Research and Project Leave Form (WORD Document)

Please send this form with a copy of your up-to date CV to the Head of Personnel by the date shown in the Call for Applications. Please type your application in the boxes which will expand to fit the text. Please read the appropriate notes carefully. Do not exceed word limits. 

	Name of applicant
	     

	Institute, Department or Service
	     

	Dates of period of leave requested 
	     

	Details of the project to be undertaken during the period of leave (see note 1):      


	Project plan (see note 2):      


	Project costs and funding requested for the period of leave (see note 3): 
a. Applicants salary costs for the period of leave at FEC (full economic cost)

Salary

     
Estates costs

     
Indirect costs

     
Total

     
b. Project Costs:
Cost of replacing the applicant for the period of leave at FEC

     
Staffing costs for research assistants, administrative support, etc, at FEC

     
Conference attendance

     
Travel and subsistence

     
Other costs

     
Total
     
c. Funding from other sources

Value

     
d. Total funding requested (b-c):

Total

     


	Justification of resources requested for project (see note 4):      


	Outputs from the project/dissemination strategy (see note 5):      


	Outline of how the project supports the University’s and/or the Institute’s/Service’s/ Department’s aims (see note 6):

     


	Has the project undergone ethical approval? (see note 7) Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If ‘yes’ please attach copies of the relevant documentation
If ‘no’ please explain why:      

	Does the project raise any issues about the health, safety and well-being of the applicant or any subjects/participants? (see note 8) Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If ‘yes’ please provide details of these issues including any risk assessments undertaken:      

	Will the project require any additional insurance cover for the applicant and/or any subjects/participants? (see note 9) Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If ‘yes’ please provide details:      

	Signed (applicant):



	Head of Institute/Department/Service supporting statement (see note 10): 
     

	Proposed Mentor:      

	Signed (Head):

	

	FOR PANEL USE ONLY:      

	Recommendation to the Vice Chancellor:      


	Signed (Chair of the Panel):


Notes
1. This section should be a maximum of 500 words and should set out:

· Overall aim(s) of the project

· rationale for the project – why the project is significant and why it is important that it is undertaken now, which may be about the timeliness of your work at a regional, national or international level but may also be about workload issues within your Institute/Service

· context of the project – what work you have undertaken so far and how your work relates to other key work in the area; you might provide key references or refer to details of your own work in the attached CV
2. This section should be a maximum of 200 words and should set out the key phases and milestones of the project.  For example, if you were completing a book, you might set out a plan for when you would complete individual chapters, when you would complete a first draft, when you would submit the manuscript.  If you were using project leave to complete data collection and then to write up the results, this section would set out the key phases of collection, analysis and writing up.  The panel looks for as much precision as possible in this section and is focused on the issue of whether the proposed plan is realistic within the timescale.

3. This section requires a full costing of the project.  All staffing costs will be provided by Finance (please contact Clive Fletcher).  The following information is required:
a) Applicants salary costs for the period of leave at full economic cost (FEC) – this includes salary plus pension and national insurance contributions, estates costs and indirect costs.
b) Project costs:

(i) The main project cost will be the replacement costs for the applicant during the period of leave.  For academic staff this would principally be the cost of replacement teaching but should also include the costs associated with replacing administrative and other duties.

(ii) An applicant might also request funding for a research assistant or specific administrative support during the period of leave to assist with some key aspect such as data collection or analysis.  This should be costed at FEC as above.

(iii) Non-staffing costs will include conference fees; travel and subsistence costs arising from the project (e.g. costs associated with fieldwork, time spent in archives, travel to and living costs while attending conferences); and a whole range of other costs, such as publication costs, bench fees, specific software.

c) Funding from other sources – where an applicant is able to source funding towards the project from an external funder this should be recorded here.  Where support is in kind, it may not be possible to put a value on this but it should be discussed under justification of resources.
d) Funding sought is the total project costs less any external funding.  It should not include the applicant’s salary costs, etc.

4. This section should be no more than 200 words and should set out:  
· Detail of the total hours for which replacement is being sought and the costs per hour – where possible complete information should be provided of the duties to be covered, including details of modules where appropriate

· How many hours a research assistant and/or administrator is required for and should explain why these duties could not be reasonably carried out by the applicant
· Full details of conferences to be attended and the costs

· Full details of travel costs (i.e. journey to-and-from, mode of transport)
· Number of days subsistence sought for and daily cost

· Full details of any other costs and an explanation of why these resources are being sought

5. This section should list the outputs from the period of leave.  Precision is required here.  If you are finishing a book then we want to know who the publisher will be. If a contract is already in place then please attach details of this.  If you are writing journal articles we want to know which journals you will be specifically targeting.  If you are producing conference papers, then we want to know exactly which conferences you will be presenting at.  You should also set out a longer term dissemination strategy here: how will you build on the outputs from the period of leave; how will you further disseminate your results.
6. The applicant should highlight how the project meets with one or more of the following in no more than 200 words:

· the University’s Strategic Plan
· the University’s Research Strategy

· the relevant Institute’s Research Strategy

· the relevant Service’s/Department’s strategy 
7. All applicants should complete the Ethics Checklist for Staff and PG Students and any subsequent paperwork required.
8. All applicants should consult the University’s Health and Safety Policy, particularly where a project requires off-site work, fieldwork, etc .  Your research may require a risk assessment to be undertaken. Where this is the case details should be provided. 
9. The University’s insurance covers the vast majority of on- and off-site work but there are some areas that may require additional cover.  Seek advice from the Finance Office. Where this is the case please provide details.
10. The Head of Institute/Service/Department should provide a covering statement of no more than 500 words which addresses his/her support for the project, staff cover, resource issues, and why this proposal cannot be supported through internal funds.
