Darwin Fellowships Reporting Guidelines

Darwin Fellows are expected to submit two reports to the Darwin Initiative, in which they have the opportunity to report on their experiences gained during the Fellowship and on any other issues they would like to raise. Please look at the formats for both reports provided overleaf and contact me if you have any questions. 

Darwin Fellows are expected to prepare the reports in conjunction with the UK Host Organisation who are responsible for ensuring the submission and reporting deadlines are adhered to.
If the Fellowship is between 3-6 months: please provide:

· a brief Interim Report after 3 months (max 3 pages), submitted by month 4; 

· a Final Report within 1 month of the end of the Fellowship, (max 6 pages excluding annexes).

If the Fellowship is between 6-12 months: please provide:

· a brief Interim Report after 6 months from commencement (max 3 pages) submitted by month 7.

· a Final Report within 1 month of completion of the Fellowship (max 6 pages excluding annexes)

ECTF will read all reports submitted, but will only provide a written review of the Final report – please do not expect feedback from the Interim Report unless there are specific concerns about the progress of the Fellowship.  ECTF will provide a written review of the Final report within 2 months of receipt – if you have not heard from us within that timescale, please feel free to contact me for an update. 

Please send your report by email to me at Darwin-Projects@ectf-ed.org.uk and include the name of the Darwin Fellow in the subject line.  

If you have any additional queries about reporting, please feel free to email or call on 0131 440 5181.
Eilidh Young

Darwin Projects

Darwin Fellowship  - Interim Report 

(Please check guidance for submission deadlines, max 3 pages.)

	Darwin Main Project Ref No
	

	Darwin Project Title
	

	Name of Darwin Fellow
	

	UK Organisation
	

	Your  Organisation(s)
	

	Your role within your Organisation
	

	Start/end date of Fellowship
	

	Location
	

	Darwin fellowship funding (£)
	

	Type of work (eg research, training, other, please specify)
	

	Main contact in UK Organisation
	

	Author(s), date
	


1.
Background
· Briefly describe your involvement in the Darwin project before the start of your fellowship.

· Describe aim and objectives of the Fellowship, and programme of work

· Briefly describe the roles of the UK and Fellow’s institutions 

2.
Progress

· Provide a brief account of your work since the start of your fellowship, showing progress against the programme of work.

· Provide an account of any problems encountered and how you have or are planning to overcome them.

· Are there any issues you would like to raise?

3.
Achievements and Outcomes

· What have been the main achievements and outcomes to date, and how do they relate to the overall aim and objectives of the Fellowship.

4.
Next Steps

· Briefly describe forthcoming activities, events, milestones

Darwin Fellowship - Final Report 

(Please check guidance for submission deadlines, max 6 pages.)

	Darwin Project Ref No.
	

	Darwin Project Title
	

	Name of Darwin Fellow
	

	UK Organisation
	

	Your Organisation
	

	Your role in your Organisation
	

	Start/end date of Fellowship
	

	Location
	

	Darwin Fellowship funding (£)
	

	Type of work (e.g. research, training, other, please specify)
	

	Main contact in UK Organisation
	

	Author(s), date
	


1. 
Background 

· Briefly describe your involvement in the Darwin project before the start of your fellowship.

· Describe aim and objectives of the Fellowship, and programme of work.
· Briefly describe the roles of the UK and Fellow’s institutions.
· If you have undertaken a formal course of training, please provide a brief explanation of the course and a link to the course website if available.
2.
Achievements
· Summarise the work undertaken during your Fellowship.  What were the main activities undertaken.  Highlight any work undertaken but not originally planned and explain why this happened.  Highlight any problems encountered and how they were overcome. 

· What have been the main achievements of your fellowship?  Key documents should be annexed to this report.  

3.
Outcomes, lessons and Impact

· Do you feel that the work undertaken during your Fellowship has improved skills that are relevant and important for your work in your organisation? How are you planning to apply those skills in future work?  
· What arrangements have been made for your future involvement, what more could be done, what discussions have taken place with your original employer to ensure that your new skills are utilised?
· Has the Fellowship helped to improve your capacity to solve practical problems related to the sustainable use and/or conservation of biodiversity in your country? 
· Have you had the opportunity to make contacts with other UK biodiversity institutions, intergovernmental organisations, NGOs or the private sector during your fellowship? Will these contacts be useful for your future work, and how are you planning to maintain them?

· Any other issue emerging from your experience as Darwin Fellow that you would like to raise, or suggestions for improvements to the Darwin Initiative Fellowship scheme.








