Appendix F: Progress Reports Instructions and Templates

The purpose of this document is to help you lay out your IMPART Progress Reports.  Progress Reports inform your mentor about the progress you have made and provide an opportunity to review your training to ensure that you are on track to meet your goals.  As well, it is essential that IMPART has up-to-date information about the development of each trainee in order to meet our reporting requirements to the Canadian Institutes of Health Research (CIHR); this will help to ensure the continuation of IMPART’s funding.

IMPART Progress Reports are intended to:

· provide a narrative mechanism whereby you reflect upon and document how well you have been able to achieve your learning goals

· provide a vehicle for self-reflection, critical thinking and planning for future development

· demonstrate to your mentor that you are making progress as planned

· provide your mentor with ideas and areas where they may further enhance your development as an addictions researcher

· assist you to identify activities that may not be helping you to achieve your learning goals

In preparing your IMPART Progress Report, you could consider:

· describing progress made on your learning goals (including specific activities in which you are involved)

· identifying new areas for development in your training as an addictions researcher (including specific activities that you would like to be involved in)

· identifying goals on which you have not made progress (and reflecting on their feasibility, )

· critical reflection on how you have changed your thinking or have been challenged by the activities you have undertaken to achieve your learning goals

· identifying challenges, problems or unforeseen circumstances that have impeded the achievement of your learning goals

Instructions:

1. Review your learning plan.

2. Complete the attached Progress Report template, which is essentially the Learning Plan template that you completed at the start of the year, but with a section added for you to indicate your progress on each of your learning goals.  You can use your Learning Plan table and simply add the progress column at the end. (Note: if you are using the “Paragraph Format” rather than the “Table Format,” simply add a subheading for “Progress” for each Learning Activity.)
3. Add at the end a list of publications and presentations from the past year, including your IMPART seminar presentations. It is important that you denote trainee/mentor collaborations and percentage contribution on your list. (A template is provided at the end of this document.)
Due Dates:

	
	Trainees starting in Sept 2010
	Trainees starting in January 2012

	Progress Report #1
	February 13, 2011
	June 1, 2012

	Progress Report #2
	June 1, 2011
	September 1, 2012


IMPART Progress Report
	Name:
	
	
	Date:
	


	IMPART Learning Outcomes 
	Prior Learning Activities That Address This Outcome (if any)
	Your Learning Goal(s)
	Indicator of Success
	Learning Activities
	Deadline
	Progress

	
	(If you have prior experience which supports this outcome, please list it in this column)
	(write a broad learning goal (or goals) related to the learning outcome)


	(Where possible, use the indicators that correspond with the IMPART learning outcomes – see previous page)
	(Describe the activities you plan to undertake to assist you in strengthening your skills, knowledge and perspectives.)
	(By when do you plan to meet this outcome?)
	(Describe progress made on each goal/activity)

	Integrating a sex and gender analysis to addictions research
	
	
	
	
	
	

	Apply knowledge of the intersections mental health, trauma and violence with addictions
	
	
	
	
	
	

	Apply knowledge exchange strategies appropriately
	
	
	
	
	
	

	Understand how research findings are translated into policy and practice
	
	
	
	
	
	

	Demonstrate the ability to fully participate in the research process
	
	
	
	
	
	

	Demonstrate the ability to communicate effectively both orally and in writing to diverse audiences
	
	
	
	
	
	

	Demonstrate the responsible use of ethical principles and behaviour
	
	
	
	
	
	

	Demonstrate effective interpersonal and teamwork skills
	
	
	
	
	
	


List of Publications & Presentations from the Last Year

Please include all publications (both peer-reviewed and non-peer-reviewed; submitted, in press & published) & presentations/workshops (including, but not limited to, all conference papers/posters) under the appropriate categories below:
· Denote publications co-authored with IMPART mentor(s) as † 

· and those co-authored with IMPART trainees as ‡ 
· and those co-authored with both  IMPART mentors and trainees as †‡ 
· Include YOUR percentage contribution following each publication/presentation
Categories (with examples):
1.
Published refereed papers (original articles published in journals with editorial review) 

Doe, J.J. & Mentor, M.M. (2010). The Intersections of Mental Health perspectives in Addictions Research Training Enriches the Experience of Graduate Trainees. Journal of Trandisciplinary Studies, 1(1): 115-136. † [50%]

2.
Accepted or in press refereed papers 
3.
Submitted refereed papers 
7.
Published contributions to a collective work and book chapters 
8.
Accepted or in press contributions to a collective work and book chapters 
9.
Presentations as guest speaker (including conferences, presentations, workshops, etc) 
Doe, J.J. & Trainee, T.T. (2010). The Intersections of Mental Health perspectives in Addictions Research Training Enriches the Experience of Graduate Trainees. 3rd Annual Conference on Transdisciplinary Addiction Studies, January 2010, Montreal, QC. ‡ [75%]

10.
Published abstracts/number of notes 
14.
Research reports or reports produced for the government 
15.
Articles in professional or cultural publications without review committee 
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