


Mid-Term Review Manual

 IHP Research Training Network contracts (1999 selection round)
The primary aim of an IHP Research Training Network (RTN) is to provide training-through-research, especially of young researchers (at both pre- and post-doctoral level), within the context of high quality, trans-national collaborative research projects. Funding is provided primarily for the appointment of young researchers with modest support for Networking, overheads and certain direct costs.

Purpose of the Mid-Term Review:

The Mid-Term Review meeting is an opportunity for the Network to take stock of progress to date, to explore flexibility in the contract and to clarify many issues (financial, administrative, best working practice, progress with engagement of young researchers) with the Commission and to subsequently change course if necessary.. It is principally an opportunity for the partners, the Young Researchers and the Representative(s) of the Commission to discuss questions or issues which may not be clear from the official documentation or the contract. As such, it is not a scientific evaluation of the Network nor should it be the first point in the course of the contract at which problems are brought to the attention of the Commission. Particular attention is paid to the training and Networking aspects. The structure of the Network and the contract’s work programme will also be reviewed and, if necessary, contract modifications defined. The Mid-Term Review is a valuable source of feedback to the RTN management.
Recognising the value of an in-depth Mid Term Review meeting as an effective way of monitoring the progress of each Network, the Commission has placed a contractual obligation on each RTN co-ordinator to organise the Mid-Term Review. Article 23.5 of Annex II to the Research Training Networks’ contract states that:

 “The principal contractor shall organise a Mid-Term Review Meeting between representatives of all the participants and the Commission. The meeting shall take place no later than when two-thirds of the duration of the work to be performed under the contract has elapsed.  The principal contractor shall agree with the Commission the date and the agenda for the meeting at least two months in advance of the meeting.” 

Main steps in the Mid-Term Review of a Network:

Step 1: Setting the date and venue: 

The date and venue of the meeting is fixed by agreement between the Network Co-ordinator and the Commission’s Project Officer as far in advance as is practicable but not less than two months in advance. Where practicable, the meeting should be held in Brussels. It is recommended that the Mid-Term Review meeting is held in conjunction with a regular Network meeting to avoid additional costs and to provide the Expert Reviewer with the opportunity of attending at least part of a Network meeting. The venue proposed should be easily accessible to participants. 

Step 2: Agenda and Participants: 

The agenda (see Annex A) and the full list of participants for the review meeting are to be agreed between the Co-ordinator and the Project Officer at least two months before the meeting. The participants will include the Co-ordinator, all scientists in charge, task leaders and all young researchers whose appointments are currently being financed by the Network. Each of these participants will be expected to make a presentation of their work and experience within the Network. A Network administrator may also attend. An Expert Reviewer will accompany the Project Officer.  In general, other participants should only be present if they have a role to play in the meeting.

Young researchers who have been in the Network but have completed their contracts at the time of the Mid-Term Review may also be invited to share their experiences, at the Co-ordinator’s discretion, and at the Network’s expense.

If other participants are desired, for example interested parties from academia or industry, then the Commission must be consulted beforehand. Given that the focus of the meeting is very different from a scientific meeting, it is not clear that participants external to the Network will add value and it is perhaps more appropriate to invite observers only to the Network’s scientific meetings.

Step 3: The Co-ordinator’s Mid-Term Review Report: 

The Network Co-ordinator is expected to prepare a Mid-Term Review Report (Annex B). The report and the agenda must be distributed to all participants at least one month before the meeting. 

Step 4: The Mid-Term Review Meeting:  

The meeting will normally require one whole day. It may be chaired by the Commission’s Project Officer or by the Co-ordinator (by prior agreement). The agenda will include a report by the Co-ordinator and a tour de table of each of the scientists-in-charge and task leaders (where different). Each young researcher will also be required to make a report of their experiences and fill in a confidential (anonymous) questionnaire (Annex C) for statistical follow-up by the Commission.

If participants agree, separate sessions may also be held between the Project Officer/Expert Reviewer and the senior scientists and with the Young Researchers to give each group a chance to air concerns which they may not wish to discuss in front of the group as a whole.  

Step 5: Follow-up. 

Following the Mid-Term review meeting, the Project Officer will send the Expert Reviewer’s report (Annex D) to the Co-ordinator and will write a letter detailing any recommendations/actions to be taken to implement best-practice, any adjustments to the work programme, training programme etc. A time-scale for the implementation of any changes will also be agreed. If no actions are necessary, the Project Officer may conclude the Mid-Term Review Process.

Summary of tasks of the Principal Participants:

· The Network Co-ordinator:

· To propose a date and venue for the Mid-Term Review Meeting as soon as possible and not less than two months in advance.

· Not less than two months before the agreed date, to propose an agenda and list of participants to the Commission’s Project Officer.

· Not less than one month before the meeting, to prepare the Mid-Term Review Report and send it to all participants.

· To organise the logistics for the meeting.

· To present an overview of the Network’s progress to the meeting.

· To circulate the Commission’s assessment to all Network partners and to arrange for any necessary follow-up.

· The Expert Reviewer:

· To agree the date of the Mid Term Review meeting

· To prepare for the meeting by examining the Mid-Term Review report and the contract as well as any other material provided in advance of the meeting and by seeking supplementary information if required.

· To attend the meeting and be prepared to structure the discussion, involving all participants. To discuss together with the participants area ofpossible actions to be taken.
· To prepare the Review Report and transmit it to the Project Officer within one month following the meeting. Confidential information should be contained in a cover letter. 
· The Project Officer:

· To agree the date and venue of the Mid-Term Review meeting with the Co-ordinator. 

· To provide him with the Mid-Term Review Manual.

· To agree the agenda and the list of participants.

· To propose and agree with the Co-ordinator on the choice of Expert Reviewer.

· To prepare for the meeting by examining the Mid-Term Review Report, the contract and relevant background information, notably the original proposal and the Network’s Home Page on the Internet. In particular, the progress with the appointment of young researchers, Networking aspects and the financial performance to date will be examined.

· To chair the Mid-Term Review meeting (or agree to allow the Co-ordinator to chair it).

· To arrange for the Young Researchers present to complete the Network Fellow questionnaire.

· Within one month following the meeting, to send the Expert Reviewer’s Report and the Commission’s opinion on the Mid-Term Review to the Co-ordinator. To follow up any actions that may be required in co-operation with the Co-ordinator. 

ANNEX A

Guidelines for the preparation of the agenda and for participation in the Mid-Term Review Meeting

AGENDA

1) Introduction: There will be a short introduction (10 minutes) by the Project Officer and the Expert Reviewer.

2) Co-ordinators Report: A presentation by the Co-ordinator, lasting no more than one hour, of the Network and the Mid-Term Review Report. The presentation should cover each of the following aspects and equal time should be given to the scientific, networking and training topics:

Scientific (20 minutes)
i) The scientific, technological or socio-economic reasons for carrying out research in the field covered by the research;

ii) the research objectives of the joint work;

iii) scientific highlights of the work so far;

Networking (20 minutes) 

iv) the methodological approach and work plan;

v) how the Network functions and how the partners collaborate in practice;

vi) connections to industry (if any);

       Training (20 minutes)

vii) the training programme (distinguishing between that for pre- and postdocs);

viii) summary (table) of use of budget to date and projection until the end of the contract

ix) any proposed revision to the contract

3) Tour de table (by team): 

· Each scientist-in-charge should present the role and contribution of their research team to the Network, the benefits of the Network to their own work and any criticisms. 

· Each task leader should similarly present the role and contribution of their task to the overall project.  

· The young researchers should present themselves, their background, their work, and their experiences as a Network fellow. This presentation should go beyond the scientific project and should include their impressions of how they have been welcomed in the host institute, integrated in the team, helped with practical matters in settling in to their new environment. Any comments (positive or negative) on the XXX also welcomed. If there are several young researchers in one team, they could combine their comments on the non-scientific points above.

Sufficient time should be built into the agenda to allow for questions and discussion.

4) Young Researchers’ Reports: Again, sufficient time should be built into the agenda to allow for questions and discussion.

5) (Optional) Meeting between the Young Researchers and the Project Officer/Technical Expert: This meeting is intended to allow the Young Researchers to speak freely with the Project Officer/Technical Expert about their experiences within the Network. 
6) (Optional) Meeting between the Co-ordinator, the Scientists in charge and the Project Officer/Technical Expert: This meeting is intended to give the senior scientists an opportunity to talk to the Project Officer/Technical Experts about their own experience of the Network, of the Network Fellows and to raise any matters which they wish to discuss in a smaller group.

7) Open discussion: This discussion will round off the meeting by identifying strengths and weaknesses of the Network, particularly in relation to the training programme and the joint research. Possible revisions to the contract will also be identified and discussed. Identification of best practice in the Network and recommendations will be made by the Project Officer/Technical Expert. Comments will be made on the report and the Network’s web pages will also be made.

Annex B
Guidelines for Preparing

THE MID-TERM REVIEW REPORT

IHP Research Training Network title
:

Network short title
:

Contract N°
:    HPRN-CT-

Commencement date of contract
:
Duration of contract (months)
:

Period covered by this report
:

----------------------------------------------------------------------------------------------------

Name of co-ordinator
:

Organisation
:

Address
:

Telephone
:

Telefax
:

E-mail
:

-----------------------------------------------------------------------------------------------------

Network home page
:    http://

-----------------------------------------------------------------------------------------------------

Location of the Mid-Term
:

Review meeting

Date and timing of meeting
:

Please keep the text of this report to the minimum, using diagrams and tables wherever possible. Please include information for each point listed below. 

PART A - RESEARCH RESULTS

A.1
Scientific Highlights

Describe (preferably in no more than 3 pages) the scientific highlights so far of your Network project.  Explain whether the project has advanced the international state-of-the-art.

A.2
Joint Publications and Patents

List, in order of importance, all joint publications (involving at least two Network partners) directly resulting from the activities of the Network. Attach an abstract of these publications, where available.  Indicate whenever one of the Network young researchers is named as an author.  List also any joint patents or joint patent applications.

PART B - COMPARISON WITH THE PROJECT PROGRAMME

B.1
Research Objectives

State whether the research objectives, as set down in the project programme of contract, are still relevant and achievable.  If not, explain why.

B.2
Methodological Approach and Work Plan


Has the methodological approach changed from that described in the contract?  If so, how?


Using charts and diagrams only, illustrate how the joint programme of work is broken down into tasks and which teams are involved in each task.  

Explain any significant differences from the work plan envisaged in the contract.

B.3
Schedule and Milestones


Compare, using charts and diagrams only, your current schedule and milestones with that envisaged in the contract.  Explain any significant differences.

B.4
Research Effort of the Participants

Compare, in tabular form, the professional effort that each team has so far contributed to the joint programme of work against that foreseen in the contract.  Explain any significant variations.

B.5
Cohesion with Less Favoured Regions

Are any of the Network partners from less favoured regions of the community?  If so, explain the efforts that have been made to integrate them into the project.

B.6
Network Organisation and Management

Describe, using charts if appropriate, how the Network is being co-ordinated in practice. Give details of any Network newsletters, databases, home pages ...


List all major Network meetings, workshops, etc. with an outline for each of the purpose of the event, the number of Network partners represented and the overall numbers attending (two to three lines per meeting is sufficient).

B.7
Connections to Industry


Describe the involvement of industry in the Network (if any).  List all companies that have had a meaningful interaction with the Network, explaining in each case the nature of that interaction (information exchange, participation in meetings, involvement in the training programme, possible exploitation of results ...).  Explain any significant changes in the involvement of industry from that foreseen in the contract.

PART C - TRAINING

C.1
Employment of Young Researchers

In a table similar to that below, summarise the number of young researchers  (in man-months) whose employment has so far been financed by the contract and compare it with the overall deliverable specified in the contract.

Participant
Young researchers financed by contract so far

(man-months)


Contract deliverable of young researchers to be financed by the contract (man-months)




Pre-doc

(a)
Post-doc

(b)
Total

(a + b)
Pre-doc

(a)
Post-doc

(b)
Total

(a + b)

1.







2.







3.







4.







5.







6.







7.







8.







9.







10.







TOTAL

 








Explain any cases where the rate of employing young researchers is falling well below what is expected under the contract.  Explain, in particular, in such cases how the vacancies have been published.

C.2
Training Programme


Describe the training programme of the Network, in particular the methods by which young researchers are integrated into the internationality of the Network, the multidisciplinarity of the research project, the complementarity of the partners and, where relevant, connections to industry.

C.3
Factual Information on the Young Researchers


For each young researcher appointed with Network funds, provide the following information in tabular form: name, nationality, age at time of appointment, start and likely end date of appointment, category of researcher (post-doc, pre-doc mentioning if undertaking PhD studies), scientific speciality, place of work, country of work, and whether the researcher had previously worked or studied at another Network partner.

PART D - SKETCHES OF THE YOUNG RESEARCHERS

D.1
For each of the young researchers who will present their experiences at the Mid-Term Review Meeting, provide a maximum 25 line description of the young researcher’s scientific background, of his responsibilities in the Network and of his experiences (positive and negative) to date.  The young researchers should write these sketches themselves.

PART E - NETWORK FINANCING 

E.1
Compare, in tabular form, the expenditure to date of each Network partner (an estimate will be sufficient) with the allowable costs foreseen in the table following the signatures in the contract.  Also estimate a breakdown of the total expenditure to date by the Network into the cost categories A, B and C.  Explain any substantial differences from the rates of spending originally foreseen.

PART F - PROPOSED REVISION TO THE CONTRACT

F.1
If the co-ordinator considers that any revisions may be necessary to the contract, particularly to its project programme, these should be outlined, with explanations where they have not already been given earlier.
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