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	Human Research Ethics Annual/Final Project Report



About this Form
This progress report form should be used by researchers to inform the HREC of project progress.  Note, the same form is used for both annual and final reports. 
It is a condition of approval that progress reports are submitted annually on the anniversary of the approval date. It is the responsibility of researchers to take note of the report dates on the approval notification, and submit as due. Failure to submit reports is a breach of compliance and project approval, which may result in ethics approval lapsing.
Amendment requests will not be considered if annual reporting requirements are not met.
A final report must be submitted within one month of completion of the project. If the project does not proceed or is discontinued, for any reason, please advise the Committee by submitting a final report.
The HREC may conduct random audits and / or require additional reports concerning the research project as part of the requirements for monitoring, as set out in the National Statement on Ethical Conduct in Human Research.

Please note: For HDR candidates, this Ethics Annual Report is a separate requirement, in addition to your HDR Candidature annual report, which is submitted mid-year to research.degrees@federation.edu.au 

Completing the Form
This form can be completed on your computer using the tab key to move through the template. The response area will expand to fit the content. Click inside a checkbox to record a Yes/No response. 
Please do not alter any part of the form, and answer all relevant questions.

Submitting your Report
Complete the report form and submit via email to the Coordinator, Research Ethics research.ethics@federation.edu.au, cc’ing all co-investigators.  

Deadlines
Annual Reports
Annual reports are due annually on the anniversary of project approval.

Final Reports
Final reports are due at project completion or within one month of approval expiry. A final report may be submitted prior to expiry of ethics approval. Submission of a final report will close ethics approval. Closed projects cannot be reopened.

Please delete this instruction page before submission.

PROJECT DETAILS
	HREC Approval No:
	Click or tap here to enter text.
	Project Title:
	Click or tap here to enter text.
	Chief Investigator:
	Click or tap here to enter text.
	Other Researchers:
	Click or tap here to enter text.
	Name of the person completing this form:
	Click or tap here to enter text.
	Date of Original Approval:
	Click or tap here to enter text.



PROJECT STATUS
	☐
	Annual Report 
	☐
	Yet to start / project planning

	
	
	☐
	Continuing
Please select the current stage of this project:

	
	
	
	☐
	Recruitment/data collection not yet commenced

	
	
	
	☐
	Data collection 

	
	
	
	☐
	Data analysis

	
	
	
	☐
	Write up of results

	
	
	
	☐
	Other: Click or tap here to enter text.

	☐
	Final Report  
	☐
	Complete

	
	
	☐
	Abandoned / Withdrawn



Note: If this is a Final Report, your ethics approval will be closed off and cannot be reopened. Continuation or recommencement of a research project following a final report will require submission of a new application.

APPROVAL CONDITIONS
If the approval was subject to certain conditions, have these conditions been met?
	☐
	Not applicable

	☐
	Yes 

	☐
	No
Please provide details:
Click or tap here to enter text.



PROJECT SUMMARY
Provide a short summary of the project and results of the project so far (no attachments please).
Notes: 
· If this an annual report, please also briefly indicate next steps.
· If this is a final report, please also provide detail about how the aims of the project, as stated in the application for approval, were achieved or not achieved.
	Click or tap here to enter text.




AMENDMENTS
If you need to make any changes to your project after approval, you will first need to submit an Amendment Request. Amendments may include:
· extension of approval period;
· changed project personnel;
· changed recruitment method(s);
· changed data collection method(s);
· changed participants cohorts(s) or numbers;
· changed data collection location; and/or
· any other changes to your project methodology.
Note: Continuation of ethics approval is on the condition that research is conducted in compliance with HREC approval, and that any amendments are approved by the HREC (National Statement 5.4.10).

Have amendments been made to this project since your last report?
If this is your first annual report, note any amendments since approval. 
	☐
	No  

	☐
	Yes 
	Was HREC approval granted for these amendments (check all that apply)?

	
	
	☐
	Yes - Application for Amendment to an Existing Project

	
	
	☐
	Yes - Change of Personnel

	
	
	☐
	Yes - Extension Request

	
	
	☐
	No
If you have made changes, but not had HREC approval, provide detail as to why this has not yet occurred:
Click or tap here to enter text.



Do you need to submit an amendment now, or anticipate submitting amendments in the future?
	☐
	No  

	☐
	Yes 
* NB: If ‘Yes’, download Amendment Request form from the (website) and submit it to the HREC via email for approval. 
Please note: Extensions will not be granted retrospectively. Apply well prior to the project end date, to ensure continuity of ethics approval.



PROJECT CONCERNS
While working on this project, have concerns in any of the following areas been encountered since your last report or, for first annual reports, since commencing the project?  If so, please provide detail in the space provided.
	☐
	Study design
	Click or tap here to enter text.

	☐
	Participant recruitment or consent
	Click or tap here to enter text.

	☐
	Finance
	Click or tap here to enter text.

	☐
	Facilities/equipment
	Click or tap here to enter text.

	☐
	Other
	Click or tap here to enter text.



Have there been any events that might have had an adverse effect on the research participants OR unforeseen events that might affect continued ethical acceptability of the project?
Note: Please include detail of any:
· incidents, adverse events, or safety concerns which had an actual, perceived, or potential negative impact on the participants; or
· complaints about the research or research conduct received by the project team.
	☐
	No

	☐
	Yes 
	Please provide a short summary of the event(s), including action taken:
Click or tap here to enter text.

	
	
	Were the events reported to the HREC via an incident report?

	
	
	☐
	Yes 

	
	
	☐
	No
Please explain why you have not submitted an incident report for the event(s): 
Click or tap here to enter text.

	
	
	Have you submitted an amendment request to alter your project as a result of the event/events?

	
	
	☐
	Yes 

	
	
	☐
	No
Please explain why the event(s) have not required an amendment to the project:
Click or tap here to enter text.



DATA STORAGE
Is your working data being managed and stored as approved in your ethics application or subsequent approved amendment request?
	☐
	Yes

	☐
	No
Please provide explanation here, indicating whether or not an amendment request has been/will be submitted for this change:
Click or tap here to enter text.



PUBLICATIONS
Provide details of research dissemination outcomes for the previous year resulting from this project, for example Community seminars; conference attendance; government reports; and/or research publications.  
	Detail
	URL/DOI, if applicable

	Click or tap here to enter text.
	

	Click or tap here to enter text.
	

	Click or tap here to enter text.
	


** Copy additional lines, as needed.

HREC FEEDBACK
The HREC welcomes any feedback on difficulties experienced with carrying out the research project, or suggestions which might lead to improvements in ethical clearance and monitoring of research.  Please provide any feedback here:
	Click or tap here to enter text.




Submitting your Report 
This completed annual/final report form should be submitted via email to the Coordinator, Research Ethics research.ethics@federation.edu.au. 

Co-investigators must be copied in to the email submission of this Amendment Request.  
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