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Annual review checklist – Biological Sciences 

 

According to the Research Degree Regulations section 10 paragraph 1, you are expected to 
have an annual review every academic year. Your deadline is always calculated as 12 
months from your start date in Year 1 / 12 months from the anniversary of your start date for 
subsequent years. In your final year, you will be expected to have a pre-submission review 
with your Departmental PGR Lead within 6 months from your thesis submission deadline, 
unless you submit your thesis before then. 

You can find general guidance on the annual review process here.  

 

This is what you can expect from the annual review process within your discipline. 

For biological sciences MPhil/ PhD students, we advise the following schedule: 

Timeline of review meetings deadlines are in bold, corresponding to time since start of 
PhD: 

• Students in the Department of Biological Sciences will have their first review meeting 
at around 4 months of full-time study (8 months for part-time students). 

Followed by: 
• Year 1 – 9-month review or later but must be within 12 months of university 

regulations’ deadline. 

Subsequent reviews then take place every 12 months from this date,  
• Year 2 - 20 months or later but within 24 months of university deadline. 

o So it can be linked with the upgrade or transfer meeting (from MPhil to PhD first 
or second attempt). In any case, a Year-2 meeting must have taken place by 
24 months. 

• Year 3 – 33 month-review or later but must be within 36 months of university 
regulations’ deadline. 

• A review meeting will also take place during the writing-up year (Year 4 if full time, 
years 7-8 for part-time students) with the PG lead if a student has not submitted by this 
point.  

Note that all the yearly meetings are also expected for part-time (PT) students.  

 

Additional important assessments:  
• MPhil to PhD update review (can take place at 12 months, but at the very latest by 

20 months, if you started before August 2025 or by 18 months if you started after 
August 2025. More information to be found at here. 

o Deadlines for part-time students MPhil to PhD transfer meetings are to take 
place by 40 months (or 36 months if you started before August 2025), with 
second attempt (if necessary) by 48 months. 

• Pre-submission interview meeting should take place 6 to 3 months before the 
submission deadline.  

 

Review panels  

4-month review: your primary supervisor, advisor or secondary supervisor.  

https://intranet.royalholloway.ac.uk/students/study/our-college-regulations/attendance-and-academic-regulations.aspx?
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/pdf/annual-reviews-and-upgrades/annual-review-documents/guidance/annual-review-guidance-for-students.pdf
https://intranet.royalholloway.ac.uk/doctoral-school/pgr-student-lifecycle/annual-review-and-upgrade/upgrade-process.aspx
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Yearly reviews and MPhil to PhD review: your primary supervisor, advisor or secondary 
supervisor(s), an independent examiner (based at RHUL, internal). 

Pre-submission interview meeting: Departmental PGR lead (Dr Laurence Bindschedler). 

 

Actions post- review meeting to complete the review process: 

Following the meetings, it is expected that your independent examiner (and supervisor) 
emails a completed review form to the Doctoral School. You are also expected to provide 
other forms as described below. 

 

4 months review (by 8 months if part-time student) 

- Documentation to submit before the 4 months review 
o Annual review form – Parts 1-4 completed 
o Researcher Development Record (Research training log) 
o Supervisory meeting log 
o Progress report: 

 to submit ideally 2 weeks before meeting date or date agreed with 
your supervisor. 

 Content of report to agree with supervisor but typically: 
• The Project Title 
• The aims and specific objectives of your project 
• A focussed introduction supported by reference to relevant 

literature. 
• The methods you intend to use and why. 
• A thorough presentation and discussion of any early 

results.  
• A brief discussion of how the work will proceed, with a 

particular emphasis on experimental priorities, including a 
plausible timing (such as a Gantt Chart) 

In addition to this, the structure and layout of the report should follow the 
below instructions: 

 Reports should be word processed and presented in a formal 
scientific style, as in scientific papers. 

 A complete and systemic citation of the bibliography should be 
provided.  

 Data should be presented either in tables or in graphical form, in 
such a way that important aspects and outcomes being discussed 
in the associated text are clearly displayed. Appropriate statistical 
analyses should be carried out to support the outcome discussed. 

 Each table and figure should be numbered, have a clear title, and 
be fully labelled.  

 Provide page numbers, number sections and sub-sections, and 
provide a contents page. A brief review form will be completed to 
record the outcome. 

o Short PowerPoint presentation summarising your work (10-15 min, but no 
more than 20 minutes) might be expected.  Discuss this requirement with 
your supervisor ahead of the meeting, as this might be beneficial to 
channel your thoughts and to inform about your progress to the rest of the 
examiner panel.  

mailto:doctoralschool@rhul.ac.uk
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/annual-review-form.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/2026-researcher-development-record.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/pgr-record-of-supervisor-contacts.doc
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o For LiDO students (non-iCASE) this can coincide with end of first 
rotation. 

This 4-month review aims at checking that you have: 

- settled well into your PhD research project, 
- started to engage fully with literature relevant to your project. 
- have defined clearly training you might need to undertake to be able to complete 

your research and fulfil personal development. 
- understand fully or has set clear aims and objectives of the project in order to 

shape the direction and investigations of the research. 
- Set up a plausible work plan. 

It also gives you the opportunity: 
• to discuss concerns you may have and tackle possible issues that might 

hinder progress (personal or linked with the research), and where to find 
additional support (scientific or personal) that will be beneficial to you and 
your project. 

 

Year 1 Annual Review 

- Documentation to submit before the annual review 
o Annual review form – Parts 1-4 completed 
o Researcher Development Record (Research training log) 
o Supervisory meeting log 
o Copy of the completed ethical review (if applicable) 
o Proof of completion of SS1001: Academic Integrity on Moodle 

(https://moodle.royalholloway.ac.uk/)  
o Progress report: 

 A more substantial literature review than was provided for the four-
month review. 

 A more substantial or detailed methodology section 
 Typically one completed draft of a result chapter or a a substantial 

results section. Key hypotheses should be clearly stated and be 
well argued.  

 The reported results, and their significance should be evaluated in 
the discussion section. Their novelty, similarity or contrasting 
outcomes should be compared to published works. 

 A detailed plan of the work to be undertaken in the next 6 to 12 
months should also be provided, accompanied by a Gantt chart. 

 *LIDo students (non-iCASE)– you can use the reports for your 
rotations as the paperwork for your Year 1 review. 

o Short PowerPoint presentation summarising your work (10-15 min, but 
no more than 20 min) might be expected.  Discuss this requirement with 
your supervisor ahead of the meeting, as this might be beneficial to 
channel your thoughts and to inform about your progress to the rest of the 
examiner panel.  

- Targets you are expected to have met since the start of your studies 
o Substantial literature review, and clear plan of further literature topics to 

be explored, 
o Generation of original research data  
o Ability to present data in a clear, concise, and scientifically rigorous 

manner. 

https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/annual-review-form.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/2026-researcher-development-record.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/pgr-record-of-supervisor-contacts.doc
https://intranet.royalholloway.ac.uk/staff/research/research-and-innovation/research-enterprise/ethics/home.aspx
https://moodle.royalholloway.ac.uk/


Last updated September 2026 

o Ability to interpret data outcomes  
o Planning future work: Managing experimental plan for ongoing and future 

experiments, time management and evaluating experimental feasibility. 

 

- General discussion points 
o Discuss your academic progress to date  
o Discuss your supervision log – e.g., regularity of meetings, mode (in 

person/online), format, etc. 
o Discuss your research training to date – e.g., have you met the targets, is 

there anything you’d like to do. 
o Discuss ethics and plagiarism training 
o Discuss positive achievements and weak points that need improving. 

- Targets to be met by your next review 
o Discuss and agree what you are expected to complete by your next 

annual review. 
o Discuss preparations for upgrade. 
o If the outcome of the review is not satisfactory, you will discuss and agree 

targets to be met by the follow-up review. 
o Discuss the gantt chart and experimental plan. Discuss what should be 

prioritised and how it can be achieved. 

Post-meeting, The completed report, along with the Training and Supervisory meeting logs* 
should be sent to the Doctoral School. The independent examiner is expected to send the 
completed review form to the Doctoral School 

 

Year 2 Annual Review 

- Documentation to submit before the annual review 
o Annual review form – Parts 1-6 completed 
o Researcher Development Record (Research training log) since your 

previous review 
o Supervisory meeting log since your previous review 
o Y2 Progress report  

 An updated literature review, covering topics relevant to the 
research area. 

 Typically, two completed results chapters, or one completed 
results chapter and drafts of additional chapters as work in 
progress, with clear layout of future sections required for 
completion of these, as there is still future work required at this 
stage. 

 A detailed interpretation of the results outcome. 
 An insightful discussion of the results, referring to work of others, 

and further directions to take. As this will be a solid start for the 
general discussion chapter. 

 A thesis outline, including a plan for future results chapters. 
Feasibility of the remaining research work should be addressed 
and alternative scenarios considered to allow for contingencies in 
case of issues. 

 A clear work plan outlining the remaining research work to be 
undertaken to complete the research work within the third year of 
your registration (pro-rata for part-time students). This will assist 

mailto:doctoralschool@rhul.ac.uk
mailto:doctoralschool@rhul.ac.uk
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/progression-review-form.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/2026-researcher-development-record.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/pgr-record-of-supervisor-contacts.doc
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your supervisory team in estimating experimental feasibility with 
the time remaining. 

o Short PowerPoint presentation summarising your work (10-15 min, but 
no more than 20 min) might be expected.  Discuss this requirement with 
your supervisor ahead of the meeting, as this might be beneficial to 
channel your thoughts and to inform about your progress to the rest of the 
examiner panel.  

- Targets you are expected to have met since your last annual review 
o Have generated substantial and novel results based on research 

activities. 
o Able to plan future work for completion of thesis and drafting original 

research papers.  
o Being able to propose original or new direction of research independently. 

Coming up with new, own ideas. 
o Discuss what is required or data missing to publish the research work. 

- General discussion points 
o Discuss your academic progress to date 
o Discuss your supervision log – e.g., regularity of meetings, mode (in 

person/online), format, etc. 
o Discuss your research training to date – e.g., have you met the targets, is 

there anything you’d like to do. 
o Discuss positive achievements and weak points that need improving. 
o Discuss putative paper(s) to draft and how to organise result chapters 

- Targets to be met by your next review 
o Discuss and agree what you are expected to complete by your next 

annual review. 
o Discuss preparations for upgrade (if this has not happened yet). 
o If the outcome of the review is not satisfactory, you will discuss and agree 

targets to be met by the follow-up review. 
o Discuss possible research paper drafts, and organisation of results in 

thesis. 
o Finalised thesis outline should be finalised by the next review. 
o Almost completed experimental work is expected by the time the next 

review is taking place. 

Post-meeting, The completed report, along with the Training and Supervisory meeting logs* 
should be sent to the Doctoral School. The independent examiner is expected to send the 
completed review form to the Doctoral School 

 

Year 3 Annual Review 

- Documentation to submit before the annual review 
o Annual review form – Parts 1-6 completed 
o Researcher Development Record (Research training log) since your 

previous review 
o Supervisory meeting log since your previous review 
o Progress report: 

 By the time of your Year-3 review, the majority of research should 
be completed or very near completion. The review report should 
therefore contain a substantial part of the thesis draft including the 

mailto:doctoralschool@rhul.ac.uk
mailto:doctoralschool@rhul.ac.uk
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/progression-review-form.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/2026-researcher-development-record.docx
https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/pgr-record-of-supervisor-contacts.doc
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bulk of the results chapters, and an outline of any remaining 
chapters.  

o PowerPoint presentation summarising your achievements (no more 
than 20 min) might be expected.  Discuss this requirement with your 
supervisor ahead of the meeting, as this might be beneficial to channel 
your thoughts and to inform about your progress to the rest of the 
examiner panel.  

- Targets you are expected to have met since your last annual review 
o Almost completed experimental work. 
o Plan of results that could be compiled for publications. 
o Attempt of paper draft, or plan on how to modify results chapter(s) for 

publication. 
o Final outline of thesis, with clear final layout and organisation of results 

chapters. Many results chapters should be either completed, or outlined in 
detail, or drafted.  

o It is expected that the methodology chapter is mostly completed, near to 
its final form. 

o It is expected that the introduction is near completion, but might need 
updated in view of new findings and more recent publications.  

- General discussion points 
o Discuss your academic progress to date 
o Discuss your supervision log – e.g., regularity of meetings, mode (in 

person/online), format, etc. 
o Discuss your research training to date – e.g., have you met the targets, is 

there anything you’d like to do. 
o Discuss how to complete experimental work in the next couple of months, 

to finalise outcome, and to allow for publishing the research, and thesis 
write up. 

o Discuss putative research weak points and how to improve or mitigate 
them. 

o Discuss schedule for thesis writing-up, chapter by chapter,  
o Discuss general issues with write up, style, formatting and what is 

required or need improving. 
o Discuss schedule for completing manuscript draft for publication. 

- Targets to be met by your next review 
o Discuss and agree what you are expected to complete by your next 

annual review or for submission. 
o If the outcome of the review is not satisfactory, you will discuss and agree 

targets to be met by the follow-up review. 
o Discuss how to complete experimental work in the next couple of months, 

to finalise outcome, and to allow for publishing the research, and thesis 
write up. 

o Discuss schedule for thesis writing-up, chapter by chapter. 
o Discuss schedule for completing manuscript draft for publication. 

Post-meeting, The completed report, along with the Training and Supervisory meeting logs* 
should be sent to the Doctoral School. The independent examiner is expected to send the 
completed review form to the Doctoral School 

 

 

mailto:doctoralschool@rhul.ac.uk
mailto:doctoralschool@rhul.ac.uk
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Pre-submission review 

This meeting is to ensure that you are on track to submit your thesis within the submission 
deadline. It is also the opportunity to clarify what is expected for your thesis submission, and 
procedure associated with the PhD (or MPhil). 

- Documentation to submit before the pre-submission review 
o Pre-submission review from 

- General discussion points 
o How close are you to submission? 
o What’s left to be completed? 

https://intranet.royalholloway.ac.uk/doctoral-school/assets/docs/doc/pre-submission-interview-form.docx

