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Fellowship External Interim Report Template and Formal Report Template
Example 1
	Context

A Fellowship External is working with a large institution with a well-established CPD Scheme (Descriptors 1 – 3) that has 4 submission points per year.   After each submission point, the Fellowship External is required to provide a short interim report to the Scheme Lead and attend the CPD Scheme Steering Group where outcomes are ratified.  Annually the Fellowship External is required to provide a more detailed formal report which is considered at the institutional Learning and Teaching Committee.  The institution has a format for a formal response to the report.




Interim Report Template
	Fellowship External Name 
	

	Institution 
	

	CPD Scheme Submission Round
	

	Date interim report completed
	

	Number of applications submitted
	

	Number of applications moderated
	Include number of applications reviewed per category, format (if applicable), outcome and locations (if applicable) and comment on whether decisions made by reviewers are being taken in line with standards.

	Observations on the success/referral rate
	

	Observations on the quality of reviewing by internal assessors
	

	Commendations and recommendations
	

	Reflection on actions identified in previous annual report and/or interim report
	






Annual Formal Report Template

CPD Scheme: Fellowship External Annual Report
	Fellowship External Name
	

	Institution 
	

	Scheme / Programme 
	

	Date of completion 
	

	Reporting period
	

	Number of submission points
	



Number of applications sampled for moderation
	
	Descriptor 1
	Descriptor 2
	Descriptor 3

	March 
	
	
	

	July
	
	
	

	September
	
	
	

	January
	
	
	



Summary information
	
	This section is a summary, for which a maximum of 300 words is recommended

	Y/N

	1.1
	In your view are the standards set for the CPD Scheme appropriate and for measuring applicants’ achievement against the relevant Descriptor Criteria?

If no, please provide a statement of the respects in which they differ.

	

	
	Insert comments here


	1.2
	In your view are the standards set for the CPD Scheme comparable with similar accredited CPD schemes with whom you are familiar?

If no, please provide a statement of the respects in which they are not comparable.

	

	
	Insert comments here


	1.3
	In your view are the processes for assessment for the award of fellowship sound and fairly conducted?

If no, please provide a statement of the respects in which they fall short.

	

	
	Insert comments here



	1.4

	Where appropriate, please provide a description or bullet point list of any strengths or distinctive or innovative features in relation to standards and assessment


	
	Insert comments here





General information 
	2.1
	Please comment on the adequacy of the information supplied by the CPD Scheme Lead


	
	Insert comments here




	2.2
	Please comment on areas for commendation


	
	Insert comments here




	1.3
	Recommendations for future enhancement


	
	Insert comments here




	1.4

	If applicable, suggested actions to be taken for next cycle


	
	Insert comments here





Fellowship External Confirmation
	Report submission date
	

	Signed
	

	Print name
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