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1. INTRODUCTION  

 

The Annual Progress Report (APR) is an essential part of the Annual Progress Monitoring (APM) 

process which is used to confirm your academic progress and is the basis for re-registration for the 

next academic session. For funded students, this is also essential to confirm your continued funding. 

The policy and process is documented in the Postgraduate Research Code of Practice (Appendix 3: 

Policy and Procedures on the Academic Progress of Postgraduate Research Students).  As a 

Postgraduate Research Student, you are required to complete an Annual Progress Report (APR) for 

each year of your registration (including the final year and during any re-submission period) until 

your graduation is confirmed.  The online PG Progress Report (Annual Progress Report, or APR) 

system in My Liverpool opens annually in June for this purpose.  

 

The APR confirms the discussions and outcomes of the Annual Review meeting (Independent 

Progress Assessment Panel - IPAP) and completion of the APR process is a pre-requisite for your 

registration for the next academic session.   You can complete the APR before you have attended an 

IPAP.  If you have not completed your APR, you may be deemed withdrawn (Code of Practice 

Appendix 3 – 4.4aiii https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-

assessment/appendix-3-PGR-CoP.pdf). 

 

The APR provides an opportunity for you to describe the progress you have made and to highlight 

any difficulties you may be experiencing in undertaking your research. The APR provides the 

opportunity for your supervisor to confirm that your progress is satisfactory and/or allows the 

supervisory team to identify any areas of concern.  

 

2. KEY DATES 

Deadlines Actions 

Early June APR reports released 

30 June PGR student’s deadline to complete APR reports (You can complete your part of 

the APR even before the IPAP takes place, if it is scheduled after the end of June.) 

31 July Primary Supervisors deadline to complete APR reports 

31 August DPGRs deadline to complete APR reports 

15 September FDPGRs deadline to complete APR reports (where required) 

 

 

 

https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
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3. ELIGIBILITY  

Eligible Students  

PGR students on the following programmes are required to complete an APR:  

• Doctor in Philosophy (PhD) - (Including integrated PhD/MSc) 

• Master of Philosophy (MPhil) 

• Doctor of Medicine (DocMed/MD) 

• Doctor of Dental Science (DDSC) 

• Professional Doctorates (Executive DBA/Doctor of Health/Doctor of Education -XJTLU) during 

the Thesis Stage only  

 

This includes those registered as follows:  

1. Submission Pending  

2. Results Pending*  

3. Resubmission Pending  

4. Interruption of study – the APR should be completed within 10 working days of 

returning from interruption of study 

*As referenced in the Code of Practice Appendix 7 (https://www.liverpool.ac.uk/aqsd/academic-

codes-of-practice/pgr-code-of-practice/) 

Ineligible Students  

Reports will not be created for PGR students in the following categories:  

1. Financially Suspended  

2. New students (registered from 1st May)   

3. Students that have uploaded their Final Thesis to the library 

 

4.  ANNUAL PROGRESS REPORT STAGES  

There are seven stages in the APR process (two of which are conditional): 

1. Student Check  

2. Student  

3. Primary Supervisor  

4. Director of PGR  

5. Faculty Director of PGR (conditional) 

6. Student Administration and Support (SAS)  

7. Link Officer (conditional) 

  

https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
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5. THE PROCESS: 

The Research Degree Administration (RDA) Team will release the APR reports to all eligible students 

at the beginning of June.  You and your Supervisor will receive an emailed notification confirming 

when the reports are available.   

 

5.1 Students’ Actions: 

5.1.1 Student Check Stage:  You can access your APR report via My Liverpool (see guidance notes 

number 11 below).  The first screen displays your personal data. You should review and confirm that 

the details are correct or make any amendments in the APR. If you make any changes and would like 

your report to be updated before you complete the Student section, please contact the Research 

Degree Administration (RDA) Team (rda@liverpool.ac.uk) who can refresh the APR report – it needs 

to be at Check stage for these amendments to appear in the APR. 

5.1.2 Access Issues: 

If you experience login problems when accessing your report, please note the following: 

• If you need to reset your PIN, please do so using the link on the My Liverpool page. 

• If you are an XJTLU student, you may experience problems because of firewall issues. 

Accessing your report using Apps Anywhere (https://storefront.liv.ac.uk/) should overcome 

this. 

5.1.3 Student Stage:  Once you have confirmed your personal details you will need to access the APR 

report again via My Liverpool.  You can then complete all of the relevant sections: 

 

• provide your project title 

• check and confirm supervisory meetings. These will appear on the form if your Record of 

Supervisory Meetings on the PGR Toolbox is up to date.  You can add any meetings or 

contact with your supervisor into the free text box, that have not been recorded on the PGR 

Toolbox before the 31 May and so have not pulled through automatically. Please note that 

APR’s will be returned to students if there are insufficient meetings recorded of at least 12 

meetings per year (6 meetings for part-time).   

• provide a summary of your progress during this academic year 

• check, confirm and add development and training details. The APR form will show details of 

your development and training activities recorded on the Portfolio of Activity. You can add 

any further activities in the free text boxes. If you have not used the Portfolio, you are 

strongly encouraged to list your activities in the free text boxes. 

• mention any problems which you feel have affected your progress 

• confirm you are aware that the University has strict guidelines on academic integrity  

mailto:rda@liverpool.ac.uk
https://storefront.liv.ac.uk/
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• confirm that you have noted the earliest and final dates for submission of your thesis  

• confirm that you have completed all Annual Progression requirements for the academic year  

 

If the minimum number of meetings has not been recorded, the APR will be returned to you for 

clarification or amendment, and may cause delays with re-registration, and potential funding. 

Please refer to the Policy and Procedures on the Academic Progress of Postgraduate Research 

Students (Appendix 3 of the PGR Code of Practice). 

 

Finally, once the report has been completed it can then be forwarded to your Supervisor.  There is a 

drop down menu of actions which you need to view to ensure you are sending on your report. 

 

6. RECOMMENDATIONS  

The recommendations available are as follows:  

1. Current Registration Be Continued  

2. Register while Progress Procedures happen 

(Note – If progress does not permit continued registration, this will be dealt with outside of this form.) 

  

Any transfer of registration (including changes to Submission Pending) must be requested using the 

appropriate form: https://www.liverpool.ac.uk/student-administration/research-students/a-z-

forms-procedures/   

 

7. STIPEND PAYMENTS  

If you are receiving a stipend payment you should complete your report in line with the stated 

deadlines to ensure that your stipend payment can be processed promptly.  If your report has not 

been completed by 31st August, or if you have not recorded the minimum number of meetings in 

the APR, your payment might be delayed. 

 

8. NON-COMPLETION OF THE APR  

If you fail to complete the APR you may be deemed withdrawn.  Further information is available in 

the Policy and Procedures on the Academic Progress of Postgraduate Research Students (Appendix 3 

of the PGR Code of Practice).  If you want to discuss any difficulties with completing the APR by the 

deadline, please email rda@liverpool.ac.uk.  

 

 

 

https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
https://www.liverpool.ac.uk/student-administration/research-students/a-z-forms-procedures/
https://www.liverpool.ac.uk/student-administration/research-students/a-z-forms-procedures/
https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
mailto:rda@liverpool.ac.uk
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9. USEFUL CONTACTS  

If you have any questions about the APR process, please contact the Research Degree 

Administration (RDA) Team (rda@liverpool.ac.uk).  

Information about progression requirements is available here: https://www.liverpool.ac.uk/student-

administration/research-students/progression/   

 

 

10. Annual Progress Report FAQs 

 

Release of Annual Progress Report: 

Q. ‘Your PG Progress Report has now been released’.  What does this mean? 

A. You will have received an email with a link to the PG Progress Report (Annual Progress Report), 

which is now available for you to access via My Liverpool.  For further guidance go to: 

https://www.liverpool.ac.uk/student-administration/research-students/progression/  

 

Login Access to the Annual Progress Report: 

Q. How do I log in? 

A. To access your report you can either follow the link in the email sent to you by the system, or 

login by going to: My.liverpool.ac.uk  You will then need to navigate to the ‘My Studies’ tab on the 

blue toolbar at the top, then under ‘My Academic Life’ select the ‘Academic’ link.  Then follow the 

link to the Annual Progress Report.  

 

Q. I have tried to login to the PG Progress Report (Annual Progress Report) using the emailed link and 

my MWS PIN but the system says this is an Invalid Login.  What should I do? 

A. If you need to request a new PIN, please do so using the link on the My Liverpool page.   

 

XJTLU students may experience problems because of firewall issues.  Accessing the reports using Apps 

Anywhere (https://storefront.liv.ac.uk/) should overcome this. 

 

Changes to your personal details: 

Q. I have updated my term time address in My Liverpool. What do I need to do to arrange for my 

details to be refreshed? 

A. You should email the Research Degree Administration (RDA) Team (rda@liverpool.ac.uk) and 

request that your report is ‘refreshed’.  The team will then arrange for the report to be updated.  

mailto:rda@liverpool.ac.uk
https://www.liverpool.ac.uk/student-administration/research-students/progression/
https://www.liverpool.ac.uk/student-administration/research-students/progression/
https://www.liverpool.ac.uk/student-administration/research-students/progression/
http://my.liverpool.ac.uk/
https://storefront.liv.ac.uk/
mailto:rda@liverpool.ac.uk
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Your report will need to be at ‘Check’ stage.  If you have already progressed it to ‘Student’ stage 

then you will need return it to ‘Check’ by choosing the appropriate action in the drop-down menu. 

 

Students registered before May in this academic session: 

Q. I began my studies before May do I still need to complete the APR?  

A.  You must still complete the report as the APR forms the basis of your re-registration for the next 

academic year.   

 

Q. I recently handed in my three-month report/IPAP but as yet have not started my research work.  

My Annual Progress Report would be very similar.  Is this ok?  

A. It is ok if the content is similar to the departmental report/ IPAP. 

 

Students registered from 1st May: 

Q. I just received an email with the link to my PG Progress Report (Annual Progress Report).  

However, I have been told that I will not be required to complete it because my starting date is on 

or after 1st May.  Can I ignore the email? 

A. Students with a start date of 1st May (or later) are not required to complete the Annual Progress 

Report.  Contact the Research Degree Administration (RDA) Team (rda@liverpool.ac.uk) and they 

will remove the report. 

 

Supervisory meetings: 

Q. My supervisory meetings are not up to date in the APR and some are missing even though they 

were signed off before the 31st May.  Can this be updated? 

A. The meetings will be pulled through from the Toolbox into the PG Progress Report (Annual 

Progress Report) and will show as ‘not signed off’.  Missing meetings can be added into the PG 

Progress Report (Annual Progress Report) in the free-text box.  

 

Q. I am late with recording and submitting my ‘record of supervisory meetings’, I recorded them in 

the Toolbox on 1st June and have submitted them to my supervisor to be signed off. 

A. The meetings will not be pulled through if they were entered after the Toolbox has closed (31st 

May).  Missing meetings can be added into the PG Progress Report (Annual Progress Report) in 

the free-text box.  

 

mailto:rda@liverpool.ac.uk
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Q. I have not put any of my meetings in the PGR Toolbox and now I cannot add them as the system 

has shut me out.  I do have a written record of the meetings that took place.  Is there any way I 

can sort this out now that the Toolbox has closed?  

A. The meetings must be added into the PG Progress Report (Annual Progress Report) in the free-

text box, or the APR will be returned to you, and may cause delays with the re-registration, and 

potential funding.   

 

Supervisor details: 

Q. My primary supervisor has changed but the details are not correct in the PG Progress Report 

(Annual Progress Report).  How can these be updated? 

A. You should ask your School/Institute PGR Administrator to update your record and notify the 

Research Degree Administration (RDA) Team (rda@liverpool.ac.uk) Team who will ensure your 

Annual Progress Report is allocated to your primary supervisor.  Please note RDA can only refresh 

the report when it is at student check stage. 

 

Students on or returning from interruption of study: 

Q. I am currently on interruption of study; do I need to complete my Annual Progress Report? 

A. You do need to complete the report but you can either do so whilst on interruption, or within ten 

working days from returning from interruption of study to enable you to be re-registered.  You 

can indicate in the APR that your studies have been interrupted during the progress period.  

 

Q. Since returning from interruption of study I am unable to open my PGR Toolbox as the tab has 

disappeared from the My Liverpool account.  What do I do? 

A. If you are experiencing technical issues with the system, such as an error message, contact the IT 

Service Desk servicedesk@liv.ac.uk.   

 

Students who have submitted their thesis for examination: 

Q. I submitted my thesis.  Do I still need to complete my Annual Progress Report? 

A. Yes.  You must complete your Annual Progress Report until you have uploaded your final thesis to 

the library, in line with the Code of Practice Appendix 3 

(https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-

PGR-CoP.pdf). 

 

Supervisor meetings after thesis submission: 

Q. I have submitted my thesis; do I need to continue having and recording meetings? 

mailto:rda@liverpool.ac.uk
mailto:servicedesk@liv.ac.uk
https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
https://www.liverpool.ac.uk/media/livacuk/tqsd/code-of-practice-on-assessment/appendix-3-PGR-CoP.pdf
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A. Yes.  All students are expected to have and record supervisory meetings until the award of the 

degree has been recommended.  In the run up to your viva it is expected that you remain in 

contact with your supervisor to ensure you gain adequate advice in advance of your viva. 

 

Q. I have had my viva and the examiners have recommended ‘pass subject to the completion of 

minor/major modifications’, do I need to record meetings? 

A. No, but you are encouraged to continue to liaise with your supervisor until the modifications have 

been signed off by our examiners. 

 

Q. I have had my viva and the examiners have recommended ‘resubmission’, do I need to record 

meetings? 

A. Yes.  The examiners have not recommended an award so you continue to be a registered and 

active student of the University so you are expected to have and record supervisory meetings. 

 

Useful links:   

https://www.liverpool.ac.uk/student-administration/research-students/progression/   

 

https://www.liverpool.ac.uk/student-administration/research-students/progression/
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11. STUDENT GUIDE 

 

 

 

 

 

 

 

 

 

1. Login to My Liverpool  
 
Login to My Liverpool using your 
Student ID Number and PIN  
 
My.liverpool.ac.uk 
 
Under ‘My Studies’, select ‘Academic’ 
under My academic life 
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2. Find your report 
 
Select ‘Annual Progress Report’  
 
You will need to log in again with your 
Student ID number and your PIN used to 
access My Liverpool.  
 
This will take you through to a page which 
will display all your Annual Progress 
Reports and their status.  
 
NB the screen shot displays a 22/23 report that is 
shown as part of testing. Your current report will be 
listed as pending.  
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3. Student Check 
 
The first stage of the APR is ‘Student 
Check’. Here you are asked to verify 
that your personal and programme 
details held by the University are 
correct.  
 
If any of your programme details are 
incorrect you should contact your 
PGR Administrator in your Institute, 
School or Department. You should 
resolve any issues with your 
programme details before 
completing the next stage of your 
report.  
 
If any personal information displayed 
(e.g. address) is incorrect you should 
update it in My Liverpool in the 
‘Personal Information’ portlet.  
 
You should take note of your 
programme dates. The Expected End 
Date is the latest date by which you 
should submit your thesis for 
examination.  
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4a. ‘Student’ stage  
 
Enter your thesis title.  
 
All meetings logged in the Record of 
Supervisory Meetings (RoSM) in the 
PGR Toolbox, eg. in 2024/25 for the 
period 1st June 2024 to 31st May 
2025 will be displayed here, 
including ones not yet signed off by 
your supervisor. Full time students 
should have a minimum of 1 meeting 
per month, part time students 
should have 1 meeting every second 
month. If you are a year 1 student 
this will be pro rata’d by start date.  
 
Please refer to Appendix 3 of the 
PGR Code of Practice: 
https://www.liverpool.ac.uk/aqsd/ac
ademic-codes-of-practice/pgr-code-
of-practice/  
 
If there are insufficient meetings in 
the APR, that were added to Toolbox 
after 31 May - you should use the 
free text box to log any other 
supervisory meetings, or details of 
other contact (e.g. informal 
meetings; Skype) you have had with 
your supervisor. 
 
NB: your report will be returned to 
you if the minimum number of 
meetings has not been recorded. 
 

https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
https://www.liverpool.ac.uk/aqsd/academic-codes-of-practice/pgr-code-of-practice/
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4b. ‘Student’ stage continued 
 
You should describe your progress 
to date in full detail, noting that 
brief reports may be rejected and 
returned to you for further 
information. The system does not 
allow you to copy and paste 
information into the report and 
you cannot use complex symbols. 
 

Details of training recorded on 
your Portfolio of Activity will be 
automatically displayed in the 
Annual Progress Report form. 
Training activities will be listed 
according to the domains of the 
Portfolio of Activity. 
 
You can add any further activities 
in the free text boxes. If no 
information has been recorded in 
the Portfolio of Activity, you are 
strongly encouraged to use these 
boxes to manually add any 
development activity and outputs.  
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4c. ‘Student’ stage continued 
 

It is important you mention here 
anything you consider to have affected 
your progress. You are reminded that 
if there are any issues which you feel 
you have been unable to resolve with 
your supervisory team, you can raise 
them with your Director of PGR, but 
you should also raise them here. 
 

In the event that you subsequently 
make a complaint or appeal, the 
expectation is that you will already 
have raised the issues in the APR. 
 

You should read and confirm your 
understanding of the declarations; if 
there are any outstanding actions 
you need to complete before 
agreeing to the statements you 
should save the report and return to 
it later. 
 

You can save your changes at any time and 
return to the report at a later date. 
 
Finally, once you are happy with your report 
you should select ‘Save my Changes and 
Forward to my Supervisor’. 
 
There is also the option to return your report 
to Student Check should you need to. 
 
Your stages of the report are completed once 
it has been forwarded to your Supervisor. 
 


