handed to the Research Coordinator at the RTI for a final signature. The enclosed ‘Supervisor’s Claim Form’ is to be removed by the Supervisor/s, completed and returned to the MCD. 
Section 1: to be completed by the candidate

Personal Details (please highlight any differences from your current enrolment summary)

	Title:
	Family Name: 

	Given Names: 
	Student ID Number: 

	Postal Address:

                                                 Postcode:
	Residential Address (If different):

                                                      Postcode:

	Work telephone:
	Residential Telephone:

	Facsimile:
	Mobile:

	Email:
	Recognised Teaching Institute (RTI):

	Current Course Enrolment (please circle one):

MA, MTheol, DMinStuds, DTheol, PhD
	Course Commenced (Year):

	Thesis Title:


	

	Principal Supervisor:
	Associate Supervisor:

	

	Did you have a confirmation/upgrade panel in 2012?                                             YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 

If YES, what was the outcome?


	Did you make a presentation at any seminar, conference or other event, related to your thesis, in 2012?                                                 YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 

If YES, when & what was the paper title?



	Will you require a confirmation/upgrade panel in 2013?                                             YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 

	Would you like to make a presentation at any seminar, conference or other event, related to your thesis, in 2013? 
                                                         YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 


	Does your research project have HREC clearance?

                                                     YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 

	Will you be applying for HREC clearance in 2013?

                                                         YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 



In addition to this progress report, if any student or supervisor wishes to make a confidential written report to the Director of Research they may do so.

Throughout your candidature you can expect support and guidance, primarily from your supervisor.

If you have problems which you are unable to discuss with your supervisor, then: 


- In the first instance refer to your RTI Research Coordinator


- If a problem cannot be resolved, contact the MCD Director of Research. 

Full details of the MCD Grievance Policies and Procedures are available on the MCD website at:
      http://www.mcd.edu.au/grievances-policy    


http://www.mcd.edu.au/academic-grievances
      http://www.mcd.edu.au/administrative-grievance-policy
Report on research programme: what have you done this year?

1. Please attach a brief summary (approximately one A4 page) of your research progress to date.

    Include the following, indicating deviations from your planned programme rather than repeating the whole proposal:  

a. A timeline, your position on the timeline, and the stage now reached in relation to your overall research plan;

b. Any problems you have encountered that have hindered successful progress;

c. The work still to be completed and the relevant proposed timeline; 

d. How far you have proceeded in writing your thesis;

e. List of any publications/presentations made, arising from your research.

2. Is your research project supported by a grant or studentship?  

 Yes  FORMCHECKBOX 

  No  FORMCHECKBOX 

    If ‘Yes’, please give details ________________________________________________________________________________

3. Do you expect to complete your thesis by the completion date as stated on your currently approved enrolment details? 







Yes  FORMCHECKBOX 

  No  FORMCHECKBOX 

If not, what factors (including employment or other commitments) are likely to prevent you from completing?

Please discuss with your supervisor, or your RTI Research Coordinator, alternative possibilities, including:

· Leave of Absence
· Lapse of Candidature

· Withdrawal of Candidature

· changing from full-time to part-time candidature.

4. Are there any issues which you would like to discuss with your supervisor concerning your supervision arrangements?

5. If you have more than one supervisor, are you happy with the way your co-supervision is working?
Section 2: to be completed by the supervisor

1. I have read the candidate’s progress report 



Yes  FORMCHECKBOX 

  No  FORMCHECKBOX 

2. I expect the candidate to complete by the expected completion date

                                                                                               

Yes  FORMCHECKBOX 

Probably  FORMCHECKBOX 

  No  FORMCHECKBOX 

3. The candidate has:



Strongly

Strongly 
Disagree

  Agree

  (a) Diligently and effectively applied themselves to their project         

1       2       3       4       5

  (b) Shown initiative consistent with the requirements
 of the research program/course and level of study                          

1       2       3       4       5

  (c) Made satisfactory progress throughout the past year                        

1       2       3       4       5

It is your responsibility as supervisor to keep the candidate informed of your assessment of her/his progress. If you have answered 1 or 2 to any of the above, please check your response against that of the student and provide comments below.

4. To the best of your knowledge, have any of the following issues hindered the candidate’s progress over the past year? (Please tick)

 FORMCHECKBOX 
 Academic background
 FORMCHECKBOX 
 Financial

 FORMCHECKBOX 
 Access to books/resources
 FORMCHECKBOX 
 Health

 FORMCHECKBOX 
 Access to internet/email
 FORMCHECKBOX 
 Interruption to supervision

 FORMCHECKBOX 
 Communication with people
 FORMCHECKBOX 
 Personal

 FORMCHECKBOX 
 Employment
 FORMCHECKBOX 
 Settling in (for transferring students)
 FORMCHECKBOX 
 English language proficiency
 FORMCHECKBOX 
 Understanding the work expected

 FORMCHECKBOX 
 Others

Please indicate what steps you have taken or will take to help overcome these issues

5. In your opinion, is the MCD able to provide all necessary facilities for the candidate's research during the coming year?



Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

If no, please list what would be needed:
6. Have supervision arrangements for the candidate been finalised for the whole of the coming year?






Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

7. Have you participated in any supervisor training or information sessions during the last twelve months?



Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

If yes, please provide details:

8. Would you like to make any further comments concerning the candidate’s progress or your supervision experience this year?

Section 3: to be completed by the candidate and supervisor together 

	We have discussed the following issues:
	Have these issues been covered adequately? 
(YES / NO)
	Are there any issues outstanding?

Please comment.

	Candidate’s report on research program (Section 1) 
	
	

	Weekly time commitments expected of candidate
	
	

	Thesis outline / Research plan / Timelines
	
	

	Supervisory meetings: time and frequency
	
	

	What is needed to complete a thesis successfully
	
	

	Additional courses or skills needed including: library skills; computer skills; writing; presentation; statistics; English language skills
	
	

	Facilities/resources available: e.g. library, ICT facilities, scholarships, grants
	
	

	Involvement in collegial activities: e.g. student groups, seminars, colloquia
	
	

	Presentation of work in formal department meetings or external forums, 
eg. conferences
	
	


	Ethical Issues, including: Human Research Ethics Committee clearances obtained, Code of conduct for research
	
	

	Environmental Health & Safety issues, if applicable
	
	

	Intellectual Property issues, if applicable


	
	

	Candidate’s formation as a scholar


	
	

	For doctoral candidates: post-doctoral aspirations/opportunities
	
	

	Possible publication of thesis or articles arising from the thesis
	
	


Signatures:
I have read and endorsed the candidate’s research progress report (Section 1), and have discussed with the candidate any issues arising in Section 3:

Supervisor 1: ________________________________________________ Date: ____/____/_____

(Please print your name here: _________________________________)

Supervisor 2: ________________________________________________ Date: ____/____/_____

(Please print your name here: _________________________________)

I have discussed my progress report adequately with my supervisor/s. I give my approval for the release of information about my progress to my sponsor/s.

Candidate: ________________________________________________ Date: ____/____/_____

(Please print your name here: _________________________________)

Research Coordinator at the RTI: ________________________________________________
(Please print your name here: _________________________________)  Date: ____/____/_____
Section 4: Privacy Statement

The information on this form is collected for the primary purpose of creating and maintaining a personal record for you on the student database, attending to administrative matters, corresponding with you and for statistical analyses. If you choose not to complete all the questions on this form, it may not be possible for the Melbourne College of Divinity (MCD) to assess your annual report or to maintain your on-going enrolment. Personal information may also be disclosed to the education institutions or your employer(s) to make an informed decision about your annual progress or matters that concern your enrolment at MCD.

You have a right to access personal information that MCD holds about you, subject to any exceptions in relevant legislation. If you wish to seek access to your personal information or inquire about handling of your personal information, please contact MCD Research Admissions Office on 9853 3177.

( Student’s signature:  __________________________________     Date: _____ / _____ / _____  

____________________________________________________________________________
MCD Office use only

Director of Research (or representative): _______________________ Date: ____/____/_____

(Please print your name here: _________________________________)

	
	OFFICE USE ONLY: MCD APPROVAL
	
	DATE
	
	TAMS UPDATED
	
	


Please send the completed form to: 
The Director of Research 

Melbourne College of Divinity

21 Highbury Grove, KEW, VIC 3101

Facsimile: 03 9853 6695

by Friday 28 September 2012



HDR Annual  Progress  Report  
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