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Researcher-led Initiatives 
Award Holder Responsibilities

Researcher-led Initiative Awards are intended for the professional development of postdoctoral research staff and postgraduate research students at UCL. Funds may not be used to reimburse personal expenses, time spent preparing the activity or to procure personal equipment (for example, a tablet). Collaborative and cross-disciplinary projects are encouraged. 


The Award holder(s) is/are responsible for:

· Confirming that the contact details provided for the Department Finance Manager on the application form are complete and correct in order to allow prompt discussions and transfer of funds to take place between the Department and Organisational Development Team.

· Organising the activities outlined in the proposal, including, but not restricted to:
· Identifying and setting suitable dates
· Identifying alerting and briefing presenters/trainers
· Booking suitable rooms/venues
· Ensuring required equipment is available or has been requested from the appropriate source(s) in advance (AV/flipcharts etc. for the session)
· Booking catering/refreshments (if required)
· Processing all finance forms/information/invoices relating to the initiative from funding that will be transferred from the Organisational Development Team to the Award holder’s department for this purpose N.B if you’re event or activity involves an external speaker for whom expenses or a fee will be paid, please allow time for your Finance Manager to manage this process (adding the client as a ‘new user’ to UCL’s finance systems, for example)

· Providing the Academic Development Lead with a brief monthly email update on progress made to date to ensure that the initiative stays on track - the monthly email update must be sent by the last day of each month from the end of February until all activities that have been funded by the Award have been delivered 

· Promoting the professional development activities outlined in the proposal to their peers in a timely fashion so that they are aware of the activity and have time to register for the activity in advance (we would suggest that each activity should be advertised at least 4 weeks before it is due to take place as an absolute minimum and for longer if at all possible)

· Ensuring that any information that is sent by the Award holder to any individual(s) or group(s) about any activity relating to the Researcher-Led Initiative contains the following statement: 
This activity is a Researcher-Led Initiative that has been funded by UCL Doctoral Skills Development Programme/This is activity is a Researcher-led Initiative that has been funded by the UCL Research Staff Development Programme (delete as applicable)

· Providing the Organisational Development Team (s.saujani@ucl.ac.uk) with full details of each initiative activity that is to be uploaded to the relevant website and or booking system (if you would like us to manage bookings) at least and at least 4 weeks before the activity is due to take place. Please allow colleagues 3 days to upload – i.e.:
· Activity Title
· Activity Date
· Activity Start & End Times
· Venue
· Standard UCL Doc Skills Session Descriptor with:
· Brief session description for initial web-view adverts (i.e. 2-3 sentences 300 characters max)
· Longer session summary in the format provided by the descriptor. The session summary must also contain the following statement: 
This activity is a Researcher-Led Initiative that has been funded by UCL Doctoral Skills Development Programme/This is activity is a Researcher-led Initiative that has been funded by the UCL Research Staff Development Programme (delete as applicable)
· This event should benefit postgraduate research students and postdoctoral research staff primarily. 
· Registration method information – Please indicate whether you will be able to take bookings for the event locally (i.e. using Microsoft Forms, departmental administrative support, or whether you like OD to manage bookings, bearing in mind that the latter will entail opening up your event on a first come, first served basis to all postgraduate research students and/or research staff across UCL). Events can be advertised via Organisational Development, without using the related booking system to take registrations. If registrations are to be taken manually by the award holder via email then instructions of how to do this including the full name and contact email address of the Award holder must be included in the session description that is sent in for uploading to the booking system. 
· Checking that each initiative related activity has been uploaded to HR OD Learning and Development website by team administrators in a timely fashion (even if participant registrations are to be taken by and managed manually by the award holder) so that the target audience has sufficient time to view the activity details and register for it before it is due to take place. 

· Prompting the administrators to upload the session information to the relevant booking system if it has not been uploaded within 3 working days of sending the information in (NB Award holders are responsible for alerting the team immediately if they encounter any delays in advertising via the booking system). 

· Providing the OD team administrators with a completed attendance list with full names, email addresses and, if possible, student/staff numbers listed on it and with completed feedback sheets for each initiative-related activity delivered within three working days of the activity delivery date.

· Delivering the funded development activities outlined in the proposal by 14th July 2019. 

· Ensuring that participants are aware of the activity type (i.e. that it is a Researcher-Led Initiative) and the funding source at the start of each Award-related professional development activity. This should include: 
· Using the HR OD PowerPoint template slide that you will have received to display introductory ‘welcome’ information about the session (e.g. session title and overview/agenda/timetable). You should also include the following statement on the slide: This activity is a Researcher-Led Initiative that has been funded by UCL Doctoral Skills Development Programme/This is activity is a Researcher-led Initiative that has been funded by the UCL Research Staff Development Programme (delete as applicable)
· Referring to the activity type and funding source when the first speaker opens the session.
· Ensuring that any documents provided to participants refer to the activity type and funding source on the title page or as a header or footer (example text: This activity is a Researcher-Led Initiative that has been funded by the UCL Doctoral Skills Development Programme). 

· Submitting a brief written report of approximately 1000 words to the Organisational Development Team within 8 weeks of completing their initiative, evaluating its success, impact, points of learning for the future and how it has benefited the Award-holder(s) in terms of development. 

· Award-holders should take pictures during their event, obtaining permission of attendees to be included in photograph first. For a standard notice to use during their events, Award Holders should contact the team. 

· Award-holders should utilise social media using Twitter handle @UCL_ODResearch  

· Providing a brief case study/quote about their initiative that can be used for publicity purposes by HR OD. 

· Alerting the UCL Doc Skills Team IMMEDIATELY to ANY issues that arise that might impede your ability to deliver the proposed funded activities by the deadline.

The UCL HR Organisational Development team is responsible for:

· Communicating with Award holders and Department Finance Managers promptly to ensure that the funding is transferred to the correct Department budget as soon as possible

· Providing a prompt response (i.e. within three working days) to any queries relating to the Researcher-Led Initiatives that are sent by the Award holder(s). If no response is received within three working days from the Team member who was initially contacted, the Award holder(s) is/are responsible for contacting another member of the team to trigger a response (e.g. initial non-response might be due to sickness that is not made evident to the Award holder via the automatic sending out of an Out of Office message in response to an email enquiry)
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