Weekly Progress Check-In
WEEKLY MRes/PhD PROGRESS CHECK-IN
Short-form progress, milestone and support report for research students
	Note: 
· It is mandatory for all students to create a project on Overleaf for their weekly reports. This project will include all your weekly report in reverse chronological order. You will need to follow the standard naming discussed on the Lab website (CLICK HERE).
· Submission of the Weekly Report is mandatory and must be emailed to your main supervisor, with your associate/co-supervisor(s) copied, at least two hours before the Weekly Group Meeting.
· Students are strongly encouraged to attend the Weekly Group Meeting in person. If you are unable to attend, you must notify your main supervisor in writing, copying your associate/co-supervisor(s), and provide a brief reason for your absence.
· If the Weekly Group Meeting does not appear in your Outlook Calendar, please notify your supervisor.


Student and Reporting Details
	Student name:
	

	MRes / PhD Start Date
	

	MRes / PhD End Date
	

	Principal supervisor:
	

	Associate supervisor(s):
	

	Week commencing:
	DD / MM / YYYY

	Detailed research record link:
	Overleaf

	List of Units that the student is tutoring this semester:
	Research students are strongly encouraged to tutor no more than one course at a time. Based on previous experience, taking on tutoring responsibilities for multiple courses may adversely affect research progress and performance.

	List of Papers Accepted/Published as Part of the recent program:
	Full Reference

	List of Papers Submitted:
	Full Reference
Note: For research students, the student and the main supervisor will be designated as co-corresponding authors.

	List of Papers in Pipeline + list of co-authors + venue to be submitted:
	In most disciplines, writing part of the manuscript by itself is usually not sufficient for authorship. Widely used guidelines generally expect authors to have made substantial intellectual contributions, such as one or more of the following:
· Conceiving or designing the research.
· Developing the methodology or conducting the analysis.
· Interpreting the results.
· Making substantial contributions to drafting or critically revising the manuscript.
· Accepting responsibility for the integrity of the work.


1. Overall Status and Milestone Trajectory
Select the status that best reflects the project this week:  [ ] GREEN - on track    [ ] AMBER - some risk/delay    [ ] RED - significant issue or intervention required
	Next major milestone
	Target date
	Milestone status

	· Item 1
· Item 2
· …
	DD / MM / YYYY
	[X] On track   [X] At risk   [X] Delayed


2. Last Week: Commitments vs. Achieved
List the All commitments made last week and whether each was completed. Keep this outcome-focused rather than activity-focused.
	Last week's commitment
	Outcome
	Brief explanation / evidence

	
	[ ] Completed  [ ] Partial  [ ] Not completed
	

	
	[ ] Completed  [ ] Partial  [ ] Not completed
	

	
	[ ] Completed  [ ] Partial  [ ] Not completed
	


3. Key Progress / Outputs This Week
Summarise the most important research outputs or progress in up to three bullets (e.g., experiment completed, analysis performed, writing completed, ethics/recruitment progress, code/data output, manuscript activity, relevant literature synthesis).
1. ________________________________________________________________________________
2. ________________________________________________________________________________
3. ________________________________________________________________________________
4. Challenges, Blockers and Support Required
Focus on unresolved issues. Routine problems that have already been solved do not need detailed reporting.
	Current blocker / concern
	Who is resolving it?
	Action required

	
	[ ] Student  [ ] Supervisor  [ ] Centre/University  [ ] External
	

	
	[ ] Student  [ ] Supervisor  [ ] Centre/University  [ ] External
	


5. Do You Need Supervisor / Centre Action?
[ ] No action required    [ ] Feedback    [ ] Decision / approval    [ ] Meeting    [ ] Resource/access support    [ ] Other
Specific request: ____________________________________________________________________________________________
6. Commitments for Next Week
Set up to three concrete, reviewable commitments for the coming week.
	Commitment / deliverable
	Expected evidence / outcome

	1. 
	

	2. 
	

	3. 
	


7. Optional Updates
Complete only if relevant this week: literature reviewed, seminars/training, collaboration, professional development, publications, conference activity, awards, or other notable updates.
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
8. Questions / Discussion Points for the Next Group Meeting
List only items that would benefit from discussion with the supervisor or research group.
1. ________________________________________________________________________________
2. ________________________________________________________________________________

To be completed by the Supervisor:
	Status
	Use when...

	GREEN
	Progress is broadly consistent with plan; milestone is on track; no significant unresolved blocker or intervention is required.

	AMBER
	There is a meaningful delay, unresolved dependency, reduced progress, or milestone risk that should be monitored or discussed.

	RED
	A significant problem, missed/seriously threatened milestone, prolonged non-progress, major supervision/research issue, or prompt intervention is required.



Weekly progress monitoring template | Detailed research records remain in OneNote / Overleaf
