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How to use this Manual

This manual is divided into three parts.

Part 1 — provides a guide for the user logging into the application portal and completing the online application forms.
Part one also give information on how to track the applications, revise and resubmit applications and retrieve final
decision letters.

Part 2 -contains instructions and guidelines for the fund in terms of the eligibility of applicants, and the information
required

Part 3 -contains sample forms to assist the user with gathering the relevant information for completing the online

forms ahead of time.

Applicants are strongly advised to review all parts of these instructions before attempting to complete the online forms and

before posting queries as these may be addressed in the different parts of the manual.

Queries:

If you have queries related to UWIScholar e.g. registering for or logging into the account or error messages when

submitting the forms, please send an email to uwischolar@sta.uwi.edu

If you have any queries related to completing the forms, questions about guidelines and rules for the fund, please

contact Ms. Sarah Kalloo at sarah.kalloo@sta.uwi.edu

This manual is updated from time to time (usually once per semester). Refer to the most recent version posted on

the CRP website (link: https://sta.uwi.edu/research /research-funding).

Tips for Completing the Online Graduate Research Student Application Form

If you wish to save your progress and return to finish the application at a later time, insert some text in the sections
with an asterisk and click the Save button. You will then be directed to the main application page.

Some sections have word limits, pay attention to these when filling out the form

If you get any error messages when saving the forms, after you fix the errors, ensure the uploaded files are still
attached before you click the save button.

Before submitting the application, verify uploaded files are still attached.

Only pdf files could be uploaded in the UWIScholar Platform.

Part 1 — UWIScholar Online Application Instructions

1. Registering for a UWIScholar Account

1. All applicants must create a UWIScholar profile by visiting https://UWIScholar.sta.uwi.edu/.

2. Click on “Login” at the top right corner.

EXPERTS DIRECTORY BROWSE RESEARCH FIND MORE

THE UNIVERSITY OF THE WEST INDIES

Schalar

3. You will be directed to the page below.

4. Click on “Register” to create an account.


mailto:uwischolar@sta.uwi.edu
mailto:sarah.kalloo@sta.uwi.edu
https://sta.uwi.edu/research/research-funding

5. Enter UWI email address and password of your choice and other relevant details.

N. B. Please use your UWI Student email address to register.

HOME EXPERTS DIRECTORY BROWSE RESEARCH FIND MORE Fag COMNTALT ABODUT LOGIN

UWISchdlar
Sign In

W1 Email

Password

Remember Me

6. You will receive a confirmation email that your account has been created and this may take approximately one (1) day.

Once received, you may proceed to login into the UWIScholar Account.

2. Log into UWIScholar & Campus Research and Publication Fund Applications
7. Login to your UWIScholar profile by entering your UWI student email address and the preselected password at

https://UWIScholar.sta.uwi.edu

UWISchalar

N
Sign In

LT Bl

cruabta lelatl U o e

Password



https://uwischolar.sta.uwi.edu/

8. Select “My Profile” at the top, right of the screen.

EXPERTS DIRECTORY BROWSE RESEARCH FIND MORE FAQ CONTACT ABOUT MY PROFILE LOGOUT

THE UNIVERSITY OF THE WEST INDIES

Schalar

9. Click on the dropdown arrow next to “Actions” and select “Research and Publication Fund Application Student”.

HResearch Management Maodule

Announcemeants

Research Ethics Application

Research and Publbcation Fund Application
T T ol SO i i ; a4 ]
This section disphays anrounceients made for grants, funding e Research And Development Tmpact Fund

Research and Publication Fund Application - Student

Mew Joriviny

Import Bibbex

Help/Fal

3. Completing the Graduate Student Research and Publication Fund Application Forms

10. The Application process for the Student Research and Publication Fund Grant Application consists of two (2)
parts or forms:

a. Graduate Research Student Grant Application Form

b. Signature Form

c. Declaration form for Article Processing charges (download form from the website)
11. For a new application submission, scroll to the end of the page under “Submit a new application” and select

“Student Research and Publication Fund Grant Application — STA”.
Applications to the Research and Publication Fund

Notice: You do not have any pending applications ar this tme

ubmit a new ap gli@tié@

12. You will now be directed to the “Graduate Research Grant Application” page to complete this first form. This
form has 6 sections:

* Applicant Information



o Includes file upload section for Research Ethics Approval Letter
* Research Degree
* Previous Grant Award Information (student report form located on student section of the website: (link:

https://sta.uwi.edu/research/research-funding )

o Includes file upload section for Outstanding (pending previous grant reports & evidence of output) and
Interim Reports (Students in receipt of an existing fieldwork grant are required to submit an interim report
with any new grant application submission regardless of the category of funding).

Financial Disclosure Information

* Grant Request Information — sections 1.2-1.6 in the platform requires detail. Provide at least 400 words per

section.
* Budget
o Includes file upload section for invoices, quotations and supporting documents. Refer to the checklist in
Part 2-8 to determine the documents required for the specific category of funding.
® Student First Name Enpdant Lasr NAwse FuFl 18im=Pare rima
Sioddent TDe ¥ear of fkest registration for Research degres Was thesis submiited ? Dave of Sulbvmission for Thesis
L L] ']

* Departnent * Faculby Programuime Tithe .z MPhil Seciology ete
* Stwdent Email Address 1 Student Exail Address & * Sndent Comtact Nummber

* Supervisors) Mame{s) * smpervisor(s) Email Address{es)

RESEARCH ETHICS AFPROVAL

NB: Failure 1o acqnire the Research Ethics Approval or Exemption before the submission of a grant application will resalt in unnecessary

delays in the processing of this grant application.

* 0.1 Was a Research Ethics application submdtted 0.2 Indicate the Beference Number of the ©0.% Upl oad Research Ethides Approwval letter ¢ if
for approval? Application for Research Erhics Approval apgplicahle, PFDF anly)

B Ves Mo N Cheoces File: | No [l

13. Complete all sections in the form. Sections with asterisks (*) indicate that a response is mandatory and the form will not
be saved if there is no response in these sections. If a section is not applicable to your research, fill in that section with
“N/A”.

14. After saving the Graduate Research Grant Application Form, you will be taken to the “Research and Publication

Fund Application” page where you can access the form to make changes. The form is located under the “Incomplete
Applications” Section.

15. Download and Save the Application Form when completed


https://sta.uwi.edu/research/research-funding

Incomplete Applications; ./

INSTRUCTIONS:

= These applications have multiple forms to be completed before submitting.
& Click on the form name to fill ie

Click on the "{& Download PIDF)” link next to the form name o download the PDF version of the filled Tfonm
= Click on the Submit button bo submit the completed application

Student Ressarch and Publication Fund Grane Application - STA:
] Date Created 1.2 Title of Graduate St ent Research Thesis STA Student RP Increment

1 2021 -00—- 20 L g Tesl

4. Completing the Signature Form

16. The final form to be completed is the Signature Form. This section allows you to upload confirmation that your
application has been seen and approved by your Supervisor, Head of Department and Deputy Dean. (See List with Faculty
Deputy Deans in Part 2-12 below).

INSTRUCTIONS

= These applications hawe multiple formes o be completed before submitting.
= Click on the form name to fill it

Click on the "{& Download PDE)" link next w the form pame to dowmnload the PDE veesion of the Hiled form
» Click on the Submit button to submit the completed application

Stulent Research and Publication Fund Grant application - 5TA:

i Diate Creabed 1.1 Tiile of Graduate Siudent Research Thesis STA Student RP Increment

Tesl

17. When you click on the form you will be directed to a page that will allow you to download the pdf “Signature Form” that

contains instructions for completion.

Insirctions

e,

I __:ﬂu-. lvave it sigmed by your supervisor, head of departmeant or dean. Please see the instructon page of the
file dovmleadet—————""
N.B. - the signature form is a f illable POF form so can be emailed .|I.'-||;=_: with the a PDF copy of the -.p]'-ll- ation {obtained from the 'rl-.'.'nnL:-I.'-r-'-

application list
When the required signatures have been obtained, upload the filled form wsing the flle upload below. I the sipnatures were obtained on two

files, the second file upload can be used to upload the second file.

* Upload Signature Form 1

Choose File | Mo Eil nosemn E

Uplaad Signature Farm 2

Chosme File | Mo file choss

puaoe ] o



18. Attach both the “Graduate Research Grant Application Form” , the “Signature Form™ and the supporting documents
and to your email and forward for review to the relevant persons (#25 above).

28. When the signature form is returned to you, kindly upload in the Signature Form section.

5. Submitting the Completed Application

19. When both forms are complete click on “Submit Application” under “Incomplete Applications” to submit your
application for review to the CRP Committee. Only when this stage is completed, your application would be received in the

Graduate Studies Office for processing. To verify, kindly forward an email to sarah.kalloo@sta.uwi.edu indicating that you

have completed and submitted an application in the platform.

Incomplete Applications:

INSTRUCTIONS:

& These applications have multiple forms to be completed before submittng.
= Click on the form name to (31§t

Click on the *{& Download PDE)" link next to the form mame to dowmload the FDF version of the filled form
= Click on the Submit butten o submin the completed application

Srident Research and Publication Fumd Geant Application - STA
# Duate Creabed 1.1 Tithe of Graduate Student Research Thesis STA Student RP Inerement
1 B2 -0 20 0 3020 est

D <

20. Once the application has been submitted it will be moved to the “Open Applications® section. You can view, but not

edit the submitted application by clicking on “View Application”.

m_-_-__E:' pen Anplicat mn_-:\_?_:““_,

INSTRUCTIONS:

= Toview the application select View Application
= J\.|_||||i| Athbors with a & rv.|||iru VOLIE A TTention
& Toresubmit click Amend {you will see this option once yow hawve selected View Application]

Student Besearch and Publication Fumd Grant Application - STA:

# Date Submitted 1.1 Title of Graduate Student Research Thesis STA Student RP Increment Status

I021-0G-20 101T:2E Tesl CRF. Z0ZL. 00002

21. See Part 1-6 on tracking the status of the application.

6. Tracking Application Status
22. A Reference Number will be generated once the application is submitted under “STA Student RP Increment”. This

reference number is the unique number that identifies your application and is to be used in all correspondence related to this

application.


mailto:sarah.kalloo@sta.uwi.edu

23. To determine the review progress of your application, please refer to the “Status” section of the application.

-

Cpen Applications:

INSTRIMTIOMS:
w T reaubEd llok A (o will ses hils spion anee foi lave selectad View Applicarion)

student Research and Publication Fend Grant Application - ST

&  [ale Sabmimed 1.1 Tithe of dradiate Student Reseanch Thesis STA Srndent BP Incre et -Errrrm-_\_\_\_\'

If-'-
l\--\_;'c . i"l'._/ll

24. After reviews are completed, the application may be returned to you for revision (see Part 1-7) or award letters will be

generated (See Part 1-8)

7. Revising and Resubmitting Applications

25. If your application requires some revision, you will receive an email notification.

26. Log into UWIScholar “Campus Research and Publication Fund -Student” page

27. The application that requires revision will be identified by the orange triangle to the left of the screen.
28. Click on the “View Application” button

Stilent Research and Publication Fund drant Application - STA:
# Date Sulbinirned 1.1 Tithe of Giraduate Stndent Besearch Thesis STA Stadent P [ncee st Slatus
el CRP 202100002

CRPSTA 10000

29. Scroll down until you see the comments section of the application

30. Click on the “amend application” button to make the application editable.

Tininial R e

5TA SCadenl BF Rurrvise

QLD

31. Edit and resubmit the application.

32. Ensure you click the ‘submit’ button to resubmit the application.

Student Research and Publication Fund Orant Application - STA:
#  DateCreated 1.1 Title of Qradisate Student Resesrch Thesss STA Student RP [negement

Tost CRP. 202100003




Part 2 — Campus Research and Publication Fund Student Grant Guidelines

Purpose of the Guidelines - these guidelines are intended to help Graduate Research Students understand the
CR&P funding process, determine their eligibility, identify the documents required for each funding category, and
submit complete applications through the UWI Scholar Platform.

1. General Guidelines & Information

() Eligibility - Student grants are available only to registered full-time or part-time postgraduate students pursuing
M.Phil./Ph.D. degrees who are in their second year of registration or above. If a student is not registered or has outstanding

fees owed to the University, the grant will not be processed or disbursed until the matter has been resolved.

(i) Six-week requirement - Graduate Research Students ate required to submit their online grant application at least six (6)
weeks in advance of the date funding is required for any category of funding (see Section 9), together with all relevant

supporting documents (see Checklist of Supporting Documents at the end of this document).

(iii) Where a grant application is incomplete - for example, where required signatures, information on the objectives,
background or methodology, or supporting documents are missing—the student will be notified by email of the information
or documentation required to process the application. Failure to provide the requested information or documentation will

delay the processing of the application.

(iv) Funding opportunities are limited. Supervisors and research students are strongly advised to ensure that the requested

funding is directly related and relevant to the student’s research before submitting a grant application.

(v) Thesis submission - Students who have submitted their thesis for examination are eligible only for Conference Funding
and Publication Funding. Such requests will be considered on a case-by-case basis, provided that the student has not exceeded

the permitted conference funding allocation.

(vi) The Committee will not provide funding for the following:
a. Transcription costs
b. Equipment — students should consult their Department regarding the provision or purchase of equipment
required for their research work
c. Equipment rental -Funding will not be provided for the rental or purchase of small items of equipment such as
cameras and digital cameras. Students should consult their Faculty or Department regarding the availability or rental
of such equipment.
d. Students pursuing any Taught degree programme locally, regionally or internationally i.e. payment of tuition of
fees.
e. Students pursuing Self-Financing research programmes e.g. Ph.D. Business Administration programme. The
attached fee booklet refers http://sta.uwi.edu/resources/documents/PostGraduateFeeBklt.pdf

(vii)Students are asked to note the following:
a. Funding is neither an entitlement nor is it guaranteed - submission of a grant application through the UWI
Scholar Platform does not guarantee funding. Students intending to apply for any category of CR&P student
funding must first consult their Supervisor before making any financial commitments or submitting a grant
application through the UWI Scholar Platform. A student’s Supervisor is the first point of approval for all
student grant applications. Funding recommendations are made following consideration by the Supervisor(s),
Head of Department, Deputy Dean and subject to the approval of the Director, Graduate Studies and Research.

9
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Graduate Research Student Seminar & Ethics Approval — students applying for student funding should
have successfully completed at least one (1) Graduate Research Seminar. An unofficial student transcript
(extract from Banner) showing completion should be uploaded to the UWI Scholar Platform. The following
requirements apply to first CR&P Conference Funding Applications and Fieldwork Funding

Applications:
Requirement First CR&P Conference App Fieldwork App
Graduate Research Seminar Encouraged, not mandatory Mandatory
Ethics Approval Not required Mandatory

Grant categories are separate - funding awarded under different grant categoties (see Section #8) cannot be

combined for a single purpose e.g. conference, training or fieldwork.

Transfer of Conference funding — students may transfer only one (1) conference funding opportunity (up to
a maximum of TT$10,000) towards fieldwork/ data collection costs. This transfer is not permitted for any other
funding category. A jointly signed letter (addressed to the Director, SGS&R) from the student and Supervisor
providing a strong justification must be uploaded with the Fieldwork Funding application.

Departmental funding — students should consult their Department regarding funding for the above items

listed in section in (vi) (a-¢) above as these are not covered by the CR&P Committee.

Separate applications — a separate grant application must be submitted for each funding category. Each
application must include the corresponding signature form with the relevant UWI Scholar Reference number.

for funding. Supervisors are asked to verify this information.

Quotations — the required quotations must be submitted for all grant application (see checklist of supporting
documents below)

Publication Funding - students are eligible for funding for one (1) publication per year

Conference Funding - students are eligible for funding for one (1) conference per year provided a different
paper or poster is submitted for presentation, subject satisfactory academic and research progress. See Section

9 for further eligibility requirements.

UWI Scholar Platform Requirements — sections 1.2-1.6 in the UWI Scholar Platform must contain detailed

information with a minimum of 400 words per section.

Advance funding only — The Campus Research and Publication fund does not provide reimbursements. All
funding requests must be submitted before expenditure is incurred. The University is not responsible for
reimbursing registration fees, airfare, accommodation or other expenses where a grant application was not

approved.

Relevance of Funding Requests - funding opportunities are limited. Supervisors and research students should
ensure that requested funding is directly related to and relevant to the student’s research before submitting a

grant application.

10



m. Students who have submitted their thesis for examination - these students are only eligible for
Conference funding and Publication Funding. Such request will be reviewed on a case by case basis provided

that the student has not exceeded the permitted conference funding allocation.

2. CR&P Regulations for Academic Staff Members pursuing their M.Phil./Ph.D Research Degrees
(i) Academic members of staff pursuing their M.Phil./Ph.D. degtees at the UWI St Augustine campus are not allowed to

apply for funding for their M.Phil./Ph.D reseatrch using the Staff Application Form. Such persons ate required to complete
the ‘Student Application Form’.

(i) Should the academic staff member also wish to pursue research other than their thesis research (as a staff member), they
may participate only as a co-applicant on the project (NB: The Staff CR&P application must be submitted by another
academic staff member by the required deadline date — refer to the Staff CR&P Guidelines).

3. Publication of Journal Articles/Book Chapters

Students are eligible for funding for one (1) publication per year, subject to the approval of the CR&P Committee. The
following requirements apply:
a. Peer-reviewed publication: The article must be accepted for publication in a peer-reviewed journal relevant to

the student's area of research and must meet recognised scholarly publishing standards.
b. Maximum funding: The maximum CR&P funding available for an article is T'T$5,000.

c.  One application per article: Only one (1) CR&P application may be submitted for any single article, regardless

of the number of authors.

d. Co-authored articles: Where an article is co-authored by a graduate student and an academic staff member,
separate applications may not be submitted for the same article or invoice. The maximum CR&P

contribution remains TT'$5,000 for the article as a whole.
e. Supporting documents: The application must include the required supporting documentation, including:
a. the acceptance letter from the journal;
b. the article/full manuscript, as applicable; and
c. the journal's quotation or invoice for the APC.

f. Publication due diligence: Applicants are required to ensure that the journal is a legitimate scholarly publication
and is not a predatory journal. The Declaration & Library Clearance form must be uploaded in the UWI Scholar
Platform with the application (refer to the grant website for the form).

4. Ethics Committee Approval / Exemption / Waivers for Fieldwork/Data Collection Grants

Ethics Approval, an Ethics Exemption or Ethics Waiver (determined by the Ethics Committee) is required for all Graduate
Research Students (M.Phil./Ph.D.) applying for Fieldwork/Data Collection Grants, regardless of Faculty or discipline.
Students should only submit a Fieldwork/Data Collection Grant application after Ethics Approval, Exemption or Waiver
has been received. A copy of this letter must be uploaded with the grant application. For submission of an Ethics Application,

please visit: https://sta.uwi.edu/research/campus-ethics

11
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5. Information on Additional Sources of funding
Where a student receives funding from a Department or an external source through a academic member of staff, the staff

member should indicate the following on the student application form:

@ Whether funding was awarded from the Department or External sources (state the institution)

(i1) The sum of funding that was awarded and whether it was received from both the Department and External
source

(iif) A detailed breakdown of the funding awarded from the Department and the External source

6. Unspent CR&P Student Funding for attendance at Conferences, Postgraduate Training etc.
Any unspent funding from Conference attendances, Postgraduate Training etc. should be returned to the Student Accounts

Section of the Bursary. Please send email to sarah.kalloo@sta.uwi.edu for information on process to teturn funds.

7. Equipment is the Property of the UWI Campus after completion of research project

In keeping with the University policy, any equipment purchased by the CR&P Committee would not be the personal property
of the individual but of the University. This information would be stated in the student grant letter.

8. Deputy Deans (Graduate Studies) and Member of the CR&P Committee

Your Faculty’s Deputy Dean (Graduate Studies), listed below, can provide guidance on the student grant application and or

repott.
Faculty Name of Deputy Dean
Food and Agriculture Dr. Arlette St. Ville
Engineering Dr. Anthony Adeyanju
Humanities and Education Drz. Freddy James
Faculty of Law Dr. Justin Koo
Medical Sciences Prof Dilip Dan
Science and Technology Prof. Jayaraj Jayaraman
Social Sciences Dr. Jacqueline La Guardia

9. Types of grants and eligibility for both M.Phil. and Ph.D. students

Type of Application M.Phil. Ph.D. Additional Information/
student Student Clarification
Eligibility | Eligibility

Conference 2 3

Presentations

1. An M.Phil. student is eligible for funding for 2 conferences and must publish after the second conference.

2. Should an M.Phil. student upgrade to Ph.D., that student is only eligible to one conference and must also publish
after this conference.

3. Ph.D. students are eligible to a total of three (3) conferences. Ph.D. students are required to provide publications
after their 2nd and 3 conference. The award of a third conference is dependent on the receipt of a publication
from the 24 conference.

4. 'The purpose of any type of funding from this Committee is for the student’s growth and development. Supervisors
are asked to be vigilant and not allow the student to present the same paper at different conferences. To further
clarify, after the approval of a student’s first conference grant, a different paper/abstract should be submitted to

subsequent conferences.

12



5. The acceptance letter/email must be addressed to the student and cleatly state the title of the accepted paper and
the mode of presentation i.e. oral/paper presentation or poster presentation.

6. Students are allowed to apply for funding to one (1) conference per year and must be presenting a different paper
on each occasion.

7. Graduate Research Seminar requirement — refer to (#1, (vii), (b) above)

Maximum awarded TT$

For Conference Presentations: Sub-categories:

1) Presenting accepted paper(s) Orally at Conferences within the Caribbean region (up to TT$6,000);

2) Attending Conferences within the Caribbean region and Presenting accepted paper(s) by Poster(s) (up to TT$3,000);
3) Presenting accepted paper(s) Orally at Conferences aboard outside the Caribbean region (up to TT$10,000)

4) Attending Conferences abroad outside the Caribbean region and Presenting accepted paper(s) by Poster(s) (up to
TT$5,000);

For any type of foreign travel, the maximum per diem is:

Accommodation for four (4) nights @ US$75.00 per night = TT$2,040.00
Subsistence for four  (4) nights @ US$75.00 per night = TT$2,040.00
Total = TT$4,080.00
Type of Application M.Phil. Ph.D. Additional Information/
student Student Clarification

Eligibility | Eligibility

Postgraduate Training | 1 1 If the opportunity is not used at the M.Phil. level, it will not

be accumulated for use at the Ph.D. level

For postgraduate training, a the letter from the host organization must be submitted to clarify the following:

(1) concrete evidence that bench-space, supetvision and support for the student would be provided by the host
organization

(i) support of a foreign supervisor in writing that the student will be able to work with other students in the
centre/organisation and the expected outcome for the student from this visit

(1i1) Graduate Research Seminar requirement — refer to (#1, (vii), (b) above)

Maximum awarded TT$

For Postgraduate Training: Sub-categories:

1) Undertaking training provided by other UWI campuses within the Caribbean region (up to TT$6,000);

2) Undertaking training provided by hosting university/institution within the Caribbean region (up to TT$6,000);

3) Undertaking training provided by hosting university/institution aboard outside the Caribbean region (up to
TT$10,000);

For any type of foreign travel, the maximum per diem is:

Accommodation for four (4) nights @ US$75.00 per night = TT$2,040.00
Subsistence for four  (4) nights @ US$75.00 per night = TT$2,040.00
Total = TT$4,080.00

13



Type of Application M.Phil. Ph.D. Maximum | Additional Information/
student Student awarded Clarification
Eligibility | Eligibility TT$
Publication of either | 1 2 5,000.00 a. Students are allowed funding for one
Book  Chapters or publication per yeat.
Articles
Type of Application M.Phil. Ph.D. Maximum | Additional Information/
student Student awarded Clarification
Eligibility | Eligibility TT$
Postgraduate 1 1 35,000.00 Please note #1-6 below
Fieldwork/ Data
Collection: 1. Graduate Research Seminar requirement — refer to (#1, (vii), (b) above as well as #3
regarding Ethics Approval
e Request for
consumables & | 2. The maximum sum of funding that could be awarded for the duration of study for a
reagents Ph.D. student is TT$35,000.00. This sum is subject to the Committee’s approval.

e For Postgraduate | 3, An M.Phil. student is only eligible for approximately 50% of this maximum sum of
Research e.g. in the funding i.e. TT$17,500.00.
British Libraries for
M.Phil. and Ph.D. | 4. 1n the event, of an upgrade to the Ph.D., the student in (2) above) is only eligible for the
History students award of the balance of the funding subject to the Committee’s approval.

5. In the event that a student has completed an M.Phil. or PhD degree and is pursuing
NEW FIELDWORK another research degree at The UWI, he/she is eligible to receive new Student Grant
CATEGORY Funding subject to the approval of the School for Graduate Studies and Research and the

e For surveys/ Board for Graduate Studies and Research.
interviews,  focus

groups, 6. Funding would be considered for students undertaking surveys/ interviews through the
transportation following methods:
costs etc. 7. Undertaking surveys/interviews via mail (postage) - (maximum of TT$6,000.00);

(Quotation required)
8. Undertaking surveys/interviews via online surveys that require the purchase of software
(up to a maximum of TT$6,000.00) (Quotation required). Kindly note that:
a.  This sum would constitute towards the total provision of Student Grant for
undertaking/conducting fieldwork.
b. Software purchases would be the property of the respective Department;
Software requests must be supported by a detailed technical and non-technical
justification. Students must first consult Campus IT Services (email address

servicesdesk@sta.uwi.edu) to determine whether the required software is

already available. The response from Campus IT Services must be uploaded

with the grant application.
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9. For face-to-face surveys/interviews, the student is expected to undertake at least 30%
of the data collection, as the student is the primary researcher for the research project.
Based on the approved budget, CR&P funding may therefore cover up to 70% of the
costs associated with administering the surveys/interviews. The student can hire a Field
Assistant for the administration of the questionnaires. (Quotation required)

10. Focus groups (maximum of TT$6,000.00). (Quotation required for venue)

11.  In the event, the student’s research is a combination of categories #7-10 above, only
a maximum sum of funding for fieldwork for the M.Phil. and Ph.D. research would be
awarded.

12. Only detailed proposals with a properly defined methodology that aligns with the
budget will be considered. The Supervisor, Head of Department and Deputy Dean

(Graduate Studies) are required to ensure these areas are thoroughly completed.

13. A special subsistence in ground transportation would be provided for student travelling
within Trinidad and Tobago (if applicable). The maximum amount to be funded is
TT$$50.00 per day for 10 days in maximum. For foreign travels, students’ ground

transportation has been included in the provision of the ‘Subsistence” already.

14. Funding will not be approved where the research is planned and conducted
entirely by a third party. The tesearch must be conducted by the student.
Exceptions may be considered only for analyses for which the required facilities

are unavailable at UWI (e.g., high-end chemical or molecular analyses).

15. For any type of foreign travel for fieldwork/data collection, the maximum per diem

is:

e Accommodation for four (4) nights @ US$75.00 per night = TT$2,040.00
e Subsistence for four  (4) nights @ US$75.00 per night = TT$2,040.00
Total = TT$4,080.00

10. Procedure for the Submission of Reports for Student Grants:

(i) The report should be forwarded through the Deputy Dean (Graduate Studies) of the relevant faculty for signature prior

to submitting to the Office for Graduate Studies and Research via email to sarah.kalloo@sta.uwi.edu .

(i) The report on the student’s previous grant must be presented as a separate document. The reporting form is available

under the student section on the website (https://sta.uwi.edu/research/researchfunding).

(iii) New student grant applications will not be considered unless reports for previously completed grant(s) have been
submitted using the appropriate form.

NB: Students are required to create and submit a Statement of Expenditure with copies of quotations/invoices
when submitting their final report to the Office of Graduate Studies and Research.
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11. Interim Report vs Final Repott

(@) An interim report - signals that the grant is ongoing, and that funding remains available in the account.

(ii) A final report - indicates that that the grant activity has been completed, all or most of the approved funding has been

expended, the required outputs have been generated, and the project account can be closed.

12. Checklist of supporting documents requited when submitting the CR&P application

Applications must

include

the following and submitted for

processing at least six (6) in advance of the date required for use:

student) from the host institution the
student wishes to visit, outlining the

purpose of the visit, duration of visit

and what tasks are to be attained
about the level

with  the

e clarification
collaboration

organization

supervision and support for the
student would be provided by the

host organization

host

concrete evidence that bench-space,

Conference Postgraduat | Publication | Travel for | Data
Attendance e Training of ournal | Post- Collecti
Article graduate on
Research
Documents required
e  Budgetin TT$ v v v v v
e *Flight Itinerary: must include: | v v X v X
student’s name, travel details and
airfare quotation
e Subsistence v v X v X
e *Accommodation v v X v X
e *Registration/Conference Fee v v X X X
e *Conference Information ie. date, | v/ v X v X
duration and venue
e Acceptance Letter — must v v v 4 X
addressed to the student, state the
title of the accepted paper and mode
of presentation ie. oral or poster
presentation
e  Abstract v X v X X
e Ethics Committee Approval | X X X X v
/Exemption / Waiver
e Letter /email (addressed to the | X v X v X
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e support of a foreign supervisor in | X v X v X
writing that the student will be able
to work with other students in the
centre/otganisation and the
expected outcome for the student

from this visit

e Quotation for Field Assistant, | X X X X v
Copies and software

e Quotation for mail postage (for | X X X X v

questionnaires only)

e Quotation for  Venue and | X X X X v

refreshments (only for Focus

Group)

® Quotation/Invoice from | X X v X v
Company/Publishers

e Copy of the Journal article for | X X v X X
publication

e Completed Supervisot’s progress | v/ v 4 v v

report form

All applications must be signed by the student, Supervisor(s), Head of Department and Deputy Dean
(Graduate Studies) before submission to the Office of Graduate Studies and Research. The student is

responsible for obtaining all required signatures.

13. Confidentiality and Privacy of Research Information in Reporting

Grant reports should be written with care to protect research participants: data should be anonymized, not tied to any

identifiable individual or group, and de-identified to remove identifying characteristics. See the Ethics Policy on website.

14. Predatory Publishing: Due Diligence and Library Clearance

(a) Due diligence: Researchers must conduct due diligence to ensure that journals and publishers are legitimate before
submitting manuscripts for publication. Publication in a predatory journal or on a predatory website will render the
publication ineligible for recognition as a CR&P-funded output and may affect eligibility for current and future
CR&P grants

(b)Screening tools available through the Alma Jordan Library: the Library subscribes to resources that help verify
whether a publisher or journal is predatory —
(i) Ulrich's Petiodicals Directory — a bibliographic database of setials published wortldwide, covering all subjects
and publication types;
(i) Web of Science — an integrated research platform including the Science and Social Sciences Citation Indexes,
Journal Citation Reports, Biosis Citation Index, and Essential Science Indicators; and
(iii) Cabells (Predatory Reports) — a journal-evaluation and submission-details database; the Campus Libraries have
access to the Predatory Reports list.
Find these and other databases via the Alma Jordan Library homepage (libraties.sta.uwi.edu/ajl/) or its A—Z resource list

(libraties.sta.uwi.edu/apps/index.php/DatabaseSearch/index).
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Part 3 — Sample Online Forms

UWISchalar

Research and Publication Fund Application

0. APPLICANT INFORMATION

* Title * Student First Name student Last Name Full time/Part time
Student ID# Year of first registration for Research degree Was thesis submitted? Date of Submission for Thesis
s ® Yes O No
* Department * Faculty Programme Title e.g. MPhil Sociology etc.
* Student Email Address 1 Student Email Address 2 * student Contact Number
* Supervisor(s) Name(s) * Supervisor(s) Email Address(es)

RESEARCH ETHICS APPROVAL

NB: Failure to acquire the Research Ethics Approval or Exemption before the submission of a grant application will result in unnecessary
delays in the processing of this grant application.

* 0.1 Was a Research Ethics Application submitted 0.2 Indicate the Reference Number of the 0.3 Upload Research Ethics Approval letter (if
for approval? Application for Research Ethics Approval applicable, PDF only)
® Yes O No O NA Browse... No flle selected.

1. RESEARCH DEGREE INFORMATION

* 1.1 Title of Graduate Student Research Thesis

1.2 Give a brief account of your research progress

Fle Eon View - ingsen Format Tadle - Heip

+- &  Paayaph B/ B-EEEFEES-E-EFELQ
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* 1.3 Brief Background
Fle~ Edit- Vew- Insent- Formai - TJabie - Help -

- & A Paragaph BIZIERB-EEXZ3I B EE-S

* 1.4 Overarching Research Problem, Rationale and Significance of the Study
Fie~ EGM- View- Insent- Fomat- Tabie« Help -

+- & ~ Pasgraph BIR-EEXEZIBERE-EE
* 1.5 Major Objectives

File < EO1- View - Insert - Format - Table - Melp -

- 4 A Pagaph - B JT H-EE=EEE-E-
* 1.6 Detailed Methodology

File~ Eon- View- hnsen- Format - Table - Help -

4 & 4 vaman - B J M EETE=E

il
i

* 17 References
File» EG- View- Insest- Format- Tabe - Help -

.- -

+- & ~ Pamgraph BT HR-EX= =

.
|

* 1.8 Impact and Expected Outcomes of this Research
File ~ E0- View - Insen~ Fomat- Table~ Heip -~

4 A Ppaagap B7A&8 EE=E =

il
hid

il

liid
]

il

2
[l
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* 1.9 Publication Strategy and Method of Dissemination of Findings.

Fae Ea - View Insen Foemat Tabie < Help

B/ R-EESFEE-E-FEELQ

+ - & A+ Paragraph

1.10 If you foresee any IP or commercial product out of this proposal, explain the future research objectives, plan of work, strategy for seeking funding and

TP/product registration. (Confidential details need not be included)

File - Edn View Inseft - Format - Table + Help

4+ - & A Paagraph B/ N - EEINR: - -E-ABL O

1.11 List of Publications (if relevant)

2. PREVIOUS GRANT AWARD INFORMATION

2.1 List Previous Research and Publication Awards

Date Award Amount $

CRP #, Project Title/Activity Required reports submitted?

mm /dd [ yyyy ® Yes O No O NA

Add Row

2.2 Attachments related to Outstanding/Interim Report (Enter the file description and upload the file (PDF only)
Description File (PDF only)
Browse... | No file selected.

Add Row

3. FINANCIAL DISCLOSURE INFORMATION

* 3.11s proposed project already funded by The UW1 or External Sponsor(s)?
@® Yes O No

1f yes, please indicate the following:

Upload Outstanding Report (PDF only)

Browse... | No file selected.

3.2 The source(s) i.e. name of sponsor(s) who will be providing the funding along with the amount of funding from each source and the items that the funding

will cover.
File- Edt- Veew - Insert - Formal - Table - Help -
4 - & # Paagaph B/ EBE-EEZFSE =--c-FEEL ®
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* 3.3 Will you seek additional external support for further development of the 3.4 Please indicate proposed other sources of funding
proposed Project?
® Yes C No

4. GRANT REQUEST INFORMATION
* 4.1 Total Amount Requested (TT$) * 4.2 Proposed Start Date * 4.3 Proposed End Date
0.00 mm / dd / yyyy mm / dd / yyyy

* 4.4 Please indicate category of award being requested:

@ Frieldwork/ Data Collection (Consumables, Reagents, Travel for research purposes, Questionnaire preparation, Interviews etc.)

O Paper/Oral Presentation at Conference

O Poster Presentation at Conference

O Postgraduate Training (Attendance in a Workshop/Course, Visit to a foreign University or Laboratory for training (within the students area of research) )
O Publication Fees - Article, Page Charges

4.5 Title and Location of Conference/ Postgraduate Training or brief description of Fieldwork Activities to be funded

4.6 Indicate relevance and benefits of this activity to your research and programme of study.

V3

Please note equipment cannot be for personal use.

5. BUDGET

5.1 Budget and Budget explanation: (Please upload pro-forma invoices for equipment, materials and supplies where appropriate)

Item Unit Cost No. Items Required Total Cost Justification
\ |

A

Add Row

5.2 Pro-forma invoices for equipment, materials and supplies

Description File (PDF only)

Browse... No file selected.
Add Row
5.3 Comments by Student: please include any additional information that may support your application for funding.

A
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2. Graduate Student Signature — Online Form

UWISchdlar

Research and Publication Fund Application

Instroctions

Please dowml the signature form and have it signed by your supervisor, head of department or dean. Please see the instruction page of the
file downloaded

M.B. = the signature form is a fillable PDF form so can be emailed along with the a PDF copy of the application (obtained from the incomplete
application listing).

When the required signatures have been obtained, upload the filled form using the file upload below. If the signatures were obtained on two
files, the second file upload can be used to upload the second file.

* Upload Signature Form 1

Browse... Mo [lle selected.

Upload Signature Form 2

Browse... | Mo file selected
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FAQs CR&P STUDENT INFORMATION

Question

Answer

Am T eligible for funding?

Student grants are available only to registered full-time or part-time postgraduate
students pursuing M.Phil./Ph.D. degrees at the St. Augustine Campus who ate in their
second year of registration or above. Students who are not registered or have
outstanding University fees will not have their grant processed or disbursed until the

matter has been resolved

Do I need to speak with my
supervisor before applying?

Yes. Students applying for any category of CR&P funding must first consult their
Supervisor before making any financial commitments or submitting a grant application
through the UWI Scholar Platform. The Supervisor is the first point of approval for
all student grant applications.

How «can 1

apply for
funding for my research?

Students are required to submit an online application form through the UWI Scholar
Platform together with the required supporting documents. Students are encouraged
to review the CR&P Student Manual and Guidelines before applying to ensure they
meet the eligibility requirements for the selected funding category.

Is there a deadline date to
apply for Student Funding?

Graduate Research (M.Phil./Ph.D.) Students are required to submit their grant

application at least six (6) weeks in advance for any category of funding (see Section
#9 above).

What are the categories of
funding available to

research students?

Graduate Research Students (M.Phil./Ph.D.) may apply for funding for Conference
Presentations, Postgraduate Training, Publication of Journal Articles/Book Chapters,
and Fieldwork/Data Collection. Funding limits and eligibility requitements are
#9 of the CR&P Student Guidelines: link

sta.uwi.edu/research /research-funding

outlined in Section

https:

Do I need a Graduate
Research Seminar or Ethics

Approval before applying?

It depends on the funding category. A first CR&P Conference Funding application
does not require completion of a Graduate Research Seminar or Ethics Approval.
Fieldwork/Data Collection applications require both a completed Graduate Research
Seminar and Ethics Approval (or an Ethics Exemption, where applicable).

What supporting | Supporting documents are dependent on the category of funding. There is a specific
documents  should  be | checklist located in the guidelines — Section #12.

submitted?

Where should  grant | All student applications are accepted via the UWI Scholar Online Platform. Should a

applications be submitted

student have concerns, they can submit an email to sarah.kalloo@sta.uwi.edu

How and when will I be
informed of the outcome of

my grant application?

Students are normally notified by email of the outcome of their application
approximately six (6) weeks after submission, provided all required documents have

been submitted and no additional information is outstanding.

How do I collect my grant

money?

Disbursement of funds is dependent on the type of grant. Students are informed of
the name of the Bursary official in the approval email of whom they are required to

contact for the disbursement of the awarded funding.

When is a report required?

A report is required for the activity for which funding was awarded. Students must
submit the final report within one (1) month of completing the funded activity (for

example, one month after attending a conference). Reports may be uploaded through
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the UWI Scholar Platform. The report form is located under the student section on

the website: https://sta.uwi.edu/research/research-funding. Students can email the
completed report form and support documents to the SGS&R via email to

sarah.kalloo@uwi.edu

for a

Can 1 apply

reimbursement?

Students should note that the Campus Research and Publication fund does not

provide reimbursements and that all requests for funding should be made in advance
of expenditure. In addition, The University is not responsible for reimbursing
registration fees, airfare, accommodation or other expenses where a grant application

has not been approved.

Can 1 combine different
types of CR&P funding for

one activity?

No. Funding awarded under different grant categories cannot be combined for a single
purpose (for example, conference, training or fieldwork), except where the guidelines
specifically allow a transfer of one Conference Funding opportunity towards
Fieldwork/Data Collection costs.

Can a Taught masters
student get funding for

research?

No. Funding for Taught Masters degrees student is not available and student should

speak with their respective Department for assistance or the Postgraduate Association

END OF INSTRUCTIONS
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