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THE UNIVERSITY OF THE WEST INDIES

ST. AUGUSTINE, TRINIDAD AND TOBAGO, WEST INDIES

OFFICE OF THE CAMPUS REGISTRAR

OFFICE FOR GRADUATE STUDIES & RESEARCH

TELEPHONE: (1-868) 645-3232  ext. 2616/2575   FAX:  (1-868) 645 7327  E-mail: skalloo@admin.uwi.tt

Our Reference 140/9/2 

MEMORANDUM

To:

All Members, Academic and Senior Administrative Staff

UWI, St Augustine Campus

From:
Prof. Patricia Mohammed, Director, Graduate Studies and Research  

Date:

August 27, 2018.

Subject:
Campus Research and Publication Fund Committee – 

STAFF - Call for Applications – November 2018 
Applications are invited from members of the Academic and Senior Administrative and Professional staff for consideration by the Campus Research and Publication Fund Committee.

A detailed budget, methodology, justification for the project and other supporting documents must be submitted by 
the required deadline.  Attached is a sample template to assist in the completion of the application for easy reference.

The following link provides the application form, report form, submission dates and guidelines for the submission of the application: http://sta.uwi.edu/research/funding.asp. 

Please note that applications and reports received after the deadline will not be considered 
at this meeting. 

Patricia Mohammed (Prof.) 

/sk-b
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THE UNIVERSITY OF THE WEST INDIES

ST. AUGUSTINE, TRINIDAD AND TOBAGO, WEST INDIES

OFFICE OF THE CAMPUS REGISTRAR

SCHOOL FOR GRADUATE STUDIES & RESEARCH

TELEPHONE: (1-868) 645-3232  exts. 83797  FAX:  (1-868) 645 7327  E-mail: sarah.kalloo@sta.uwi.edu

1. Guidelines for the Submission of a Staff Grant Application:

(i) Forms and information relating to the fund can be downloaded from ​​​​​​​​​​​​​​​ http://sta.uwi.edu/research/funding.asp. 
(ii) Signatures for the Applications and Reports:- 

a. The completed application form must be signed by the applicant, the Head of Department and either the Deputy Dean or Member of the Campus Research and Publication Fund (CR&P) Committee of the respective faculty (Note: A list of Deputy Deans and Members of CRP Committee is given at the end of this document).  
b. Should the applicant be the Head of a Department, the application form must be signed by the Dean and either the Deputy Dean or Member of the Campus Research and Publication Fund Committee of the respective faculty.  
c. Should the applicant be the Director of a Department/Unit, the application form must be signed by either the Dean, Deputy Principal or Principal (where applicable) and either the Deputy Dean or Member of the Campus Research and Publication Fund Committee closest to the staff member’s respective faculty (This is necessary as the Deputy Dean presents the application on the staff member’s behalf to the CR&P Committee).  
d. Should the applicant be the Dean of a Faculty, the application form must be signed by the Principal, UWI., St. Augustine and either the Deputy Dean or Member of the Campus Research and Publication Fund Committee of the respective faculty.
(iii) Submission of the Applications and Reports to the Deputy Deans (Graduate Studies):-

a. Applicants are asked to submit their completed application form(s) with all supporting documents (e.g. quotations)  to the Deputy Dean (Graduate Studies) of their respective Faculty not later than 4:30 p.m. on Monday October 1, 2018 for review.  The Deputy Dean has two (2) weeks in which to review all documents and consult with the staff member regarding any amendments to their documents. In the event of revisions, the documents are to be resubmitted to the Deputy Dean for signature within this two (2) week period. Grant applications and reports (if applicable) should be submitted to the Graduate Studies office by Friday October 12, 2018.
b. Applicants in receipt of funding for a previous grant are required to submit either an interim or final report on their previous grant to the Deputy Dean for vetting and review simultaneously with the new CR&P proposal/application.
c. Researchers are asked to discuss the grant application and report with the Deputy Dean (Graduate Studies) of the relevant Faculty as these persons present the researcher’s grant application and report on the researcher’s behalf to the Sub-Committee on Research Report and also to the Campus Research and Publication Fund Committee at its designated meetings.  

(iv)  Submission of Applications and Reports to Graduate Studies:-

a. Applicants are asked to forward an electronic submission (word document) of their CR&P application via e-mail to Sarah.Kalloo@sta.uwi.edu by Friday October 12, 2018. 
b. The following documents should be duly signed and submitted in a hard copy (with supporting documents if applicable) to the Senior Assistant Registrar, Graduate Studies and Research at the New Student Administration Building not later than 4:30 pm on Friday October 12, 2018.
i. CR&P application

ii. Grant report on the staff member’s previous grant with evidence of output (if applicable)

(v) Deadline dates for the submission of Applications and Reports – 

Please note that there are no extensions to the deadline dates established in (iii) (b) and (iv) (a&b).  
2. Please note the following: 

(i) Researchers who have received previous grant funding from the CR&P Committee on several occasions are encouraged to seek external funding for their respective research project(s).
(ii) The following requests are not considered by the CR&P Fund:

a. attendance at conferences for staff – The Study and Travel Grant and/or  the Institutional Visiting Allowance should be utilized for this purpose

b. the purchase of laptops or computers 
c. Miscellaneous expenses or contingencies indicated in the budget of the application

d. Printing of Self Published books 
e. Please do NOT include such requests in the budget of the CR&P Proposal(s)/ Application(s).
(iii) Researchers with similar research interests should avoid duplicate submission of grant applications. Please collaborate and submit only one (1) grant application for consideration by the Committee. 
(iv) Due to limited funding, only seed funding is awarded by the Committee for scholarly / academic research work.  A special appeal to younger members of staff who are on contract for one (1) year or longer to submit research proposals to stimulate their research and garner experience.  Proposals that are in keeping with Departments/Faculties/Campus strategic objectives will be given due consideration.  Please note that the contract of employment must have been extended. 

(v) Researchers spouses are not allowed to be their research assistants on their research projects
(vi) Researchers are asked to acknowledge the Campus Research and Publication Fund Committee in their respective articles, books etc. once funding from the CR&P Committee had been awarded for the project.
(vii) Appendix I & II refers to the maximum sum of funding awarded for the different categories of projects. 
3. Eligibility of an applicant: 
(i) Only full-time Academic and Senior Administrative and Professional members of staff with a contract of one (1) year or longer are eligible to apply for the CR&P Fund.   Please note that the contract of employment must have been extended. 
(ii) Part-time Lecturers, Temporary lecturers, Assistant lecturers, Instructors and Contract Officers etc. are NOT eligible for funding.
(iii) Postdoctoral students and Research Assistants are NOT eligible to apply for funding. They are required to consult their respective supervisor(s) for advice.  

4. Preparation of Proposals/Grant Applications, Proposal writing and revenue generation

(i) Researchers are asked to consider preparing their proposals for funding in modules/phases with a clear end point to each module/phase.  
(ii) For assistance with proposal writing and revenue generation, kindly contact the Office of Research Development and Knowledge Transfer (ORDKT). 
5. Information on Additional Sources of funding

(i) The ORDKT could assist either individuals or teams to determine appropriate external funding sources. 

(ii) Once a researcher has received external sources of funding, the researcher should indicate the following of the staff application form when applying for CR&P Funds : 

a. Whether funding was awarded from the Department or External sources (state the institution),

b. The sum of funding that was awarded and whether it was received from both the Department and External source, and 

c. A detailed breakdown of the funding awarded from the Department and the External source. 

OVER THE COUNTER – STAFF GRANT APPLICATIONS
6. Funding for Publications (Page Charges) & Hosting a Conference – Appendix I refers.
(i) Only three (3) types of staff applications are approved on behalf of the Committee (i.e. outside of a meeting).  The request must be made at least one (1) month in advance and should include:

a. For the publication of page charges: a grant application, the abstract/full manuscript, the publisher’s quotation or an invoice for page charges.  (Note: TT$3,600.00 is the maximum sum of funding/award to be granted for the purpose of paying page charges for the academic year (September 2018 – August 2019) per each eligible applicant). 
i. Should the cost of the page charges be less than this amount (TT$3,600.00), the applicant could submit another application (of the same category) using the remaining balance (during the course of the academic year. This sum is not accumulated for use in subsequent years. 
ii. Researchers could also utilize the Book Grant for the publication of articles. 
iii. Funding the publication of page charges/journal articles by non-peer reviewed journals will not be considered.  
iv. Funding for page charges should be submitted prior to the incurrence of expenditure.  
v. Funding application for a reimbursement of page charges should be requested within the academic year of the incurrence of expenditure.  

b. For Hosting a Conference: 
i. Submission of a grant application with supporting documents (e.g. the conference programme, budget and quotations where applicable). 
ii. Funding is only available for conferences affiliated with the Departments of the UWI 
St. Augustine Campus.  The conference must be held within Trinidad and Tobago at e.g. Hyatt, Hilton or Magdalena Grand. 
iii. Funding would not be awarded for regional or international conferences. 
iv. The Campus Research and Publication Fund Committee would cover the cost of the following items for:
Hosting a conference: Maximum Allocation - TT$25,000.00. Items covered:
1. Publication of Conference Proceedings (quotation required), 
2. Video Recording for the conference(quotation required),
3. Translation services (quotation required),
4. Honorarium: TT$1000.00 for each speaker with a ceiling of TT$3000.00 regardless of the number of speakers (with quotation from speaker).  Kindly note that the Honorarium is covered only for foreign persons external to the campus, retirees and Ph.D. students who would provide a sound contribution to the area in which they would be speaking. Members of academic staff internally employed by the University are not eligible for an honorarium. 
5. Airfare and Accommodation for Keynote Speakers (quotations required): TT$1,500.00 for each speaker with a ceiling of TT$4,500.00 regardless of the number of speakers , 

6. Rental of the conference venue (quotation required),

7. Research Assistant for a maximum of two (2) months @TT$5,000.00 per month

8. Printing of the CD of abstracts and the conference programmes/booklets (quotations required), 
v. Should there be an expense not indicated above in (#1-8), please include in the budget.  Once the Committee/Chair has reviewed, the staff member will be informed of the outcome of the application. Kindly note that funding will not be approved for a conference organizer, stationery or catering.

c. For Hosting a workshop: 
i. submission of a grant application with supporting documents (e.g. the budget and quotations where applicable) for the workshop. 
ii. Funding for workshops are awarded up to a maximum of up to TT$15,000.00 at the discretion of the Committee excluding stationery and catering costs.  Appendix III outlines the difference between a workshop and a conference: 
STAFF GRANT APPLICATIONS FOR CONSIDERATION AT MEETINGS:  
7. Applications from academic members of staff are invited twice per year i.e. once per semester.  These dates are advertised to the campus community via the Marketing and Communications Office as well as academic members of staff uwi email address.
8. Submission of a Full vs Partial Budget with CR&P Application - A grant application should have an adequate methodology and detailed budget.  The budget must be itemized, justified and presented in TT$. Members of staff should submit their full budget and indicate the specific items in the budget that require funding by the CR&P Committee as it gives a real sense of the research cost required by the staff member.  In such cases, the quotations (where applicable) and supporting documents for the items of funding required by the staff member from the CR&P Committee should be submitted with the CR&P application. 

9.  Grant Applications without Ethics Committee Approval (if applicable) 
Link: https://sta.uwi.edu/fms/research/ethics.asp 
Academic staff members should first acquire Ethics Committee Approval (if applicable) before requesting funding for research purposes from the CR&P Committee as this information delays the CR&P grant funding approval process.  Due to these delays funds are sometimes awarded in the subsequent year resulting in lost funds from the previous year’s allocation and a reduced funding allocation for the new academic year. Deputy Deans of Faculties should review the grant applications to determine whether ethical approval is required and to ensure that applications without the Ethics Committee Approval should not be accepted.  An academic member of staff member should only request funding when the Ethics Approval had been received.  

10. Procedure For The Submission Of Reports For Staff Grants: 

(i) The report must indicate whether it is an interim or final report. An interim report signals that the project is ongoing and grant money may be available in the account.  A final report indicates that the grant was completed, output generated, grant money was spent and/or excess funds returned to the Bursary and the research project account is closed. 
(ii) The report on a previous grant must be presented as a separate document.  The 
reporting format is available on the website http://sta.uwi.edu/postgrad/documents/ReportingFormatforStaffGrants.doc). A grant application will not be considered unless the grant report is submitted on the required form.
(iii) Provide internet link for journal articles in the report. Internet links for book chapters, books, and any other supporting documents could also be included in the report provided that they are available.  Any other additional documents must be submitted in a hard copy paper format. Only include publications /output generated from the particular grant on which you are providing a report.

(iv) An interim report is required on an existing grant when requesting funding for a new project.  This interim report is forwarded to the Sub-Committee for consideration. The Deputy Dean presents the report to the Sub-Committee on Research Reports on behalf of the staff member. (Kindly note this Sub-Committee meeting is convened prior to the official Campus Research and Publication Fund Committee meeting for the purpose of ensuring that all reports comply with the requirements).
(v) Financial statements of expenditure from the Bursary must be attached to the CR&P Grant report.
(vi) Manuscripts in Preparation  - Manuscripts that are “in preparation” are not considered as acceptable evidence of research output by the Committee.  Once the manuscript has been officially published, a copy of the document indicating same should be submitted to the OGS&R for recording and that this would signal the completion of the project. Evidence of output should be provided before a new funding request is considered. 
10.1 Confidentiality and Privacy of Research Information in Reporting to the CR&P

When reporting on the progress of research, caution should be exercised in the information submitted in the grant report.  To avoid any compromise of the data and research subjects i.e. the data should be anonymized and not tied to any specific person or group of persons.  The data should be recoded to remove any identifiable individual characteristics to ensure the protection of participants’ confidentiality in the research. Guidelines relating to the confidentiality and privacy of information is located in the Ethics Policy: https://sta.uwi.edu/officeofresearch/documents/UWIPolicyonResearchEthics.pdf.
10.2 Predatory Publishing 

Researchers are asked to do due diligence and ensure that the publications listed in their 
report are not published in predatory journals. The following link provides guidelines 
on how to identify and avoid predatory publishers: http://www.ouhk.edu.hk/URC/Seminar_Predatory%20Publishing.pdf 
11. Guidelines for applying for the Research Assistant – 
(i) Role of the Research Assistant – should be listed on page #3 of the application form.

(ii) Monthly stipends for research assistants have been increased to TT$5,000.00.  Funding is provided to hire a Research Assistant (RA) only for a staff member’s research. (Note: Funding for hiring other persons (e.g. consultant pneumologist or nurse) will NOT be considered, unless strong justifications from the respective Dean’s Office are provided.  Such approval will only be handled on a case-by-case basis. 
(iii) Guidelines for Hiring a Research Assistant - current M.Phil./.Ph.D. students for the research project. (A research assistant should be a full-time student who is not employed so that sufficient time is available to carry out the work of an RA). The staff member should liaise with the Projects Office in the Bursary regarding the procedure to hire the students. 
(iv) Payment to Research Assistants - Research Assistants could be hired:

a. on a full-time basis (TT$5,000.00 per month) for six (6) months (TT$30,000.00)

b. on a part-time basis at TT$2,500.00 per month for up to one (1) year (TT$30,000.00) 

12.Funding for the Publication of a Book - Information on Publishing House

(i) Staff members are asked to provide information on the reputability of the publication house when submitting a grant application requesting funding for the publication of articles and books.  
(ii) Deputy Deans should ensure that the documentation requested on the publishing house should include the description of the publishing house before signing off on the grant application. 

13. Funding for Equipment

(i) Requests for equipment purchases are subject to strict evaluation. Only requests for project specific equipment will be considered.  Funding for large equipment is the responsibility of the respective Department and not the CR&P Fund Committee.
(ii) In keeping with the University policy, the equipment would not be the personal property of the individual but of the University.   

14. Additional Funding for Fieldwork (travel)
(i) Researchers should be reminded that the Study and Travel grant as well as the Institutional Visiting Allowance should be used for their international travel. Such information should be included in the researcher’s grant application form. 

(ii) When the Study and Travel and the Institutional Visiting Allowance has been exhausted, staff members could apply for additional funding. This information would be verified with the Projects Office in the Bursary.

(iii) The maximum sum for airfare for staff research would be awarded up to TT$5,000.00 regardless of the destination and would be considered as a “top up”.  The accommodation and subsistence would be provided as follows:

a. Accommodation for four (4) nights @ US$75.00          =          TT$1,920.00


b. Subsistence for four
(4) nights @ US$75.00

=
TT$1,920.00

c. Total
                                                                               =
TT$3,840.00

(iv) Only an academic staff member would be awarded the additional funding for travel for fieldwork from the CR&P.  A Research Assistant or any person within a specialized area of expertise required for the staff members research would not be considered for CR&P funding.
15. Extensions of time to complete a research project

Researchers are asked to submit a letter/email addressed to the Senior Assistant Registrar, Graduate Studies and Research or send email to sarah.kalloo@sta.uwi.edu requesting an extension in time (indicate specific completion date e.g. June 30) in the event that the time limit has expired for completion of the project 
16. Return of Unspent CR&P Staff Funding 
Funds not used within one (1) year from the date that the grant letter is issued (approving the grant), will be returned to the Campus Research and Publication Fund.  
17. Number of grants that can be held by a staff member

(i) No more than one (1) application from each Principal Applicant will be considered at a CR&P meeting. 
(ii) Applicants may only submit a second grant application when the previous grant is complete or close to completion.  A staff member cannot holder more than two (2) CR&P grants at the same time.  
(iii) Approval of the second grant application will be subject to the recommendation of the Sub-Committee on Research Reports.  This Committee considers the progress made on the first grant.

18. Academic Member of Staff pursuing a UWI St. Augustine M.Phil./Ph.D. Research degree: 

(i) cannot apply for staff funding as a principal applicant. However, such staff members could be the co-applicant on a project. 
(ii) are encouraged by the CR&P Committee to focus on the completion of his/her research degree 
(iii) are asked to not apply for funding for their MPhil./Ph.D. research using the “Staff Application Form”.  Members are asked to submit the ‘Student Application Form’ for funding for their MPhil./Ph.D. research via their respective academic supervisor(s) at UWI. 
19. Academic Member of Staff pursuing an M.Phil./Ph.D. Research degree at a foreign university:  could apply for funding as a staff member as such persons are not eligible for student funding.
20 .Award of CR&P funding for staff members on sabbatical leave

 Members of staff on sabbatical leave could also receive funding to undertake research from this Committee as those members of staff also have access to their Study and Travel Grants.  
Extract of #145 &146 of the: Rules for Academic, Senior Administrative and 
Professional staff St. Augustine 2012 for the Study and Travel Grant:
145. Members of staff on Annual Leave shall be eligible for Study and Travel Grant on the same terms and conditions where appropriate, as set out in clauses 134 to 142 above.

146. (a) Subject to clause 165 below a member of staff at any Campus shall not be deemed to have earned his /her Study and Travel Grant while on Assisted, Fellowship or No-Pay Leave or Secondment.

21.Contact Information for Members of the CR&P Committee
Prospective applicants are strongly advised to contact the Deputy Dean (Graduate Studies) of 
relevant Faculty or Member of the CR&P Fund Committee for guidance and to discuss the proposal(s)/application(s) before submission. The Deputy Dean (or a Member of the CR&P Fund Committee) would present the submitted proposal(s)/application(s) to the Campus Committee on the behalf of applicant(s). 
	Faculty
	Name of Deputy Dean 
	Name of Member for  the Campus Research and Publication Fund

	Food and Agriculture 
	Dr. Wendy-Ann Isaac 

	Prof. Mattias Boman

Dr. Wendy-Ann Isaac

	Engineering
	Prof. Boppana Chowdary 
	Prof. Boppana Chowdary

	Humanities and Education
	Prof. Jerome DeLisle
	Prof. Jerome DeLisle

Prof. Elizabeth Walcott-Hackshaw

	Faculty of Law
	Prof. Rose-Marie Antoine
	Prof. Rose-Marie Antoine

	Medical Sciences
	Dr. Kenneth Charles
	Dr. Kenneth Charles

	Science and Technology 
	Dr. Ricardo Clarke
	Dr. Ricardo Clarke

	Social Sciences
	Prof. Surendra Arjoon 
	Prof. Surendra Arjoon


Appendix I
	Category of funding – Over the Counter Applications (1 month processing)
	Maximum TT$

	1.Publication - Page Charges for published papers per year per staff member (quotation required)

 (Applicants should receive outcome within three (3) weeks of the submission of the application)
	3,600.00

	1.1To Host Conference: 
 (Applicants should receive outcome within three (3) weeks of the submission of the application)
	25,000.00

	1.2 Host a Workshop

(Applicants should receive outcome within three (3) weeks of the submission of the application)
	15,000.00


Appendix II

	Category of funding – Considered at CR&P meetings (once per semester)
	Maximum TT$

	1.2 Publication of a book:  quotation(s) of the publication and associated/related services from reputable publishers would be required.  NB: Funding for an editorial assistant will not be considered. 
	40,000.00

	
	

	2. Field and Lab Work - (Consumables / Reagents) - (quotation required) / Lab set up – 

Normally only up to 50% of the requested sum will be considered
2.1 For travel purposes:

For Airfare: the maximum sum to be awarded is TT$5,000.00 regardless of the destination and would be considered as a “top up”.  

The maximum per diem per trip is:

Accommodation for four (4) nights @ US$75.00          =          TT$1,920.00


Subsistence for four
(4) nights @ US$75.00

=
TT$1,920.00

Total
                                                                               =
TT$3,840.00

2.2 Funding for a Research Assistant

For employment of a Research Assistant @TT$5,000.00 per month on a :

a. full-time basis (TT$5,000.00 per month for six (6) months (TT$30,000.00)

b. part-time basis at TT$2,500.00 per month for up to one (1) year (TT$30,000.00) 

2.3 Transportation costs in Trinidad for a Research Assistant only 

a. TT$50 per day

b. Maximum of TT$1000.00 for the entire project

c. Researchers are asked to utilize their Study and Travel Grant to fund such aspects of the project.
2.4 Travel Cost to Tobago for a Research Assistant only 

a. maximum of two (2) nights @US75.00 for accommodation

b. maximum of two (2) nights @US75.00 for subsistence

c. maximum airfare to Tobago TT$300.00

Researchers are asked to utilize their Study and Travel Grant to fund their travel for the project.  Funding for transportation for the Research Assistant was not approved for Tobago as this would be covered by the subsistence mentioned in (b).  A Research Assistant could only receive funding for travel only to Tobago and not any other destination/country. 

2.5 Funding for Student Assistant(s) 

An honorarium for student assistants at TT$100 per student per day for a staff member’s research.  Not all projects require a full-time research assistant for example the administration of questionnaires.

	 75,000.00

	3. Equipment  (quotation required) – (funding approved for only specialized /project specific equipment) 


	 75,000.00

	4. Funding for Software for staff: Requests for any software purchases are subject to strict evaluation. For those approved requests, 100% of the requested money for the software purchase will normally be approved pending confirmation from the Campus IT Services that the software is not already available for use on the Campus. **
	75,000.00


Appendix III

	Differentiation between a workshop and a conference

	Workshop
A workshop is a short term educational training course that is designed to enhance the skills of participants in a particular field or professions where advancements in techniques force people to upgrade their skills. Workshops typically have a small number of participants who come together to benefit from the knowledge from experts. The classes in a workshop tend to be informal and there is less attention on lectures. The experts prefer to demonstrate the new skills rather than giving lectures. There is active participation from attendees and individualized attention is a special feature of workshops. The strength of participants is thus deliberately kept low to enable experts to help all the attendees to gain maximum knowledge in a short duration.
	Conference
Conferences are congregations of like minded people in a profession who gather to share their views and opinions on a broader range of subjects. The atmosphere is typically formal and the venue is also different from a workshop. The place chosen for a conference is required to have all audio visual aids as well as accommodation facilities for the participants as conferences can spill over a period of few days as participants come from international participants. In a conference, experts on the subject chosen as a topic of discussion are invited and there are various kinds of sessions. Participants are given a chance to share their views and opinions.



	Workshop vs Conference
• Though both workshops and conferences are educational settings, conferences tend to be more formal in nature than workshops.

• Workshops are short term training courses where participants come to enhance their skills through an expert who demonstrates new techniques rather than adopting a lecture type of style.

• Conferences, on the other hand tend to be congregations of like minded people who come together to discuss a pre defined topic and participants share their views and opinions for the benefit of every one present.
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