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1.1

1.2

UNIVERSITY OF EAST ANGLIA
RESEARCH ETHICS POLICY, PRINCIPLE AND PROCEDURES
INTRODUCTION
OVERVIEW

The ‘Research Ethics Policy, Principle and Procedures’ (the Policy) has been
developed in close consultation with University stakeholders and builds on the
‘Framework for Ethical Approval’ (approved by Senate in 2004) and existing good
practice and local procedures in University Schools, relevant legislation and
professional and funding bodies.

The University is committed to advancing and safeguarding high quality academic
and ethics standards in all its activities. The Policy should be read in conjunction with
other complementary policies, including the University's ‘Guidelines on Good
Research Fractice’ and with the University’s ‘Procedures for dealing with aflegations
of misconduct in research’, as well as specific ethics guidance issued by the
University and Facuity Research Ethics Committee and any associated sub-
committees.

When undertaking research, researchers are expected to consider and observe
ethical principles and the University's mission and values. This policy sets out
conditions for establishing the ethics review requirements of a research project.

The Policy was approved by Senate on 23 November 2005 on recommendation of
the University’s Research Executive. Revisions to the Policy were approved by
Senate on 21June 2006.

RESEARCH ETHICS

The University uses the 'Research Assessment Exercise’ definition of research. The
concept of ethics is taken to define systems of moral principles or values, principles
of right or good behaviour in relating to others, and the rules and standards of
conduct binding together members of a profession. The concept of research ethics
marries these two issues together. The concept can cover all types of research, from
research involving animals and other living subjects to research involving the
environment, and can be used to determine what types of research an organisation
will suppert. The nature and source of funding may also independently play a role in
the decision making process. Although ethics should always be a consideration in
research, this does not mean that formal ethics approval by the University is always
required; ethics approval supports good research practice and is not an end in itself.

Many of the ethical decisions taken at the University concern two broad areas:
human participants and animal research. Research involving human participants
(“participants™) is defined broadly to include research that:

« directly involves people in the research activities, through their physical
participation. This may be invasive (eg. surgery) or non-invasive research (e.g.
interviews, questionnaires, surveys, observational research) and may require
the active or passive involvement of a person;

« indirectly involves people in the research activities, through their provision of
or access to personal data andfor tissue;
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1.3

1.4

1.5

1.6

s involves people on behalf of others (eg. legal guardians of children and the
psychologically or physically impaired and supervisors of people under
controlled environments (eg. prisoners, school pupils)).

Animal Research is defined as any research involving any non-human animal. This
includes research that is regulated by the Animals (Scientific Procedures) Act 1986
as well as research that is not covered by the Act.

Other areas of ethics consideration covered by the Policy include research that
involves organisations which may have concerns about disclosure, research which
may relate to illegal activities (such as downloading obscene material from the
internet) and where the source of funding or other stakeholder in a research project
introduces direct or indirect links with unethical activities or which conflict with the
University’s mission and values.

APPLICABILITY
The University’s Policy is generic and applies to:

« all University researchers (staff and registered students) who are conducting
or contributing to research activities either within or outside the University

» ail individuals who are not members of the University but who are conducting
or contributing to research activities which take place within the University

GOVERNANCE, RESPONSIBILITY AND OPERATIONAL ARRANGEMENTS

As a condition of their employment, all staff are required to adhere to the policies,
rules and procedures of the University. Individual researchers are individuaily
responsible for adhering to the Policy under the leadership of their Head of School,
who is ultimately responsible for all activities performed in their School.

The Policy recognises the University's distinct governance, culture and diversity,
while supporting the achievement of its coliective research objectives. To
accommodate this, a two-tier system of approval has been created, with ethics
review managed directly by four Faculty Research Ethics Committees (F-RECs) and
any constituent subject specific sub-committees, reporting to the University Research
Ethics Committee {U-REC). The system is subject to the University’'s normal
decision-making rules and procedures, including conflicts of interest. The Policy
applies to all Faculties but is designed to allow a degree of flexibility in recognition of
the diverse and dynamic nature of the University research base through the
application of minimum terms and conditions, principles and procedures defined by
U-REC and set out in the Policy.

REVIEW

The University Research Ethics Committee (U-REC) will undertake penodic reviews
of the Policy and report its key findings and recommendations to the University's
Research Executive.

REFERENCES AND ACKNOWLEDGEMENTS

In informing the development of this policy, a broad range of publicly-available
material and resources has been used from government departments, professional
bodies and other universities, including:
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2.2

2.2.1

Association of Research Ethics Committees

Councit for Industry and Higher Education

Central Office for Research Ethics Committees (COREC)
Department of Health

Higher Education Funding Council

National Health Service

Cffice of Research Integrity

National Health and Medical Research Councii {Australia)
Research Councils

Rovyal Society for the Prevention of Cruelty to Animals
University of Cardiff

University of Sheffield

Universities UK

An electronic copy of this Policy and associated reference material is maintained on
the Research and Business Services website: hitp://fwww.uea.ac.uk/rbs/

ETHICS PRINCIPLES FOR RESEARCH
OVERVIEW

The Ethics Principles for Research provide the strategic framework to realise the
Policy and are intended to protect both participants involved in research activities
undertaken by University researchers, the researchers themselves and the University.
The University’s ethics review procedures provide the operational framework (see
section 3).

Research undertaken in accordance with recognised research ethics principles
constitutes good research practice. The primary responsibility for considering ethics
in research lies with the lead researcher, student supervisor or equivalent. Prior to,
during and following the completion of research activities, researchers are expected
to consider the ethics implications of their research and, depending on its nature, the
socio-cultural conseguences of it for the participants involved. This should be
considered in the context of a range of other potential stakeholders, including fellow
researchers, their School and the University, the research funder and the academic
profession.

No one should be compelled, or compel others, to underake or participate in a
research activity that conflicts with their own individual ethics principles.

PRINCIPLES
LEGAL RIGHTS, CONVENTIONS AND SPECIAL POLICIES

People participating in research have, at the very least, all the rights as defined by
law (eg. the ‘Human Rights Act 1998', the ‘Data Protection Act 1998’ and relevant
European Directives and Conventions}.

The United Kingdom is not a signatory of all conventions relevant to research ethics
and does have certain opt-outs from specific provisions of ones it does. However, as
statements of widely accepted ethics standards, researchers, members of the
University’s research ethics commitiees and reviewers may refer to such documents
for guidance.
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2.2.1

223

Where organisations involved in the research prescribe special policies in this
context which are not necessarily legal requirements, these should be observed, e.g.
criminal records checks in hospitals or schools.

SAFETY AND WELLBEING

Researchers have a responsibility to protect participants and colleagues from any
harm arising from research. As a general rule, people participating in research should
not be exposed to risks that are greater than or additional to those they encounter in
their normal lifestyles. If it is expected that hamm, unusual discomfort or other
negative consequences might occur in the prospective participant’s future life as a
result of participating the lead researcher must, prior to the person’s participation,
obtain ethics approval via the University’s procedures and the informed consent of
any prospective participant.

Depending on the nature of the research, researchers have a responsibility to ask
participants about any factors in the research, such as pre-existing medical
conditions that might create risks to them if they participate, and they must
subsequently be advised of any special action they should take to avoid risk. Before
participating, people should be informed of procedures for contacting the lead
researcher within a reasonable time period if, following participation, they experience
stress, harm or have related concerns.

If, during research activities, a researcher obtains evidence of physical or
psychological problems of which a participant is apparently unaware, the researcher
has a responsibility to inform the participant if he or she believes that by not doing so
the participant's future wellbeing may be endangered. However, if the issue is
serious and the researcher is not qualified to offer assistance, then the appropriate
source of professional advice should be recommended to the participant.

In general terms, invasive research should only take place where the foreseeable
risks to the participants are outweighed by the potential benefits. In exceptional
cases, participants may feel they have a right to be harmed, eg. a terminally ill
person may choose to participate in a high risk clinical trial.

tn the case of non-invasive research methods such as interviews and questionnaires,
the content and procedure may be highly sensitive and intrude on a participant's
comfort and privacy. The initial judgment on whether or not questions are sensitive
and likely to cause harm rests with a lead researcher.

OBTAINING CONSENT

Normally, potential participants in research should give their informed consent prior
to participation, and the lead researcher is responsible for obtaining that person's
consent. Consent must be given freely and voluntarily and under no circumstances
must coercion be used to obtain a person’s consent to participate in research. There
should be a recognition and consideration of any power differential between the
researcher and participant in this context. Wherever possible, and proportionate to
the nature of the research activity, an individual's consent should be obtained in
writing. Where this is not possible oral consent should be obtained, ideally in the
presence of at least one witness.
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Prior to participation, researchers should make clear a participant’s right to refuse to
participate in or to withdraw from the research at any stage, irrespective of whether
payment or other inducement has been offered.
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2.2.6

227

228

INFORMED CONSENT

Informed consent is where a prospective participant, prior to participating in research,
is fully informed about all aspects of the research project which might influence their
willingness to participate. In addition, the researcher should normally explain all other
aspects of the research about which the prospective participants enquire. The basis
of this is to provide free and voluntary consent.

CONSENT AND VUNERABLE PARTICIPANTS

Some people participating in research may be more vulnerable to harm than others
and this possibility requires special consideration. VWhere a prospective participant is
unable to give informed consent to participate, a lega! guardian or other appropriate
person may give consent on their behalf. Any relevant legal requirements,
conventions or special policies (see Principle 1) should be observed.

CONSENT AND RESEARCH INVOLVING CONCEALMENT

Special consideration is needed in those exceptional circumstances where it may be
desirable to avoid bias in participants’ responses, by concealing or withholding
particular information regarding either the fact they are the subject of research or the
aims of the research.

CONSENT AND RESEARCH IN PUBLIC AND WITH GROUPS

Obtaining consent from every individual participating is not always possible nor
practical. In such cases, researchers should ensure that:

such research is only carried out in public contexts;

where possible approval is sought from relevant authorities;

appropriate individuals are informed that the research is taking place;

no details that could identify specific individuals are given in any reports on
the research unless reporting on public figures acting in their public capacity;
« particular sensitivity is paid to local cultural values and to the possibility of
being perceived as intruding upon or invading the privacy of people who,
despite being in an open public space, may feel they are unobserved.

The privacy and psychological wellbeing of people participating must be respected.
Every reasonable effort should be made to ensure that members of a group
understand they are being observed for research purposes. In such activities,
researchers should at least obtain the consent of any group leader or others in
positions of responsibility.

ANONYMITY, CONFIDENTIALITY AND DATA PROTECTION

The collection, storage, disclosure and use of research data by researchers must
comply with the 1988 Data Protection Act and any subsequent revisions.
Researchers must make arangements to carefully protect the confidentiality of
participants. All personal information collected should be considered privileged
information and dealt with in such a manner as not to compromise the personal
dignity of the participant or to infringe upon their right to privacy.
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Before consent is obtained, researchers should inform prospective participants of:

» any potential risks that might mean that the confidentiality or anonymity of
personal information may not be guaranteed,;

« which individuals and organisations, if any, will be permitted access to
personal information and under what circumstances such access will be
permitted;

» the purpose for which personal information provided is to be used.

A researcher may not disclose the identity of a person nor disclose any information
that could identify that person without having obtained, prior to the person’s
participation, the person’s consent in writing. If it is necessary to identify participants
explicitty, then the researchers should explain why this is the case and how
confidentiality will be protected.

Researchers should be aware of the risks to anonymity, confidentiality and privacy
posed by all kinds of personal information storage and processing which directly
identify a person, eg. electronic and paper-based files and communications.
Measures to prevent accidental breaches of confidentiality should be taken, and in
cases where confidentiality is threatened, relevant records should be destroyed.
Provisions for data security at the end of a project must be made.

Further specific guidance is available from the University's Data Protection officer.

ANONYMISATION

Wherever possible data should be collected, stored or handled in anonymous form.
Where linkage between datasets is required, record numbers should be used as far
as possible with special measures used 1o protect the key that would iink a number to
personal identifiers.

2.2.10 ANIMAL RESEARCH

The Animals (Sdentific Procedures) Act 1986 regulates any experimental or other
scientific procedure applied to a "protected animal” that may have the effect of
causing that animal pain, suffering, distress or lasting harm. A procedure so defined
by the Act is referred to as a "regulated procedure”. The Act defines a "protected
animal" as any living vertebrate, other than man. The invertebrate species Octopus
vulgaris was added by means of the Animals (Scientific Procedures) Act
(Amendment) Order 1993. The use of animals in regulated procedures requires a
certificate of designation, a project licence and a personal licence. Licences and
certificates under the Act are issued by the Home Office to individuals. lt is therefore,
the individual (not the organisation) who is responsible and accountabie to the Home
Office for ensuring compliance with the terms and conditions of the licence or
certificate.

The use of animals in regulated procedures is govemed by the provisions of the
Animals (Scientific Procedures) Act 1986 and informed by the “Three Rs™:
replacement; reduction; and refinement. Those planning research involving regulated
procedures should ensure that ail legisiative requirements are met and consider the
following questions:
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Replacement

» Reasons why it is considered necessary 1o use animals af all to achieve the
objectives of the work, and why non-animal methods or alternative
approaches to the scientific questions are considered unsuitable.

» Whether non-animal methods are also used as part of the overall approach to
the research or testing objectives, and, if so, how the different methods relate
to and build on one another.

» The efforts made to search for replacement alternatives for animal studies.

» If the researcher has to imagine a world in which it was not possible to use
animals in research at all, how might they attempt to address the research
questions, and what would be the Iimitations of possible alternative
approaches?

Reduction
» The process by which the numbers of animals has been decided, e.g. expert
statistical advice.
+ ‘Whether expert advice might enable use of fewer animals, yet still provide
meaningful results.
+ On-going review to evaluate the need for as many animals as first predicted.

Refinement

« Reasons why it is considered necessary to use animals in the particular ways
detailed in the study, and how the use(s) contribute to the objectives of the
waork.

»  The particular adverse effects that will be, or are being, caused to the animals
in the study, including costs caused at any stage from birth to death of the
animals, such as those resulting from: choice of species and strain of animal,
source and transport of animals; housing and husbandry of animals; effects of
procedures used (including how frequently each is performed), and care of
the animals before, during and after each; end-points of the procedures; and
the fate of the animals at the end of the procedures.

« Whether any of these aspects could be refined, so that harms to the animals
are reduced. :

Some animal research is not regulated by the Animals (Scienfific Procedures) Act
1986. This includes: i) any research involving non-vertebrate species (except
Qctopus viigaris), and ii) the identification of any nen-human animal by ringing,
tagging or marking or any other humane procedure that causes only momentary pain
or distress and no lasting harm. In general, this research will also be informed by the
principles of replacement, reduction, and refinement. For certain purely observational
protocols (e.g. bird watching), however, these principles may be less applicable.
Before any animal research is undertaken an assessment of the research using the
UEA Animal Ethics Information Form shouid be carried out. This will include an
assessment of whether the research involves a regulated procedure and an
assessment of the applicability and implementation of the Three Rs.

2.2.11 NHS RESEARCH

The Central Office for Research Ethics Committees (COREC) working on behalf of
the Department of Health in England, is responsible for defining the scope and
operation of NHS Research Ethics Committees which is recognised by the University
as providing an equivalent review to its own (see 3.2 2 Approval routes and
recognition of other review bodies).
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2.2.12 THE UNIVERSITY'S MISSION AND VALUES

The nature and ethical standing of other stakeholders involved in a research project
should be considered in the context of their fit with the University’s mission and
values, eg. the type of business a funder is engaged in, as opposed to the nature of
the research which is being funded. The U-REC will issue and maintain guidance on
which stakeholders should not be associated with, or under which circumstances this
may proceed, following consultation with relevant areas of the University.

2.2.13 CONFLICTS OF INTEREST

31

Conflicts of interest arise where an individual may have a pecuniary, family or other
personal interest in an activity which a member of the public, knowing the facts of the
situation, could reasonably conclude might influence that individual's judgement. The
University's standard rules and procedures on dealing with conflicts of interest apply
equally to this Policy: any real or potential conflict of interest must be disclosed to the
relevant Head of School or Service who will make a decision or refer to another
authority as appropriate.

In the specific case of research ethics review, a conflict of interest may arise through
links with the funder, such as consultancy, directorships or shareholdings. This may
also occur in the course of research ethics approval, such as when a member of one
of the University's research ethics committees has an interest in a project under
review.

The existence of a conflict of interest does not inevitably mean a researcher or
member of a committee must be excluded. In all cases, however, any real or
potential conflicts of interest must be fully disciosed on the ethics review application
or to the chair of the committee respectively; it is left to the judgement of the
committee or chair to take any necessary precautions to remove the conflict of
interest.

Where a conflict of interest arises after approval, the case should be referred to the
relevant committee for re-approval.

THE UNIVERSITY'S ETHICS REVIEW PROCEDURES
OVERVIEW

The University's Ethics Review Procedures (“Procedures™) provide the operational
framework for the Policy and Principles. All University members of staff and
University-registered students (ie. postgraduate research, postgraduate taught and
undergraduate students) who plan to undertake research that falls under the scope of
the Ethics Principles in the Policy must obtain ethics approval for the planned
research prior to the involvement of the participants via the appropriate ethics review
procedure. The Procedures also apply to all individuals who are performing research
which is funded or managed by the University, be this on or off University premises.

The Procedures operate to protect participants in research, the researchers
themselves and the University and are designed to ensure that, as a minimum, evety
University researcher and academic School has access to a University recognised
ethics review mechanism that is sufficiently flexible to accommodate the diverse
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3.2

3.21

3.2.2

323

research interests and needs of academic Schools while sufficiently coherent in
design and operation to ensure corporate consistency.

ETHICS REVIEW PROCEDURES
SCOPE

All research proposals must be screened to determine whether or not formal ethical
approval is required. If research plans alter, review may have to be requested during
the course of the research.

The individual researcher is ultimately responsible for a research project’s ethical
aspects. The initial responsibility for deciding whether or not ethical approval is
required lies with the principal investigator or the supervisor of a student project in
consuitation with the student. This decision is subject to endorsement by the Head of
School and may be reviewed at a later stage.

Research activities put forward for formal ethical review:

» require ethics approval prior to commencement of the research activities;

+ cannot continue if ethics approval has been withdrawn or suspended;

« rmay have to request review during the course of the research if the research
plan aiters;

» must comply with the conditions set by the University or other recognised
body.

APPRCVAL ROUTES AND RECOGNITION OF OTHER REVIEW BODIES
There are two primary routes through which to apply for ethics approval:

« the University's ethics review procedure; or
» the NHS ethics review procedure or other recognised body.

In principle, the Policy seeks to avoid multiple reviews of the same research project
by separate bodies through recognising the reviews of other bodies. The recognition
of another body is at the sole discretion of U-REC on behalf of the University, and
these will be notified in guidance to F-RECs as and when they cccur.

The University recognises the NHS’s ethics review procedure as equivalent to its
own; where a proposal is reviewed by the NHS, a University review is not required.

Should an applicant plan fo seek ethics review via an alternative procedure {(eg. via
an ethics review procedure frorn, for example, another University or overseas body)
in the first instance, contact should be made with the F-REC for advice. This will then
be referred to the U-REC with a recommendation for a final decision.

THE UNIVERSITY’S ETHICS REVIEW PROCEDURE

F-RECs approve as submitied, approve subject to specified conditions, or reject
research proposals conducted by the University’s staff and students on the basis of
the Policy and Principles and the minimum terms of reference defined by the U-REC
(see Annex 1). The U-REC also defines the minimum requirements for
documentation to be used by F-RECs. F-RECs may exercise considerable flexibility
and discrefion in meeting these minirmum terms of reference to best serve local
needs.
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3.2.4

325

326

Within its broader interdisciplinary scope, which includes any ethical issue raised by
members of staff and students, each F-REC may have specialist areas of concern
and deal with them through subject specific sub-committees. F-RECs may cross-
refer cases to another Faculty where a particular specialism is covered by another F-
REC. Where they exist, much of the ethics review business within the scope an F-
REC is likely to take place within specialist sub-committees, with the F-RECs taking
an oversight and management role.

Research involving biological hazards andfor genetic manipulation must also be
considered by the Biological Hazards and Genetic Manipulation Sub-Committee
which reports to the Heath and Safety Advisory Committee.

UNIVERSITY RESEARCH ETHICS COMMITTEE (U-REC)

The University Research Ethics Commitiee defines the University's Policy and
operational principles which are applied by F-RECs. The minimum terms of reference
for U-REC can be found at Annex 2.

FORMS OF ETHICS REVIEW AND ASSESSMENT OF RISK

The form of ethics review is determined by an assessment of the potential risk
associated with the research and the complexity of the ethical issues raised by the
research proposal. Complexity here is defined by the need for diverse perspectives in
order to reach a robust decision. Where minimal risk is involved and the ieve! of
complexity is low, expedited review may be undertaken. Any funder or regulatory
requirements for the form of review shail be observed. Guidance on the assessment
of risk and complexity is provided by F-RECs, subject to U-REC approval.

MONITORING OF UNIVERSITY ETHICS REVIEW PROCEDURES

The U-REC has the authority to monitor the performance of the F-RECs as and when
required and, as a minimum, will receive an annual report from each F-REC on key
activities and findings over the preceding year.
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Annex 1: Minimum Terms of Reference for Faculty Research Ethics
Committees (F-RECs)

Faculty Research Ethics Committees (F-RECs) approve as submitied, approve
subject to specified conditions or reject research proposals on the basis of the
University’s Research Ethics Policy, and principles and procedures defined within it.
F-RECs may also withdraw or suspend approval of an ongoing research project due
to senous concerns regarding its ethical aspects. F-RECs also provide guidance and
advice on ethical issues to those undertaking research. F-RECs do not make
decisions about the quality of the research itself.

F-RECs may exercise considerable flexibility and discretion in meeting these
minimum terms of reference to best serve local needs.

1.

The full membership of each F-REC or subject-based sub-committee is as
follows.

« A Chair: Associate Dean for Research or deputy

e A Deputy Chair drawn from a School other than that of the Chair

+ At least one academic member from Schools of the Faculty which collectively
provides a broad base of research experience and methodological expertise
in the areas of research

A tay member drawn as appropriate from the University's pool of volunteers
At least one male and one female member

At least one member with experience of managing ethical issues

Individuals seconded for their experience or specific methodological
expertise, relevant to the research being reviewed

All members need nect be involved in every review. Quoracy for decision-making
purposes is determined by the form of ethics review.

An F-REC may handle all ethics reviews itself or may create subject-based sub-
committees to perform ethics reviews on its behalf. In the latter case, an F-REC
may sit exclusively in an oversight and management role of such sub-
committees.

The Chair may appoint deputies to cover periods of absence, conflicts of interest
or to chair sub-committees. The Chair of the F-REC or of any sub-committee may
not take decisions alone on cases where there is clear potential for conflict of
interest or such a restnction is a condition of the potential funder. The F-REC
Chair is a member of the University Research Ethics Committee {U-REC).

The Chair of the F-REC or sub-committee will conduct an initial screening of any
proposal submitted for ethics approval. The screening will determine the level of
risk and complexity, which will determine which form of review will be applied.
Forms of review are determined by F-RECs and operated after endorsement by
U-REC. The task of screening may be delegated, but screening decisions are the
ultimate responsibility of the Chair.

In the case of a taught student project (but not a research student project), the
Chair of the F-REC or sub-committee may delegate responsibility for assessment
to the course or programme director, but approval cannot be granted by the
director alone.

Expedited review may be undertaken where the complexity of the case is judged
to be low and the risk minimal. The ethical approval process may be handled
through Chair's Action, taking account of the potential for conflict of interest, or
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10.

11.

12.

13.

14.

may be conducted by a subset of the full F-REC or sub-committee membership.
In all other cases, the full F-REC or sub-committee membership must be involved
in the decision-making process.

The F-REC and any sub-committees may perform their work in a virtual
environment. A meeting of the full membership of the F-REC in person will take
place at least once a year.

The F-REC or sub-committee may either co-opt members from other F-RECs or
refer apptications to another where a broader research experience or
methodological expertise is required. Where there is any doubt about the
competence of an F-REC make a decision, this will be referred to the U-REC
which will give definitive advice.

Each F-REC will have an appeal option. A final appeal may be made direct to the
U-REC, which will make a definitive decision.

Minutes of meetings will be kept and standard documentation on decisions and
guidance as approved by the U-REC will be used. Copies will be kept locally
which will meet any audit or monitoring requirements, and a summary repori on
all ethics decisions will be supplied annually to the U-REC.

On approval by U-REC, F-RECs may recognise an external ethics approval body
as equivalent fo the University’s to avoid unnecessary repeat reviews.

Each F-REC will keep a watching brief on any new statutory or professional
responsibility that may affect its work and make changes as appropriate, with the
relevant approval by the U-REC.

Each F_REC will submit the following for approval to the U-REC on an annual
basis:

« its own specific terms of reference based on these minimum requirements;

» committee membership, including the scope of research experience and
methodological expertise within the F-REC and any sub-committees;

» a set of questions concerning the nature of the research that will provide
guidance to staff and students with regard to whether or not ethical approval
may be required in a particular case;

+« a statement setting out the criteria for expedited review and the forms of
review that may be undertaken;

» details of procedures, including forms, for a) submitting applications, b)
expedited review of proposals, c) full review of proposals and d) appeals,
including likely frequency of meetings and deadlines, where they exist; and,

» plans for training and awareness-raising.

Each F-REC wifl ensure members have appropriate up-to-date training and
information on ethics issues, to include:

+ the University's Research Ethics Policy and associated guidance; and,
» establishment and maintenance of a web site of links to specialist sources of
information on ethics linked to the U-REC's website.

In addition, the F-REC will:

+ lead and contribute fo awareness raising and staff development events; and,
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+ ligise with the U-REC, other F-RECs or specialist committees within the
University or without, e.g. NHS Research Ethics Committee.

15. In conjunction with the U-REC, each Committee will ensure staff and students are
aware of the University's ethics approval requirements.

16. Each F-REC will make an annual report to the U-REC that summarises all
activities taken in connection with these terms of reference, including a summary
report on all ethics decisions taken during the year and general issues raised
during the F-REC’s work.
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Annex 2: Terms of reference for the University Research Ethics Committee {U-
REC)

The University Research Ethics Committee (U-REC) defines the University’'s ethics
policy and operational principles which are applied by Faculty Research Ethics
Committees (F-RECs).

1.

The membership is as follows:

+ A Chair: appointed by Research Executive
» The Chairs of F-RECs

¢ The University’s Data Protection officer

» At least one male and one female member
« Co-opted members as required

U-REC meets at least annually to receive reports of the F-RECs and to prepare
an annual combined report to the Research Executive.

U-REC may meet on an extraordinary basis as circumstances dictate to ensure
the F-RECs are able to meet their minimal terms of reference, including:

» approval of recommendations for the recognition of external ethics review
bodies;

« approval of recommendations for the classification of research as low risk for
the purposes of expedited review;

= hearing appeals against decisions made by F-RECs;

« providing definitive guidance on problematic cases or interpretations of ethics
review requirements;

= reviewing statements made by Schools on use of ethics committees in light
of changing research activity profiles; and,

= considering any new statutory or professional responsibility and advising the
relevant Committees or Officers of the University accordingly on the
implementation of that responsibility.

U-REC identifies areas of best practice and disseminates these across the
University. It is responsible for identifying and responding to strategic
developments both within and without the University. It may also instigate
periodic audits of F-RECs where there are any causes for concern, eg.
adherence to minimum terms of reference.

U-REC approves core decumentation used by F-RECs for reviewing research
proposals.

U-REC is responsible for the development and review of the Ethics Policy,
principles and procedures
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UNIVERSITY OF EAST ANGLIA
GUIDELINES ON GOOD PRACTICE IN RESEARCH

Foreword by PVC for Research, Enterprise and Engagement:

As a University committed to excellence in the gquality of the research our staff underiake, it is
appropriate to have a document such as this which provides guidelines on good practice in
research.

The following guidelinres serve both as a means of developing and supporting a culture of good
practice in research and as a means of demonstrating to the organisations we work with that UEA
is committed to a culture and environment where high standards of personal and professional
conduct are encouraged and expected

There is something in these guidelines for everyone to reflect on during the course of their
research: new and experienced researchers, staff and research students and scientific and arts
and social sciences disciplines alike.

| recommend these guidelines 1o you whatever your role in the conduct of research at UEA.
Should you have any comments on the development of these guidelines, [ would be pleased to
receive them.

PFrofessor Trevor Davies
November 2008

GUIDELINES ON GOOD PRACTICE IN RESEARCH

The Principies of Good Research Practice

Introduction

1. Honesly, openness, accountability and integrity are vital qualities for any academic researcher
no matter what their discipline or level of experience. The University of East Anglia needs to
ensure that all research it supports is camied out in a climale where high standards of personal
conduct are encouraged and expected. The University expects all staff and postgraduate
research students engaged in research to act with the highest slandards of integrity irrespeclive
of the source from which their posts or research is funded.

2. This document provides guidelines on the issues involved in the proper conduct of research,
and on the standards expected. Whilst detailed aspects of these guidelines are more applicable
to some subject areas or groups of people than others, the principles of good research practice
are relevant to all subject areas.

3. This document is intended for:

= Academic, research and relevant suppor staff employed by the University, and other
individuals carrying out research al, or on behalf of, the Universily
+ Postgraduate research studenls and their supervisors
*« Any persons wilh honorary positions conducting research within, or on behalf of the
University
4. The term researchers has been used throughout this document lo refer collectively to the
above groups of people. The term research has been used throughout this document to refer to
all aspects of the research process including outlining or drawing up a hypothesis, preparing
applications for funding, protocol design, generating data, data recording and analysis, wriling-up
and publishing and other forms of disseminating results.



Principles of Good Research Practice

5. It is important that a culture of honesty, integrity, openness and accountability in research be
fostered and maintained. The University cannot be prescriptive about approaches taken by
individuals to solving particular research problems, However, in the conduct of all research, the

University expects the following general principles to be understood and observed by all
researchers:

¢ Maintaining open and honest professional standards;

+ Ensuring leadership, organisation and cooperation in research groupings;

s Taking special account of the needs of inexperienced researchers;

* Planning and conducting research in accordance with the requirements of funders
and the University and all relevant legal procedures;

» Documenting fully results and any research material used, questioning one's own

findings and acknowledging honestly the contribution of others;

Ensuring data is stored and disposed of in an appropriate and responsible manner

Ensuring the results of the research are disseminated widely

Taking appropriate measures to protect intellectual assets

Following best current professional, clinical and ethical practice.

Management of Good Research Practice

Professional Standards

6. Honesty. At the heart of all research, regardiess of discipline or institution, is the need for
researchers to be honest in respect of their own actions in research and in their responses to the
actions of other researchers. This applies to all aspects of the research process.

7. Openness, While recognising the need for researchers to protect their own research interests
in the process of planning their research and obtaining their results, the University encourages
researchers to be as open as possible in discussing their work with other researchers within and
outside the University and with the public. Researchers should contact the Enterprise and
Commercialisation Team, within the Research Enterprise & Engagement Office (REE) for advice
on releasing results that might affect the potential to protect the research at a later date. Once
results have been published, researchers shouid make available relevant data and materials to
others on request for appropriate purposes.

8. Accountability. Researchers, and in particular those named as principal investigators or
grantholders, must ensure that the research that they are undertaking is consistent with the terms
and conditions covered by agreements between the University and the funder. This includes, but
is not restricted to, ensuring that the research programme carried out is as defined in the original
proposal to the funder, unless amendments have been agreed in writing; that the finance is used
solely for the research purpose that it was intended; that reports are both accurate and produced
on time; and that conditions relating to publication and ownership of Intellectual Property are
adhered to.

9. Integrity. Researchers must be honest about conflict of interest issues, whether real, potential
or perceived, at the earliest opportunity and at all stages of research, e.g. when applying for
funding, when identifying collaborators and when reporting results. Plagiarism, deception or the
fabrication or falsification of results is regarded as a serious disciplinary offence. All researchers
are encouraged to report cases of suspected misconduct or malpractice and to do so in a
responsible and appropriate manner in accordance with the University's procedures for dealing
with misconduct in research and for disclosing concerns about maipractice.



Leadership and QOrganisation in Research Groupings

10, Within the University, it is the responsibility of the Vice-Chancellor, Pro-Vice-Chancellors, and
Heads of Schools to ensure that a climate is created which allows research to be conducted in
accordance with good research practice.

11, Within a research grouping, responsibility lies with the Group Leader/Research Co-ordinator.
Where there are no research groupings, the responsibilities of Group Leader shall fall to the Head
of School (and may be delegated t0 a nominee such as the Chair of a relevant Committee),
Group Leaders should create a research environment of mutual cooperation, in which all
members of a research team are encouraged to develop their skills and in which the open
exchange of ideas is fostered. They must also ensure that appropriate direction of research and
supervision of researchers is provided which in the case of Postgraduate Research Students
should comply with University and National codes of practice. Responsibilities in conducting
research should be clearly allecaled and understood.

The Needs of New Researchers

12. Researchers who are new to the academic community may face particular difficulties.
Responsibility for ensuring that new researchers understand good research practice lies with all
members of the community, but particularly with Group Leaders, or Heads of School where there
are no Group Leaders or equivalent. Good practice includes the induction of researchers to their
new environment and the relevant School and University procedures.

Training and Supervision of Researchers

13. All researchers should receive good supervision appropriate to their experience. Researchers
should not be put under unwarranted pressure to produce results. Supervision should include ail
relevant stages of the research process. Group Leaders, or Heads of Schools where there are no
Group Leaders or equivalents, are responsible for ensuring that ail new researchers undertake
appropriate training in accordance with their specific requirements and the University's Code of
Practice on Equa! Opportunities in Employment. Training in supervisory skills should be provided
where appropriate. Particular requirements apply in the case of postgraduate research students
and are set out in the "Guide to Good Supervisory Practice” and in the "Code of Practice:
Assuring the Quality of Research Degrees”.

Planning and Conducting Research

14, In applying for external funding, researchers should take all reasonable measures to ensure
accuracy of information and comptiance with University procedures,

15. Purchasing and expenditure of funds shouid be in accordance with the terms and conditions
of any grant or contract held for the research and the University financial regulations. The
financial regulations are available on the Finance Intranet pages. Any further guidance on
compliance with the financial regulations should be sought from the Finance Division.

16. Researchers need to establish whether ethical approval is likely to be needed for a research
project in accordance with the University's Research Ethics Policy and associated guidance
which are available on the Research Enterprise & Engagement Office (REE) intranet.

17. All research including the appointment of researchers must be carried out in a manner that
complies with the University's Code of Practice on Equal Opportunities in Employment, the
Concordat on Career Management of Contract Research Staff, the Health and Safety at Work Act
(1974) and the Safety Regulations approved under this Acl, the Universily's safety policies, the
University's safety rules and other University safety management documents. School safety
policies and handhooks should detail local safety rules that must also be followed. Advice on
health and safety issues should be sought from School Safety Advisers or ihe University Safety



Services.
18. All members of research groupings should be made aware of the:

* Llegal and ethical requirements relating to human participants, animals and personal
information

* Requirements on confidentiality of data and publication

« Appropriate methods of record keeping, data storage and disposal relevant to the
discipline

s The importance of recognising and reporting unforeseen results or incidents

« All other relevant guidance, codes of practice and regulations related to their work

Research Resulis

The Need for a Critical Approach

20. Researchers should always be prepared to question the outcome of their research. The
University expects all research results to be checked before being made public. It is important
that research ideas can be chailenged and tested once published.

21. It is important that researchers or research groupings should not become subject to other
pressures such that the nomal processes of research inquiry cannot be enforced, e.g. by
constraints imposed by the source of funding of the research. Any pressure to produce results
that suit the specific interests of a funder must, of course, be resisted. This is particularly the case
where the individual researcher(s) could be perceived to have a conflict of interest, e.g. where
they might have an equity share in the funder, or may hold a position (e.g. Director) or be
involved in consultancy with the funder. Any such conflict of interest, whether real, potential or
perceived, should be disclosed at the earliest opportunity to the Head of the School (or other
eguivalent senior officer in non-School units) or to the Pro-Vice-Chancellor if the office holder is
involved.

Documenting Results

22. Throughout their work researchers should keep clear and accurate records of the procedures
followed, of the sources of research material where archives, collections etc. are researched and
of the results obtained, including interim results. This is necessary not only as a means of
demonstrating proper research practice, but aiso in case questions are subsequently asked about
the conduct of the research, the results obtained or ownership of the data or results. Proper
documenting and storage procedures will minimise cases of allegations of research misconduct
where original data *have disappeared’ or allegedly been lost or cannot be replicated.

23. It is the duty of the researcher to comply with the regulations of the Data Protection Act
currently in force and to ensure that copyright, a third party's intellectual property rights and
confidentiality are not breached. The Data Protection Act applies to research that involves
personal data collecled about living individuals and requires that such data should not be used for
purposes other than those for which it was collected. Advice on compliance with the Data
Protection Act should be sought from the University's Data Protection Officer.

24. In cases where transcripts of inferviews are the basis for research, these should be kept as
confidential according to the procedures in place when the data was collected. In clinical studies,
consent forms should be kept securely with the raw data and normally for the same period of time.
In social sciences and humanities research, any sources {e.g. other published works, archives,
collections) should be accurately recorded and any transcription or data archive rules recorded at
the starl of the project to ensure consistency. The keeping and maintenance of laboratory
notebooks, and other data sources, can also help to ensure that intellectual property can be
protected.



Storage and Disposal of Data

25. Pnimary data which is the basis for publications should be securely stored for an appropriate
time in a durable form. The means of data storage (paper, diskette, CD-ROM, etc) should be
appropriate to the task. Provision should be made for the automatic back-up of data or software
stored on a computer and special attention should be paid to guaranteeing the security of
electronic data, use of computer hard drives and networks may not necessarily provide the
security of data required.

26. The appropriate period for retaining data depends on circumstances (e.g. in some fields, the
importance and relevance of data can be superseded very rapidly). Equally, where the research
is extemally funded, the time for keeping data may be specified by the funder. The appropriate
timescales and mode of data storage and the process for review in the light of changing
technology should be confirmed in writing at the outset of the research programme.

27. Disposal of data and samples should be carnied out in accordance with the appropriate
internal or external procedures according to the nature of the research data and any ethics
committee requirements.

Publishing Results

2B. The issue of authorship is important in the contex! of good research practice, and the
University expects the matier to be taken seriously. The University expects anyone listed as an
author on a paper 1o accept personal responsibilily for ensuring that they are familiar with the
contents of the paper.

29. In order to ensure a high standard of publication, researchers should seek an appropriate
form of peer review prior to publication.

30. If an error is found that diminishes the worth of the published results, the researcher should
discuss the matter with the lead researcher and notify any co-authors. A comection should be
published as soon as possible setiing out the basis of the reservation. Where the findings are
found to be in serious doubt, a retraction should be published speedity.

31. The standard position of the University is that research should be published when appropriate
and wherever possible. This is a necessary adjunct to making research available to the public
and is frequently a condition imposed by funders. Delays in publication should be avoided except,
for example, in relation to proprietary information of the University or the funder incorporated in
the research results or where joumals require amendments or meodificalions. Where the
University and/or the funder wish to secure patent proteclion for inventions made in the course of
the research, short delays in publishing are acceptable to allow palenls to be filed, but these
delays should be limited to a maximum of 90 days wherever possible. Access to a lhesis may be
restricted for up to three years in accordance with the Consultation and Borrowing of Theses set
out in the University calendar.

Acknowledging the Role of Collaborators and Other Participants

32. Any person who participates in a substantial way in conceiving, executing or interpreting a
significant part of the relevant research should be given the opportunity to be included as an
author of a publication derived from that research. The praclice of honorary authorship is
unacceptable, i.e. only those who have participated in the research should be listed. The
contributions of formal coltaborators and all others who directly assist or indirectly support the
research should also be properly acknowledged. This applies to any circumstances in which
statements about the research are made, including provision of information about the nature and
process of the research, and in publishing the outcome. Where appropriate, the funders of the
research should be acknowledged.



Exploitation and Protection of Initellectual Assels

33. The University recognises there are instances where the potential for exploiting intellectual
property {IP} generated by research is important both to improve economic competitiveness and
lo generate revenue. The potenlial to exploit IP should be considered at the application and
contract stages and certainly before data are submilled for publicaticn or presented in any other
public forum including the internet.

34. The ownership, protection and exploitation of IP is govemed by the University's Intellectual
Property Regulations published in the calendar. The advice of the Enterprise and
Commercialisation Team, within the Research Enterprise & Engagement Office (REE) shouid be
sought in all instances where a potential to expleit IP generated by the University is identified or
where data or resources belonging to ancther organisation are required to conduct the research.

Professional, Clinical and Ethical Practice

35. The standards of scientific practice set out in guidelines published by scientific societies and
other relevant professional bodies should be cbserved by researchers.

38. Researchers involved in clinical research must comply with the current Good Clinical Praclice
Guidelines published by the International Conference on Harmonisation. Particular attention
should be given to:

« Maintenance of confidentiality

¢ |nformed consent

* The allocation and agreement of responsibilities for designing, managing, financing,
conducting and analysing the research

e Noting serious adverse events or sericus drug reactfons

e Seeking appropriate NHS Research Ethics Commiltee approval, NHS Research
Governance approval and/or independent review

37. Research must only be carried cut when all the necessary approvals, nctifications and
licences required by University Committees and legislation, through national and local regulatory
bcdies, are in place. The Group Leader (cr Head of Scheol) shouid ensure that the appropriate
approvals are identified, obtained and documented prior to the start of the research.

38. These are the minimum standards expected of researchers and do not override or replace
any professicnal codes or practices, or those codes or practices govermning ihe terms cf any

extemnal funding received by researchers to carry out their research work, which must be fcllowed
in addition tc these guidelines.

Misconduct

39. The Universily takes seriously any allegation of research misccnduct and has a written
procedure for investigating and resolving any such allegations, Any member of the Unijversity who
believes that an act of research misconduct has occurred cr is occurring should nctify the Head of
the School {or other equivalent senicr office in non-School units) or hisfher deputy if the office
holder is involved in the allegation, in the first instance in accordance with the Procedures for
Dealing with Allegations of Misconduct in Research.



QOther References

Internal Documents

UEA’s Research Ethics Palicy

UEA Policy on intellectual Property

University Calendar

Procedures for Dealing with Allegations of Misconduct in Research
Code of Practice: Assuring the Quality of Research Degrees

Health and Safety Responsibilities of Supervisors Towards Postgraduate and
Undergraduate Students

Code of Practice on Equal Oppertunities in Employment

Financial Reguiations

Public Interest Disclosure: A Procedure for Staff to Raise Concerns About Malpractice
Consuitation and Borrowing of Theses, University Calendar

Extemal Information

RCUK Policy and Code of Conduct on the Gevernance of Goed Research Conduct
UKRIO Code of Practice for Research

Research Governance Framework for Health and Social Care, Depariment of Health
Good Clinica! Practice Guidelines, International Conference on Harmonisation

EU Clinical Trails Directive (2001/20/EC)

Office of Research Integrity

MNolan Committee on Standards in Public Life

Research Councils Joint Statement on Safeguarding Good Scientific Practice

Arts and Humanities Data Services, Guides for Good Practice

Central Office of Research Ethics Committee (COREC)

In formulating these guidelines, the University has been informed by:

Code of Good Practice in Research, University of Edinburgh

Code of Goed Practice in Research, University of Glasgow

Good Research Practice, Medical Research Council

Good Clinical Practice Research Guidelines, The Wellcome Trust Clinical Research
Facility at the Queen Elizabeth Hospital, Birmingham

Code on Gooed Research Practice, University of Surrey

Guidelines on Goed Research Practice, The Wellcome Trust

BBSRC Statement on Safeguarding Good Scientific Practice

Association of Medical Research Charities, Guidelines on Good Research Practice
Policy and Guidelines for Conflicts of Interest, University College London
Guidelines on Good Practice in Academic Research, Kings College London

University of East Anglia, July 2003 (updated April 2006 and November 2009)
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UNIVERSITY OF EAST ANGLIA

PROCEDURES FOR DEALING WITH ALLEGATIONS OF MISCONDUCT

1.1

1.2

2.1

IN RESEARCH
PREAMBLE

These Procedures outline the action to be taken when allegations of
misconduct in research are brought against any present or past student or
member of staff of the University in respect of research undertaken while
registered with or employed by the University.

In this context, the term misconduct in research means fabrication,
falsification, plagiarism, or other practices that seriously deviate from those
that are commonly accepted within the academic and scientific communities
for proposing, conducting or reporting research. It specifically encompasses
the following:

(1) Piracy - the deliberate exploitation of ideas from others without
acknowledgement.

(1i) Plagiarism - the copying of ideas, data or text (or various combinations
of the three) without permission or acknowledgement.

(ii)  Fraud - deliberate deception, usually involving the invention of data.

It does not include honest error or honest differences in interpretations or
judgements of data.

PRINCIPLES

Since an allegation of misconduct in research is a serious and potentially
defamatory action and could lead to a threat (or even the instigation) of legal
proceedings, the operation of these Procedures shall accord with the following:

2.1.1  All allegations of misconduct in research shall be treated seriously and
fairly and their merit investigated with integrity and with sensitivity.

2.1.2 In all enquiries and in any action taken as a result of their outcome, due
regard shall be had to the need:

(i) to protect researchers against malicious, frivolous or ill-
founded allegations of misconduct in research.

(it)  to protect the position and reputation of those alleged to have
engaged in misconduct in research when such allegations are
not confirmed.

(11)  to protect the position and reputation of those who make

allepations of misconduct in research in good faith, ie. with the
honest belief that misconduct in research may have occurred,
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3.1

3.2

or

(iv)  to observe the principle of non-detriment, ie. neither the person
making the allegation of misconduct in research (“the
Complainant™) nor the person against whom such an allegation
is made (“the Respondent”) should suffer solely as a
consequence of the fact that a good faith allegation has been
made.

2.1.3 Accordingly:

(1) all enquiries (including the formal investigation - if any) shall
be conducted on the basis of confidentiality to the strictest
extent possible without compromising health and safety or the
appropriate and thorough investigation of the allegation of
misconduct in research.

(1) the institution shall throughout take all reasonable measures to
preserve the anonymity of the Complainant.

(ii1)  the principles of natural justice shall be observed, that is to say
the Respondent shall be fully informed about what he or she
has to answer and shall have the fullest opportunity to reply.
The Respondent may be helped and accompanied by a person
of his or her choice at any stage of proceedings.

(iv)  those making enquiries shall endeavour to conduct them so as
to retain the confidence of both the Complainant and the
Respondent.

RECEIPTS OF ALLEGATIONS: SCREENING

Any allegation of misconduct in research must be made in writing by the
Complainant to the Head of the School (or other equivalent senior office in
non-School units) or to his/her deputy if the office holder 1s the Complainant
or the Respondent. The Complainant must provide a detailed written statement
in support of the allegation before any enquires are instigated.

On receipt of the Complainant’s written statement there shall be a preliminary
evaluation of the available evidence (“Screening”) to decide whether a formal
investigation of possible misconduct in research is warranted. The Screening
shall be undertaken by the Head of School and the Chair of the School
Research Committee (where this exists) or such other person as may have
been appointed for the purpose by the Head of School or the governing body
of the unit concerned (“the Scrceners™), excepting in circumstances where:

(1) the Head of School or other nominated Screener is also the
Complainant or the Respondent,

(i1) either Screener considers there to be a real or apparent conflict of
interest in which case the recipient of the allegation of misconduct in
research shall ensure that the initial referral is passed to the Registrar
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3.3

and Secretary, who shall request the Pro-Vice-Chancellor with
responsibility for research to appoint (an) alternative Screener(s) of
appropriate expertise and seniority. The Screeners shall in any event
notify the Registrar and Secretary and the Pro-Vice-Chancellor with
responsibility for research in writing and in confidence of the receipt
and nature of the allegation.

The Screeners shall consider the evidence available and, if considering that:

(1) there is msufficient information to make a decision on how to proceed,

and/or (ii)  they require the contribution of additional expertise in order to

3.4

3.5

conclude an evaluation,

they shall be free 1o seek confidential advice in writing from experts in the
relevant subject both within the University and outside it but in so doing they
shall at this stage make no information available which could lead to the
identification of the Complainant or the Respondent. If they consider it
appropriate, the Screeners shall also be free to consult in confidence with the
Pro-Vice-Chancellor with responsibility for research in the course of their
evaluation.

At the conclusion of their evaluation of the evidence but before finalising a
written record, the Screeners shall in confidence:

() inform the Respondent in writing of the nature of the allegation of
misconduct in research and of the results of their evaluation, taking
care not to disclose the identity of the Complainant.

(i)  invite the Respondent to make any written comments within ten
working days.

(iii)  if proposing a course of action as in 3.5.2 or 3.5.3 below, specifically
give the Respondent the opportunity to explain in writing any
inconsistencies or irregularities which may have become apparent from
the receipt and Screening of the allegation of misconduct in research.

(iv)  take into account any comments received.

Subsequent to the above, the Screeners shall decide upon one of the following
three courses of action:

3.5.1 They may consider the allegation of misconduct in research to be
unfounded, either becauvse it is mistaken, or is frivolous or is otherwise
without substance, in which case they must dismiss it. 1f deeming the
allegation to be malicious, the Screeners shall, having dismissed the
complaint, so inform the Registrar and Secretary, who may invoke
appropriate disciplinary action against the Complainant.

3.5.2 They may consider that there is some substance in the allegation of
misconduct in research but that the matter does not warrant a formal
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investigation, in which event they shall decide what action if any is
required to put the matter right in so far as is possible.

3.5.3 They may consider that there is sufficient substance in the allegation of
misconduct in research to instigate a formal investigation of the
complaint.

The Screeners shall make a confidential written record of their evaluation and
decisions and shall lodge it with the Registrar and Secretary together with:

(1) any documentation used in the investigation.
(i1) any written comments received from the Respondent.
The Registrar and Secretary shall:

(1) notify both the Complainant and the Respondent in writing of the
Screeners’ decisions, enclosing for each a summary of the Screeners’
findings.

(i1) take any administrative actions that may be immediately necessary to
protect the funds and/or other interests of relevant grant- or contract-
awarding bodies* and to meet all contractual commitments.

(iii)  inform the Pro-Vice-Chancellor with responsibility for research of the
course of action proposed and, with the Pro-Vice-Chancellor with
responsibility for research, ensure that any action required under 3.5
above 1s instigated, executed and recorded by the appropriate parties.

(vi)  retain the report and documentation in confidence for five years.

Screening shall be completed within 20 working days of receipt of the initial
allegation of misconduct in research unless circumstances clearly warrant a
longer period (such reasons to be documented in the Screeners’ written record).

INVESTIGATION

If a formal investigation has been considered necessary by the Screeners, the
Registrar and Secretary and the Pro-Vice-Chancellor with responsibility for
research shall appoint a panel of three impartial investigators (*“the Panel”)
with appropriate expertise and seniority, at least one of whom shall be from
outside the University and each of whom shall be asked to confirm in writing
that their appointment involves no conflict of interest. The formal
investigation shall commence within 30 days of completion of the
investigation by the Screeners.

The Registrar and Secretary shall:
(1) report to the Senate and the Council that such an investigation has been

initiated but without disclosing the names of individuals involved.
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4.4

4.5

4.6

4.7

4.8

(i)  inform in confidence any relevant grant- or contract-awarding body*
about such an investigation where there is a requirement to do so.

{iii}  consider with the Pro-Vice-Chancellor with responsibility for research
whether, without prejudice to the proper conduct of the mvestigation,
any other action should be taken at this stage pending the outcome of
the investigation and if so to instigate such action.

The aim of the Panel shall be to ensure that justice is both done and seen to be
done. Within the procedures, the Panel shall be free to determine its own
detailed approach to the conduct of the investigation and its scope. Both the
Complainant and the Respondent shall be asked to produce relevant
documentary evidence such as laboratory notebooks, papers, witness
statements, computer records etc to support the allegation of misconduct in
research and the explanation. It shall be up to the Panel to form its own view
on apparently contradictory pieces of evidence.

1f the Panel's preliminary conclusion is that the allegation of misconduct in
research is upheld, the full case, with supporting evidence, shall be put to the
Respondent for comment. Any further evidence produced at this stage shall be
investigated.

1f the Panel's preliminary conclusion is that the allegation of misconduct in
research is not upheld, the full case, with supporting evidence, shall be put to
the Complainant for comment. Any further evidence produced at this stage
shall be investigated.

The process described in 4.4 and 4.5 above shall be repeated until the Panel is
satisfied that natural justice has been served and further investigations are not
warranted and that it can reach a final conclusion on the allegation of
misconduct in research.

During the investigation all records and related evidence shall be kept
confidential by the Panel. Records of any interviews shall be agreed with the
interviewee. The Registrar and Secretary or his representative shall provide
confidential secretarial cover as necessary and shall draft a wntten report for
the Panel of the investigation undertaken (including a list of all documentation
and evidence received) and of its findings.

Before finalising and submitting its written report, the Panel shall:
i)} provide the Respondent with a draft copy for comment.
(if)  provide the Complainant with those portions of the draft report which

address the Complainant’s role and opinions in the investigation
together with a summary of its findings.
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(iif)  invite both parties to make any written comments within ten working
days. The Panel shall take into account any comments received from
the parties, in addition to all the other evidence in finalising its report.

The investigation shall be completed within 80 working days of its start. If
because of exceptional circumstances a longer investigation peniod is required,
the Panel shall notify the Registrar and Secretary, who shall in turn inform the
grant- or confract-awarding body* where there is a requirement to do so of
progress and of an estimated date of completion.

FINDINGS

The Panel shall lodge its written report, when finalised, with the Registrar and
Secretary, the Pro-Vice-Chancellor with responsibility for research and the
Head of the Respondent’s School (or other equivalent officer in non-School
units) and shall deposit with the Registrar and Secretary:

(1) any documentation used in the investigation.

(ii) a copy of any writlen comments which were received as a result of the
process descnibed in 4.8 above.

The Regisirar and Secretary shall:

(1) notify the Complainant and the Respondent in writing of the outcome
of the investigation, enclosing for each a summary of the Panel’s
findings.

(1) take any administrative actions that may be necessary to protect the
funds and/or other interests of grant- or contract-awarding bodies* and
to meet all contractual commitments (including any relating to
disclosure of the outcome of the investigation).

(111)  ensure that the courses of actions described in 5.3 - 5.5 below are
instigated, executed and recorded by the appropriate parties.

(iv)  retain the report and all documentation in confidence for a period of at
Jeast five years.

Should the allegation of misconduct in research be substantiated, the Registrar
and Secretary, in consultation with the Head of the School (or other
appropriate senior officer), shall decide what action needs to be taken either
under the University's disciplinary procedures or otherwise. Such action may
include informing the appropriate professional body, the grant- or contract-
awarding body* and the editors of all journals in which the Respondent has
published articles. Action may also be taken to revoke a degree or other
qualification obtained wholly or partly through misconduct in research
relevant to that degree or other qualification.
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5.5

5.6

Should the allegation of misconduct in research be dismissed, all reasonable
steps shall be taken to preserve the position and reputation of the Respondent
and - provided the allegation is considered to have been made in good faith -
the Complainant. If the allegation has been found to be malicious, then the
matter shall be referred to the Registrar and Secretary as descnibed in 3.5
above. If the case has received any publicity the Respondent shali be offered
the possibility of having an official statement released to the media.

The Registrar and Secretary shall inform the Senate and the Council of the
allegation of misconduct in research and of the final outcome of the
investigation and shall consider in so doing whether the report to these bodies
should be made with or without identification of the Respondent (the
Complainant remaining anonymous). If the allegation has been dismissed, the
Repistrar and Secretary shall ensure that the Respondent is given the option of
requesting that the report of the case to the Senate or the Council shall be only
that the allegation has been dismissed and shall not identify the Respondent.

Any appeal regarding the findings of the Panel, or complaint alleging unfair
treatment under these Procedures, should be directed to the Vice-Chancellor,
who shall consider the representation received and decide what action to take
upon it.

* the phrase “grant or contract awarding body(iesy’ includes the Office of Science
Integrity in the case of grants from the US Public Health Service.

March 1998
(Updated March 2006)
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UNIVERSITY OF EAST ANGLIA

PUBLIC INTEREST DISCLOSURE
A PROCEDURE FOR STAFF TO RAISE CONCERNS ABOUT MALPRACTICE

1.

1.1

1.2

1.3

1.4

2.1

Introduction

UEA is committed to the highest standards of openness, probity and accountability. 1t
seeks to conduct its affairs in a responsible manner taking into account the
requirements of the funding bodies and the standards in public life set out in the
reports of the Nolan Committee.

An important aspect of this commitment is the availability of a mechanism whereby
staff may voice concemns in a responsible and effective manner. The Council of the
University has approved this policy statement and procedure so that when an
individual discovers information which he or she believes to show malpractice/wrong
doing within the University, this information may be disclosed (if necessary
independently of line management) without fear of reprisal.

It is a fundamental term of every contract of employment that an employee will
faithfully serve his or her employer and not disclose confidential information about
the employer’s affairs. The policy set out in this document is intended to assist
individuals who believe they have discovered malpractice or impropriety. It is not
designed to question financial or business decisions taken by the University; nor may
it be used to reconsider any matters which have already been addressed under
harassment, grievance or disciplinary procedures, or under the procedure for
considering allegations of misconduct in research. Once it is in place, it is reasonable
to expect members of the University to use this policy rather than air their complaints
outside the University.

The Public Interest Disclosure Act gives legal protection to employees against being
dismissed or penalised by their employers as a result of publicly disclosing certain
serious concems, provided they do so in a responsible way; and this would normally
involve following internal procedures initially where they exist.

Scope of Policy

A number of policies and procedures are already in place including grievance and
disciplinary procedures, misconduct in research procedures, and harassment and equal
opportunities guidelines. This policy is intended to cover concerns which are in the
public interest and may (at least initially) be investigated separately but might then
lead to the invocation of such procedures. Concerns raised might relate to:

» financial malpractice or impropriety or fraud

s failure to comply with a legal obligation or with the Statutes, Ordinances or
Regulations of the University



3.1

32

33

34

3.5

e dangers to health and safety or the environment
» criminal activity

» academic or professional malpractice

» improper conduct or unethical behaviour

s attempts to conceal any of the above
Safeguards

Protection

This policy is designed to offer protection to those employees of the University who
disclose such concerns provided the disclosure is made:

0] in good faith, and

(i) in the reasonable belief of the individual making the disclosure that it tends to
show malpractice.

The individual will also be protected if he or she makes the disclosure to an
appropriate person/body (see Section 4 below). It is important to note that no
protection from internal disciplinary procedures is offered to those who choose not to
use the procedure.

Confidentiality

The University will treat all such disclosures in a confidential and sensitive manner.
The identity of the individual making the allegation may be kept confidential so long
as it does not hinder or frustrate any investigation. However, the investigation
process may reveal the source of the information and the individual making the

disclosure may need to provide a statement as part of the evidence required.

Anonymous Allegations

This policy encourages individuals to put their name to any disclosures they make.
Concerns expressed anonymously are much less powerful, but they may be
considered at the discretion of the University.

In exercising this discretion, the factors to be taken into account will include:

s the seriousness of the issues raised;

» the credibility of the concern; and

» the likelihood of confirming the allegation from attributable sources.
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4.6

Untrue Allegations

If an individual makes an allegation in good faith, which is not confirmed by
subsequent investigation, no action will be taken against that individual. If, however,
an individual makes malicious or vexatious allegations, and particularly if he or she
persists with making them, disciplinary action may be taken against the individual
concerned.

Procedures for Making a Disclosure
Initial Step

With the exceptions indicated below, the individual should inake the disclosure to the
Registrar and Secretary who should immediately inform the Vice-Chancellor and the
Chairman of Council, unless requested not to do so by the discloser.

N.B. Since the Chairman of Council might be involved at a subsequent stage if the
disclosure were to be re-made under the Feedback Procedure described below, the

Chatrman should at this stage be informed only of the faect of the disclosure being
made.

If the disclosure is about the Registrar and Secretary, it should be made to the Vice-
Chancellor. If the disclosure 1s about the Vice-Chancellor, it should be made to the
Chairman of Council.

If the individual does not wish to raise the matter with either the Registrar and
Secretary or the Vice-Chancellor, he or she may raise it with the Chairman of the
Audit Committee if the issue falls within the purview of that Committee, or with the
Chairman of Council.

In cases involving financial malpractice, the Registrar and Secretary should act
throughout in close consultation with the Vice-Chancellor, as the Accounting Officer
for the University’s public funding.

Process

The person to whom the disclosure is made will consider the information made
available to him/her and decide on the form of investigation to be undertaken. This
may be

e to investigate the matter internally

« to refer the matter to the police

» to call for an independent inquiry

If the decision is that investigation should be conducted by more than one of these

means, the person making that decision should be satisfied that such a course of
action is warranted, the possibility of double jeopardy notwithstanding.
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4.8

4.9

4.10

4.11

4.12

Where the matter is to be the subject of an intemal inquiry, the person to whom the
disclosure is made will then consider how to conclude whether there is a prima facie
case to answer. This consideration will include determining

» who should undertake the investigation
¢ the procedure to be followed

» the scope of the concluding report.
Investigation

Normally the Principal Intemal Auditor or another officer or member of the
University independent of the issue and of the parties involved will undertake this
investigation and will report his/her findings to the person to whom the disclosure was
made. Investigations should not be carried out by the person who will have to reach a
decision on the matter. Any investigation will be conducted as sensitively and
speedily as possible.

Where a disclosure is made, the person(s) against whom the disclosure is made will
be told of it, and of the evidence supporting it, and will be allowed to comment before
any investigation, or further action, is concluded.

As a result of this investigation other internal procedures may be invoked, such as
» disciplinary

e grievance

e harassment

* misconduct in research

In some instances it might be necessary to refer the matter to an external authority for
further investigation.

Feedback

The person to whom the disclosure was made will inform the individual making the
disclosure of what action, if any, is to be taken. If no action is to be taken the
individual concerned should be informed of the reason for this and allowed the
opportunity to remake the disclosure to another appropriate person. For example, if
the initial disclosure was made to the Registrar and Secretary or the Vice-Chancellor,
the subsequent disclosure might be made to the Chairman of Audit Committee or
Chairman of Council. Ifthe initial disclosure was made to the Chairman of the Audit
Committee the subsequent disclosure should be made to the Chairman of Council, and
vice versa.




4,13 This other person will consider all the information presented, the procedures that were
followed and the reasons for not taking any further action. The outcome of this will
be either to confirm that no further action is required or that further investigation is
required and will follow the procedures referred to above.

Reporting of Outcomes

4.14 A report of all disclosures and any subsequent actions taken will be made by the
Registrar and Secretary who will retain such reports for a specified period of time
(e.g. three years). In all cases a report of the outcomes of any investigation will be
made to the Audit Committee in detail where the issue falls within its purview, and in
summary in other cases as a means of allowing the Committee to monitor the
effectiveness of the procedure.

Human Resources Policy Committee
June 1999
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The Times Higher (THE) article — “Everyone’s a loser in a misconduct
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http://www.timeshighereducation.co.uk/story.asp?storycode=207087
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Research Services [E University of
East Anglia

The role of Research Services is to stimulate and support research activity which is relevant to the

University’s research objectives. We work closety with the PVC for Research, Enterprise and Engagement and

Associate Deans for Research in the Faculties.

We do this through:
» Support for research strategy and policy development, including the Research Excellence Framework,
and also liaison with key sponsors.
» Costing, negotiation and authorisation of research contracts, provision of research funding intelligence
and research stimulation events.
« Working closely and professionally with other Groups in the Division, other administrative Divisions at
the University and Faculty Research Support Offices.

Please click on the below links for further information on the following topics:




Applications [E&

The Applications Process

The process for applying for external research funding 1s described in the following sections.
1..Development of the proposal
2. Internal peer review

4. Authorisation

5. Submission

A flow chart outlining the process can be downloaded here.

1. Development of the proposal

2. Internai review — =

3. Costing and pricing

proposal acceptable proposal not acceptable

5. Submiitting the proposal

Awards Process

University of
East Anglia



Universityof
East Anglia

The process for acceptance and selting up new research grants al UEA. including supplements to existing granis, is summarised in the following sections.

The Awards Process [ E’

1. Notification of outcome

Subsequent issues such as virements, recrutment of staff, contractual changes. are described in Post-award jssues.
A flow chart showing lhe awards process can be downloaded here.

|__| Slep by Siep process of the Awards Frocess

T ) - ,,J
1. Notification
of outcome
2. Terms & N

Conditions

terms not
acceptable

& UEA 2008 All nghts reserved.  University of East Anglia, Norwich, NR4 7TJ, UK Telephone: +44 (0) 1603 456161
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21. HEAD OF DEPARTMENT STATEMENT S

A signed Head of Department statement must be completed for each Investigator when they are from’ different
Departments/Institutions.

The proposed research will be based in the internationally known Climatic Research Unit, which is a research
centre within the HEFCE 5* School of Environmental Sciences at the University of East Anglia. The proposal
addresses the issue of climate extremes which has recently emerged as a major concem in the study of climate
change and its impacts. Events in the Eastern Mediterranean over the last summer demonsirated the potentially
severe human impacts of heatwaves, while the Mediterranean region is also likely to be vulnerable to changes in
the occurrence of floods and droughts. The proposers have access to a range of appropniate daia sets in the
Climatic Research Unit which will allow a rigorous enalysis of past changes in extremes across the
Mediterranean. The proposed work does not just entail a statistigal analysis of the time serjes, but endeavours
to establish the possible causes of the observed changes and alsc' views these changes in the context of global
change by comparing them with projected changes due to the enhanced greenhouse effect. It should be noted
that work on the relationships between surface climate and possible large-scale predictor variables (such as
circulation types and atmospheric humidity} is also highly relevant to the development of improved techniques
.r downscaling from relatively coarse General Circulation Model output to the higher spatial resolution
equired for many impact assessments.

The Principal Investigator (Professor Jones) and the Recognised Researched (Dr Goodess) have worked
together on a number of previous projects including, most recently, the Atmospheric Circulation Classification
and Regional Downscaling {ACCORD) project funded by the European Commission {(EC). The proposed work
will allow this collaboration to continue and wil! build on the ACCORD work. Professor Jones has unrivalled
knowledge and experience of the availability of past climate data and their analysis, while Dr Goodess has
particular expertise in Mediterranean climatology (through the EC-funded Mediterannean Desertification and
Land Use (MEDALUS) projects, for example). Furthermore, the proposed work will allow Dr Goodess to
develop issues and interests arising from her recently-completed PhD. T give the project my full support.

I confirm that the Principal Investigator and Co-Investigators named in this proposal are eligible to hold a NERC research
grant. Plense see Section D (Eligibility) of the Research Granis Booklet before signing this declaration.
- ot ad} rin g to the criteria set out in this section will not be considered.

STENATITE: s oo Ao T e

Narne(in block letters) ............ PROFESSOR T.D. DAVIES ...t vetas v e srenessns e




2, SIGNATURES T

he following section has been amended to comply with the Data Protection Act.

Zach Principal Investigator, Co-Investigator, Recognised Researcher and Collaborator on this g,rant apphcatlon
nust complete this section. Please note that the Administrative Authority from the lead Institution must also
sign this form. Additional Administrative Authority signatures will be required if applicant is applying fora
iplit award,

a. Principal Investigator ‘

NERC believes in making details of its awards and their recipients available on the NERC World Wide Web
pages. In making this application, it is assumed that you consent to this. If you do not consent to this, please
tick this box.

Signature: @Gﬂ*” Date: l\lﬁ\b@

Name in Capitals: PROFESSOR P.D. JONES

b. 1* Co-Investigator .
NERC believes in making details of its awards and their recipients available on the NERC World Wide Web

pages. In making this application, it is assumed that you consent to tlus If you do not consent to this, please

tick this box. E

Signature: Date:

Name in Capitals:

2™ Co-Investigator
NERC believes in making details of its awards and their recipieats available on the NERC World Wide Web

pages. In making this application, it is assumed that you consent to this. If you do not consent to this, please
tick this hox.

Signature: I Date.

Name in Capitals:

| 3" Co-Investigator 1
NERC believes in making details of its awards and their recipients available on the NERC World Wide Web

pages. In making this application, it is assumed that you consent to this. If you do not consent to this, please
tick this box.

Signature; Date:

Name in Capitals:




¢. Recognised Researcher

NERC believes in making details of its awards and their recipients available on the NERC World W1de Web
pages. In making this application, it is assumed that you consent to this. If you do not consent to this, please
tick this box.

e 2>
Signature: A QW Date: 21/9 /00

Name in Capitals: DR C.M. GOODESS

| d. Collaborator(s)

NERC believes in making details of its awards and their remplents available on the NERC World Wide Web
pages. In making this application, it is assumed that you consent to this. If you do not consent to this, please
tick-this box. l:l

Qignarure: Date:

Name in Capitals:

| Administrative Autherity (State office held)
Lead Institution only unless the applicant is applying for a split award.

Signature: ///_ﬂzou/giﬂ_\ Date: 22[01\ o®

. . 5/ OFFICE
Name in Capitals: Tracy Moulton o oF THE
University stamp:  aaministrative Officer 43| eciTRAR
AN
l‘,‘ \ SECREVARY /

o
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NATURAL
ENVIRONMENT
RESEARCH COUNCIL

Finance and Information
Systems Directorate
Awards and Training

Polaris House North Star Avenue
Swindon Wiltshire SN2 1EU
United Kingdorm

Telephone +44 (0) 1793 411500

Central Fax +44 (0) 1793 411501

Direct line (01793) 411503
Local fax (01793) 411655

QOur Ref NER/B/S/2000/00665
Your Ref

Date 25-Jan-01

Mr C M Read

Director

' RESEARCH GRANT ANNOUNCEMENT

The Registrar )

University of East Anglia

Earlham Hall :

Narwich )

NR4 7TJ . UNIVERSITY OF

L EAm s g
‘?l [ L] g
=6 AR 2001
L gepy
Dear The Registrar

PROJECT TITLE: Investigation of ihe nature and causes of changes in Mediierranean
rainfall and temperature extremes and the implications for future climate change.

1 am directed by the Natural Environment Research Council to offer an award as detailed below,
towards the cost of the above project, under the direction of the Principal Investigator. Details of

the grant are shown in the attachments to this letter.

This award has been indexed and is cash hmited in accordance with cross Research Council policy.

Will you please confirm acceptance of this offer under the terms and conditions attached.

Y ours sincerely

£ AOI

Emma Watt
Awards and Training
E-Mail: ewa(@wpo.nerc.ac.uki@nerc.ac zk

ndlelld Sawe Duale: 25-01-2001

Current Date. 25-01-2001 14.48




PRINCIPAL INVESTIGATOR: Professor PD Jones

INSTITUTION: East Anglia University

FUNDING DETAILS
| Staff Amount Posts
Research Staff 22.360.06 1
Technician Staff 648.45 1
Staff Total 23,008.51 2
| Other Funds
Consumables 1,067.50
Sub-Total 24.076.01
Indirect Costs 10,583.92 | Indirect costs rate 46 %
GRANT TOTAL 34,659.93

GRANT PERICD: 7 menths

CO-INVESTIGATORS

STAFF POSTS/SALARY DETAILS

STARTS: 01/02/2001

ENDS: 31/08/2001

WFTE

Spine Crade Date of Scale | Months on Start Date Increment | Name / Comments
Project ‘| per year Date ]

14 TEC 07/Q8/2000 | 0.5 100 01/02/2001 | 01-08 M N Loveday
18 RAZA 47/08/2000 |7 160 01/02/2001 |01-0% Dr CM Goodess
FACILITIES
Facility Name Recommended Allocation

. VISITING SCIENTISTS
Visiting Fellow Country

STANDARD RESEARCH GRANT CONDITIONS

Reference

Condition

| 8TD1

1. The conditions attaching to Research Grants are as given in the Research Grants
booklet (http://www nerc.ac.uk/funding/forms.htm) & summarised below.

2. All awards are cash limited and no supplements will be considered.

3. Please note that funds cannot be released until receipt of a starting certificate.

4, If the identty of a Research Assistant is unknown at the time of application,
NERC will normally award the grant as required to permit employment at up to the
27 age point. Should the institution wish to employ an RA oldei than 27, then the
requisite finance must be obtained from savings elsewhere in the grant, by a
shortened duration of appeintment, or by the institution meeting the difference in
cost. Because of the financial Iimit involved, this may not apply to small grants.
Please note: CVCP pay scales commence at point 4.

5. Private wmansport will be reimbursed at Civil Service Public Transport rate {27p
per mile {rom the 1 April Z000). |

edletis

Seve Dale. 25011000

Curmnc Date 25-01-2001 14 48




STD2

'6. NERC, in cormmon with other Research Councils, automancally reimburses
institutions for research grant expenditure by means of a profiled payments system.
7. Payment for the last qnarter of the grant will not be made until a final report has
been submitted This must be within 3 months of the end of the grant.

8. Where an award s split, only one final report is required, which is responsﬂnhty
of the Principal Investigator to provide,

. Fina! reports are not requested for JREI and CONNECT A awards - a cornpleted
PA1 form is all that is required.

1G. Council regulariy reviews its support, both direct and indirect, for universities
and other institutions of higher education. Counci] may require detailed information
on the results of the work funded by grants, studentships, fellowships and contracts,
to be used for its scientific and financial audit procedures.

11. Whesn an applbication iz approved, the research grant will be announced in a
forrnal offer to the institution giving details of the research grant and any special
conditions govermning it [nstitutions will be required to formally accept the offer of a
rescarch grant within 4 weeks of receipt of the offer of award.

12, Grant holders are expected fo comply with the NERC Data Policy
(http:/fwwew nerc.ac uk/environmental-data/data/informationfor htm). In particular,
grant holders are required to offer to deposit with NERC a copy of datasets resulting
from their rescarch to the most appropriate Designated Data Centre.

. ADDITIONAL CONDITIONS

| Reference

Conditor

SPECIFIC CONDITIONS

| Reference

Condition

l

ADDITIONAL INFORMATION

Reference

Condition

sdim14 Save D, 21012001

Curvegt Dine: 25-01-2001 1448
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'DEAN’S APPROVAL §Lllsr | _ NORWICH
e —
Investigator (s) ﬁ@/)ﬁa}bﬂﬁ#”f\\ ety
Proposed Funding Body o {'MJ/LL-— ...............................................................

Title of Project: A Fr e As2an . L A bt 7%6?\97%}/ i,
unke'g,—r_-l.——::r. . ﬁ&«%a e oAU U T
Amount: é‘(O 0. Overbeads: ... a8 \s.21nhy

tIndicate rate used — see guidance overleaf}

Start Date: }1’03 ............. End Date: 3//3,0.-.{"

I confirmn with regard to the attached application for the abave-named grant/contract:

1. that it is appropriate work for the School to undertake;

2. that the Principal Investigator has appropriate qualifications and experience to manage the
proposed project

3. that the Principal Investigator has a contract of employrnent for the full duration of the project.

4, where the project involves cﬁ—bfdinaﬁng contributions from 2 group of partner institutions, that
the Principal Investipator has the necessary experience and organisationa!l skills to manage the
overall project.

5. that the costings in the application cover the full allowable costs of the project and in particular:

(a) that the provision for support staff {technical and other staff), where not excluded by the
awarding body, is sufficient to meet all the needs of the project;

)] that the Schools’ need for new equipment is adequately taken into account in the fipures
for equipmmnent;

{c) Jor grants other than from UK Charities, Research Councils or CEC Programmes, that
the School is satisfied that the overheads included are at a rate which is acceptable to the
School. (NB: the usugl minimuim is 40% of tofal cosis — please see overleaf)

6. that the accommodation, laboratory, computing and any other facilities required for the project
can be met from within existing provision in the School, supplemented by items of equipment to
be purchased from the budget for the project.

7. that the application has been subject to normal Schoo! intemal scrutiny procedures to ensure the
quality of the application.

(The precise arrangements may vary according to experience of the Principal Investigator. An ideal situation would be
that afl applications are subjject to spme form of scrutiny as part of an exchange of information on best proctice)

If any of the above statements needs to be qualificd, please add an appropriate explanatory note overleaf

I support the application as Dean of the School of ......00 ...l

Sigmed: ... Date: 2-62 70,‘2"

Please send this form with the application, prior to despatch to the funding body,

to the Research and Business Development Qffice in The Registry.




N

By UGA
DEAN'S APPROVAL SLIP NORWICH
e I——

Overhesads — Guidance to rates
Funding source Overhead Rate
UK Charitable Institutions No overheads |
Research Councils 46% staff costs - rate fixed by funder
| CEC (European Commission) 20% total costs fexchuding sub-contracts) - Tate fixed
by funder

f MAFF

50% basic salary (excludes NI & Fension) and
consumables - rate fixed by funder

NHS Executive (Eastern Region ONLY)

No explicit overbeads at present (November 2000)

| Commercial sources

Schools are urged to ask for a higher rate than the
minimum (see below) i.e 80% staff costs

Other Sonrces

Mimimum of either:
40% total costs or 46% tota! staff costs

Explanatory Note by Dean (where required)

RBDO Use Only

‘(1) VAT on the total cost bas been included ?

Yes / No

(if the project is research and is not underiaken for an exempt body such as Research Councils, Charities,

Government Departments or Overseas funders including CEC)

foel sugssy

@ Authorised in accordaace with University Financial Regulations W ................ N AL

Date '3/%(/0’?—

Research and Business Development Office, University of East Anglia — Dean’s Approval Slip -~ November 2000

Please send this_form with the application, prior te despatch to the funding body,
to the Research and Business Development Office in The Registry.




ANNEX T

—

Engineering and Physical Sciences
Research Council

cPSRC

Polans House

i eqistrar
Assistant Reg torth Star Avenue

univarsiy of East Angla Swindon, Wiltshire

Norfolk * United Kingdom, SN2 1ET

NR4 7TJ Telephone +44 (0) 1793 444000
internet http:/iwww epsrc.ac.uk
Direct line 01793 444369
Local fax 01793 444009-

_ E-mail angela.grigsby@epsrc.ac.uk

20/12/2002 Our Ref: GR/S18328/01

Dear Assistant Registrar

EPSRC OFFER LETTER : Standard Research, GR/S18328/01

The EPSRC is offering a grant towards the cost of the above project, subject to the terms and
conditions set out overleaf.

Return of a completed “Starting Certificate” will be taken as acceptance of the grant on the terms
stated. If you are unable to accept the grant you should notify the EPSRC as soon as possible.

EPSRC grants are cash-limited and expenditure against the grant must not exceed the value
awarded. The funds awarded include a sum to take account of expecied inflation and pay awards
over the period of the grant.

A copy of this letier is enclosed for @ach of the individuals named overlsal. Please forward them
to the individuals concerned, since they will receive nec separaie notification from EPSRC.

Yours faithfully

( g

Mrs Angela Grigsby
Programme Operations Directorate

enc,

NX0083
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OFFER LETTER - GR/S18328/01 20/M12/2002

Organisation : University of East Anglia

Principal Investigator:  Professor PD Jones, University of East Anglia, Climatic Research Unit

Grant Title : Construction of climale scenarios for the integrating framework: built

enviroment, transport and utilities

Starts : 01/04/2003 Ends: 31/03/2006
Co-investigator(s) : Dr JP Palutikof, University of East Anglia, Climatic Research Unit
Co-Author{s) : Dr CM Goodess, University of East Anglia
Dr D Viner, University of East Anglia
GRANT VALUE
Funds Awarded
. Pre- Cash Limit- -+ CashLimit . - /" . Total.
B ST L (E)
Staff 53355 1700 55054
Travel and Subsistence 2800 142 2042
Consumables ' 20798 - 1058 21856
Sub Total 76053 2900 79853
Indirect Costs 24543 782 25325
Total 101496 3682 105178

- Cost of Access to Facilities and Services
(Funds not awarded {o grant holding organisation)

Total Grant Value .

STAFF
Summary
: Pre-Cash Limit::;© Number -
Post Doctoral T T s1919
Technical : 1436
Total 53355
NXDOBB

105178

Number:

- of Posts
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Details
' : Gmda :
Post Doctoral RA3A
RA3A
RAZA
RA3A
RATA
RA1A
Technica$
GRANT CONDITIONS

-
- @ SCHEME CONDITIONS

RGC

HX0088

21
22
23
21
11
g
4]

OFFER LETTER - GR/S18328/01

051172001
D5/ 1/2001
0511172001
051172001
051172001
05/11/2001

200
2.00
1.80
1.00
10.00
2.00
0.50

Research Grants
The principles goveming the funding and managemernit of research and
posigraduate training are set out in the EPSRC’'s Research Frameawork
_Agreements with the universtties and other higher education
organisations, in the form of obligations accepted by both the EPSRC and
the universilies. The terms and conditions of research grants expand on
these pnncipies. In accordance with the undentaking given in the

Research Framework Agreements, the EPSRC resarves the nght to

Spine : "Dateof? - Number - Number..
-7 Polnt - - Scala: | -of Months - of Posts -

1

T ST N S §

. Start Date

01/04/2003
£1/032004
01/04/2005
01/04/2003
010472003
01/07/2003
04/04/2003

-Increment

O Date

0170872003
01/08/2003
01/08/2003

20/12/2002

Name = !

Clare Goodess

Clare Goodass
Clare Gocdess
David Viner
Matthew VWatis
Clair Hanson
Michael Salmon

amznd thess tefms and conditions, but will consult organisations before

major changes are introduced.

GC {1 Responsibilities of the Host Organisation

Research grants are provided by the EPSRC for the support of research
which has been proposed by the organisation and accepted (or modified)
by the EPSRC as a basis for 2 research granl.

The organisation must notlfy the EPSRC of any changs in its status, or
that of any of the investigators, which might affect the eligibility to hold a

research grant,

The organisation must meet the salaries costs of invesligators and the
general premises costs in support of the research.

The organisation is reguired io have in place agresd procedures for
govemning good scientific praclice that meet the requirements of the

.EPSRC putiication "Good Practice in Scientific and Engineering

and processes in place for the prevention of sclenfific misconduct e.g.

Research”. The organlsation must ensure that there ere reliable systems Wd
g

plagiarism, falsification of data, together with well definzd and clearly
publicisad amangements for investigating end resolving allegations of
sciantific misconduct. Where an allegation of scientific rmisconduct arises
in respect of a researcher supportes by a research grant, the EPSRC
must be informed immediately and advised of the outcome of any

investigation,

The organisafion is responsible for managing and monitoring the conduct
of medical and heallh research consistent with the Department of Health's
Research Governance Framework. In particular, significant devalopment
shauld be reviewed as the research proceeds, especially any that risk the
safety of individuals, The EPSRC must be notified about any resulting
modifications to research obiectives, approach or design.

if the approval of & Research Ethics Commities is'required for the

Page 3 of 10
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OFFER LETTER - GR/518328/01 20/12/2002

research, the organisation and the Principal Investigator have an absoluta
responsibility for ensuring that such approvat is granted before any
research # undertaken. Any variation in @ project that aflects the nature or
degree of the hazard to which any human participants are expesed must
be treated as a new investigation, for which fresh Ressarch Ethics
Committee approval must be abtained. Any serous incident arnising during
the course of the research should be reported immaediately fo the EPSRC,
as well as to the Research Ethics Committee. The research should be
suspended until the Research Ethics Commitise has decidad whether it
may be continued.

GC 2 Use of Funds

The funds gwarded wil! include a sum to take account of expecled
inflation and pay awards over the perod of the grant, The funds are thus
cash limited and the grant is made on the understanding that its vae will
not be increased. Subjed to the following conditions, the funds may be
deployed, without reference to the EPSRC, in such a manner as io best
carry out the research.

GC 3 Stanting Procadures

The start date of a research grant will normally be the day on which work
commences on the project. Netification of this date, by submission of the
starting certficate, will activate the profiled payments,

The start date for payment will be as foliows:

Research grants with staff. the date on which the first staff supported by
the grant stan work

Research grants with staff, where it is inlended (hat staff should not be in
post al the stan of the grant: the date an which expenditure on any other
heading is first incurred. The payment schadule will take account of such
cases where they have been notified in the application and approved in
the grant offer

Research grants withourt staff; the date on which expenditure is first
incusred

The start of a research grant may be delayed by up to 6 months after the
announced stari date, the duraticn of the grant remaining unchanget. The
grant will lapse if not started within & months of the announced start date.

For grants with items of large caphal (single items of equipment over
£100,000) expenditure for such lems may be incurred before work
commencas. The sfart date of the period covered by the claim will be
fegarded as the actual start date of the grant. If the grant also indudes
profiled payments, these will not be activated until the starting certificate
has been received.

GC 4 £xtensions

After a research grant has started the duration may be extended by up ta
& months where there have been breaks or delays in the appointment of
staff, including projact students. The EPSRC must be notified of such
exiensions once the date of appointment of the slafl concemed is known,
A research grant may also be exiended to cover periods of matemity or
paid sick leave for stafl funded by the granl.

GC 5 Claims for Large Capital

Claims are required for large capital (single ilems of equipment over
£100,000) which are specified in the grant offer letter. Claims must be
submitted n arrears on the Large Capital claim forrn. Receipt of a claim
will not in itself activate profilad payrnents.

Claims shouid ba accompanied by an invoice for the relevant equipment;
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failure 1o supply this information will resull in the claim being retumed.
Reimbursement will be limited to the actual prica paid. If the amount
claimed exceads the value awarded under that heading, the excess must
be found from other headings in the grant and itemnized in the final
expendilure statement.

GG 6 Transfers between Headings

The organisation must not over-commit expanditure against the research
grant as a whole, bul may increase the amounts within individual
headings of expenditure by transfer from other headings, subject to the
following restrictions:

Funds provided for Large Capital, or savings on the purchase of such
itemns, are not transierable without prior written approval

Funds provided for tha purchasa of equipment items in excess of £25,000
must not be transferred, nor used 1o buy other equipment, without prior
writtan approval;

Public communication training funds are not transferable
Indirecd costs cannot be transferred

An explanation must be given in the Individua] Grant Review.where
axpenditure differs from the sum awarded undsr g particular heading by
more than 20%.

GC 7 Staff and Indirec! Costs

The organisation mus! accept all the normal duties and responsibilities of
an employer. .

The staff engaged must be appointed by the organisation on terms that
are the same as those for comparable posts in the organisation. Research
staff appoinied under a research grant may engage in teaching and
demonstrating for up to 6 hours a week during normal working hours
provided that this work is relatad to the research project to which they
were appointed. . :

Funds for project students are included in the staff heading and students

- should be appointed in accordance with the organisation's own terms and

conditions, Organisations are nevertheiess encouraged to take account of
the guidance on quafkity and standards that apply to the EPSRC's
research studentships funded through Doctoral Training Grants.,

Similarly, the stlpend paid to project students is at the discretion of the
organisation, subject to finding the costs from within the tolal grant,
subject to the following paragraph.

If the staff heading is increased by transfer from another heading,
sufficient funds mus! also be fransferred o the indirecl costs heading.

GC 8 Procurement of Equipment

The procurement of equipment rust comply with the relevant national and
EU legislation and the organisetion's own financial and procurement
policy. As a minimum, the guidance procurement best practice issued by
the Joint Procuremsanit Policy and Strategy Group (JPPSG) must be
vbserved. The guiding principle behing the approach to procurement must
be that of obtaining value, in relation to both the research project and the
use of public furds.

The procurement process should have regard for the total cost of
purchasing, operaling and maintaining aquipment, not just the initiaf
capital cost. Whole-life costs, including arrangements for warranties,
training and maintenanca, should all feature in the purchasing decision,
Professional procurement staff al the organisation must be consutied
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concemning the purchase of equipment exceeding £25,000 and their
advice and skills uilised for the tendering and negotiation process.

Non-binding quotations should be obtained in advance of the submission
of an application so that the value of any resulting grant can more closely
reflect actual requirements. Proposals that include requests for equipment
up {0 £100,000 should be accomparnied by three guolations, obtained by
telephone. For items costing more than £100,000 at least three written
quotations shouid be provided.

Purchase of equipment costing less than £25,000 may make use of cak-
off contracts and othar preferred suppliers, where these have already
setisfied compeiition objectives, as an alternative to competitive tendering.
For higher value equipmemt, organisations should endeavour to
coordinale their purchasing with others in order to increase their buying
power and scope for negotiation with suppliers.

Contract terms for the supply of equipment should seek to protect the
position of the organisallon against the possibility of failure by the supplier
to defiver on time, to cost or to the agreed specification. The standard
terms and conditions promoted by the Research Equipment Affinity Group
should be adopted where possible. In general, advance payments and
payments on delivery should be avoided. 11 is preferable o agree
acceptance criteria in advance with the supplier and make payments
tonditional on satisfaclory testing against these criteria, holding back a
final payment until the equipment hias been fully commissioned.

GC 9 Use of Equipment

Eqguipment is provided primarily for use on the research project for which
the research grant has been awarded, and befongs to the organisation. In
cerain circumstances, the EPSRC may wish to retain ownership
throughout the peried of the grant, and possibly beyond. (n such cases,
the grant will be subject to a Grant Additional Condition.

The EPSRC must be informed if, during the life of the research grant, the
nead for the equipment diminishes substantially or it is not used for the
purpose for which It was funded. The EPSRC reserves the right in these
circumstances to determine the disposal of such eguipmen and to claim
the proceeds of any sale.

Any proposal to transfer ownership of the equipment during the period of
the research grani is subject to approval from the EPSRC. After the
research grant has ended, the crganisation is free to use the eguipment
without reference ‘o the EPSRE, but is nevertheless expected to maintain
it for research purposes as long as is practicable.

Where there is spare capacity in the use of equipment, the EPSRC
expecis this io be made available lo other users. Priority should be given
to reseerch supported by any of the Research Councils and then to
Research Council-funded students.

GC 10 Public Communication Training Funds

Public Communication Tralning Funds are avaitable for the investigator, or
other members of the research team, to contribute to the costs of training

_in the skills required for presenting aspects of the EPSRC- supported

research to the general pubdic. A statement on the use of the funds must
be included in the Individual Gram Review.

GC 11 Transfer of Principal Investigator

The organisation must notify the EPSRC if the Principal Invaestigalor
transfers to another organisation. If this organisation is eligible 1o hoid
research grants, the EPSRC would normally expect the grant to be
transferred with the Investigator. Written agreement to this is required
from both the relinquishing and receiving organisations. Where there is a
basis for continved involvernent by the relinquishing organisation,
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agreement shoutd be reached between both organisations on the
apportionment of work and distribution of related funding. The EPSRC will
not normally agree to separate prants in these circumstances.

Should it not prove possible {o agree suitable arrangements to enable the
project 1o be undertaken, or to continue, in accordance with its oniginal
objectives, the EPSRC will consider withdrawing its offer of support or
terminating the grant.

GC 12 Non-negligent Harm

Medical and health-related research may involve trials with human
pariicipants. Any such trials require ptiof approval by a Research Ethics
Commitlee.

The EPSRC will give consideration to claims for non-negligent hamm
suffered by a person as a result of a trial ar other work connected to a
medical or health-related project. This does not exlend to liability for non-
negligent ham arising from conventional treatment where this is part of a
trial,

Where studies are caried oul in a hospital, the hospital has a duty of care
to all the patients it is freating. The EPSRC does nol aceept liability for
any braach in the hospital's duty of cars, or any negligence on the part of
ite employees. This applies whether the hospilal is part of an NHS Trust or
otherwise,

GC 13 Expenditurg Stalements

Expenditure statements are used to reconcile the actual expenditure
incurred during the life of a research grant against the peyments made.

The organisalion must complete and retumn 2 final expenditure statemant
(FES) within 3 months of the end of a research granl. Any request to
extend the due date for receipt of the FES must be made in writing before
the date has passed and be agreed by the EPSRC. Once an expenditure
statement has been received by the EPSRC and the expendilure incumed
has been reconciled against payments made, | will ba considered as final.
Facsimile or photocopies of the expenditure statemeni cannol be
accepied.

Costs anising from maternity leave or paid sick leave should be idaﬁtiﬁer:i
in the exceptional items sedticn of the expenditure statement.

Where items of equipmen costing £25,000 or more have been
purchased, copies of the invoices must be submitted with the expenditure
statement. (f such funds have been used to buy diflerent equipment, or
transferred to another heading, without prior written approval, tha
expenditure wiil not be met.

Where the duration of a research grant exceeds three years and six
months, and where the grant has rot atready been reviewed, the EPSRC
will send the organisation an interim expenditure statemment for completion

. and retuny. No further payments will be made until the interim statemant

has been retumed and accepted.

The EPSRC reserves the right 1o have reascnable access to inspect the
relevant books, records and financial procedures associated wlth research
grants or to appoint 2ny cther body or individual for the purpose of such
inspection.

GC 14 Individual Grant Review

A report on the conduc! and outcome of the project, the Individual Grant
Review (IGR) must be submitted by the organisation within three months
of the end of the research grant {one month for overseas travel grants), on
the forrn provided by the EPSRC,
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If there are exceplional reasons that will prevent submission of the IGR
within the period aeflowed, & request may be made, before the due date
passesg, for the submissicn period to be extended. Such requests must be
made in writing and agresd by the EPSRC.

GC 15 Sanctions

Timely submission of the IGR and the final expenditure statement is
essential.

The EPSRC will:

Nol consider subsequent research proposals from an investigator until the
IGR is reseived and accapted by the EPSRC

Recover 20% of the expenditure incurred on the grant if the |GR is not
received within the period allowed

Recover 20% of the expenditure incurfed on the grant if the FES is not
received within the period allowed, and recover the whole amount paid if
the FES is not received within six months of the end of the grant

Financial sanctions resulting from overdue IGRs and final expenditure
statemenls operate independently. Agreement to extend the due date for
one document does not avtomatically apply to the other. However, if both
documents are late, the sanclion remains at 20% of expendilure,

The final expenditure statement is required to enable the EPSRC to meet
its responsibilities to account for the use of public funds; thus if the FES is
not recefved within six months of the end of the research grant the
EPSRC is unable lo reconcile payments made against expenditure
incurred and must recover all paymenls made againsl the grant.

GC 16 Annual Stalement

The EPSRC will send an annual statement to the organisation showing
the payments made for the previous financial year. The organisation is
required ta cerify, by signing and returning the statement, that:

The expenditure shown has been incurred in accordance with the grant
conditions, and that those grants shown as cument are continuing

No further payments, including those for large capltal, will ba made until
the signed annual statement has been received by the EPSRC.

GC 17 Commercial Explottation

The EPSRC makes no claim to the intellectual property fights arising from
the research it supports.

It is the responsibility of the organisation, and of all engaged in the
ressarch for which resources have been provided, 10 make every effort to
ensurg that any potentially valuable resulis oblamed in the course of the
research are exploited, and that there is a suitable return to the
organisation and the researchers from any such exploitation. The
organisation must ensure that ail those associated with the research are
aware of, and accept, the amangerments for exploitation.

The EPSRC axpecis any collaborative amangements to be pul on a formal
basis, for example, through an agreement covering the contributions end
rights of the organisations and individuals concerning exploitation. Such
apreaments must not conflict with the EPSRC’s terms and conditions of
research grants.

GC 18 Monitoring and Evaluation

The EPSRC reserves the right to monitor the research and to ask that the
investigator atlends meetings 1o exchange information and ideas with
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others who are pursuing reseerch in the same or simifar fields,

The investigator must make all reasonable efforts, if so invited, 1o attend a
theme day or other aciivity organised by the EPSRC conceming the
evaluation of the research undertaken through research grants. Such
events may be held after a grant has finishad.

GC 15 Pub!ication

The investigator should, subject to the procedures laid down by the
employing organisation, publish the results of the research ariging from
the research grant in accordance with normal academic practice.
Pubtications should acknowledge the suppor recstved from the EPSRC,
quoting the grant reference number.

.GC 20 Changes in Programme

In the event of any major change in the proposed research, or any change
in circumstances which make it unfikely thal the broad objectives of the
research can be achieved, revised proposals should be submitied to the
EPSRC. The EPSRC reserves the night to make a new research grant in

: place of the existing grand of 10 retain or canced the exising research
. grart. If the existing grant is terminated, no liability for payment or .

: redundancy or any otheér compensatory payment for the dismissaf of staff
funded by the grant wlill be accepted by the EPSRC, but negotiations will
be entered info in regand to other contractual commitments and in regard
to the disposal of assets acquired under the research grant. .

GC 21 Disclaimer and Right to Revise or ierminate the Research Grant
The EPSRC accepts no responsibility, finandal er otherwise, for
expenditure of liability arising from the research funded by the research
grant, except as et oul in these ferms and conditions.

The EPSRC reserves the right to revise or terminate the research grant at
any time, subject to reasonable notice and to the payment of any finat

instalment that may be necessary 16 cover outstanding and unavcidable
commitments, )

ADDITIONAL INFORMATION

NXD0D8B
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OFFER LETTVER - GR/S18328/01 2011212002

Project Students - Graduate Schools

Project students are eligible io attend a Research Councils' Graduate
School free of charge, during the cutrency of the research grant. Details
of the Graduate Schools Programms and application forms are available
on the EPSRC website. Applications from project students should quote
the granl reference number and give the name of the Princlpal
Invastigator.

IGR Summaries on the WWw

Standard Grant Condition GC19 requires Investigators to publish the
resuls of lheir EPSRC funded research. In this context EPSRC considers
that the World Wide Web (WMWY is one of the most effective information
disserination mechanisms available. Therefore, Investigators are
encouraged to place a summary of their Individual Grant Review (IGR)
Report on their own web site at the same time as the IGR is submitted to
EPSRC.

Climate Change Programme - Further Information

This grant is awarded under the joint EPSRCAUKCIP inltiative “The
Impacts of Climate Change on the Bullt Environment, Transport and
Utilities™.

It Is the inlention of EPSRC and UKCIP 1o manage the projects within this
inftiative within an integrated management framework to ensure
appropriate linkages between the individual projeds and with other
relevant external research, .

Projects funded under this initiative will be expected to conlribute to the
framework through the use of shared data; attendance at meetings;
provision of interimn reports; and any other requiremants identified by
EPSRC and UKCIF and any persons charged by them to manage the
framework on their behatf.”

This grant forms part of a joinl project with:
Mr C Kilsby at the University of Newcastle upon Tyne, ref GRIS18335/01.

NX0D88
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pFACT Project Authorisation Sheat  01-par-2007
PROJECT SUMMARY AND APPROVALS (print wheh domplets ahd firmiy attach pFACT Incomeipricing statamaent)

FACT ID -

ead Investigator of the project e Jangs: : ] :
Lead investipator's School { ENY v

Lab Bassd/Non-Lab Based
fher Schools Involved with % RAE Spilt
under Name
Programmae name (if applicabls)
Currency
undst's submisaicn deadllne (DDMMYYYY)
Title of Project

Is ethics approval required? {Y/N)
Is this a "healthcare” resenrch project (Dept of Health's
“Research Governance Framework")? (Y/N)

Form completed by:

Total Ful Economic Cost ffrom pFACT)
. Enter price (from pFACT)

Price as psrcentage of fEC{Nofe: may not always be an exact
maich to funder dus 1o UEA’s own indexation rales!) 76%

In signing ths form, the Lead investigator - if co-signing this form - and Head of School {or officially nominaled deputy) confim their
collective and Individual responsibilities i delivering the research projectin accordance with the sponsor's terms and conditions and the
[University’s and Schoofs policies and procedures. Thesa include research pricing, Financial Regulations, Goed Research Praclice
Stendards and the Procedure for Investigaling 2and Responding (o Allegations of Research Misconduct This also includes spacific
confitmatiot that all cests, including any restructuring and lnstallation costs if negassary, heve been disclosed and this proposed project
not involve the University in any additicnel expenditure beyond that identified here. Comprehenslve guidance for authorisers is avallable
the Rasearch and Business Services webslte (Research Services/Authersing Applications and Contraels)

School Autherlse Signad, date:

Recommend skipping RGN?Y stage (Y/N), eg, meney up frort, no
tarns and conditions? N Yes, add clarifying note/condtions at end
farm and Lead Investigator should co-sign here:

Lead Investigator: Signhed, date:

. NOTE: IncomeiPricing Statement frotn pFACT should be printed out and atiachsd to this form, along with the appiication, befons
passing to tha refavant authoriser in the Schoal lor the Sehool's shara of the Project. Where more than one School Is involved a separate
sheet for each School is reguired.

In sighing this form, Research and Business Services or Faculty research administrator (depending on agreed delegation) canfirm the

research project is ln accordance with the sponsor’s terms and conditions end e University's and School's policies and proceduras.

Compreherisive guidance for authorisers Is avallable on the Research and Business Services webszite (Research ServicesfAuthotising

A pplications and Coniracts)

University Authoriser in Research and Business Services
or Feculty Research Administrato,

o St

University Authorisar . ... Signed, date:

s

Notas/Clarifications:




— . o R g Engineering and Physlcal Sciences
E P S R‘ Research Council

REE Office Polaris House

University of East Anglia North Star Avenue

Norwich Swindon, Wiltshire

MNorfolk United Kingdom, SN2 1ET

NR4 7TJ Telephone +44 (0) 1793 444000

Internet hitp://www.epsrc.ac.uk

Direct line 01793 444543

Local fax 01793 444562

E-mall carcl.o'neill@epsrc.ac.uk
25/D3/2009 Our Ref: EP/GC61211/1

Dear Assistant Registrar
EPSRC GRANT OFFER LETTER : Standard Research, EP/G0§1211/1

The EPSRC is offering a grant towards the cost of the above project, subject to the terms and conditions
set out overleaf.

Retumn of the ‘Offer Acceptance’ will be taken as acteptance of the grant on the terms stated. If you are
unable to accep! the grant you should return a '‘Decline’ confirmation as soon as possible, Upon receipt of
the 'Offer Acceptance’ a ‘Start Confirmation’ request will be issued.

EPSRC grants are cash-limited and expenditure against the grant musi not exceed the value awarded. The
funds awarded include a sum to take account of expected inflation and pay awards over the period of the
grant.

Please note copies of this letter have not been sent to the individual(s) named overleaf. Itis the
responsibiiity of the lead Rssearch Organisation to distribute copies as necessary.

Yours faithfully
1 -

Mrs Carol O'Nelll
Grants Processing Team

enc.
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Organisation

Principal Investigator :

Grant Title :

Starts :

Collaborator{s):

GRANT VALUE

Funds Awarded

OFFER LETTER - EP/GO61211/1

University of East Anglia

25/03/2009

Professor P Jones, University of East Anglia, Environmental Sciences

ARCADIA: Adaptation and Resilience in Cities: Analysis and Decision making

using Integrated Assessment

1/07/2009 Ends :
Ms D Lundberg, London First
Mr P Efiis, Communities and Local Govemment

Dr L Clancy, Arup Group Ltd

30/06/2012

Dr P Vandemert, Commissicn for Architecture & the Bui

Ms J Crawford, Royal Town Planning Inslitutle

Ms K Henderson, Town and Country Planning Association

Dr M Theseira, Greater Londan Authority
Mr A Nickson, Greater Landon Authority

""" Authorised FEC RC Contribution
_ {£) ® -
ret | cash [imit net . cash limit : _Total | % FEC
Directly Incurred SO Il L Lol Lol N ! °
Staff 607539 2497 48607 19058 50605 80
Travel and Subsistence 5400 337 4320 270 4530 80
Cther Costs 1000 62 8a0 50 850 80
Directly Allocated
Invesiigators 17834 1083 14347 872 15219 BOD
Estates Costs 86711 418 5369 335 5704 B0
Other Directly Allocated 1734 108 1387 87 1474 g0
indlrect Costs N
indirect Casts 63107 3038 50486 3150 53636 6
Total 156645 8451 125316 6761 132077
STAFF
Summary
Authorised FEﬂ RC Conuibution ~ Number Of Number Of Posts]
_ - ) net’ net Months ! I
Paost Graduate 60759 4B807 16.25 3
Investigator 17934 14347 36.00 1
Total 78693 62954 52.25 4
NXQ273av Page 2 of 14
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QOFFER LETTER - EP/G061211H

Staff Detalls (Directly Incurred / Excaptions)

25/03/2009

Spine
Point

gata of
cale

Grade

. - Mumber -
of Months

Number
of Posty

~ T Increment

StartDate | Date | Name

PostGracuate
_PostGraduate . .
Post Graduate

Staff Detalls (Dlirectly Allocsted)

7en

e

Number

e .,A_JA.tif_qu.ﬂ_l.s. .
nvestigator 38

..B10772008

Total Hours

Start Date J

Average
Hoursfweek

-..01/02/2010  01/08/2010  Dr C Harpham

01/07/2009 _ 01/08/2009 _ Dr D Maraun

T 01/07/2009_01/092008  Goodess

Name

B

280

. Professor P Jones

GRANT CONDITIONS
SCHEME CONDITIONS
Elecironic offer letters

Further to GC 4 Starting Procedures, the EPSRC has introduced a syslem of
electronic offer letters and starting procedures.

GAC

An electronic version of tha grant offer letter will be sent through the JeS system lo
the mein Je S portel at the RO accompanled by an offer acceptance and payment
data. The RO will be responsible for the distnbution of the offer ietter to the Principal
Investigator and all Co-Investigators {including those at other ROs} and wilt have to
retum the offer accaptancs via JeS within 10 working days of receipt. The Start
Confirmation (formearty tha Staning Certificate) will only be sent out, electronically, to
the RO when the offer acceptance has been returned.

The provisions of GC4 relating to the start of the research and submission of the
Starting Certificate remain unaltered.

Joint terms and Conditions for Grants and Fellows
"TERMS AND CONDITIONS OF RESEARCH COUNCIL FEC GRANTS

TCfEC

These ferms and conditions relate io grants, comprising Research Grants and
Fellowships, cosfed and funded on the basis of full agonemic costs (fEC), cziculated
in accordance with the TRAC methodology (universities and other higher education
bodies} or by an equivalent methodelegy by other Research Organisations.

Grants awarded by the Research Coundils are made to Research Organisations on
the basis of this single set of core lerms and cenditions. The Research Councils are:

Arts and Humanities Resaanch Council (AHRC)

Biotechnology and Biclogical Sciences Research Council (BBSRC)
Evonomic end Social Rasearch Council (ESRC)

Enginesring and Physical Sciences Research Coundil (EPSRC)
Medical Research Council (MRC)

Matural Ervironment Research Coundil {NERC)

Science and Technology Facilities Coundl {STFC)

Individual Councils may add additional conditions 1o the grant to reflect the particular
circumstances and requiremenls of their organisation, or the nature of a particular
grant Acceptance of a grant constitutes acceptance of both the core conditions and
any additional conditions.

The Research Councils reserve the right to vary these te ms and conditions,
Definitions

Research Coundil; any of the bodies listed above.

Grant: support for a proportion of the full economic costs of a projact A Granl may
be either a Research Grant or a Fellowship.

Research Grant: a contribution (o the costs of a stated research project which has
been assessed as suitable for funding through the procedures established by the
relevant Research Council,
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Fellowship G:ant an award made through a Tellowship competition providing a
contribytion to the supger of a named individual. it covers the cost of the time
dedicated by tha fellow to their petsonal resaarch programme, and may or may not
include research support cosls.

Grant Holder, the person to whom the grant is assigned and who has responsibility
for the inlellectual leadership of the project and for the overali managemeni of the
research. The Grant Holder is elther the Principal Investigator (in the case of a
Resaarch Grant) or a Research Fellow (in the casa of a Fedlowship Grant)

Ceo-Invastigator, a person who assists the Grant Holder in the rmanagement and
leadership of a project,

Research Organisation; the organisation to which the grant is awarded and which
takes respensibility for the management of the research project and the accountabilify
of funds provided.

Full Economic Costs {TEC): a cost which, if recovered across an organisation's full
programrne, would recaver the total cost (direct, indirect and iotal averhead) including
an adequate recurring investmant in the organisation's infrastructure.

Directly Incurred Costs: costs that are explicifly identifiable as arising from the
conduct of a project, are charged as the cash value actually spent and are supporied
by an audit record, .

Directly ANocated Costs: the costs of resources used by a project that are shared by
other activities. They are charged to projects an the basis of estimates rather than
actual costs and do not represent actual costs op a projeci-by-project basis.

Indirect Costs: non-spedfic costs charged across all projects based on estimates that
are not otherwise included as Directly Allocated Cosis. They include the costs of the
Research Organisation's administration such as personnel, finance, library and some
deparimenial sarvices.

Exceptions: Directly Incurred Costs that Research Councils fund at 100% of fEC,
subject w actual expenditure incurred, or iterns that are outside fEC.

Transparent Approach to Costing {TRAC): an agreed methodology used by
universitisg and other higher education bodies for calculating full economic costs.

Funding Assurance Programme; a programme of visits and office-based tests to
seck assurance that grant funds are used for the purpose lor which they are given
and that grants are managed in accordance with the terms and conditions under
which they are awarded.

Data Protection Regulations .

The Research Councits will use information provided on the grant proposal for
processing the proposal, the award of any consequentiai grant, and for the payment,
maintenance and review of the gramt. This may include:

Registration of proposals;

Cperation of grants processing and management inforrpation systems;
Preparation of malgrial for usa by referees and peer review panals;
Administration, investigation and review of grant proposals;

Sharing proposal information on a strictly confidential basia with other funding
organisations tp seek contributions o the funding of proposals;

Statistical analysis in refation to the evaluation of research and the study of trends;
Policy and strategy studies.

To meet the Research Councils’ abligations for public accountability and the
dissemination of information, details of grants may also be made available on the
Resezarch Councils’ web sites and other publicly available databases, and in reports,
documenis and mailing lists,

After completion of the grant, the Research Council may cantact the Grant Holder
concerning funding opporiunities or events, or for the purposes of evaluation. In

NX0273v?
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some instances, the Research Council may wish to authorise an affiliate organisationr
to contact the Grant Holder on ils behalf. It is assumed that, by agreeing fo these
terms and conditions, the Research Organisation consents to this on behalf of the
Grant Holder, but if the Grant Holder prefers not to be contacted in this way, he or
she should state this to the Research Council. Grant Holders may choose o opt out
at any point, provided thay comply with all other terms and conditions associated with
the grant.

Freedom of Information Act and Environmental Information Regulations

-
Attention Is drawn to the provisions of the Freadom of information Act 2000 (FOILA)
and the Environmental Information Regulations (EIRs). Research Coungils have
issued Publication Schemes which set out the types of mformation publicly available
on their websites or published as documents. In addition, Research Councils have
an obiigation 1o respond to spacific requests and may be required to disclosae
information about or provided by Research Organisatiens. in some cases the
Research Coundil may consult the Research Organisation before disdosure, butit s
under no obligation to do so. If a Research Organisation considers that any
Information it provides 1o a Research Council would be subject to an exemption under
FOIA ar the EIRS it should dearly mark the information as such and provide an
explanation of why il considers the exemption applies and for how long. The
Research Council wiil conglder this explanation before disclosure, but it is not obliged
to accept it as binding.

Where a Ressarch Council determines that a Research Organisation is hoking
information on its behalf that it requires in order to comply with its obligations under
FOIA or EIRs, the Resaarch Organisation undertakes to provide gccess to such
informaticn as spon as reasonsbly practicable on request of the Research Counail
and in any event within 5 working days.

In some cases Research Crganisations may be directly responsible for complying
with FOIA and the EIRs; in such cases the Research Councils accept no
respongibility for any failure i comply by the Research Organisetions.

GG 1 Responsibifitles of the Research Organisation

d. The Research Organisation must ensure that any pan of the Full Economic Cost
of the project not funded by the Research Council grant is commitied to the project
before it starts.

b. The Research Organisation must ensure that tha Grant Holder and
Co-Investigators are made awarg of their responsibilities and that they observe the
terms and conditions of grants.

¢. The Research Organisation must ensure that the ressarch supporied by the grant
complies with all relevant legislation and Gevernment regulation, incleding that
introduced while work is in progress. This requirement includes approval or icence
{rom any regulatory body that may be required before the research can commence.

d. The Research Organigation is expected to adopt the principles, slandards and
good practice for the managemen! of research siaff set oul in the 2008 Concordat to
Support the Career Development of Researchers, and subsequent amendments
www.researchcancordat.ac.uk. it must ensure that refiable systermns and processes
are in place so thet the principles of the Concordat are embedded into practice within
the Resaarch Organisation. It must ensure compliance with alf relevant legislation
and Governmeni regulaton, including any subsequent amendments introduced while
work is in progress...

e. The Research Organisation must appoint a Ressarch Fallow as an employes for
the full duration of the award,

f. The Research Organisation must integrate the Research Fellow within the
research aclivities of tha host department, whilst ensuring that he or she is able lo
mairtain independence and focus on their parsonal research programme.

g. The Research Organisation must notify the Research Council of any change in ils
statug, or that of the Grant Helder, that might affect the eligibility to hold a grant.

h. The Research Organisation must ensure that the requirements of the Employing

NXD273v1
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Qrganisation under the Department of Health’s Research Governance Framework for
Haaith and Sacial Care {or equivalent) are met for research involving NHS patients,
their organs, tssues ar data, and that the necessary amangements are in place with
partner organisations. Where it alsc accepts the responsibiiities of a Sponsor (as
defined in the Govemnance Framewsrk), it must also ensure that the requirements for
Sponsors are met.

i. The Research Organisation must ensure proper financial management of grants
and accountshbility for the use of public funds.

GC 2 Research Governance

It is the responsibility of the Research Organisation to engure that the research is
organised and underaken within a framewerk of best practice that recognises the
various factors that may influence or impact on a regearch project. Particular
requirements are to ensure thal all necessary permissions are cbiained before the
reszarch begins, and that there is ¢lasity of role and respansibility among the
research team and with any collaborators. The Research Councils expect research
to be conducted in accordance with the highest standards of scientific integrity and
research methodelogy.

Research Ethics

The Research Qrganisation is responsible for ensuring that ethical issues relating to .
the research project are idenlified and brought to the attention of the relevant

approval or requlatery body. Approval lo undertake the research must be granted

bafora any work raquiring approval begins. Ethlcal issues should be inferpreted

broadly and may encompass, among other things, relevant codes of practice, the
involvement of human participants, tissue or data in research, the use of animals,

research that may result in damage to the envimonment and the use of sensitive

economic, social or parsonal data.

{=a of Animals in Research

Wherever pessible, researchers must adopt procedures and techniques that aveid
the use of animals. VWhere this is not possibile, the research should be designed so
that:

- The Jeast sentienl species with the appropriate physiclogy is used;

« The number of enimals used is the minimum sufficient to provide adequate
siatistical power to answer the question posed;

- The severity of procedures performed on enimals is kept to a minfmum.
Experiments should be kept as short as possibie. Appropriate anestheslia, analgesia
and humane end points should be used to minimise any pain and suffering.

The provisions of the Animals {Scientific Procedures) Act 1986, and any .

amendments, must ber observed and all necessary licences must have been received
before any woik requiring approval takes place.

Medical and Heallh Research

The Research Organisation is responsibla for managing and maoniloring the conduct
of medical and health research in a manner consistan! with the Department of
Heaflh's Research Govemance Framework for Health and Scciat Care (or
equivalent). There must be effective and verifiable systems in place for managing
research guality, progress and the safety and well-baing of patients and other
research participants. These systems must promote and maintain (he relevant codes
of practice and all relevant statutory review, authorisation and reporting requirernents,

Research involving human participants or dala within the soglal sciences thal falls
outside the Department of Health's Research Governance Framework must meet the
provisione and guidelines of the ESRC's Ressarch Eilhics Framework. While this
research may involve patients, NHS staff or orgenisations, it is defined as research
that poses no dinical risk of herm to those who are the subjects of research.
Research Qrganisations must ensure that appropriate arrangements are in place for
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independent ethics review of social science research that meets local resaarch ethics
committea standards.

Significant developments must be assessed as the research proceeds, especially
those that affect safety and wel-being, which should be reported to the appropriate
authorities and to the Research Council, The Research Organisation must take
appropriate and timely action when sipnificant probleme are identified. This may
include temporardy suspending of terminating the research.

The Research Organisation is responsible for managing and maonitoring statutory
requirements for which it accepis responsibility, lor example, in relation to legisiation
on clinical tials, use of human organs, tissves and data.

Guidance by the MRC on the conduct of medical research, and by ESRGC on the
conduct of social science research, provided an behalf of ail Research Coundils, musi
be observed.

Health and Safety

The Research Organisation is responsible for ensuring that a safe working
environmenl is provided for all individuals associaled with a research projecl. Its
appreach and policy on health and safety matters must meet alt regulatory and
legislative requirements and be consistent with best practice recommanded by the
Health & Safety Executive, Appropriate care must be taken where researchars are
working off-site. The Research Organisation must satisfy itself that all reasonable
health and safety factors are addressed. The Research Councils reserve the right to
require the Research Organisation to undertake a safety risk assessment in individual
cases where health and safety is an issue, and to monitor and audit the actual
arangements made.

Misconduct and Conflicts of Interest

The Research Organisation is required to have in place procedures for governing
good research praclice that meet the requirements of the Research Councils’
guldance an goed practica. The Research Crganisation must ensure that there are
refiable systems and processes in place for the prevention of research misconduct
e.g. plagiansm, falsification of data, tegether with well-defined and dearly-publicised
arrangements for investigaling and rasclving allegations of misconduct, VWhere an
allagation of misconduct arises in respect of a researcher supported by a research
grant, the Research Coundii must be informed immediately and notified of the
outcome of any investigation,

The Research Orpanisation must ensure that potential conflicts of interest in research
are declared and subsequently managed.

GG 3 Use of Funds

Subject to the following canditions, grant funds may be used, without referencs ta the
Research Coundil, in such a manner as to best carry oul the research. Grant funds
are caah imited and the grant is made on the understanding that ils value will not be
increased, except as slated in these terms and conditions. Grant funds are provided
for a specific research projed. Lnder no circumstances may Directly Incurred and
Exceptions funds he used to meet costs on any other grant or activity.

Any proposal to purchasa an item of equipment in the last & rmonths of the grant is
subject to prior writtan approval by the Ressarch Council. The Research Cound! will
wish to be assured that the item of equipment is essential to the research,

GC 4 Starting Procedures

The start date shown on the starting certificate will be regarded as the start date of
the grant. Submissian of the starting certificate will also constifute acceptance ol the
grant, If no other acceptance procedure exists, The siart of research may be delayed
by up to 6 months (AHRC and ESRC 3 monihs) from the start date shown in the
award letler, the duration of the grant remaining unchanged. Tha granl may lapse if it
Is not started within this pericd. Submission of the starting certificate is required not
more than 42 days after the stant date.

Where there are staff funded by the grant who were intended to be appointed from
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the start date, payments wil! take effect from the date when the first such staff start
work, Otheswise, payments will take effect from the start dale given on the stariing
certificate.

Expenditure may be mncutred prior to the stant of research and subsequently charged
16 the granl, provided that it does not precede the dale of the award letter.

GC 5 Changes in Research Project

The Research Council must be consulted in the event of any major changs in the
proposad research, including failure to gain access to research facilities and services,
or to gain ethical committes appraval for the research, particuvlary those which make
it unlikely that the objectives of the research can be achieved. If appropriate, revised
proposals may be required. The Research Cotncil rezerves the right to make 2 new
grant in place of he existing grant, or to revise, retain or terminate the exisling grant.

GC 6 Transfess of Funds between Fund Headings

Transfers of funds beiween fund headings are permitied only within and between
Directly Incurad costs and Exceptions. Transfers will be at the rate spplicable for the
heading, as set outin the award letter.

GC 7 Extensions

Research Granis; After a research grant has started, the duration may be extended .
by a tolal of up lo 6 months, subject to prior writen approval. Extensions may cover

breaks or delays in the appointment of staff, pericds of matemity leave, paternity

leave, adoption leave, parental leave or paid sick leave exceeding 3 months {or

possibly shorter periods of sick leave if the member of staff is disabled for tha

purposes of the Disability Discrimination Aci 1995 (as amended)), or other

exceptional circumstances with the agreement of the Research Council).

Fellowship Grants: Afler a lellowship grant has starled, the duration may be extendec
to cover maternily leave, paternity leave, adoplion leave, parental leave or paid sick
{eave for a Research Fellow in line with the terms and conditions of the fellow's
employment. For staff other than the fellow extensions may cover breaks or delays in
the appointment of staff, pericds of matemity leave, patemity leave, adoption leave,
parental leave or paid sick laave exceeding 3 months (or possibly shorter periots of
sick leave if the member of staff is disabled for the purposes of the Disability
Discrimination Act 1995 (as amended)), or other exceptional circumstances with the
agreement of the Research Council).

A written request for an extension should be made as soon as the requirement is
identifisd and subject to prior written approval confirmed when the period required s
knowni, All requests for extensions must be made belore the grant ends.

GC 8 Staff .

The Research Organisation must assume full responsibility for staff fundad fram the
grant and, in consequence, accept all dufies owed to and responsibilities for these
staff, including, without limitation, their terms and conditions of employment and their
training and supervision, ansing from the employer/employee relatisnship

The Research Qrganisation musl provide research staff with a statement, at the
cutset of their employment, sefting oul the provisions for carear management and
development, including personal skilts training, and ensure that they have access to
appropriate training opportunities.

Provided il is ralated to the research project on which they are currently working,
Reassarch staft and Research Fellows may, during normai working hours, undertake
teaching and demonstrating work, including associaled training, preparatory, marking
and examination duties, for up 1o an average of 6 hours a week {pro rala for part-ime
staff) calculated over the period that they are supporiad on the grant,

GC 9 Maternity, Paternity and Adoption Pay and Leave

Grant funds may be used for maternity, patemity and adoption pay for staff within the
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Directly Incurred and Exceptions fund headings (excluding the Principal and
Co-Investigators, uniess they are also Research Fellows or Research Assistants
funded by the grant), il staff fulfill the qualifying conditions of the Research
Organisation.

Matemity, patemity and adoption pay is not payablz by the Research Counci for staff
acting as Principal and Co-investigators (unlass they are also Research Fellows or
Research Assistants funded by the grant}, nor 1o other staff not dedicated to lhe
projact nor peid from Direclty Incumed or Exceptions funds.

The Resaarch Organisation will be compensated at th2 and of the grant 1 caver the
additional costs of either a substitute appaintment or an extension of the grant from
matemity, patemnity or adoption leave. The salary of any subrstittde appointment must
not exceed thai of the individual on leave. The duration of a grant will be exdended
only if the pariod can be accommodated within the maxirnum period allowed for
extensions. Directly Allocated and Indirect funds wili not be increased as a result of
such extensions.

Research Grants: Research Grant funds may be used to provide paid matemity,
patemity and adoplion jeave only to the extent that it is taken during the original
period of the grant. The Research Orgenisation wili be responsible for any liability for
maternity, patemity and adoption leave pay for staff supported by the grant outside
the ariginal period of the grant. [f, for examnple, a grant ends while a member of
research staff is part-way lhrough her matemity leave, the Research Organisation will
be responsible for tha! pant of the maternity leave which is taken after the research
granl has ended.

Feliowship Grants: Fellows are entitled to take matemity, paternity, adopfion or
parental leave in accordance with tha tsrms and conditions of the fellow's
employment. If requested, consideration will be given to allowing a fellowship grant
to be placed in abeyance during the absence of the Regearch Fallow for matemnity,
paternity, adoption or parantal leave, and the penod of the fellowship extendad by the
period of leave. Consideration will be given lo raguests to continue the feliowship on
a fiexible or part-time basis to allow the Research Fellow lo meet caring
responsibilities.

GC 1D Sick Leave

Grant funds may be used for paid sick leave for staff within the Directly incurred and
Exceptlions fund headings (excluding the Principal and Co-Investigators, unless they
are also Research Fellows or Research Assistants funded by the grant) who fulfil the
gualifying conditions of the Research Omganisation,

Sick pay is not payabls by the Research Council for staff acting as Principal and
Co-Investigators {unless they are also Research Fellows or Research Assisfants
funded by the grant), nor 1o ¢ther steff not dedicated to the pmoject nor paid from
Directly incurred or Exceplions funds.

Thg Researsh Organisation will be compensated at the end of the grant for any
additional coste or fima resulting from sick leave, falling within the original pericd of
the grant. The duration of a grant will be extended only if the period can be
accommodated within the maxirnum pariod allowed for exiensions. Directly Aliocated
and indiract funds will not be increased as a resuli of such extenstons.

Research Grants: Where there is a conlinuous period of sick leave in excess of 3
months, the Research Organisation may apply to the Research Council 10 discuss the
possibility of a substitute appointment to safeguard progress on the project. Where a
Research Assistant has been on sick leave in excess of 3 months the Research
Organisation must comply with all their obligations to consider reasonable
adjustrnents before making a substitute appoinimeant. Where a Research Assistant
has been on sick izave for an aggregate (nol necessarily continuous) perod in
excess of 3 months, where this is due to a single condilion or a series of rejated
conditions, the Research Organisation may reguest an extension to the duration of
the project

Fellowship Grants: Fellows are entitled to take sick leave in accordance with the
rasearch organisation’s terms and conditions. if requested, consideration will be
given to allowing a fellowship grant to be placed in abeyance during the absence ot
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the Research Fellow due fo sick leave, and the pericd of the Reliowship axtended by
the period of sick leave. The additional salary costs for the lellow (pro rata to their
percentage FTE on the fellowship) should be claimed, as ne2cessary, at the end of the
extended period,

GC 11 Procurernent of Equipment

The procurement of equipment, consumabies and services, including mainfenance,
must comply with all relevant national and EU legislation and the Research
Omganisation's own financial policy and procedures. Accepted procuremeni best
practice in the higher education sector must be observed. For all equipment and
services where the contract value is more than £25,000, excluding VAT,
professionally qualified procurement staff must be consulted befora the procurement
pracess begins, and, where appropriale, at the market research stage, and must
approve the orderfcontract befors it is placed with a supplier.

GG 12 Ownership and Use of Equipment

Equipment purchased from grant funds is primarily for use on the research project for

which the research grant was awarded, and belongs {o the Research Organisation.

In certain circumstances the Research Counci! may wish to retain awnership

throughout the peried of the grant and possibly beyond. In such cases, the grant will

be subject {0 an additional condition. .

The Research Council must be informed if, during the life of the research grani, the
need for the equipment dimipishes substantially or it is not used for the purpese for
which it was funded. The Research Councll reserves the right to determmine the
disposal of such equipment and 1o claim the proceeds of any sale.

Any proposal to ransfer ewnership of the equipment during the period of the grant is
subject to prior approval by the Research Council. Afer the research project has
ended, lhe Research Orgamisation is free to use the equipment without reference to
the Research Council, but it is nevertheless expected to maintain it for research
purposes as long as is practicable.

Where there is spare capacity in the use of the equipment, the Research Council
expects this 10 be made available 1o other users. Priority should be given to research
supported by any of tha Research Councils and to Research Council-funded
students.

GC 13 Transfer of a Grant to another Resaarch Organisation

The Research Organisalion must notify the Research Council if the Grant Holder

intends to transfer to another organisation. If this organisation is eligible 1o hold

grants, and is abla to provida a suitable environment to enable the project fo be

successtully completed, the expeciation is that the grant would be transferred with the .
Grant Holder. Written agreement to this is required from both the relinquishing and

receiving organisations.

The Research Council will wish to be assured ihat satisfactory amangements have
been agreed that will enable the project to be underiaken, or to continue, in
accordance with its research objectives. N suitable arrangements cannot be agreed,
the Research Council will cansider withdrawing iis support or terminating the grant.

Where there is a basis for continuing involvement by the relinquishing organisation,
agreement shoukd be reached between both organisations on the apportiorament of
work and the distribution of related funding.

Grants will not be recosted following transfer. The unspent balance of Directly
Incurred and Exceptions, together with a pro rata share of Directly Aligcated and
Indiract costs, will be transfered to the new Research Organisalion. The receiving
organisation will be required to confirm, by retum of a starting certificate, that it will
piovide Bny balance of resources needed to complete the project.

GC 14 Change of Grant Holder

Research Grants: The Research Organisation must consult the Research Council if it

NXD273v1 Page 10 of 14
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iz proposed to change the Grant Holder, for example, following retirement or
resignation. Where the Grant Holder is transferring to anothar organisation eligible to
hold a grant, Ihe provisions of GC 13 will apply. In other creumstances, the
Research Organisation may nominate a replacement Grant Holder. The Research
Coundil will wish to be assured that the replacement meets the eligibility criteria and
has the expertise and experience 1o jead the project to & successful conclusion, in
accordance with its research objectives,

Fellowship Grants: A fellowship grant is awardad on the basls of a namad individual's
suitability lo undertake and benefit from the period of research: therefore changes o
the Grant Holder are not permitted. The resignation of the Research Fellow, or the
termination of their employment, canstitutes the end of tha grant for the purpose of
submitting a final report and the Council's financial liabilities.

GC 15 Annual Statement

The Research Organisation may be sent a statarmant to retum each year shawing
payments madea by the Research Council during the previous financial year for all the
grants it holds. Where a statement Is required, the Research Organisation must
cartify, by retuming the statement, that:

a. expenditure has been incurred in accordance with the grant conditions, and
b, thoge grants shown as curmrent are continuing.

No further payments will be made until the annual statement has been received and
accepled by the Research Coundil.

GC 16 Expenditure Statements

The Research Organisation must complete and retum an expenditure statemeni
within 3 months of the end date of a grant. Once an expenditure statement has been
received and the expenditure incurred has been reconciled against paymenis made,
it will be considerad as final,

Expenditure shown in the Directly Incurred and Exceptions headings must show the
actual expenditure incurred by the project. Settlement by the Research Council will
refiact the proportion of lEC stated in the award letter applied to actual expenditure,
within the cash limit.

For the Directly Alocated and Indirec! Costs headings, the Research Council will pay
the amount shown as spent, within the cash limit, provided that the grant ran its full
course. Where a grant is terminated more than & months befora the planned end
date, & pro rata share will be paid. Where a grant terminatas within 6 moniths of the
planned end date, estates and Indirect Costs will be paid in full, but Investigators'
costs and Other Direclly Allocated Costs will be paid pro rata.

Costs ansing fror matemity, paternity, adoption or sick leave should be identified in
the Absence heading of the statement,

The Resaarch Councll reserves the right to require the Research Organisation to
complete and submit a staterment of expenditure at any time during the course of a
grant, or to provide supplementary information in support of an intefim or final
expenditure statement.

GC 17 Inspedtion

The Research Council reserves the right to have reasonable access to inspect the
records and financial procedures associated with grants or to appoint any other body
or individual for the purpose of such inspection.

Tha Research Organisation must, if required by the Research Council, provide a
statement of account for the grant, independently examined by an auditorwho is a
mermber of a recognised prolessional body, centifying that the expendilura has been
incurred in accordance with the research grant terms and conditions.

Research Coundils will undsrtake pericdic reviews of Research Crganisalions within
the Funding Assurance Programme to seek assurance that grants are managed in
accordance with the terms and conditions under which they are awarded.

NXQ273v1
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BC 18 Final Report

A report on the cenduct and outcome of the project must be submitted by the
Research Organisation within three months of the end of the grant, on the form
provided. No turther application from a Grant Holder will b2 considered while a finat
report is overdua,

Il there 2ne exceptional reasons that will prevent submission of the {inal report within
the pariod allpwed, a written requast may be made, before the due date passes, for
the submission perad to be extendad.

(C 19 Sanctions

The Research Counciis reserve the right to impese fingncial sanctions where they
identify areas of non compliance in relation fo the t2rms and conditions of grants.
Further details on the assurance requirements of the Research Councils can be
found at www.rcuk.ac ukfassurance .

Ifthe final reper or the finandal expenditure statemenl Is not received within the
period allowed, the research council may recover 20% of expenditure incurrad on the
grant. All payments may be recovered if the report or stalement is not recasivad within
6 months of the end of the grant.

In relatian to the current Quality Assurance and validation project for TRAC
implementation ia universities, the Resaarch Councils reserve the right to apply
sanciions of 75% of the non-compliant rate whare an institution is found to be using
rates whish are materiailly inaccurate (>10% variance on any single rale). These
sancfions would onfy apply to future applications athough Councils may exercise a
higher sanction where there has been evidence of significant overpaymenis to
research organisation based on inacgurate rates.

GC 20 Public Engagement

Itis the responsibility of the Research Organisation and the Grant Holder and
Co-Inyastigators to cormunicate the research to the public at both local and national
level, and to raise awareness of the rle of stience and research in any related
issues of putilic inleresl. Special schemes exist in sorme Research Councils
providing additional suppor for these aclivities.

GC 21 Exploitation and impact

itis the responsibility of the Research Organisation, and all engaged in the research,
to make every reasonable effort to ensure that the outcomes obiained in the course
of tha research, whether patentable or nol, are used to the advantage of society and
the economy. Research outcores should be disseminated to both research and
more widaspread audiences - for éxample fo inforn potential users and beneficiaries
of the research.

Unless stated otherwise, the ownership of intellectual property, and responsibility for
ite exploftation, rasts with the organisation that genarates it.

Where the grant is associated with more than one research crganisation andfor ather
project partners, the basis of collaboration betwean the organisations, including
ownership of intellectual property and rights to exploitation, is expected to be set out
in a formal collaboration agreement, it is the responsibilty of the Research
Organisation to put such an agreement in place before the rasearch begins. The
terms of collaboration agreements must not conflict with the Research Councils'
terms and conditions.

Arrangements for collabaration andfar expicitation must not prevent the future
progression of research and the dissemination of research results in accordance with
academic cusiom and practice, A lemporary delay in publication is acceptable in
order to allow comrertial and collaborative arrangements to be established.

The Research Council may, in individual cases, reserve the right to retain ownership
of intellectual property (or assign it to a third party under an exploitation agreement}

NX027 31
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and to arange for It 1o be exploited for the national benafit and that of the Research
Organisation involved. This night, if exercised, will be set out in an additional grant
condition.

Where the exploifation of research generates revenue, there should be suitable
recognition and retum to the Research Organisation and individuals. The Research
Crganisation must ensure that all those associated with the research are aware ol,
and accept, these amangements.

GC 22 Research Monitoring and Evaluation

While it is the responsibillty of the Ressarch Organisation to manage the research,
the Research Gouncil reserves the right to call for periodic information on progress or
to visit the project team. The Grant Holder may also be asked to attend meetings to
exchange information and ideas with others undertaking research in the same or
similar fields.

The Granl Holder must make all reasonable eflorts, if 50 invited, to respond to
requests for information or to attend events or aclivities organised by the Research
Council conceming the research undertaken. Such events may be held afler a grant
has finished.

GC 23 Publication and Acknowledgement of Suppart

The Gran! Holder should, subject o the procaedures laid down by the Research
Crganisation, publish the results of the research in accordance with nomal academic
practice. Publications and other forms of madia communication, induding media
appearances, press releases and conferences, must acknowledge Lhe support
recefved from the Research Council, quoting the grant reference number if
appropnafe.

Joumal publigations should acknowledge the funding source using the standard
format agreed by funders and publishers and detailed in the additional information
accompanying this grant.

GC 24 Disclaimer

The Research Councils accept no liability, financial or otherwise, for expenditure or
liability arising from the research funded by the grant, excepl as set out in these terms
and conditions, or otherwise agreed in wriling.

Where siudies are carried out in an NHS Trust, the Trust has a duty of care fo ite
palients. The Research Goundil does not accept liability for any failure in the Trust's
duty of care, or any negligence on the part of its employees,

The Research Councils reserve ‘he right 1o terminate the grant at any time, subject o
reasonable notice and 1o any payment thal may be nacessary lo cover outstanding
and unavaidable commitments.

The Researeh Councils reserve the right to amend the payment profile at its
discretion. The Research Organisation will be advised, in advance, of any such 2
change but the overall value of the grant will nat be affected

If a grant Is terminated, no labitity for payment or redundancy or any other
compensatory paymen for the dismissal of staff funded by the grant will be accepted,
but, subject to the provisions of GC16, negotiations will be held with regard to other
contractual commitrments and concerning the disposal of assets acquired under the
research grant.

GC 25 Status

These terms and conditions will be govermead by the laws of England and Wales; all
matiars relating to the terms and conditions will be subject to the exclusive jurisdidion
of the courts of England and Wales.

If any pravision of lhese tarms and conditions is found by a court or other legitimate
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body to be iliegal, invalid or unreasonabie, it will not affect the remaining terms and
conditions which will continue in force.

These tenms and canditions, legether wilh any additional conditions set out in the
grant, contain the whole agreement between the Research Council and the Research
Organisation in relation to the stated research grant. The Research Council and the
Research Organisation do not intend thet any of these terms and conditions should
be enforcaable by any third party.

ADDITIONAL INFORMATION
SCHEME INFORMATION

Acknow Acknowledgement of RC support
Foliowing discussions between the Research Information Network, Research
Councils, other funders and journal publishers, a standard format has been agreed
for acknowledging funders in journal articles. This ts to enable improved tracking of
the publicaticns generated by funded research projects,

For articles pubfished in joumals, or deposited in institutional or subject-based
repositories, the acknowladgement of funding should take the form of a senlence as
in the foliowing example, with the funding agercy written out in full, followed by the
grant number in square brackats:

This work was supporad by the Medical Research Council [grant number o],

Multiple grant numbers shoukd be separated by cormma and space. Where the
research was suppared by more than one agency, the differenl agencies should be
separated by a semi-colon, with "and” before the final funder. For example:

This work was supported by the Wellcome Trust [grant numbers xxxx, yyyy}, the
Natural Environment Research Council [grant number zzzz]; and the Economic and
Social Research Council [grant number aapa].

PSTUD Project Students - Graduate Schoals
Project students are eligible t2 aflend a Research Councils' Graduate Scheool free of
charge, during the currency of the research grant. Detalls of the Graduate Schools
Programme and application forms are availabla on the EPSRC website, Applications
from project students should quote the grant reference number and give the name of
the Pringipal Investigator,

v 1 Final Report Summaries on the WAV
Standard Grant Condition RG24 requires Investigators to publish the resulls of their
EPSRC funded research, In this context EPSRC considers that the Wond Wide Wab
(VWWWW) is one of the mos! effactive information dissemination mechanisms available.
Therefore, Investigatars are encouraged to place a summary of their Final Report on
their own web sita at the same time as the Final Report is submitted to EPSRC.

SPECIFIC INFORMATION
This is & joint project between Newcastle University, (Professor J Hall EPAG061254), University College London (Professar

M Batty, EP/GO50983), University of East Anglia (Professor P Jones EP/GO61211) and the University of Cambridge (Dv T
Barker EP/G061378)
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Section A - INTRODUCTION

General Principles

1.

The NERC research grants schemes are intended to provide financial support for
environmental scientists to conceive and develop their own projects in UK universities and
other approved institutions. The scientific research carried out under NERC research grants

should be innovative and of the highest quality, and must fall within the NERC scientific remit
(see Annex D).

Research grants support the direct costs of carrying out the research, including funding for
research support staff, but the Institution where the grant is held is expected to provide the
basic infrastructure required and to fund academic salaries. The grant will include an

additional contribution for the indirect costs incurred by the Institution, at a rate of 46% of ali
funded staff costs.

Awards are made to eligible scientists or groups of scientists (‘Investigators’), for a specified
period and to carry out a defined programme of research. The Investigators must be
personally engaged in the research. Awards can be made:

to allow the Investigator(s) to enter promising new fields of research

to take advantage of developments in theory, practice or instrumentation applicable to
environmental research

to atlow Investigators to visit a recognised centre abroad, for example to study a particular
technique

to invite senior scientists to visit the Investigator's own institution to provide advice and
assistance in their own area of expertise.

All applications will be assessed through independent scientific peer review. In evaluating
proposals and selecting the best research, NERC uses the knowledge, advice and expertise
of five Peer Review Committees (PRCs). The remits of the PRCs are set out in Annex D.

Award-holders will be given the freedom to develop the work in their own way, but NERC is
obliged to retain adequate control over the use of public funds. Whilst there will be scope for
flexibility in planning and executing the research, major changes from the programme
originally proposed wifl need NERC's prior approval.

NERC is committed to increasing public awareness and public understanding of the science
it supports. The obligations and expectations for all applicants are set out in Section C.

NERC encourages collaborations between scientists in eligible institutions, and all applicants
should consider the possibility of collaboration with other scientists in the UK and overseas
when formulating proposals. Part of the assessment of a proposal will be based on the
relationship with simitar work being carried out elsewhere, and whether full advantage wilt be
taken of opportunities for consultation and cooperation.

The NERC funding modes

8.

NERC funding is divided into four main categories ('modes’), which are described below.
This booklet is concerned chiefly with awards made under the Non-thematic mode, although
most of the regulations also apply to funding provided through the Thematic and Core
Strategic modes. Prospective applicants for Thematic or Core Strategic funding are strongly
advised to contact the appropriate NERC Programme Administrator or other named contact
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10.

11.

12.

13.

before applying (names and details will be found on the NERC website or in the
Announcement of Opportunity for the programme).

Non-thematic funding fosters excellence by supporting curiosity-driven research, training
and technology development, in areas selected by applicants.

Thematic funding encourages scientific excellence and contributes to wealth creation and
quality of life through basic, strategic and applied science, technology development, and
training within selected themes. These themes are identified in the NERC Council’s strategic
planning, including inputs from Technology Foresight.

Core Strategic funding is typically long term and maintains expertise and knowledge in key
areas of the environmental sciences determined by the NERC Council. It supports exceilent
and relevant research, survey and monitoring, technology development and the creation,
interpretation and supply of environmental data. It aims to meet current needs and to form a
basis for meeting future priorities.

Infrastructure funding provides essential support, equipment, services and facilities for the
NERC community. This includes the services and facilities outlined in Section H.

More information on specific NERC Core Strategic and Infrastructure activities can be found
on the NERC WWW pages or in NERC publications such as the NERC Strategic Plan or
NERC at Work, which are available on reguest from the NERC Policy and Communications
Directorate (tel (01793) 411750, email nerccomm@nerc.ac.uk).



Section B - TYPES OF AWARD

14,

NERC supports a number of grant schemes, each designed to support high guality curiosity-
driven research. Whilst the exact conditions and closing dates vary, appficants for all of the
schemes outlined below must meet the eligibility criteria set out in Section D, and funding
will only be available for the categories of expenditure outlined in Section E.

Standard Research Grant

15.

16.

Standard research grants are for a minimum of £35,000 and usually provide funding for up
to three years (although applications for grants for longer periods will be considered).

The closing dates for applications are 1 July and 1 December, and following peer review
applications are considered at the Peer Review Committee meetings in October and March
respectively. Investigators will be notified of the outcome of their application within five
months of the closing date.

Small Research Grant

17.

18.

Small research grants provide funding of between £2,000 and £35,000 (including indirect
costs), usually for small discrete projects, proof-of-concept studies or pump-priming
exercises.

The closing dates for applications for small grants are 1 February, 1 June and 1 October.
Investigators will be notified of the outcome of their application within four months of the
closing date.

Competition for New Investigators

19.

20.

An additional small grants competition is held each year (closing date 1 February) for New
Investigators, i.e. for Investigators at the outset of their scientific career who are within five
years of first becoming eligible to appiy for NERC funding as a Principal Investigator (see
section D). Applicants must be the sole Investigator, and may submit up to two applications

per competition (or alternatively may make a second application to the Small Grant scheme
as a Co-Investigator).

New Investigators are also free to apply to any of the other NERC grants schemes, but in
these they will be assessed in open competition with all other applicants.

Fnvironment and Health

21.

The joint Medical Research Council and NERC Environment and Health grants scheme
supports research in the relationship between human health and the environment. Bids must
be submitted jointly by environmental and medical scientists. Further details are available at
http:/fwww .nerc.ac.uk/science/mrc.htmi. There are no closing dates for the scheme.

CONNECT Aand B

22.

23.

24.

The CONNECT Scheme is aimed at fostering new partnerships with industry, commerce,
business or public sector agencies.

CONNECT A provides funding of up to £5,000 for short research projects, pump priming
activities, workshops or seminars involving the science base and industry. Applications to
the CONNECT A scheme can be submitted at any time.

CONNECT B provides, through a standard grant, funds to match a contribution from a
3



25.

collaborative partner. The partner's contribution may be financial or in kind. The closing
dates for applications are 1 July and 1 December, and applications will be considered
alongside those for other standard grants.

NERC's participation in the Ministry of Defence/Research Councils Joint Grants
Scheme (JGS) is through the CONNECT B scheme, with the MoD or DERA as the
collaborative partner,

Long-Term Support

26.

27.

28.

28,

30:

Limited funding is available to provide longer term support for programmes of work
undertaken by Principal Investigators in two categories:

» environmental scientists with a proven record of attracting NERC grants (eight - ten
years of continuous support) and who have made a significant impact in their field

« New Investigators within five years of first becoming eligible for NERC support as a
Principal Investigator.

Support will be provided for up {o five years. Recipients of long-term support awards may not
normally apply for standard or small Non-thematic awards in the same field untif 12 months
before the end of the award. They may, however, apply for funding through the NERC
Thematic or Core Strategic modes at any time.

Applicants (as sole Principal Investigator) will first be required to submit a short outline
proposal, with evidence of previous funding secured and significant publications. These will
be considered by Peer Review Committees, and successful applicants will be invited to
submit a full-length proposal

Full proposals will be peer reviewed and then assessed by the relevant Peer Review
Committee(s). The PRC also has the option of recommending that the award of a standard
grant would be more appropriate for the proposed research.

The closing dates for outline bids aré 15 February and 15 September. Subsequent full
applications must be received by 1 July or 1 December.

Urgency Applications

31.

32.

Exceptionally, a research grant application may be submitted at any time for rapid
consideration under an urgency procedure. This is permitted only in cases where the
application has been prompted by an unexpected and transient scientific opportunity (e.g.
earthquake, drought, temporary exposure, short-timescale event in an ecosystem etc), and
where conforming to the timetable for the normal consideration of grant applications would
result in the opportunity being missed. Time-limited logistical events, such as an unforeseen
opportunity to participate in a particular experimental or observational programme, the
availability of staff or facilities, etc, will not be accepted as grounds for urgency.

Prospective applicants must first contact the appropriate Peer Review Committee secretary
before submitting a proposal for consideration under the urgency procedure.

Extensions

33.

An application for a funded extension to an existing or previous research grant must be
submitted as a new proposal and must demonstrate that the request is for funding a direct
development of, but not a supplement to, the earlier work. Applications for extensions will be
considered in competition with other applications for funding.



34,

35,

Extensions to small grants are not permitted, although the results of a small grant may lead

to an application for further funding through a standard or other grant. Small research grants
are awarded for defined programmes of research, and are not intended solely to extend the

period of employment of a research assistant once a standard research grant has ended.

NERC may, in exceptionat cases, permit a short time-only extension to an award. This may
occur only where unforeseen circumstances have severely affected the progress of the work
(e.g. loss of key staff, external factors leading to the rescheduling of fieldwork/ship time etc),
and is not intended to allow the pursuit of new avenues of enquiry.

Tied Studentships

36.

37.

An application for a standard grant (including CONNECT B} may include a request for
funding for one or more 'tied' research students. Eligibility requirements for tied students are
the same as for other NERC studentships - see the NERC Studentships booklet (on the
NERC website) for further details.

Tied students are not permitted in small grants.

Joint Infrastructure Fund

38.

39.

40.

41.

42.

As part of the Comprehensive Spending Review announcements, the Wellcome Trust, the
Office of Science & Technology and the Higher Education Funding Council for England have
created the £700m Joint Infrastructure Fund (JIF) which seeks to transform the scientific
research environment within UK universities.

The Fund is divided into two parts: Life Sciences covered by the remits of NERC, the
Wellcome Trust, BBSRC and MRC; and, Physical, Engineering and Social Sciences covered
by the remits of NERC, EPSRC, ESRC and PPARC. It covers all elements of research
infrastructure: the whole spectrum of research equipment and infrastructural research
facilities; new scientific research buildings; and, refurbishment of laboratory and research
related space.

The Fund is open to UK universities which receive funding from the Higher Education
Funding Councils and the Department of Education for Northern Ireland and are full
members of the Committee of Vice-Chancellors and Principals.

The NERC research community is unique in that it is able to bid into both the Life Sciences
arm and the Physical, Engineering & Social Sciences arm of the scheme. If the thrust and
greater proportion of the total bid (the life science and physical science components) is fully
within NERC's remit, then it should be submitted to NERC on Research Council forms. Bids
that are totally biomedical/life sciences must be submitted to the Wellcome Trust on the
Trust's on-line application form.

For more details please refer to the NERC website (http://www.nerc.ac.uk/jif/).

Joint Research Equipment Initiative

43.

44,

The Joint Research Equipment Initiative (JREI) is an annual competition run by the
Research Councils, the Higher Education Funding Councils for England, Scotland and
Wales, and the Department of Education for Northern Ireland (DENI). The aim of the JRE! is
to contribute to the physical research infrastructure and to enable high quality research to be
undertaken, particularly in areas of basic and strategic priority for science and technology,
such as those identified by Foresight.

Funding is based on the principle of best affordable mix; that is, the collection of bids that
represents best overall value to the respective funding body while maintaining scientific

5



45.

46.

47.

48.

excellence.

The essential requirements are that bids must be for research equipment, must have
external sponsorship and must request a minimum of £12,500 from the JREI. Applications
seeking less than 50% of the total cost of the bid from the JREI are particularly encouraged.

The injtiative is run as two competitions:

» Competition A - to fund bids for scientific and engineering research eguipment
requesting up to £150,000 from the JREI. This competition is funded and run through
five of the Research Councils: BBSRC, EPSRC, MRC, NERC and PPARC.
Applications should be made to the most appropriate of these Research Councils.

« Competition B - to fund bids for research eguipment requesting over £150,000 from
the JREI. This competition is to be funded by the Higher Education funding bodies.
Applications should be sent to the most appropriate of the six Research Councils.

Both competitions are open only to researchers in a UK higher education institution funded
by either a Higher Education Funding Counci) or DENI. Applications will be peer reviewed by
the appropriate Research Council. The annual closing date for receipt of applications for the
JREI is 31 May.

The rules, application form and frequently asked guestions are available via the HEFCE
website at http://mwww . hefce.ac.uk/.

Realising Our Potential Awards

49.

50.

51.

The ROPA scheme is intended to reward researchers who receive substantial financial
support from UK private sector industry and commerce for basic or strategic research. The
scheme aims to catalyse and enhance future opportunities for collaboration of the science
and engineering base with UK industry and commerce by providing additional funding for
basic research. ROPAs are particularly suitable for "pump-priming” new or highly speculative
areas of research and are usually of modest size, lasting 18 - 24 months. ROPAs are NOT
collaborative projects, although it is expected that a proportion of them wiil function as
seedcorn for future collaborations.

Proposals must satisfy originality and feasibility criteria. Applications are invited from
researchers in Universities and in Research Councils' institutes, units and establishments.
Other researchers may apply if their establishments are currently eligible for Research
Councils' responsive mode grants. The annual closing date for ROPA applications within the
NERC remitis 1 September.

For further information please see the OST website,
http://www.dti.gov.uk/ost/ostbusiness/index. htm.

Thematic Programmes

52.

Thematic awards are generally made under the same terms and conditions as Non-thematic
grants. Thematic programmes are widely advertised in the scientific press and on the NERC
website. The Announcement of Opportunity for each programme will give details of the
funding available, closing dates and contact details for further information. The Programme
Administrator will be able to provide advice on the specific terms and conditions that apply to
that programme.



Section C - TERMS AND CONDITIONS

General

53.

54,

55.

56.

57.

58.

59.

60.

81.

Applications for NERC research grants are only accepted from eligible Investigators, and
grants may be held only at eligible institutions. The eligibility criteria set out in this
bookiet must be met in full on the closing date for the round in which the application
will be considered, and any application that does not meet the eligibility criteria will
be rejected. Prospective Principal Investigators are strongly advised to consult NERC
before submitting an application if any aspect of the eligibility of the Investigator(s) or
institution is open to doubt.

NERC reserves the right to reject any application which is considered to be ineligible, and
the final decision on the eligibility of an application rests with NERC. Where an application is
judged to be ineligible, NERC will inform the Principal Investigator within 20 working days of
receiving the application and will give full details of the reason for the decision.

Where a project will be carried out by more than one Investigator the application should be
submitted jointly in the name of the Principal Investigator and the Co-Investigator(s). The
Principal Investigator will take the lead in conducting the research and wilt be responsible for
ensuring that the terms and conditions for the grant are met (for example the Principal
Investigator is responsible for providing the final report).

The Principal Investigator's institution will normally be the administering institution, but
NERC will allow a standard grant to be split between a maximum of four
departments/institutions for financial purposes. Where the Principal Investigator wishes this
to be done, a separate financial summary must be provided for each department/institution,
and the individual departments must each provide the appropriate authorisation. The
minimum sum that can be awarded to an individual department/institution is £5,000. Smail
Grants may not be split in this way.

Where an award is split between departments, each department will receive the appropriate
credit in the studentship algorithm.

The Principal Investigator must request NERC's prior approval for any significant changes to
the work carried out under the grant or to the staff or resources used. Specific requirements
are outlined in the following sections, but Principal investigators should consult NERC in any
other instances where the research programme is likely to differ substantially from that for
which funding was originally awarded.

NERC reserves the right to terminate an award at any time if the conduct of the award-
holder(s}) in carrying out the research is found to be unsatisfactory or contravenes the
conditions under which the award was made.

Employers of staff funded through NERC research grants must observe and implement the
terms of the 1896 "Concordat to Provide a Framework for the Career Management of
Contract Research Staff in Universities and Colleges”, signed jointly by the Research
Councils, the Royal Society, the British Academy and the Committee of Vice Chancellors
and Principals. The Concordat is available on the WVWV at

http://www.nerc ac.uk/awards/concorda.htm and further details of the Research Careers
Initiative can be found on the CVCP website, http://www.cvcp.ac.uk.

NERC expects institutions to adopt best practice in the procurement of capital equipment,
goods and services, in accordance with the guidance issued by the Joint Procurement and
Strategy Group (see http:/fwww.uwcm.ac.uk/uwem/pr/ippsg/).



Announcement of Award

62.

63.

64.

65.

When an award is to be made, a formal offer will be made to the Institution containing details
of the funding available and any terms and conditions. The announcement will be
accompanied by a starting certificate and a schedule of payments. The Institution must
accept or decline the award within 4 weeks of receiving the offer.

Where the funding offered is significantly lower than that requested, the Principal
Investigator will be invited to revise the scope of the proposal in line with the PRC's
recommendations. If the Principal Investigator is unable to do this to NERC's satisfaction, or
is not prepared to accept the reduced award, the offer will be withdrawn.

The award letter will show the proposed start and end dates of the award. The start date
may be postponed by up to six months, but if the start date is due to be delayed NERC must
be informed at least one month before the original start date. Permission must be sought
from NERC for the start date to be delayed by more than six months. An award will usually
be withdrawn if it has not started within one year of the original start date (except where the
delay is due to sea-time scheduling).

When a tied studentship has been awarded, the student's supervisor must submit a
studentship nomination form providing details of the student, training and project. The
eligibility of a nominated student cannot be assumed until the student has been accepted by
NERC and has received a formal offer of funding.

Responsibilities of Award-Holders and institutions

66.

67.

68.

69.

NERC research grants support research in which the Principal and any Co-Investigators are
engaged personally, and awards are made to the Institution(s) at which the work is to be
undertaken. NERC must be notified immediatety if an Investigator resigns, retires, is made
redundant, or transfers to another institution.

If during the life of a grant an Investigator takes up an appointment at another institution,
NERC may allow the remainder of the award to be transferred to the new institution.
Permission should be sought in writing, well in advance of the proposed transfer, and the
Heads of Department and the administrative authorities concerned must provide written
agreement. The new institution must offer a suitable scientific environment for the
completion of the research, and must undertake to make adequate provision for the career
development of contract research staff, in accordance with paragraphs 14 — 17 of the
Concordat.

if an Investigator retires or resigns and does not take up another post at an institution eligible
to receive research grants, support for the research project will be reviewed and may be
terminated. Proposals for the continuation or completion of the research will be considered
on their own merits.

The Institute is responsible for the safety of any equipment funded through a NERC grant.
The equipment must be insured, operated and protected to the same extent as any other
equipment that the Institution owns. NERC is not liable for any costs arising from the misuse,
loss or damage of such equipment.

Publication of Work

70.

All NERC award-holders are expected to publish the results of their research in the
appropriate journals. They are, however, invited to consuit NERC if other arrangements
seem desirable. All published papers must acknowledge any support received from NERC
and cite the award reference number(s).



Public Understanding of Scierice

71.

NERC is committed to increasing public understanding and public awareness of science,
and expects award-holders to take an active role in promoting and developing this policy.
NERC award-holders are therefore encouraged to take part in national or local initiatives
focused on promoting public understanding of science. The NERC Policy and
Communications Directorate (tel: (01793) 411623, email: nerccamm@nerc.ac.uk) can
provide help and advice in this area.

intellectuai Properiy

72.

73.

74.

75,

76.

Scientific research gives rise to inventions such as new devices, materials and processes,
ideas, know-how and other results which are often manifest as data. Such products are
referred to as Intellectual Property. It is the NERC's policy that any such Intellectual Property
generated from NERC supported research should be exploited.

Arrangements should be made to identify, protect and value any arising Intellectual Property
and to secure a suitable return to the Institution and the Investigators through exploitation.
Ownership of any Intellectual Property should be clearly set out before the start of any
collaborative work and should be clarified prior to exploitation. Dual or multiple ownership
should be avoided.

Grant holders must notify the NERC Awards and Training Section when NERC-funded
Intellectual Property is exploited.

Copies of the booklet, Inteflectual Property Rights in Brief / NERC Intellectual Property
Exploitation Policy in Brief, the NERC Handbook on Intellectual Property Management, or
advice on specific issues of intellectual property can be obtained from the NERC
Partnerships and Innovation Directorate, email: pid@nerc.ac.uk, tel: (01793) 411500.

The NERC Data Centres (Annex B) will give advice on issues relating to copyright, licensing
and exploitation of datasets. NERC policy in this area is described in more detail in the
NERC Data Policy Handbook, available from The NERC Data Strategy Group, email: data-
strategy@nerc.ac.uk, tel: (01793) 411683, or see http://www.nerc.ac.uk/environmental-data.

Permission for Research and the Use of Animals

77.

78.

79.

80.

Applicants who intend to undertake research work on private or Government property should
consult the owner or organisation responsible, e.g. the Forestry Authority, the Ministry of
Defence, etc, before submitiing an application to the NERC. Similarly, applicants intending
ta undertake fieldwork overseas must ensure that they have the necessary documentation
and permissions.

The Investigator(s) and host institution{s) must ensure that all research work funded through
a NERC research grant complies with all relevant Government regulaticns. NERC will not be
liable if an award-hoider is found to be in breach of such regulations.

When the use of animals cannot be avoided, Investigators are expected to use the minimum
number of animals that wiil give valid results. All general and local regulations about the use
of experimental animals must be observed. Respcnsibility for obtaining a Home Office
licence lies with Investigators and host institutions.

There are no formal restrictions or embargces on countries that have not signed the treaties
on the non-proliferation of weapons of mass destruction (nuclear, biological and chemical
weapons). However, a voluntary vetting scheme operates through the Ministry of Defence,
covering researchers in relevant scientific areas from a number of countries of concern.
Participation in the VVS is the responsibility of the Institution.
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B81.

Applicants and award-holders should be aware of the joint statement by the Director General
of the Research Councils and the Chief Executives of the Research Councils on
"Safeguarding Good Scientific Practice”. The statement is available on the NERC website at:
http://www.nerc.ac.uk/science/good_practice.html.

Data Availability

B2.

B3.

NERC believes that datasets collected as a result of projects are an important resource
which must be adequately managed. Investigators should therefore make sure that a NERC
Designated Centre (ANNEX B) is aware of any significant datasets to be compiled as a
result of their projects, so that the long-term future of these data can be planned. At the end
of an award Investigators are required to offer the appropriate Data Centre a copy of any
dataset generated, so that the data can be made available for other researchers. The
Intellectual Property Rights to the data need not be transferred.

NERC reserves the right to access all unpublished papers, records, data or collections
resulting from the work carried out under a grant, some of which may be required to be
deposited with NERC. Similarly NERC reserves the right to use information on the outcome
of awards to report on achievements e.g. in Annual reports. NERC may, at any time, require
detailed information on the results of work funded through grants for use in scientific or
financial audits.

Financial Conditions

84. institutions must ensure that the funds awarded for a particular research programme are
used to support that programme.

85. Grants are cash-limited from the outset, and NERC will not accept any request for additional
funding, except within the provisions of paragraphs 25 and 28 of the Concordat (concerning
maternity and sick leave). The award will include funding for future pay awards and inflation
based on current Government estimates, excluding costs awarded for equipment.

86. Any commitment incurred before a research grant is formally announced, or any
commitment in excess of the amount awarded, is the responsibility of the Institution.

87. Any additional work following on from an existing grant must be the subject of a new
application. NERC will not supplement an existing grant.

Payments

88. Payments will normally be made to institutions under the Research Councils’ Profiled

Payments procedures, as follows:

» Payments will be made according to the schedule attached to the announcement letter.
They will not start until the Starting Certificate has been completed and returned to
NERC, confirming that work on the research grant has started. The Starting Certificate
must be returned within 28 days of the beginning of the award.

» Payments will normally be made on the 15" day of the final month of the quarter, plus or
minus 30 days.

o A single payment will be made to the Institution for all grants held, and this will be
accompanied by a Customer Account showing details of the payment.

» Payment for the purchase of equipment will normally be made in the second quarter
after the beginning of the research grant. No allowances will be made for future inflation,
and it is expected that equipment will be purchased during the first 12 months of the
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grant.

s An Annual Statement will be provided after the end of each financial year summarnising
the payments made during the year. The Institution and NERC must agree on the
content of the Annual Statement before regular quarterly payments can continue.

e The Institution must submit a Final Statement of Expenditure, and the Principal
investigator must submit a final report (see Section G), not later than three months after
the end of the grant. The final instaliment will not be paid until each of these has been
received.

s NERC will recover the entire value of the grant if the Final Statement of Expenditure has
not been received within six months after the end of the grant (except where NERC has
given prior agreement to a postponement).

Financial Propriety

89.

NERC reserves the right to examine, in detail, all items of expenditure charged to an award,
and in addition will visit selected institutions as part of the cross-Council Dipstick Test
Initiative.

Transfer of Funds between Headings (Virement)

90.

91.

92.

Prior approval must be sought from NERC for any transfer of funds between headings which
exceeds 20% of the expenditure awarded under one of the headings. NERC must also be
consulted prior to the transfer of smaller amounts where this leads to a significant change to
the grant, for example where an Investigator wishes to replace a tied student with a research
assistant. Virement is not permitted for:

e Indirect costs
¢ Major capital items
e Superannuation costs.

Where the expenditure on staff costs is increased, the appropriate amount must be
transferred to indirect costs and superannuation. Where expenditure on staff costs is
decreased, the award-holder must refund NERC with the appropriate amount for indirect
costs and superannuation. Funds awarded for superannuation but not spent on
superannuation must be declared to NERC and will be deducted from the award.

The award-holder must provide a full explanation in the final report of any instances in which
the proposed and actual expenditure under a particular heading differ by more than 20%.

Employment of Staff

93.

94,

95.

NERC regards the Institution as the employer of all staff engaged on projects funded by
NERC research grants. The Institution therefore has statutory responsibility under Health
and Safety legislation for anyone appointed in that institute under any grant supported by
NERC. NERC does not accept any responsibility or liability for staff engaged in such
research, and will not indemnify an institution against any claims for which it may become
liable as employer and/or occupier of premises (e.g. for damages or personal injury).
Similarly NERC will not be liable under any circumstances for any ciaim for unfair dismissal
or redundancy payments arising out of the appointment to a post funded from a NERC grant.

There is no barrier to the recruitment of scientific staff from overseas, provided that they
have permission to work in the United Kingdom. The Institution is solely responsible for the
procurement of work permits.

All research assistants and other staff recruited on NERC research grants are normally
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96.

97.

98.

99.

100.

101.

102.

103.

considered to be fixed term appointments, although this will depend on the practices in place
in the Institution. All appointments may be full or part-time as appropriate. Staff funded
through a NERC research grant must be appointed on the same terms and conditions as
staff in equivalent posts in the Institution, and NERC's prior approval must be sought before
an appointment is made on any other conditions.

The grant will include funding for the salaries, National Insurance and superannuation costs
for staff to be supported by the award. Where individuals opt for a personal pension plan (in
place of their employer’s scheme), NERC will normally meet the cost of this, provided the
cost does not exceed the USS/JSS contnbution.

NERC will provide funding for salaries for university staff on the basis of spine points on the
National Salary Scales issued by the UCEA for research assistants in relevant higher
education institutions, and will include an element of funding for future pay awards based on
current Government estimates.

Where grant proposals include provision for named staff, NERC will normally offer support at
the scale point requested; however, an offer of support at an alternative level may be made
if that is considered more appropriate. In the case of unnamed Postdoctoral Research
Assistants and Postgraduate Research Assistants, support will be awarded at spine point 6,
grade point 4. NERC will not fund the salaries of staff considered to have been appointed on
an inappropriate scale (for example, a Postgraduate Research Assistant may not be
appointed on the Postdoctoral Research Assistant scale without first having been awarded a
PhD/DPhil). Any anticipated funding for promotion and merit pay which is unspent {(or not
awarded) by the Institution, will be reclaimed by NERC.

The costs of paid maternity and sick leave for contract research staff can be charged to the
grant as follows:

e A substitute appointment may be made, provided that the direct salary costs of a
replacement do not exceed those of the member of staff on maternity leave. Where the
costs for the provision of paid maternity leave and/or a replacement member of staff
exceed the value of the grant, NERC will meet the additional costs as part of the
financial reconciliation process at the end of the grant (Concordat, paragraph 25).

o [f a period of sick leave is likely to be greater than thirteen weeks and the absence of the
contract researcher is likely to delay the completion of the project, the Principal
Investigator may seek NERC's approval for a temporary replacement. Where the cost of
the replacement cannot be met entirely from the grant, NERC wifl meet the additional
costs as part of the financial reconciliation process at the end of the grant (Concordat,
paragraph 26).

The Institution must inform NERC as soon as possible of all appointments made, the rate of
remuneration and the date of incremental increases. In cases when the identity of a
research assistant was unknown at the time of application, the Institution should also
forward a full curriculum vitae as soon as the research assistant is appointed.

NERC should be consulted about adjustments to salaries of staff required to undertake
teaching or demonstrating work, or part-time employment on work not funded through the
research grant.

NERC must be notified of all staff appointed to a NERC research grant who register for a
higher degree.

NERC cannot provide funding for the payment of fringe benefits, e.g. removal expenses,
which may be included in the normal terms of appointment of the Institution.
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Extensions

104.

105.

If the progress of a grant has been affected by issues which could not have been foreseen at
the time it was awarded, NERC may consider allowing a ne-cost extension to the duration
of the grant. Such requests should be submitted in writing following consultation with the
appropriate Peer Review Committee secretary or, for a thematic programme, the
Programme Administrator.

A research grant may also be extended to cover periods of maternity or sick leave for
contract staff, in accordance with paragraphs 25 and 26 of the Concordat.

Early Termination of Award

106.

107.

NERC normally expects a project funded by a research grant to continue until the end of the
penod for which the award was made. However, NERC reserves the right to terminate the
grant at any time before the end of the award. Where this becomes necessary, NERC will
provide reasonable advance notice and will provide sufficient funding to cover any
outstanding and unavoidable commitments.

If an institution is unable to meet the conditions issued at the time of award, for whatever
reason, then it may be required to relinquish the award. Similarly, an award may be
relinquished voluntarily if the Principal Investigator encounters difficulties in carrying out any
part of the research project.
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Section D - ELIGIBILITY

Principal Investigator

108.

109.

110.

111.

112.

113.

114,

115.

The Principal Investigator on the application must:

« be a member of the academic staff of an eligible UK university, college or other higher
education institution, or a member of the established staff at a NERC Centre/Survey or
academic analogue (see below and Annex C) or the holder of a Research Council,
Wellcome or Royal Society feliowship;

and

« hold a tenured post, or be able to demoristrate that his/her employment is guaranteed
until after the end date of the grant. If a potential Principal Investigator holds a fixed-
term appointment that is due to end before the grant is complete, the Head of
Department must guarantee that his/her salary will continue to be funded in full for the
duration of the grant. Exceptionally, NERC fellows who do not have this guarantee may
apply for funding as a Principal investigator provided the application is submitted jointly
with at least one eligible Co-Investigator from the same department.

Holders of prestige fellowships awarded by other bodies should consult NERC before
submitting an application to establish whether they are eligible to apply as a Principal
Investigator.

Subject to NERC'’s prior approval, holders of certain senior non-stipendiary posts (e.g.
Visiting Professor, Professor Emeritus etc) and scientists who have retired recently from the
academic staff of an eligible institution may be eligible to apply for funding as a Principal
Investigator.

Where the Principal Investigator is retired (or will retire before the end of the grant), or holds
a senior non-stipendiary post, the Head of Department must undertake to provide the
necessary support, facilities and infrastructure until the grant is completed.

NERC may request further clarification that an individual is eligible to apply as a Principal
Investigator. Evidence that the Principal Investigator is a member of the academic staff at a
higher education institution may include their employment under the terms and conditions for
academic {but not academic-related or research-related) staff, or a statement from the
university authorities confirming their status as a member of the academic staff. Research
assistants, technicians and other support staff in HE!s are not eligible to apply.

The salary of the Principal Investigator cannot be funded through the grant, and an individual
whose salary is funded through a NERC or other Research Council research grant is not
eligible to apply for funding as a Principal Investigator.

Staff in NERC Centre/Surveys at any grade may apply as Principal or Co-Investigators,
provided their salary costs are not met from an existing research grant.

NERC will not accept applications from an Investigator if final reports on current research
grants are overdue or s/he is subject to sanctions due to a previous final. report having been
graded unsatisfactory. Where a final report is overdue the applicant is barred from
submitting any further application until the overdue report is received. In cases where a final
report is graded unsatisfactory the Investigator will be banned from submitting further
applications for a specified period (see also Section G).
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Co-investigator

116. Any Co-Investigator must meet the eligibility criteria for a Principal Investigator, and should
be able to take over from the Principal investigator if required.

117. Where an award is split between institutions, the application must name at ieast one
Investigator from each.

Recognised Researcher

118. A researcher who is not eligible to apply as a Principal Investigator, but who has made a
substantial contribution to the development of the application and who will be closely

involved with the project if it is funded, may be named as a Recognised Researcher on the
application,

119, The Recognised Researcher should normally be employed by the same institution as the
Principal or a Co-Investigator. Funding cannot be allocated directly to the Recognised
Researcher's department if this is not the case, although they may arrange to receive
funding through the administering department.

120. A Recognised Researcher may be supported (as named PGRA/PDRA) through the grant.
Where the Recognised Researcher will not be funded through the grant, NERC expects that
the host institution will meet the full salary costs from other sources for the duration of the
grant.

121. NERC staff at any grade and in fixed term or open-ended appointments may apply for
funding as a Recognised Researcher and may be supported as a named research assistant,
provided they are not an Investigator on the application or on any current research grant.

Colflaborator

122. The Principal Investigator may also name up to four formal Collaborators, who will not
receive funding directly from the award, but wili have an integral role in the proposed
research. Named Collaborators may include staff in overseas institutions or from UK bodies
which are not eligible to hold NERC grants.

123. The Head of Department (or equivalent) of any named collaborating body must provide
written confirmation of the availability of the necessary facilities and infrastructure.

Eligible institutions
124. Non-thematic research grants may be held at approved UK universities or colleges, NERC
Centre/Surveys, the Council for the Central Laboratory of the Research Councils (CCLRC)

and at any of the recognised Academic Analogues listed in Annex C.

125. NERC Centre/Surveys and the CCLRC are subject to strict limits on the number of
applications that may be submitted in any Non-thematic round.

126. Thematic research grants may be held at any institution eligible to receive Non-thematic

funding, at other Research Councils' Institutes and in other research organisations by prior
agreement.
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Section E — FUNDING AVAILABLE: ELIGIBLE COSTS

127.

128.

A NERC research grant will fund the approved direct costs of a programme of research, and
will include a contribution to the indirect costs incurred by the host institution. Where
proposed costs are not awarded, the reasons for the decision will be explained to the
Principal Investigator.

The main categones of costs which can and cannot be funded from a research grant are
described in this section. The list is not exhaustive, and Investigators are strongiy advised to
consult NERC before applying for funding for any item not covered below. The final decision
on whether a cost is eligible lies with NERC.

Direct Costs

129.

Staff

130.

131.

132.

133.

134.

135.

136.

137.

138.

Direct costs are those costs required specifically and uniquely for the project, and may
include funding for research and support staff, tied students, travel and subsistence,
equipment, consumables and certain other items.

The full costs of the research and technical staff associated with the project may be
requested in the grant application.

The salaries (or any part) of the Principal and Co-Investigators cannot be funded through a
research grant.

Salary costs for casual staff (e.g. sandwich course students) may be funded. These should
be itemised in the application form under ‘Consumables and Recurrent Costs’ (indirect costs
are not payable for casual staff).

Costs may be requested for technicians and other support staff to work full or part time on
the project. These staff may be newly recruited, or existing staff may be reallocated to the
project.

A contribution to the salaries of computing staff can be considered where the project
requires the use of dedicated computing facilities.

The salaries of staff who provide géneral departmental or institutional support, not specific to
the funded project, must be funded through indirect costs; this would normally include
secretarial and administrative staff.

NERC staff in fixed term or open-ended appointments may be named as a Recognised
Researcher and/or supported as research assistants, but only if they are not a Principal or
Co-Investigator on an existing research grant.

Distinguished senior scientists from the UK or overseas may be funded to visit the
Investigator's institution in order to give full time advice and assistance in research in a
particular field for up to 12 months during the project. Senior Visiting Scientists will normally
receive the same salary and conditions as other staff of an equivalent status within the
Institution. They must be engaged full-time on the project for the duration of the visit.

Reasonable expenses will be paid for travel to and from the UK by Senior Visiting Scientists,
but rot their families. The amount requested for the visit should be reduced if a contribution
has been received from other sources, if the visit will be partly funded by the Visiting
Scientist’'s own institution or if the visit is part of a longer stay.
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138.

A grant may include funding for one or more ‘tied’ research (PhD/DPhil) students. Eligible
costs for tied students are summarised later in this section.

Travel and Subsistence

140.

141.

142.

143.

144.

145.

146.

Funding will be provided for journeys, visits and fieldwork in the UK and overseas where
these costs are approved at the outset of the grant. Each journey must be itemised, justified
and fully costed in the grant application.

Subsistence rates for UK fravel will normally be paid at the standard rate for the Institution,
up to a maximum of £40 per day.

The standard subsistence rate for overseas travel is £50 per day. Requests for higher
amounts will be considered, but must be fully justified.

The costs of private transport within the UK will be reimbursed at the NERC public transport
rate, currently 25p per mile. Higher mileage rates may be paid under particular
circumstances, such as extensive off-road use of 4-wheel-drive vehicles or the use of larger
vehicles for transporting groups of people or large pieces of equipment etc.

The subsistence rate for sea time is currently £55 per day.

Requests for funding to attend conferences will be considered if the conference is directly
relevant to the proposed research and if it can be shown that attendance will directly benefit
the research. Each conference must be named and costed in the application.

Funding may be requested to enable an Investigator to visit a recognised centre abroad to
study new techniques and research developments where this would be of direct benefit {0 a
research project. Such an award will only be considered if it can be shown that it is not
possible for other organisations such as the Royal Society to support the visit.

Eduipment

147.

148.

149.

150.

The following major capital items and special pieces of scientific equipment may be
requested as direct costs under the equipment heading:

e equipment dedicated to the research project and costing £3,000 or more (including
VVAT), including computers and laboratory/workshop equipment

e major equipment spares and software
e equipment installation expenses (e.g. delivery, calibration)

e cost of essential substantial changes to premises (e.g. installation of clean rooms,
extension of air-conditioning).

In most cases the Institution will automatically become the owner of all equipment purchased
with funding received from a NERC research grant, but NERC reserves the right to retain

ownership. Where this will be the case, the award-holder will be informed at the outset of the
award.

An Investigator may be required to share equipment funded by a research grant with other
fnvestigators. In such cases NERC may provide additional technical support.

When equipment is to be bought from overseas, advice on taxes and duties should be

sought from HM Customs and Excise. NERC will not provide additional funding to cover
fluctuations in exchange rates.
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151.

Equipment requested in a research grant application may be available from one of the
NERC equipment pools, and could be loaned to the Institution for the duration of the award.
If this is the case it will be made clear in the award letter.

Consumables and Recurrent Costs

152.

153.

154.

155.

156.

157.

158.

159.

160.

161.

162.

163.

The Institution should normally provide the accommodation required for the project, but
funds may be requested for housing for equipment that cannot be placed in normal
accommodation, or technical maintenance for accommodation,

Consumables and recurrent costs must be itemised and fully justified in the application, e.g.
a request for ‘Consumables - £500' would not be accepted.

Funding for the use of NERC Services and Facilities that are provided on a pay-as-you-go
basis (see Section H) should be requested under this heading.

Funding may be sought for a contribution towards the running costs of vehicles used in the
proposed research, but funding not is not available for the purchase of vehicles.

institutions are expected to provide adequate computing facilities for Investigators. Recurrent
and consumable costs associated directly and uniquely with the research project may be
funded (e.g. stationery supplies, software licences, etc), but funding will not normally be
provided for the use of central computing facilities.

When Investigators require access to datasets from NERC or from third-party suppliers, they
should first discuss their requirements and any costs to be requested with the appropriate
Designated Data Centre (Annex B). Data costs can be substantial, and should never be
overlooked in costing a proposal. NERC will normally arrange to license third-party data on
behalf of the Investigator, only reimbursing the cost of data licences in exceptional
circumstances agreed in advance.

Page charges for publication in named journals will be considered if they are fully justified
and cannot reasonably be avoided (for example where the use of colour figures is necessary
and will incur significant fees). Funding will not normally be avaitable for general reprint
costs.

The Institution is responsible for the safety of equipment purchased under a research grant.
The Institution must insure and protect such equipment to the same extent as any other
equipment it owns.

Where a project includes the use of animals, fees for the relevant Home Office licence(s)
may be charged to a research grant if these will be specifically for use on the project.

Funding may be requested for access to specialist laboratory equipment or other facilities.
Such costs must be fully itemised, and NERC may to request that applicants investigate
other options and providers before funding is confirmed.

The cost of using commercial information services may be sought only in those cases where
information essential for the conduct of the research is exceptiona! in nature or amount and
would impose an unreasonable burden upon the normal institution information services.

Salary costs for casual staff should be itemised in this section.

Exceptional Items

164.

Additional funding is available for items which would nofmally be provided by the Institution
or funded through the indirect costs associated with a grant, where these items are
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specifically reguired by the project and where they exceed a threshold value. All items must
be justified fully in the case for support, and costs should be based on actua! prices including

VAT.

No allowances should be made for inflation.

equipment energy costs where the energy costs of the project will be £1,000 or more
per year

equipment procurement where other than normal tendering is required, e.g. quantity
surveying etc, and where the cost will be £2,500 or more

telephone, facsimile, and special postal costs where they are dedicated to the project
and separately metered, and where individual costs will be £1,000 or more per year

specialist cartography, photography, and printing and photocopying charges where the
total costs will be more than £2,500 over the period of the grant.

165. University and college fees for tied students should be listed as Exceptional Items.

Indirect Costs

166. Research grants also include a contribution to those items of support and infrastructure
provided by a Department/institution that cannot be assigned specifically to particular

projects. Such indirect costs are funded through the addition of a fixed overhead (currently
46%) to all funded staff costs.

167. Indirect costs include:

(-]

"]

financial services (finance, accounting, tendering, marketing)

personnel services (redundancy and sickness benefit)

recruitment costs

staff facilities {(transport, welfare, laundry etc.)

staff development (including training)

health & safety, including personal or travel insurance

public relations

institution libraries

department services (administration, secretarial, local finance, minor consumables,

printing, minor stores items, and laboratory and workshop support), postage,
telephone and facsimile charges.

Ineligible Costs

168. NERC will not meet costs associated with the foliowing:

(]

employment of academic staff
general premises costs including:

- construction and maintenance of buildings
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169.

- animal houses and glass houses
- land purchase/lease
- refurbishment/renovation/adaptation
- basic services and tilities (including heating, lighting and communications)
- office furnishings
- leasefrent/rates
- insurance
- cleaning/portering/security/safety
» purchase of vehicles
» teaching and demonstration fees

» statutory sick pay (see Concordat paragraph 26) redundancy benefit or amounts
recoverable from the Inland Revenue

» use of institutions’ central and distributed computing facilities
» animal licence fees which are not project-specific

« costs of attendance at conferences and similar meetings which are not covered in the
research grant award letter

e insurance for staff or equipment

« support for students who are not funded by NERC (e.g. travel, technical support,
equipment etc.). .

Except where specifically mentioned in this booklet or in the grant award letter, NERC
has no responsibility for any expenditure or liabilities which have been incurred
during the period of the research grant.

Tied Students

170.

171.

172.

A tied studentship provides funding for 36 months for a research student to carry out a well-
defined programme of work within the research grant, leading to the award of a PhD/DPHhil.
The period of the studentship must fall entirely within the duration of the research grant. The
tied studentship includes the student’s maintenance grant, indirect costs, university and
(where appropriate) college fees, and additional costs may be requested for items such as
overseas fieldwork expenses, conference attendance etc. Tied students cannot be funded
through small grants.

Funding is available for full-time studentships only, and awards cannot be made to part-fund
studentships derived from other sources.

Tied studentships must comply with the regulations governing other NERC research
studentships, including those covering institutional and student eligibility and minimum
qualifications. Tied studentships cannot be held solely in Academic Analogues or NERC
Centre/Surveys, since NERC studentships may be held only in degree- awardmg bodies. A
tied studentshlp may be held as a CASE award, if appropriate.
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173. The application for a tied studentship must be made with the grant application, although it is
not necessary at that stage to name the prospective student.

174. The maintenance grant will be paid directty to the student, and indirect costs of 46% of the
value of the basic grant (i.e. not including allowances or London weighting) will be paid to
the Institution. Fieldwork costs, funding for attending short courses and the Research
Training Support Grant are not paid as part of the studentship, since these should normally
be funded from the indirect costs. Any requests for additional funding (e.g. for overseas
fieldwork) must be included in the grant application.

Use of NERC Services and Facilities

175. Applicants for NERC grants may also apply to NERC for access to any of the NERC-
supported scientific services and facilities. For some of these facilities access is provided
free to the user, subject to peer-review and prioritisation of applications to ensure that the
highest quality science is supported. in other cases, the facilities are not operated by NERC
and are funded on a pay-as-you-go basis. The NERC services and facilities are described in
Section H. Applications for sea time and High Performance Computing must follow the
procedures outlined in Section F.

Access to NERC Data

176. NERC has extensive holdings of environmental data. It is NERC's policy to make its data
available to bona fide researchers, either free of charge, or at rates intended to recoup only
the costs of servicing the request. If proposals will involve access to data held by NERC,
Investigators should discuss their requirements in advanced with the appropriate Designated
Data Centre (Annex B), and identify any costs on the application form.
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Section F — APPLICATION AND ASSESSMENT PROCEDURES

Assessment of Applications

177.

178.

179.

180.

181.

182.

183.

184.

Applications for Non-thematic funding are considered by NERC with the advice of the NERC
Peer Review Committees (PRCs), drawn from the academic and broader user communities,
Applications for standard grants (including CONNECT B) received for the July and
December closing dates are assessed and graded at the PRC meetings in October and
March respectively. Applications for small grants are graded by PRC members within four
months of each closing date. All applications are peer reviewed by referees drawn from the
wider academic and scientific communities in the UK and overseas, and applicants for
standard grants are invited to provide a written response to the referees’ comments, which
will also be considered by the PRC.

Proposals for Non-thematic funding are assessed primarily on scientific merit, and whilst the
subject of the research must fall within the NERC remit, the success or otherwise of a
proposal does not depend on its relationship to topics highlighted in the NERC science
strategy or other NERC priority areas.

Proposals in the Thematic mode are assessed through a similar process of peer review, and
are considered by the programme steering committee or a sub-pane!l. The assessment is
based on scientific merit, but will also consider the relevance of the proposed work to the
programme’s theme,

All applications will be subject to an assessment of the resources requested and all costs will
be scrutinised.

A Principal Investigator may be invited to resubmit an application (see below). In such
instances the Principal Investigator will be given appropriate guidance, together with the
terms and conditions for resubmission. Resubmissions are considered in open competition
with all other applications received at the same closing date.

NERC will not consider an application if it, or a similar application, has been submitted to
another Research Council. Applicants must inform the Awards and Training Section if they
have also submitted the application to another NERC Committee (for example as part of a
Thematic programme), or to any other funding agency.

An application may not be submitted for a project for which a grant has already been
awarded.

Applications for funding to complement a grant from the European Union will be considered,
but will not receive preferential treatment. NERC must be satisfied that the EU grant covers
the full economic costs of that part of the project. Applicants are recommended to consult
the relevant PRC secretary or Programme Administrator before submitting the application to
the EU.

Application Procedures

185.

186.

Any applicant in a small or standard grants round (except the New Investigators' scheme)
may submit no more than one application as the Principal or a Co-Investigator, and one
further application as a Co-Investigator.

Applicants for research grants must submit eight copies each of the appropriate application
form(s) and the case for support. The length and content of the case for support will depend
upon the scheme to which the application is made, but it must include details of the
proposed work and a full justification of the resources requested.
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187.

188,

189.

180.

191.

Applications (completed forms and case for support) should be submitted to the NERC
Awards and Training Section, unless stated otherwise on the apptication form. Applications
must be received by NERC before 5pm on the closing date or, if the closing date falis at a
weekend, the Monday after the closing date. Applications may be hand-delivered or, if
posted, must be sent by first class mail (or other next-day service) and postmarked before
the closing date.

Any application which is received after the closing date or is incompiete or which does not
meet the regulations governing eligibility or applications procedures will be returned to the
applicant and will not be considered.

For all applications, the case for support must be printed in single-spaced typescript of
minimum font size 12 point (Times New Roman or Arial font), with margins of at least
1.5cm. References can be presented in a smaller font size provided it is sufficiently clear to
ensure good quality reproductions. Photo-reduced type must not be used. Any application in
which the case for support does not comply with these specifications will be rejected.

All of the Investigators, the heads of the administrating departments and the Institutions’
administrative authorities must sign the grant application form to confirm that the details
given are correct and that they are willing to accept NERC’s terms and conditions, including
submission of a final report and final expenditure statement. The statements must outline
how the proposed work fits into the research programme(s) of the department(s) concerned,
and must contain an undertaking that the necessary underpinning resources and services
will be provided if the grant is awarded. In signing the declaration the Head of Department
{or equivalent) and the administrative authority also confirm the eligibility and status of the
applicant and that the period of the grant, if awarded, will not exceed the tenure of their
academic/research appointment.

Any application that does not contain the necessary statements of support and
signatures will be rejected.

Standard Grants (including CONNECT B)

192.

193.

194.

The Principal Investigator must submit form RG1, together with a case for support not
exceeding eight sides of A4.

The case for support must provide a self-contained description of the proposed project
outlining the motivation for the proposed research, detailing the work to be undertaken and
justifying the resources requested.

The description of the project should address the following points:

o Underlying rationale, scientific and technological issues to be addressed, relevance to
users and the potential scientific, practical and socio-economic benefits

» specific objectives of the project, including their potential relevance to UK and
international research work in the field, relevance to the NERC mission (Annex D) and
anticipated achievements and outputs, including datasets

o methodology and approach

e programme and/or ptan of research

» justification for resources being sought

e management of both project and resources, identifying the training and career
development opportunities for personnel working on the project
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195,

« long term stewardship of resulting datasets for potential re-use by other scientists

» proposals for wider dissemination of results including those relating to the wider public
understanding of science.

Where support is requested for a tied studentship the full cost of the maintenance grant
should be itemised under ‘staff costs’ on the RG1 form (as 'other staff’) and university and
college fees should be listed as exceptional items. A studentship application form, RS1a,
must be completed and attached to the RG1, and should provide details of the student’s
project and the training to be provided. The request for a tied studentship must be justified
fully in the case for support.

Small Grants (including New Investigators' scheme)

196.

197.

198.

Applications for small grants must be submitted on form RG1 and should be accompanied
by a case for support not longer than two sides of A4 including references and figures.

Applicants to the New Investigators' scheme must be the sole Investigator.
Applicants to the New Investigators' scheme may submit up to two applications. These may

both be to the New Investigators' scheme, or one may be to the main Small grants round
(1st February closing date) with the applicant as a Co-Investigator.

Long Term Support

199.

200,

201.

202,

203.

Applicants for funding under the Long-Term support scheme should first submit a short
outline proposal. The outline proposal should consist of form RG1 ({front page, sections 1-9,
18-19 and 20-21 only to be completed), and a summary case for support covenng not more
than two sides of A4 (single spaced, minimum 12pt font, 1.5cm margins). The case for
support should outline the proposed project and highlight the particular benefits of NERC
funding through this scheme. The closing dates for outline bids are 15 February and 15
September.

Outline bids will be assessed by the Peer Review Committees in March and October, and
successful applicants will then be invited to submit a full proposal for further consideration.
Full proposals must be submitted for the 1July or 1 December ciosing dates, and will be
subject to peer review followed by assessment and grading by the Peer Review
Committees.

The full bid should consist of;

o completed NERC research grant application form, RG1 (additional pages may be used
to continue sections 18 and 19a if necessary). Where applicable, applicants should give
details of all NERC funding awarded over the previous eight - ten years

o one-page non-technical summary

» case for support of up to ten sides of A4 (single spaced, minimum font size 12 pt,
margins 1.5cm or greater).

The application will be assessed primarily on the scientific merit of the research proposed
(as for other Non-thematic schemes), and the case for support should provide a self-
contained description of the proposed project outlining the rationale behind the proposed
research, detailing the work to be undertaken and justifying the resources requested.

The description of the project should address the points outlined above for the case for
support for a standard grant. The assessment will also consider the following criteria, which
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204,

205.

should be highlighted in the case for support:

relevance and importance (nationally and internationally) of the proposed research,
relationship with work carried out elsewhere, potential for new collaborations etc.

track record of Pl and host department
added value provided by funding the research through the Long-Term support scheme.

There is no limit on the number of outline bids an applicant may submit per round, but only
one full proposal may subsequently be submitted. If this application is ultimately
unsuccessful, the applicant may submit further outline bids. Holders of Long-Term Support
awards may not normaily apply for further Non-thematic or Long-Term support in the same
area of research until 12 months before the end of the award.

A PRC may recommend that an application for Long-Term support is more suitable for
funding as a standard grant, and an award may therefore be offered on this basis.

CONNECT A

206.

Applicants should complete the CONNECT A application form, which should be returned to
the NERC Awards and Training Section. There is no closing date for CONNECT A
applications.

Other Schemes

207.

Details of the application procedures for other schemes (JREI, JIF, ROPA, etc) can be
obtained from the websites and contact points listed in Section B.

Resubmission of Applications

208.

209.

210.

Unsuccessful applicants may not normally resubmit an application in the same form at a
later date even if it has been rewritten to take account of referee and committee comments.
Exceptionally, however, a Peer Review Committee may allow the resubmission of a
standard grant application or its carry-over to a subsequent grants round under the foilowing
circumstances:

» The PRC may judge the application to be potentially exciting and worthy of funding,
but require clarification of certain aspects or minor amendments before a final decision
can be made. The Principal Investigator is invited to modify the application and to
submit it to a subsequent round (this is termed ‘Invited Resubmission’)

e The application may have been graded highly, but have fallen just short of the cut-off
of available funds for that round. The PRC may then decide to allow the application to
be carried forward to the next round. The applicant can choose to resubmit the
application without any amendments (it will not be subject to further peer review), or to
resubmit it with minor changes for full peer review. In either case the PRC may, on
considering the application a second time and in the light of any changes or
developments in the subject, decide to regrade the application.

All resubmitted applications will be considered in open competition with new applications. An
invitation to resubmit or carry-over an application does not imply any preferential treatment
or increased prospects of funding.

Applications for small grants may not be resubmitted and there is no carry-over procedure
for small grants.
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Applications Requesting Sea Time

211.

212,

213,

214.

215.

216.

There are now two closing dates for sea-time applications: 1 April and 1 November each
year, for sea time in the following calendar year. (Programming commences in April;
applications received for 1 November can be accommodated provided that a suitable time
window remains, and there is enough time to obtain diplomatic clearances. Otherwise these
applications may be carried over for one year with the consent of the relevant peer review
body). Research Grant proposals which are associated with an application for sea time
must be submitted, together with a copy of the completed sea-time application, to NERC
Awards & Training, by 1 December (in advance of the1 April sea time deadline) or 1 July (for
1 November sea time deadline).

Two copies of the associated sea-time application and the supporting scientific case must be
submitted, together with confirmation of full funding for sea-time, to Dr C Harper, NERC
Marine Pianning Office, Swindon, by no later than 1 April 2000. Sea-time application forms
for the 2001 programme, and guidance notes on their completion, are available from NERC
Marine Planning Office, Swindon. In particular, please note that where the description of the
supporting scientific case is identical for the Research Grant proposal and the sea-time
application, the same case may be copied to NERC with the Research Grant form and to
Marine Planning with the sea-time form.

The Research Vessel Services Advisory Panel (RVSAP) meets after peer review and
prioritisation of applications is completed and funding decisions have been taken o consider
the draft NERC research Ships Programme for the foliowing calendar year. The Panel
provides impartial practical advice to Superintendent RVS and to the RVS Marine Planning
office on the draft programme. Only applications with assured funding for research and ship
time can be considered in the draft programme..

The RCSG also considers the future strategy for deployment of the NERC ships. It will
therefore consider the implications of long-term research programmes involving cruises for
the following two years, and can recommend that plans are put in place for cruises over a
three-year period. The aim is to help scientists wishing to mount a series of related cruises,
as in the case of long-term monitoring and mooring deployment/recovery cruises. Please
note: this implies that applications to lay equipment for subsequent recovery should
normally give sufficient detail to permit recovery to be approved and planned without
further detailed peer review. Finally, the RCSG will advise on programme slots that should
be set aside by Research Vessel Services for possible chartering.

After the RCSG has met, the Research Ships Programme for the following year will be
finalised, taking into account scientific priority, logistical and timing constraints and resource
limitations. Sea-time applications which have been approved for funding but which cannot be
accommodated in the programme for logistical or capacity reasons may be carried over for
consideration in the following programme, at the discretion of the relevant Peer Review
Committee or Board. Applications will not be carried over automatically, and applicants are
advised to contact the appropriate Peer Rewew Committee/Board secretary to discuss the
possibility of carrying forward.

No research grant involving a sea-time application will be aliowed to commence until ship-
time has been formally allocated.

Applications involving High Performance Computing

217.

Research grant applications with High Performance Computing requirements should be
accompanied by the CSAR Application for National Supercomputing Resources
CSARO09/98, which is available from: http/www.csar.cfs.ac.uk/general/forms.html or from
Tony Furze, e-mait: tony.furze@epsrc.ac.uk, on paper. The NERC contact for High
Performance Computing is Mark Venn, e-mail: mwv@nerc.ac.uk. The closing dates for

26



applications are 1 February, 1 June and 1 October each year.

Applications for Cther NERC Central Facilities

218. Applications to use NERC central facilities other than sea time and High Performance
Computing (see above), are made separately from research grant applicaticns, as
menticned in Section F. Advice on the application procedure for a particular facility should

be sought from the relevant contact given in Appendix A. Requests for data held by the
NERC Data Centres (Annex B) may be made at any time.
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Section G —~ MONITORING AND REPORTING

219. All Investigators must provide information on the outcomes of their research each year (as
part of the annual Output and Performance Measures exercise outlined below) and must
also submit a final report at the end of the research grant.

220. The Principal Investigator is responsible for submitting the final and OPM reports.

221. In general, publication in refereed scientific journals and publication of datasets (e.g. through
their deposition with a NERC Data Centre) is the most appropriate way to report and
disseminate the findings of a NERC-funded research grant project.

222. Failure to submit a satisfactory final report on time may result in sanctions against the
Principal and any Co-investigators and their department(s).

Final Reports

223. The Principal Investigator must submit the following within three months after the end of the
grant:

o four copies of a completed PA1 (Project Assessment) form summarising basic
information on original objectives, achievements, output etc.

» four copies of a detailed report of no more than four sides of A4 (single spaced
typescript, minimum 12 pt font, all margins at least 1.5cm) including all necessary tables
and figures plus, on additional pages if necessary, a full list of references. The final
report should outline the original objectives of the award, the extent to which these have
been met, and any significant outcomes and results. It should explicitly confirm that
datasets from the project have been offered to the appropriate Designated Data Centre
(Annex B) and record the arrangements for iong-term custody of the data which have
been agreed. The report should also explain any instances where the use of funds has
differed significantly from the original award by more than 20% in any category of
expenditure.

« two copies of a final expenditure statement (the appropriate form will be sent to
institutions at the end of the award).

224. The Principal Investigator must apply in writing to NERC for a postponement of the due date
of the final report if there are exceptional reasons preventing its submission on time.

225. Failure to meet the three-month deadline without NERC’s prior written agreement to a
postponement will mean that NERC will:

» not consider subsequent research proposals from all Investigators named on the award
until the final report is received

» recover 20% of the value of the grant if the final report and/or final expenditure
statement is not received within three months of the termination of the research grant

» recover 100% of the value of the grant if the final expenditure statement has not been
received within six months of the date that the final expenditure statement was due.

226. Final reports from research grants will be reviewed and graded by members of the NERC
Peer Review Commitiees.

227. The grades of final reports must be declared in any subsequent applications for research
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228.

grant funding.

Where a final report is judged to be unsatisfactory the Investigator(s) will be asked to submit
an amended report to provide a formal response to specific issues of concern. If the grading
is upheld as unsatisfactory the Investigator(s) will be barred from submitting further grant
applications for a specified period.

Annual Reporting of Qutput and Performance Measures

229.

230.

231.

232.

NERC, along with the other Research Councils, is required to report to the Office of Science
and Technology each June on the outputs from research grants during the previous financial
year. A similar report is also made to NERC Council. This information is collected by the
Planning and Communications Directorate.

All Principal Investigators must complete an annual questionnaire on the specific outputs
from their individual research grants. Information will be requested on publications, new or
improved products, services or equipment devetoped, knowledge transfer and possible
beneficiaries, external co-funding, patents and public understanding of science initiatives. A
short summary, in plain English, of scientific achievements or advances during the previous
year will also be required.

OPM questionnaires and guidance will be sent to the Principal investigator of each grant at
the end of January each year. Forms are also available electronically and on-line at the
NERC web site (hitp://nerc.ac.uk/about-NERC/opm-quest.html). Completed questionnaires
must be returned to the Planning and Communications Directorate by early April.

OPMs are collected on all current research grants and all completed grants up to three years
after funding has ceased.
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Section H — NERC SCIENTIFIC SERVICES AND FACILITIES

233. NERC provides a wide range of scientific services for the environmental sciences research
community (see http://www.nerc.ac.uk/nss/). Any individual or group of researchers eligible
for a NERC training award or research grant may apply for access to any of the services
listed. For some of these facilities access is provided free to the user, subject to peer-review
and prioritisation of applications to ensure that the highest quality science is supported. In
other cases, the facilities are not operated by NERC and are funded on a pay-as-you-go
basis. Researchers can only apply to these facilities once they have secured funds to cover
the full costs from one or other of the NERC funding modes or other sources (although
limited support is available for students and small proof-of-concept studies). Spare capacity
in any of the facilities may be made available to non-NERC researchers or commercially.

234. Application procedures are outlined below. Prospective applicants must first seek the advice
of the appropriate NERC or service contact before a formal application is submitted (see
Annex A). Applications for the use of facilities to support student training should be made by
the student’s supervisor.

235. ltis important to state on feliowship, studentship and grant application forms what services
and facifities are required, with whom contact has been made to discuss the work, and
whether a separate application has been made to the relevant facility.

Research Vessels and Marine Equipment

236. A fleet of three multi-purpose research ships and one ice-class polar research vessel is used
for oceanic and continental shelf research. A comprehensive range of marine research
equipment is also available. Applications for cruises are usually restricted to researchers
with several years of seagoing experience. Sea time application forms, guidance notes and
further information are available from the Marine Planning Office at
http:/iwww.nerc.ac.uk/nss/rvsmain.htm, tel (10793) 411662.

High Performance Computing

237. NERC peer reviews and coordinates requests to use UK national High Performance
Computing {(HPC) facilities for research in the environmental sciences. The major national
HPC facility is the CSAR service based at the University of Manchester.

Remote Sensing

238. The NERC Earth Observation Data Centre {(Annex B) purchases and provides access to
commercially-available satellite data.

239. The Dundee Satellite Receiving Station acquires and archives data from a number of
meteorological and environmental monitoring satellites. The Station holds an extensive
archive of historical data.

240. The Airborne Remote Sensing Facility operates a Piper Chieftain twin-engined aircraft for
support of campaigns in the UK and in Europe. Airborne sensors available include aerial
survey cameras, a multi-spectral scanner and an imaging spectrometer. Application forms
inviting participation in a given campaign are issued the previous year in August for return by
1 October. Data from previous campaighs are held by the NERC Earth Observation Data
Centre {see Annex B).

241. The Remote Sensing Data Analysis Service, located at Plymouth Marine Laboratory,
processes satellite imagery, providing quality-controlled data in forms requiring minimal extra
processing. The Service can, by prior arrangement, supply near-real-time data (for example
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in support of research cruises).

Equipment Pools

242,

243,

The Geophysical Equipment Pool, at Edinburgh University, provides equipment for
seismology, geomagnetism, ground-penetrating radar, and global positioning systems.

Support for remote sensing projects is provided by the Equipment Pool for Field
Spectroscopy at the University of Southampton.

Analytical Facilities

244,

[+

These include;
NERC Radiocarbon Laboratory, at East Kilbride, for environmental sciences projects
Oxford University Radiocarbon Accelerator Dating Service for archaeologica!l sciences

NERC Isotope Geosciences Laboratory at Keyworth (stable and radiogenic isotope
analyses)

sotope Community Support Facility, at the Scottish Universities Research and Reactor
Centre (SURRC) at East Kilbride (stable and radiogenic isotope, [CP and laser microprobe
mass spectrometry) :

Argon Isotope Facility, at SURRC, East Kilbride, for Ar - Ar dating and coordination of
sample irradiations

"*N Stable Isotope Facility at the Institute of Terrestrial Ecology, Merlewood ('°N and *C)
for ecological applications

Life Sciences Community Stable Isotope Facility at SURRC, East Kilbride for life sciences
projects (notably using doubly labelled water analyses)

U-Series Facility at the Open University for collaborative application of U-series systems to
NERC-related research, in particular geochemistry, Quaternary science, archaeology and
hydrogeology

lon Microprobe Facility, and electron microprobe facilities for tephrochronology and ion
microprobe-related work, with use of SEM, at Edinburgh University

Electron Microprobe Facility at Manchester University

The Inductively-Coupled Plasma Atomic Emission Spectrometry (ICP-AES) Facility at
Royal Holloway, University of London

The Inductively-Coupled Plasma Mass Spectrometry (ICP-MS) Facility at Imperial College,
University of London

Organic Mass Spectrometry Facility at Bristol University.

Other Facilities

245,

The Atmospheric Research Airborne Support Facility, based at Farnborough, co-ordinates
with the Meteorological Research Flight of the Meteorological Office to arrange and
purchase access to the C-130 Hercutes aircraft for research work in the areas of: cloud
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246.

247.

248.

249,

250.

251.

252.

253.

physics, atmospheric chemistry, mesoscale meteorology, boundary layer studies, and
remote sensing (including work for the marine community). An Announcement of
Opportunity for the next April-March flying programme is made in September each year with
a closing date for applications of 1 December. As this facility is operated under pay-as-you-
go, users will need to secure funding through Standard Research Grants (1 July, last round
for the following year), Small Research Grants (1 June, last round for the following year),
Thematic Programmes or external funding sources. The Head of Facility is: Dr Andrew
Kaye, e-mail: a.kaye@nerc.ac.uk.

The National Power Environmental Flow Research Centre, at Surrey University, provides
wind-tunnel and towing tank facilities. This service is operated under pay-as-you-go
conditions. :

The Mesosphere, Stratosphere and Troposphere Radar Facility is operated by the University
of Wales, Aberystwyth but is managed by CCLRC (Council for the Central Laboratory for the
Research Councils) from the Rutherford Appleton Laboratory (RAL).

The Chilbolton Advanced Meteorological Radar Facility is also managed by CCLRC from
RAL. This service is operated under pay-as-you-go conditions.

The Molecular Spectroscopy Facility at Rutherford Appleton Laboratory provides services
and facilities for spectroscopic studies of gases, aerosols, liquids and solids, from far
infra-red to ultra-violet wavelengths.

The British Ocean Sediment Core Repository is based at the Southampton Oceanography
Centre.

The Molecular Genetics Facility at the University of Sheffield provides DNA-related services.

The Buxton Climate Change Impacts Laboratory operated by the University of Sheffield
provides secure field test site facilities with control of climatic conditions.

NERC also purchases capacity at and provides access via peer review to three other major
CCLRC facilities: the Synchrotron Radiation Source (SRS) at Daresbury Laboratory, and the
Central Laser Facility and the ISIS pulsed neutron and muon source (both at Rutherford
Appleton Laboratory). The normal mode of access to these facilities is via pay-as-you-go
grant funding (the requirement and the costs of access are entered by the applicant on the
grant application). In the case of SRS and ISIS, some core funding is provided to allow direct
access for certain classes of use.

Recognised Facilities

254.

255.

NERC also recognises the quality of the following services to which it provides no funds and
with which it has no formal access arrangements:

» Scanning proton microprobe, Oxford
¢« |Luminescence laboratory, Aberystwyth
» Experimental petrology facilities, Edinburgh.

Applicants should discuss their projects with the service concemed and specify any required
funding in the grant application.

British Antarctic Survey

256.

In cases requiring access to facilities of the British Antarctic Survey (BAS), Cambridge, or
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provision of Antarctic samples by BAS, applicants should discuss their proposals with BAS
(tel. 01223 221400) before submitting a formal application.

Applications to Support the Provision of New Services and Facilities

257.

258.

in addition to research grants from the Awards and Training Section, NERC can provide
funds to support wider use of facilities in higher education institutions. Applications for such
funds should be submitted on a customised form available from Dr Lin Kay, e-mail;
rifk@nerc.ac.uk, and submitted by the closing date of 1 July each year.

Applications in this category should offer a wider collaborative service role, either exclusively
or in addition to a specific research role. Applications wilt be considered in January by the
Services Review Group (SRG), which has membership consisting of Peer Review
Committee chairs/Science and Technology Board members and Peer Review Committee
members. The SRG considers applications for funding new services in conjunction with
applications for renewal of funding from existing services, employing a scoring system to
obtain a priority-ordered list, and making recommendations to Director, Science
Programmes. Support from the Services budget where staff and recurrent expenditure are
involved is normally in the form of a contract for up to three years. The Science Programme
Directorate carries out administration of awards and contracts for central facilities.
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Section | — NERC Complaints Procedure
Introduction

259. The NERC Awards and Training (A&T) Section deals with a large number of grant,
fellowship and studentship holders. Within such a large community it is inevitable that
individuals and institutions will have comments, complaints, grievances and ideas relating to
NERC policy and procedures. We welcome these, but with so many prospective points of
entry into NERC, it is important that the HEl community is aware of whom to contact and
how. This is especially important in instances of formal grievance or complaint.

Background

260. NERC uses expertise and advice from a variety of NERC Committees and Boards as well as
from individual scientists, representatives of Government agencies and external interest
groups. These contributions are invaluable and are an essential part of the way that NERC
delivers funding and support. However, ultimate responstbility for decisions, actions,
administration and management rests with Council and NERC officers. NERC officers must
therefore be the first recipients for complaints and grievances, not Chairmen and members
of Peer Review Committees (PRCs) or members of Review Panels.

Procedure

261. Anyone with a complaint should initially discuss the problem(s) with the appropriate NERC
officer. Current contacts and their areas of responsibility are listed at the front of this booklet.

262. Formal complaints should be directed in writing (by post or e-mail) to the appropriate NERC
officer, who will aim to acknowledge receipt of the complaint and/or seek clarification within
ten working days.

263. The appropriate NERC officer will investigate the complaint, and will try to resolve the
problem(s) to the complainant's satisfaction. If problems submitted to named NERC officers
are not resolved within a reasonable time, they should also be sent in writing to the Director
of Science Programmes, Mr David Brown.

264. If the responses from the relevant NERC officer and the Director of Science Programmes
are not felt to be satisfactory, complainants should write to the Chief Executive.
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ANNEX A - CONTACTS FOR NERC SCIENTIFIC SERVICES

Head of Services, Programme Management and Schemes Policy Group: Dr Lin Kay, NERC,
Polaris Mouse, North Star Avenue, Swindon, SN2 1EU

Note: Many telephone numbers in Cardiff, Coventry, London, Northern Ireland, Portsmouth and
Southampton will change during 2000 - see hitp://www.numberchange.bt.com for further details

Services/Facilities Service Contact Telephone

Swindon Office

Contact
15N Stable tsotope Facility 15NSIF Dr A Scott 015395 32264
Support Facility Dr L Kay 01793 411600
Airborne Remote Sensing ARSF Mr P Purcell 01793 411649
Facility

Dr L Kay 01793 411600
Argon Isotope Facility AlF Dr M Pringle 013552 70134

Dr L Kay 01793 411600
Atmospheric Research Airborne | ARASF Dr A Kaye 01252 395843
Support Facility

Dr L. Kay 01793 411600
British Ocean Sediment Core BOSCR Dr G Rothwell 023 596567
Repository

Mr P Purcell 01793 411649
Buxton Climate Change Impacts | BCCIL Dr K Thompson 0114 2224314
l.aboratory

Mr B Robinson 01793 411537
Central Laser Facility CLF Dr AW Parker 01235 445109

Mr B Robinson 01793 411537
Chilbolton Advanced CMRF Mr J Goddard 01235 446127
Meteorological Radar Facility

Mr B Robinson 01793 411537
Dundee Satellite Receiving DSRS Mr P Baylis 01382 2318 Ext 4406
Station

Mr P Purcell 01783 411648
Environmental Flow Research Prof | Castro 01483 259672
Centre

Enflo Mr B Robinson 01793 411537

Egquipment Pool for Field EPFS Mr D Emery 023 592796
Spectroscopy
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Services/Facilities

Service Contact

Swindon Office

Telephone

Contact

Mr P Purcell 01793 411649
Geophysical Equipment Pool GEP Mr M Valiant 0131 668 2282

Dr L Kay 01793 411600
inductively Coupled Plasma I[CPAES Dr N Walsh 01784 443634
Atomic Emission Spectrometry
Facility Dr L Kay 01793 411600
Inductively Coupled Plasma ICPMS Dr K Jarvis N/a
Mass Spectrometry Facility

Dr L Kay 01793 411600
lon Microprobe Facility IMF Dr R Hinton 0131 6508548

Mr B Robinson 01793 411537
ISIS Puised Neutron and Muon ISIS Dr A Taylor 01235 446681
Source

Mr B Robinson 01793 411537
isotope Community Support ICSF Dr A Boyce 013552 70134
Facility

Dr L Kay 01793 411600
Life Sciences Community Stable | LSCSIF Dr S Waldron 013552 70131
Isotope Facility

Dr L Kay 01793 411600
Manchester Electron Microprobe | MEMF Mr D Plant 0161 2753813
Facility

Mr B Robinson 01793 411537
Mesosphere, Stratosphere and Dr S J White 01235 446168
Troposphere Radar Facility MSTRF Mr B Robinson 01793 411537
Molecular Spectroscopy Facility | MSF Dr J Ballard 01235 446415

Mr B Robinson 01793 411537
Organic Mass Spectrometry OMSF Dr R Evershed 0117 9287671
Facility

Dr L Kay 01793 411600
Open University U Series OUUSF Dr P Van Calsteren 01908 652889
Facility

Dr L Kay 01793 411600
Oxford University Radiocarbon ORADS Prof R Hedges

01865 273939
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SesvicesfFacilities

Service Contact

Swindon Office

Telephone

Contact
Accelerator Dating Service Dr L Kay 01793 411600
Remote Sensing Data Analysis | RSDAS Mr S Groom 01752 633150
Seyvice

Dr L Kay 01793 411600
Research Vessel Services RVS Dr C Fay 023 596012

Dr C Harper 01793 411662
Satellite Laser Ranger Facility SLRF Dr G Appleby 01487 773381

Mr B Robinson 01793 411537
Sheffield Molecular Genetics SMGF Prof T A Burke 0114 2220096
Facility

Mr B Robinson 01793 411537
Synchrotron Radiation Source SRS Prof D Norman 01925 603236

Mr B Robinson

01793 411537
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ANNEX B - NERC DESIGNATED DATA CENTRES

265.

2686.

267.

268.

Councit has delegated responsibilify for data, and the implementation of its data policies, fo
seven Designated Data Centres as follows. The Data Centres can be approached for advice
on data issues. In particular they should be consulted if projects will be requiring data as an
input to research, or will be generating as output, major datasets which should be accorded
a secure future.

Itis NERC policy that recipients of NERC funding must offer to deposit with NERC a copy of
datasets resulting from the research support, for use by other bona fide researchers, but
without prejudice to the intellectual property rights of the originator of the data.

It is important to distinguish the Data Centres’ responsibility for data in their science area
from actual data custody itself. Some Data Centres are resourced to undertake the lafter,
with scientists physically transferring to them datasets for subsequent central custody and
stewardship. Some do not undertake physical custody at all, but are aware of where
datasets are held, and coordinate those who do hold them; the datasets themselves may
therefore be dispersed widely in NERC institutes, academia or other bodies. Other
Designated Data Centres lie between the extremes, maintaining some discipline-related
data, but with substantial holdings managed elsewhere. '

Further information on the NERC Data Centres and NERC data policy can be found at
http://www.nerc.ac.uk/environmental-data/

Antarctic Environmental Data Centre:

British Antarctic Survey
High Cross

Madingley Road
Cambridge CB3 OET

tel 01223-221400
fax 01223-362616
e-mail aedc@bas.ac.uk

Responsible for all NERC's data from the Antarctic, regardless of discipline.

British Atmospheric Data Centre:

Rutherford Appleton Laboratory,
Chilton

Didcot

Oxon OXII 0QX

tel 01235-446432
fax 01235-445848
e-mail badc@rl.ac.uk

Responsible for atmospheric sciences data.
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British Oceanographic Dafa Cenfre:

Centre for Coastal and Marine Sciences
Proudman Oceancgraphic Laboratory
Bidston Observatory, Birkenhead
Merseyside 143 7TRA

tel 0151-6538633
fax 0151-6523950
e-mail bodcmail@pol.ac.uk

Responsible for marine data.

Environmental Infoymation Centre

Institute of Terrestrial Ecology
Monks Wood

Abbots Ripton

Huntingdon

Cambs. PE17 2L.S

tel 01487-773381
fax 01487-773467

email eic@ite.ac.uk

Responsible for terrestrial and freshwater ecological data.

Mational Geosciences Information Service:

British Geological Survey
Keyworth
Nottingham NG12 5GG

tel 0115-9363109
fax 0115-8363276
e-mail ngis@bgs.ac.uk

Responsible for geosciences data.

National Water Archive:

Centre for Ecology and Hydrology,
Institute of Hydrology

Wallingford

Oxon OX10 8BB

tel 01491-838800
fax 01491-692424
e-mail nwamail@ioh.ac.uk

Responsible for NERC's hydrological data and for the Government's National River Flow
Archive.
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NERC Earth Observation Data Centre

Rutherford-Appleton Laboratory
Chilton

Didcot

Oxon OX11 0QX

tel 01235-446168
fax 01235-445848
e-mail neodc@rl.ac.uk

Responsible for Earth Observation data held by NERC, notably the imagery from NERC
airborne surveys, and NERC’s archive of imagery from commercial sources.

Science-based Archaeology

NERC's science-based archaeology community is encouraged to deposit data with the
Archaeological Data Service:

Department of Archaeology
University of York

King's Manor

York YO1 2EP

tel 01904 433954
fax 01904 433939
e-mail info@ads.ahds.ac.uk
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ANNEX C — NERC ACADEMIC ANALOGUES

268. A limited number of organisations are eligible to apply for NERC funding as recognised
Academic Analogues.

279. Inorder to be recognised as a NERC Academic Analogue the organisation must meet strict
criteria. Recognition is at NERC's discretion.

2711. Recognition by NERC does not imply eligibility for funding in any scheme operated by other
Research Councils.

272. The NERC recognised Academic Analogies are listed below:
Armagh Observatory

British Museum

British Trust for Ornithology

CAB International Biosciences”

Centre for Applied Microbiolegy and Research

Councif for the Central Laboratories of the Research Councils
Freshwater Biological Association

Game Conservancy Trust

Harrisocn Zoological Museum

Marine Biological Association

Natural History Museum

National Museums of Scotland

National Museums of Wales

Royal Botanicai Gardens

Rovyal Society for the Protection of Birds

Scottish Agricultural College

Scottish Association for Marine Sciences

Sir Alistair Hardy Foundation for Ocean Sciences

Wildfowl & Wetlands Trust

* Comprising the International Institutes of Biological Control, Entomology, and Parisitology and the
International Mycological Instiiute.
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ANNEX D - REMITS OF THE NATURAL ENVIRONMENT RESEARCH
COUNCIL AND THE NERC PEER REVIEW COMMITTEES o
Council Mission

To promote and support, by any means, high-quality basic, strategic and applied research, survey
and long-term environmental monitoring and related post-graduate training in terrestrial, marine

and freshwater biology and earth, atmospheric, hydrological, oceanographic and polar sciences

and earth observation.

To advance knowledge and technology and to provide services and trained scientists and

engineers which meet the needs of users and beneficiaries, thereby contributing to the economic
competitiveness of the UK, the effectiveness of public services and policy, and the quality of life.

To provide advice, disseminate knowledge and promote public understanding of the aforesaid
fields.

User Communities

include Water, Construction, Process Hydrocarbons, Minerals, Forestry, Agricultural, Fishing and
Remote-sensing Industries together with Nature Conservation and other Regulatory Agencies,
Universities and Cognate Government Departments.

Environmental and Natural Resource Issues

NERC identifies five environmental and natural resource issues on the UK's agenda through which
it focuses its research activities:

» Biodiversity

s Environmenta! Risks and Hazards

s Global Change

» Natural Resource Management

s Pollution and Waste

Remits of the NERC Peer Review Committees

Atmospheric Sciences

Atmospheric science and technology, from the land surface to the mesopause, including chemistry,
physics, meteorology, climatology, modelling, instrument development, laboratory and field studies.
The application and development of research and training in earth observation science and
technology and work in polar regions.

Earth Sciences

Geological sciences; aeolian post depositional processes; glaciology (glacial tectonics, ice
deformation); structural and tectonic studies; mineralogy; petrology and geochemistry, volcanology,
sedimentology, palaeonfology, taphonomy, terrestrial and marine geophysics; engineering and
resource geology, geomorphology (ie solifluction), planetary geology, quaternary studies; dating
methods; archaeological prospection techniques; processes affecting the archaeological record;
development of frade and technology through the analysis of archaeological materials;
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Research Structure

School of Environmental Sciences

Geosciences

A\\‘ ..........

ENV

Alexander, Andrews, Barclay,
Bense, Burton, Chapman, Ferreira,
Herd, Hiscock, Kendall, Shang,
Tolhurst, Tovey

Dennis, Pedentchouk

Cheung, Franco, Dolman, Grant,

Hamaall PDava~ DAl

—_—_——————
’

Centre for Social and Economic
Research on Global Environment
(CSERGE)

Environmental Social Sciences

Risk, Health and Decision-support

Research

CEFAS Link EEEEEEEEE

Key:

Names in BOLD are academics
Names in LIGHT are research fellows, research officers or technicians

ATS staff are not included

BASLink = RS

-- Cheung, Jennings

- Le Quéré

N
————-

December 2009

Baker, Brimblecombe, Clegg,
Dorling, Jickells, Kaiser, Lenton, Le
Quéré, Liss, Malin, Robinson, Shang,
Sturges, von Glasow, A. Watson

Bakker, Buitenhuis, Manning,
Marca-Bell, Mock, Reeves,
Suntharalingam

Heywood, Matthews, Renfrew,
Vincent, A. Watson

De Boer

Lenton, Le Quéré, A. Watson

Buitenhuis

Adger, Hulme, Jordan, Lorenzoni,
R Watson, Warren

Briffa, Goodess, P. Jones, Osborn

Adger, Bateman, Day, AP Jones,
Jordan, Lovett, Seyfang, RK
Turner

Benson, Bentham, Bond, Burgess,
Chilvers, Haynes, AP Jones, Lake,
Lorenzoni, Lovett, Rogers-Hayden,
Simmons

Appleton
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RU

] ]

ORS

NAM A
Professor Hubert Lamb 1972 - 1978
Professor Trevor Davies (Acting Director) 1986-1987
Professor Tom Wigley 1978 - 1993
Professor Trevor Davies 1993 - 1998
Professor Jean Palutikof (co-Director) 1998 - 2004
Professor Phil Jones (co-Director) 1998 - 2004
Professor Phil Jones 2004 - 2009

Professor Peter Liss (Acting Director)

2009-current

CRU |

STAFI

NAME

JATE!

Professor Hubert Lamb
Professor Tom Wigley

Professor Trevor Davies

Professor Jean Palutikof

Professor Phil Jones

Professor Keith Briffa (Deputy Director since 2004)

Dr Tim Osborn (Academic Fellow)

Dr Clare Goodess (Senior Researcher and CRU

Research & Administration Manager)
Dr Nathan Gillett (Reader)
Dr Mick Kelly (Reader)

Professor Mike Hulme (Reader)

January 1972 - June 1997
August 1975 - May 1993.

September 1986 - September 1987
June 1993 - 1998

August 1979 - March 2004
November 1976 - current
February 1977 - current
September 1990 - current

January 1982 - current

January 2005 - August 2008
October 1972 - March 2007

September 1988 - October 2000
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University of East Anglia

University Code for Research Staff

This Code provides a set of principles and aspirations for the employment and
treatment of research staff at the UEA to ensure that the needs of both the
University and this group of staff are met in keeping with their vital role in
maintaining and developing the re search reputation of the University.

1} Accountability

The Principal Investigator {P!) is normally responsible for first line
management, and all issues should be raised with him/her in the first
instance.

The Head of School (HoS) is responsible for the overall management
of the School, and any queries which cannot be resclved by the first
line manager should be raised with the HoS.

The Pl will discuss and set clear objectives at the start of the contract,
to be reviewed at least annually.

The University provides additional support from the Careers Service,
Human Resources Division and CSED.

Each School will have a Research Staff Coordinator (RSC) who will be
able to provide advice and support, and will meet with individual
researchers as part of their induction. The RS C will also act as a point
of contact for researchers wishing to raise issues within a School.

2} Contracts

The nature of research funding is such that it is normally fixed-term, requiring
particular expertise for the duration of the funding or project. This has
inevitable consequences for the employment of research staff.

The University reviews all employment contracts dependent on fixed-
term funding six months before funding is due to expire.

The Pl or HoS will meet with the researcher at least four months before
the end of fixed-term funding to explore whether other opportunities for
funding or suitable employment are available.

Researchers and Schools should work together to explore and apply
for other sources of funding.

Queries about employment contracts should be directed to the relevant
Human Resources Manager.

Where further funding is available, associated contract extensions
should normally be for the full term of that funding.

The University monitors redundancy procedures to ensure that

every effort has been made to avoid losing staff.

Specific information relating to the above processes can be found from
the HRD website,



3) Status of researchers

School and Faculties should ensure that research staff are
appropriately consulted, adequatety represented at all levels of
decision making and suitably resourced, appropriate to their status as
critical contributors to the research success of the University.
Research staff should participate in the life of the University and, as
they become more experienced, be willing to contribute to more
activities within their Schools. Schools should, in turn, recognise and
acknowledge these contributions.

Researchers will be made aware of and may apply for promotion or
special increments/discretionary awards to be considered by the
School and Faculty Promotions Committees.

4) Support for researchers in developing and submitting grant
proposals

Researchers should seek out opportunities for funding. Schools and
Faculties should encourage and support researchers in preparing and
submitting grant applications, including publicising funding
opportunities to research staff.

Additional support and information on funding opportunities may be
available from the Faculty Research Offices and the Research and
Business Services Division.

Wherever possible, if a grant is submitted with a named researcher,
that researcher should be named as a co-applicant.

Researchers should be given credit for their work and, where funding
bodies permit, be allowed to submit grants as either principal
investigators or co-investigators.

The University should make representations to funding bodies to allow
research staff to apply for funding as either principal or co-investigators
wherever possible.

5) Teaching and Knowledge Transfer

¢ While the primary role of researchers is to undertake research as
part of their career deveiopment, some staff may wish to take on
appropriate additional activities such as teaching, outreach, further
training or additional knowledge transfer activities outside the remit
of their research project. Where they wish 10, researchers should
also be given every opportunity to participate in such activities.

e Any such activities must be appropriate to any external funding
conditions which may set limits or expectations on the time which
may be spent in undertaking of teaching, further training, outreach
and other knowledge transfer activities.

e The University should recognise additional duties undertaken by
research staff and continue to develop an appropriate and
transparent recognition system for these contributions.



Schools should have clear policies on how research staff can
contribute to teaching and other activities.

6) Career development

Where research staff wish to develop their skills by, for example,
supervising students and other staff and taking on other
responsibilities, Schools will facilitate and support these activities
where appropriate.

Schools will facilitate and support research staff in developing
research proposals.

Researchers should actively seek out appropriate activities for their
personal and professional development. The University will widen
the range of opportunities for training and development of research
staff.

Pls and line managers should ensure that they regularly discuss
career development and future prospects with researchers. Every
member of University staff is entitied to an appraisal/review.

The University’s Careers Centre provides specific support for
research staff seeking to develop their careers.

Researchers who wish to remain at the University should also take
steps to monitor potential vacancie s and consider how best to avail
themselves of these opportunities. Individuals within six months of
the end of their current funding will be eligible to join the University's
Redeployment Register.

Information regarding opportunities for employment within the
University is advertised at http://www.uea.ac.uk/hr/jobs.

7) Implementation

The University will regularly monitor tevels of compliance with the
Research Staff Guidelines. Within Schools, Research Staff Co-
ordinators will consult researchers and report on implementation of
the Code via the School’s research committees (where they exist)
and Associate Deans of Research. The ADRs will then report back
to the Research Executive.

This code will also be reviewed annually to ensure that it continues
to meet the needs of the University and its research staff.



Induction for Researchers

It is the responsibility of the Head of School to ensure that all research staff
are properly inducted into the School. The Research Staff Coordinator should
liaise with the relevant PI(s) and support staff to determine the induction
timetable. Induction should include:;

Pre-start arrangements: computer, desk, office space, lab facilities (if
appropriate), email registration, allocation of ‘peer-mentor'.

Weeks 14: Meetings with:-

Pl — discussion of University Code for Research Staff; raise awareness of
CSED Introductory Conferences for New Staff, CSED Guidelines on |Induction
(http:/Amww.uea ac.uk/csed/resources/inductguide.padf) ;

Peer Mentor (e.g. established member of research staff), who gives
introduction to School, facilities. etc.;

Research Staff Coordinator, who provides information on support available in
School and raises awareness of Researchers’ Working Group, ResNet,
Researchers Fora, etc, Research Administrator/Manager (Faculty);

School Research Director;

Safety Officer (where appropriate);

Laboratory Manager (or equivalent, where appropriate; special facility
manager, where appropriate);

School or Group Secretary (where appropriate);

Note: There are circumstances where some aspects of this Code should be interpreted with
an eye to local conditions. In ideal circumstances, a Research Staff Coordinator would not
directly line manage research staff in his/her School. However, this may not always be
appropriate, especially in small Schools where there is a small number of research staff. It
may be more appropriate in such circumstances for arrangements to be made at Faculty
level. Conversely, in bigger Schools with a large number or research staff it may still be the
case that a Pl is the best person for the position of a Research Staff Coordinator. In these
circumstances, the School should consider how it best ensures that the interests of none of its
research staff are compromised.
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UNIVERSITY OF EAST ANGLIA

MEMBERS OF THE ACADEMIC TEACHING AND RESEARCH STAFF
TERMS AND CONDITIONS OF APPOINTMENT

These terms and conditions of appointment together with such other terms and
conditions as may be specified in the letter of appointment from the University
constitute the sole terms of the Contract of Employment.

Appointments of members of the academic and academic-related staff are subject to
the Charter, Statutes, Regulations and Ordinances of the University.

The Council of the University is empowered by the Statutes of the University to
appoint members of the University staff and to fix the salaries and conditions of
tenure of posts to which it appoints.

1.

Amendment of Terms and Conditions

The representatives of the University Council negotiate with representatives of
the local branch of the University and College Union (UCU) on conditions of
service for members of the academic and academic-related staff in the
University and may determine alterations in the conditions of service for these
categories of staff.

Changes may be made to the standard terms and conditions as required by
Government legislation. Changes may also be made as a result of national or
local agreement with the UCU. Such changes shall be published in writing by
the University and shall apply to all terms and conditions individually as well
as collectively.

Changes otherwise in terms and conditions of appointment shall not be
recognisable or enforceable unless confirmed in writing by the University and
accepted in writing by the individual or individuals concerned.

Appointment, Probation and Period of Notice

Appointments may be for such probationary period or for such fixed period as
the University may determine. In the case of members of staff appointed to
the Lecturer grades A or B who have not previously held a university teaching
appointment, their appointments will be governed by a five-year probationary
period. In determining the length of the probationary period, the Council will
take account of previous relevant experience in an appointment as Lecturer.
Before the end of the final year of the probationary period consideration will
be given to confirmation of the appointment but no undertaking is given in
advance that an appointment will be continued. Confirmation of appointment
will be considered in the light of national and local agreements with the UCU.

Further details of the procedure are available from the Human Resources
Division. A member of the Academic Staff may resign from an appointment at



ACADEMIC TEACHING & RESEARCH STAFF 2

any time on giving the Council of the University at least three months' notice in
writing.

Current Government legislation states the minimum periods of notice to be
given by the employer to the employee when the employer terminates a
contract of employment. Terms and conditions of appointment do not
normally state what period of notice is to be given in such circumstances but
wherever a period of notice is stated it is to be understood that that period
shall at no time be less than the minimum prescribed by current legislation.
The employer and the employee are free to agree mutually on longer periods
of notice than the statutory minima.

The normal retiring date will be the employee’s 65™ birthday with the option to
retire at any time on or after reaching the age of 60.

Fixed Term and Temporary Appointments

All fixed term employees who have completed more than two years service at
the expiry of their fixed term appointment, will have the right to a statutory
redundancy payment, if the reason for non-renewal is redundancy.

A person who accepts appointment for a fixed period will be regarded as
having thereby accepted notice of termination and no further notice will be
given of expiry of appointment at the due date.

Stipends

Details of the scales currently in force in the University are attached. These
scales are determined from time to time by the Council of the University in the
light of national agreements and members of staff will be notified of any
changes in these scales following their approval by the Council.

Stipends will normally be paid for each calendar month on the 28th of that
month, brought forward to the previous working day if the 28™ falls on a
weekend or bank holiday. Payment will be by direct credit to each member's
bank account. Persons appointed other than on the first day of any month will
be paid for that month in proportion to the number of days in appointment.

Increments

The financial year of the University runs from 1 August to 31 July.
Increments, when appropriate, will be paid to members of staff annually on 1
August except that when a member of staff is appointed after 31 March in any
year no increment will normally be payable untit 1 August in the following
calendar year.

Superannuation

Subject to exceptional conditions specified in the letter of appointment and to
the rules of the Scheme, membership of the USS is available, at the normal
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employee contribution of 6.35%, to all members of Academic Staff who are
aged under 60 years at the date of taking up appointment. Members aged
over 60 years at the date of appointment may be admitted subject to
satisfying certain criteria but will be required to pay an additional employee
contribution of 1% over and above the normal employee contribution of
6.35%. Details of USS are available from the Director of Finance. Members of
the Scheme are covered by a certificate contracting out of the State Second
Pension (formerly the State Earning Related Pension Scheme (SERPS)).

Subject to eligibility, acceptance of this appointment in writing will be deemed
to include acceptance of membership of USS from the date of employment,
and contributions will be deducted accordingly, unless prior to taking up the
appointment you declare in writing a wish not to be a member. Those already
in receipt of a USS pension are not able to rejoin the scheme.

Those members over age 60 not having an automatic right to join should
consult the Payroll & Pensions office.

A member subsequently deciding to change to a persona!l pension or to the
State Second Pension may do so by giving the required notice in writing. If
this is done within three months of the date of the commencement of
employment withdrawal from the Scheme will have retrospective effect to that
date and the member of staff will be deemed never to have been a member of
USS. In that event any contributions made to the Scheme will be repaid and
any necessary adjustments to tax and National Insurance deductions will be
made.

A member deciding to withdraw from USS later than three months after the
date of commencement of employment will be required to give a minimum of
28 days' notice in writing to the University, and in this event there will be no
retrospection.

Payment of Pension Confributions

The University operates Pensions Exfra which is a salary sacrifice
arrangement that allows pension contributions to be made in a way which
reduces the level of National Insurance Contributions. The employee'’s
contractual gross pay is reduced by an amount equivalent to their pension
contribution and, in return, the University increases its contribution by the
same amount in order to provide the same pension benefit. Subject to certain
conditions, members of USS will be automatically enrolled in Pensions Extra
on joining the pension scheme. All members of USS and UEASSS are able to
opt-in or opt-out of Pensions Extra at the time of joining the scheme, on the
anniversary date of 1st November, or in the event of certain changes in
personal circumstances. Full details are available from the University’s Payroll
and Pensions Office.

Duties

A member of the Academic Teaching and Research (ATR) Staff is required:
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) to promote the study of his or her subject by teaching and
research;
Ii) to assume such duties and responsibilities appropriate to the

appointment as may be assigned to the member by the
governing bodies of the University or by the Dean, Head of
School or Director, as appropriate, acting on their behalf;

i) - . to examine without further payment in the examinations for
degrees and diplomas of the University when required to do so.

Responsibility for Students

A member of the ATR Staff has no responsibility to appear in civil or criminal
courts on behalf of a student. A member choosing to do so acts as a private
citizen and should make this clear to the court.

ft is a condition of appointment that a member of the ATR Staff is specifically
not authorised to act on behalf of the University in any such matters. The
University will in no circumstances accept liability for any such obligations into
which a member of the ATR Staff may enter. (For example, a member of the
ATR Staff, even in the capacity of an Adviser acting on behalf of an Advisee,
is under no obligation to stand bail for, or to make statements on behalf of, a
student).

Hours of Work and Work Outside the University

There are no specific hours of work for members of the ATR Staff but the
appointments of such members are full-time and a member may not
undertake any substantial or continuous engagement with other parties
outside the University without the previous special permission of the Vice-
Chancellor. In considering each case the Vice-Chancellor must reasonably
be satisfied that acceptance of the work will not interfere unduly with the
University duties of a member of staff.

It shall be the duty of the member when undertaking work outside the
University, whether such work be paid or unpaid, to inform the concern for
whom such work is undertaken that it is being undertaken privately and that
the University will not in any circumstances accept responsibility for any such
work.

Subject to the foregoing the University recognises that staff may properly be
asked to undertake duties of an academic nature outside the University.

Holidays and Holiday Pay
There are no specific conditions relating to holidays laid down by the

University for members of the ATR Staff. Holidays should normally be taken
during University vacations, the dates being arranged with the appropriate
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Dean, Head of School or Director. Full salary is payable during holidays. If
there is an outstanding leave entitlement on termination of a member's
employment, the member shall be entitled to payment in lieu, the amount
being determined pro rata to his or her salary. For the purpose of calculating
payment in lieu, annual leave entitlement shall be deemed to be six weeks.

Sick Leave and Sick Pay (see also accompanying Sickness Absence
Guidelines)

A member of the ATR Staff who is unable to carry out his or her duties
because of sickness or injury must report this to the Dean, Head of School or
Director on the first day of sickness. Unfitness to carry out one's duties for
any period of up to seven days (inciuding Saturdays, Sundays and public
holidays) must be supported by the completion and submission of an
approved University Personal Sickness Certificate and for more than seven
days must be supported by production of a doctor's statement (medical
certificate). Payment of stipend during absence from duty because of
sickness or injury will be made as follows:-

During the first and second years of service, the normal period of sick leave
on full stipend or salary shall be three months. Payment for any period of
sickness or incapacity beyond an initial period of three months shall be at the
discretion of the Council.

During the third year of service the normmal period of sick leave on full stipend
or salary shall be four months. Payment for any period of sickness or
incapacity beyond an initial period of four months shall be at the discretion of
the Council save that payment during the subsequent four months shall not be
less than half pay.

During the fourth year of service, the normal period of sick leave on full
stipend or salary shall be five months. Payment for any period of sickness or
incapacity beyond an initial period of five months shall be at the discretion of
the Council save that payment during the subsequent five months shall not be
less than half pay.

During the fifth and subsequent years of service the normal period of sick
leave on full stipend or salary shall be six months. Payment for any period of
sickness or incapacity beyond an initial period of six months shall be at the
discretion of the Council save that payment during the subsequent six months
shall not be Jess than half pay.

Periods of sick leave are aggregated within any span of twelve months.
Permitted periods are renewed in full at the beginning of each subsequent
period of twelve months.

A member of staff who is absent as a result of an accident shall not be entitled
to sickness payments if damages are receivable from a third party. In these
circumstances the Council may advance to the employee a sum not
exceeding the sickness payments provided for above, subject to the
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employee undertaking to refund .to the Council the total amount of such
payments received or the proportion thereof represented in the amount of
damages received.

In calculating the period during which salary shall be paid in accordance with
this condition of employment, account shall not be taken of absence due to
the following:-

) Absence on the advice of the member's doctor in order to prevent the
spreading of an infectious disease with which the member has been in
contact.

ii) Absence owing to nofifiable infectious or contagious illness which an

independent doctor nominated by the University with the agreement of
the member or of the local branch of the UCU acting on his or her
behalf is satisfied was contacted directly arising out of a member's
employment, including travelling on duties connected with the work of
the University.

i) Absence for a period not exceeding six months due to an accident or
iliness, the occurrence of which the University in the former and a
doctor acting on behalf of the University in the latter case is satisfied
arose directly out of a member's employment, including travelling on
duties connected with the work of the University.

Study Leave and Leave of Absence

Attention is drawn to the University Ordinance governing the granting of Study
Leave and Leave of Absence; details of the Ordinance appear in the current
edition of the University Calendar. Leave of absence on compassionate
grounds may be granted in accordance with the Ordinance.

Absence on Approved Public Service

The University shall, in accordance with the Employment Rights Act 1996,
permit staff who are formally engaged in public service work to take time off
for the performance of public duties as specified by the Act (eg. serving as a
J.P. or as a member of a Local Authority). Such permission shall be granted,
having regard to the relevant factors as specified by the Act (ie. the effect of
the absence of the member of staff concerned, the demands of the duties of
the post held, etc.) and in accordance with the resolution of the University
Council of 24 April 1972 which reads as follows:

"Leave of absence for the purpose of undertaking approved public
service would be granted by the Dean, Head of School or Director
within the authority already granted to them by the Ordinance for leave
of absence (ie. up to seven days). Such approved leave of absence
would not involve any deduction from University salary.
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All requests for leave of absence in excess of seven days must be
approved by the Vice-Chancellor on the recommendation of the Dean,
Head of School or Director and that where there was eligibility to claim
for loss of earnings an equivalent deduction would be made from salary
paid by the University.”

Maternity/Paternity/Adoption and Parental Leave

Arrangements for maternity/paternity/adoption and parental leave are set out
in the appropriate agreements. Written details of these and their application
may be obtained from the Human Resources Division or HR Intfranet.

Relocation Expenses

Members of staff are entitled to claim relocation expenses on taking up
appointment in accordance with the provisions set out in the appended
statement.

Patents, etc.

Members of the ATR Staff shall not, in connection with any invention, patent,
process or manufacture, have authority to make representations on behalf of
the University, or to enter into any contract or to be concerned in any
transactions on behalf of the University whatsoever without the express
consent of the Council.

Rights in Relation To Trade Union Membership

A member of the ATR Staff has the right to be a member of a trade union,
should he or she so choose, and the right not to be a member, should he or
she so choose. The University recognises the UCU as having negotiating
rights on behaif of members of staff appointed under these terms and
conditions. )

(Further details concerning rights in relation to trade union membership
appear in the accompanying Staff Recognition and Procedure Agreement
between the University and the recognised unions).

Grievance Procedure

A member of staff who feels he or she has an employment-related grievance
should initially raise the matter with his or her immediate supervisor, sector
head or equivalent manager. If there is no suitable person at this level with
whom to discuss the grievance, or if the discussion has not resolved it to the
member’s satisfaction, the member of staff should raise the matter with the
Dean, Head of School or equivalent senior officer.

Further details concerning the Grievance Procedure are available from the
Human Resources Division.
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Dismissal

Statute 7 of the University’s Statutes sets out the provisions governing the
dismissal of members of the academic staff and members of the academic-
related staff granted the status of members of the University.

A member of staff who is dismissed from his or her appointment is entitled to
be provided by the University, on request, within 14 days of that request, with
a written statement giving particulars of the reasons for dismissal.

Part-time Staff

Part-time staff in appointments in which they are paid an annual stipend are
covered in all other respects by the foregoing terms and conditions of service
for full-time staff on a pro rata basis.

Contracts of Employment

To meet the provisions of current employment legislation, it is hereby stated
that no employment with a previous employer counts as part of the

employee's continuous service with the University uniess otherwise stated in
writing by the University.

Human Resources Division
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UNIVERSITY OF EAST ANGLIA

ACADEMIC TEACHING AND RESEARCH STAFF (ATR)
ACADEMIC TEACHING AND SCHOLARSHIP STAFF (ATS)
ADMINISTRATIVE, LIBRARY AND COMPUTING STAFF (ALC)

RELOCATION EXPENSES

1. Staff who on first appointment to the University move to the area will normally be
eligible for reimbursement of certain costs incurred, as set out in the following
paragraphs.

Relocation expenses should normally be claimed in full by the end of the tax
year following. the one in which the employee commences employment.

2. For those appointed full-time to established posts or for a fixed term of not less
than three years, the following expenses may be claimed:

(a) the cost (including insurance in transit) of removing furniture and
household effects, based on the lowest of three estimates; and

(b) the cost of storage of furniture and household effects for a maximum
period of three months; and

(c) up to a maximum sum equivalent to one month's gross salary on
appointment, for other approved expenditure associated with the
employee's move to the area, (satisfactory evidence of and receipts for
which must be provided,) including legal costs, estate agency and
surveyor's costs, and temporary housing costs.

3. For those appointed in the categories specified in Paragraph 2 above who move
to the area from outside the United Kingdom, the following expenses may be
claimed in addition to items, (a), (b) and (c) above:

(d)  the cost of single economy or tourist air fares for the member of staff, his
or her spouse/partner and dependent children.

4. For those appointed full-time for a fixed term of between two and up to three
years, two-thirds of the sums payable under items (a), (b) and (c) and, where
appropriate, (d) may be claimed.

5. For those appointed full-time for a fixed term of less than two years, one-third of
the sums payable under items (a), (b) and (c) and, where appropriate, (d) may
be claimed.
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Part-time employees will be eligibie for reimbursement, in accordance with
length of contract, on a pro-rata basis.

Any member of staff in the categories specified in Paragraphs 2 or 3 above who
leaves the University's employment after less than three years' continuous
service shall be required to repay to the University one-twelfth of any sums
received under items (a), (b), (¢) and (d) above for each quarter (ie. 3 months)
by which his or her period of employment falls short of three years. Any
member of staff in the category specified in Paragraph 4 above who leaves the
University's employment after less than two years' continuous service shall be
required to repay to the University one-twelfth of any sums received under items
(@) (b), (c) and (d) above for each quarter by which his or her period of
employment falls short of two years. Any member of staff in the category
specified in Paragraph 5 above who leaves the University's employment after
less than one year's continuous service shall be required to repay to the
University one-twelfth of any sums received under items (a) (b), (¢) and (d)
above for each quarter by which his or her period of employment falls short of
one year.

Any such repayment shall wherever possible be deducted from the member of
staff's salary prior to leaving.

In the event of two members of a single household both taking up appointments
at the University at any time, not necessarily coincidentally, the relevant
allowances described above are payable to either one but not to both.

Claims for payment of relocation expenses should be made to the Human
Resources Division, accompanied by estimates where required under the terms
set out above and by receipted accounts for expenditure incurred.

It should be noted that any tax liability that accrues through the reimbursement
of relocation/removal expenses will be the responsibility for the individual
member of staff concerned. Further advice on this is available from the Payroll
Manager on request (tel. extension 3484).
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Personal and Confidential

Dear
FORMAL OFFER OF EMPLOYMENT

Further to your recent interview | am writing formally to offer you employment with
the University as * in the * within the Faculty of *. The post is offered on an indefinite
basis with effect from *, and is full-time.

Your salary will be £* per annum, on point * of Academic Teaching and Research
Grade * on the single salary spine.

The appointment will be in accordance with the enclosed terms and conditions for
Academic, Teaching and Research staff.

Verification of Entitlement to Work in the United Kingdom

In your application you have stated that your nationality is British. The provisions of
the Immigration, Asylum and Nationality Act 2006 require the University to verify that
you are entitled to work in the United Kingdom. At the interview stage you were
requested to bring the original and photocopy of an appropriate document showing
your entitlement to work in the UK. | can confirm that the document you provided at
interview satisfies the University's check of your eligibility to work in the UK.

The appointment is subject to the following:

¢ Probation

It is the University’s standard practice, in accordance with the relevant local
agreement, to apply a five year probationary period to members of Academic
staff, and this will therefore apply to your contract.

. Members of academic staff on probation are required to undertake a course
of study in the University’'s MA in Higher Education Practice, wherever
possible to begin in the first year of appointment. Confirmation of appointment
will be subject to the successful completion of the Certificate, with the
Diploma and the MA as optional. An outline of the Programme wil! follow. You
will be contacted by the Centre for Staff and Educational Development further
to commencement of your appointment.

o Certificates of Qualifications




The provision of original certificates of educational and professional
qualifications.

o« Occupational Health Clearance

Satisfactory clearance by the Occupational Health Department following
completion of an Employment Health Assessment form. The forms are
enclosed together with an envelope for their return to the Occupational Health
Service by *.

¢ Criminal Records Bureau Check

The receipt by UEA of an Enhanced Disclosure from the Criminal Records
Bureau (CRB) that is satisfactory to the University. Further details outlining
the procedure will be sent to you on receipt of your signed Acceptance of
Appointment Slip.

Please note: you are expected to meet the cost of obtaining a satisfactory
Disclosure and a deduction will automatically be made from your salary
shortly after receipt of the Disclosure. The present cost of an Enhanced
Disclosure is £36. In connection with the CRB Disclosure, please also note
that due to delays in receiving Disclosure information from the CRB, it has
been agreed that you may commence work at the start date of this contract
subject to a risk assessment having been completed by the *.

Higher Statistics Education Agency (HESA)

| enclose a HESA Staff Return Form for your completion and return with your
acceptance of this appointment. The information requested forms your HESA
record and the University is required to submit this information on an annual basis to
the Higher Education Statistics Agency (HESA). HESA will pass your record, or
parts of it, to a number of organisations that need it to carry out their statutory
functions connected with funding higher education. HESA and these organisations
will use the information (which will not include your name) mainly to produce
statistics. This may result in information being published and released to other
approved users. Your record will not be used in a way that could affect you
personally. Under the Data Protection Act 1998, you have the right to a copy of the
information HESA holds about you. If you wish to access this information please
contact the University’s Data Protection Officer. Further information on HESA is
available at http://www.hesa.ac.uk/




Changes to contact details

Could you please ensure that any change to your contact details in respect of your
home address, home telephone number and mobile telephone number is notified to
the Human Resources Division as soon as possible. This information may be
needed in case of emergency and is also a legal requirement for those employees
whose employment is dependent on a visa.

Any change to contact details should be notified to the Human Resources Division
through the intranet pages
http:/iwww.uea.ac.uk/ueanetwk/reg/hrd/hr/contact/address.html, in writing or via e-
mail to hr@uea.ac.uk .

Display Screen Equipment User:

If in your role at the UEA you will be using computers or other similar display screen
equipment (DSE) for an hour or more continually then you are deemed a DSE user
and the DSE regulations apply to you. This means that you must undertake the
DSE training which is provided by the UEA Safety Services, and complete a risk
assessment of your workstation, within the first three months of your employment.

You also have the right to access the university’s vision screening facility through the
Occupational Health department, or to request an optician’s appointment, if you
experience eyesight problems in relation to the use of your DSE.

If you accept this post, and will be using DSE for more than one hour per day on
average, you MUST contact Janet Samuel in University Safety Services on
extension 2763 within your first month of employment, to arrange to undertake the
DSE training session.

Introductory Conference for New Staff:

You will be invited to attend the Introductory Conference organised by the
University's Staff and Educational Development Advisory Group and details of this
will be circulated later.

Salaries:

If you accept this post, please ensure that you make an appointment to see the
Salaries Office on your first day of employment (or as soon as possible thereafter) to
give them the information requested in the attached document (telephone; 01603
592676 or 01603 592677).

Please could you confirm your acceptance of this appointment on the terms and
conditions offered by signing and returning the attached acceptance slip as soon as
possible.



| look forward to receiving your acceptance shortly and to you taking up your new
post at the University of East Anglia. Please do not hesitate to contact me if you
wish to discuss any aspect of this offer.

Yours sincerely

Human Resources Manager

cc Head of School,*
HRSA



Enc;

Acceptance of Appointment Slip

Terms and Conditions (and pay scales)

Pre-Employment Health Questionnaire

HESA Staff Return Form

Acceptance Procedure — Salaries Office

Universities Superannuation Scheme booklet

Academic Staff — Rules & Procedures for confirmation, promotion & salary
review

Grievance Procedure for Academic Staff

Safety Statement Policy

Equal Opportunities in Employment

Sickness Absence Guidelines and Personal Sickness Certificate

Statement of Policy on the Recruitment of Ex-Offenders

For the “Applicants Guide to Completing the Disclosure Application Form"
please refer to the CRB website: http://www.crb.gov.uk/

Please refer to the HR intranet for other employment procedures and
equality and diversity documentation.

You should also familiarise yourself with the University’s policies, procedures
and guidelines, including the following policies:

. Research Ethics Policy

. Guidelines on Good Practice in Research

. Procedures for Dealing with Allegations of Misconduct in Research
. Consultancy Policy

which can be found at:
https://intranet.uea.ac.uk/polopoly fs/1.123442!Consultancy%20Policy2009%20v.pdf

« Assuring and Enhancing Teaching Quality — A Code of Practice
which can be found at; https://www.uea.ac.uk/ltqgo/keydocs/codesofpractice

o Public Interest Disclosure Policy
which can be found at: https://intranet.uea.ac.uk/polopoly fs/1.73624!pid.pdf




ACCEPTANCE OF APPOINTMENT SLIP

To: *, Human Resources Manager

From:

(* Please delete as appropriate)

| confirm that | *accept / do not accept the offer of appointment as * in the *, Faculty
of *, on the Terms and Conditions contained in your letter of *.

| also enclose my completed HESA Staff Return Form and any other documentation
requested.

Please note that failure to return this slip and accompanying requested documents
will mean that the Human Resources Division will not be able to arrange for you to
be paid.

In accordance with our Local Agreement your work contact details and date of
commencement of employment will be disclosed to the appropriate Trade Union.
Please contact your Human Resources Manager if you do not wish this to happen.

Please return to;

Human Resources Division
The Registry

University of East Anglia
Norwich

NR4 7TJ

England
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