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	NORTH WEST CONSORTIUM

DOCTORAL TRAINING PARTNERSHIP

	Student Development Fund (SDF) 
Guidance Form

(September 2019)



The North West Consortium Doctoral Training Partnership has an allocated fund available to support individual students’ training and development needs. The Student Development Fund (SDF) will support:
1. Training in specialist skills needed for the successful completion of the student’s programme of research. Relevant costs here might include the cost of a training course, including the student’s travel and subsistence costs; and personalised support in the acquisition of skills in the translation of research findings for a wider audience.

2. Visits to overseas universities (OIVs), where these are necessary for the development of the specialist skills of the individual student.

3. Placements in non-HEI organisations, including but not restricted to the NWCDTP’s designated partner organisations.

OIVs and placements are supported primarily by extensions to studentships, although travel costs may also be payable. Under this scheme, a student who successfully applies for a three-month placement will receive an additional three months’ funding at the end of the studentship. Please note that this will imply an extension to the three-year doctoral programme but not to the four-year submission deadline.

Please note that DTP 1 Grant (September 2014 to September 2018 entry) and DTP 2 Grant (September 2019 entry onward) have different terms and conditions and the DTP will make informed decisions as to the contribution to funding that is available to the students on a case-by-case basis when reviewing applications.

Applications are invited from NWCDTP students with the support of their supervisor(s). 
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	Training


The NWCDTP will consider applications for training in specialist skills which cannot be offered by any of the seven institutions that form the NWCDTP. Students will need to check whether the training they require can be offered, first in the North West and then across the UK. Only if it is not available in the UK will the DTP consider support to attend training abroad, and this is not guaranteed.
Applications will be considered only in cases where the supervisor certifies that the training is essential to the research and explains its rationale. 
Applicants must state the contribution they will require to be able to attend the training; the NWCDTP may not be able to fully fund all training, however, and may only be able to offer a contribution. If the application is successful, we will write to notify the applicant of the amount of support the NWCDTP is able to contribute. 
Payment of the allocation will normally be made in full by bank transfer through the institution’s student system prior to departure. On the applicant’s return from training a ‘certification form’ must be completed and returned to the NWCDTP Office together with the original receipts. Failure to return the form may result in delayed payment of the maintenance award.
Once the training dates have been approved by the DTP, the applicant may not change them or the details of the training without prior authorisation from the DTP office. If the training is cut short or cancelled, any overpayment made must be repaid in full to the NWCDTP.

What can be funded?
· The fund can be used to finance specialist training packages such as Difficult Language Training (DLT), or specialised training not offered by any of the seven institutions forming the NWCDTP.
· The fund can be used to contribute towards tuition fees, costs of travel, and additional accommodation for the duration of the training.
Eligible Costs:
· Reasonable travel and accommodation for the duration of the training
· Cost of visa (if applicable)
· Training package cost
· Language course cost
Ineligible Costs: 
· Food and refreshments 
· Local travel from accommodation to training venue

Please bear in mind that students will still be receiving their monthly stipend during their training.
Eligibility
NWCDTP students are eligible to make an application for support from SDF with the support of their supervisors during their funding period. Students who have entered the ‘writing up period’ are not eligible.
Conditions of use
· Please note that any training that required DTP funding must be essential for the completion of the student’s thesis/course. 
· Students must check first whether the required training is available within the seven institutions of the DTP). If it is, the training should normally be free of charge and students can contact the course leader or researcher development manager at the relevant institution to register. 
· Students must justify their application on the grounds that the training is not available at any of the seven institutions and should be looking for training available locally first, where possible.
· Please note that students cannot receive funding in the ‘writing-up period’ of their course/project. 

· Training must not take place before 1st October in the first year of a student’s award. 

· Wherever possible, we expect students to remain in regular contact with their supervisor and PGR Office during their time away.

Application deadlines
Applications will be processed on a monthly basis, so applications must be  received by 4pm on the 1st of each month. The outcome will be communicated within four weeks. If the deadline is missed the application will not be processed until the following month.
Application Process
· The student is required to complete the relevant sections of the SDF application form, having read the specific notes of guidance attached. The training must be approved and the form signed by the supervisor(s).    
· Applications are reviewed by the NWCDTP and decisions will be sent to the student and supervisory team within four weeks of the deadline.

· On return from training, applicants will be required to complete a certification form and submit it within one month of returning. The form will detail expenditure and original receipts should be attached to it.

· Please note that retrospective changes or applications cannot be made.

All application / certification forms should be submitted to the NWCDTP office:  

nwcdtp@manchester.ac.uk 

Application Form Guidance

Type of training/support needed: Please detail the training you need to take and explain how this will benefit your research and your future employability. 
Amount claimed for: Please detail how much funding you require from the NWCDTP to be able to attend/participate in the training.
Cost breakdown: Please detail the costs (e.g. travel, accommodation, training session fees etc.).
Statement of support from your supervisor: Please ask your supervisor to complete this section, explaining why you need to attend the training in as much detail as possible.
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	Overseas Institutional Visits (OIV)


Overseas Institutional Visits can be supported by extensions to studentships, although travel costs may also be payable. Under this scheme, a student who successfully applies for a three-month OIV will receive an additional three months’ funding at the end of the studentship. Please note that this will imply an extension to the three-year doctoral programme but not to the four-year submission deadline.

What can be funded?

· The fund can be used to contribute towards travel, accommodation, and visa for the duration of the visit.

Eligible Costs:

· Reasonable travel and accommodation for the duration of the visit

· Cost of visa (if applicable)

· Tuition fees (if applicable)

Ineligible Costs: 

· Food and refreshments 

· Local travel from accommodation to institution

Please bear in mind that students will still be receiving their monthly stipend during their visit.

Eligibility

NWCDTP students are eligible to make an application for support from SDF with the support of their supervisors during their funding period. Students in their ‘writing up period’ are not eligible.

Conditions of use
· Please note that any visits that required DTP funding must be essential for the completion of the student’s programme of research. 

· We would not normally expect a student to go on more than one Overseas Institutional Visit (OIV) during their PhD programme. 

· The duration of an OIV should not normally exceed three months.

· OIVs must not take place before 1st October in the first year of a student’s award. 

· Please note that students cannot receive funding in the ‘writing-up period’ of their course/project. 

· Wherever possible, we expect students to remain in regular contact with their supervisor and PGR Office during their time away.

· All AHRC students funded through the NWCDTP must apply for, and complete the OIV within the three year funded period of their doctoral degree.

· Students can only apply for OIVs that relate to their PhD project. 

· Applications would usually involve visits to a University but in exceptional circumstances applications for visits to other high-ranking research organisations will be considered.

· OIVs needs to be distinguished from fieldwork, applications for which are managed through a separate process. 
Application deadlines
Applications will be processed on a monthly basis, so applications must be received by 4pm on the 1st of each month. The outcome will be communicated within four weeks. If the deadline is missed the application will not be processed until the following month.

Application Process
· The student is required to complete the relevant sections of the SDF application form (OIV), having read the specific notes of guidance attached. The visit must be approved and the form signed by the supervisor(s).    

· Applicants should allow sufficient time to apply for a visa (where this is needed) and remember to keep within the permitted terms of that visa whilst they are abroad.
· Applications are reviewed by the NWCDTP and decisions will be sent to the student and supervisory team within four weeks of the deadline.

· On return from the visit, students will be required to complete a certification form and submit it within one month of returning.  The form will detail expenditure and original receipts should be attached to it.

· Please note that retrospective changes or applications cannot be made.

All application / certification forms should be submitted to the NWCDTP office:  

nwcdtp@manchester.ac.uk 

Health & Safety and Insurance

· Applicants should consult the Foreign and Commonwealth Office guidance relating to their intended destination. Visits must not be undertaken if the Foreign and Commonwealth Office advises against visiting the country concerned. 

· Applicants should ensure that they carry out a risk assessment with their supervisor prior to departure and this should be approved by the relevant Health & Safety Officer at their institution.  Any other safety checks required by the applicant’s home institution should also be followed.

· Applicants should check with their relevant Insurance Office to see whether they are covered by their University insurance.  If not, applicants must ensure that they take out all insurance that is required for the duration of the OIV.
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	Placements


Placements in non-HEI organisations, including but not restricted to the NWCDTP’s designated partner organisations, are supported primarily by extensions to studentships, although travel costs may also be payable. Under this scheme, a student who successfully applies for a three-month placement will receive an additional three months’ funding at the end of the studentship. Please note that this will imply an extension to the three-year doctoral programme but not to the four-year submission deadline.
In line with the AHRC’s strategic objectives, the Doctoral Training Partnership offers all students the opportunity to undertake a placement (or ‘internship’ or ‘residency’) with a non-HEI organisation – for example, a business, a museum, an NGO, a think-tank. We encourage all students to give serious consideration to taking advantage of this opportunity. Placements are funded in the form of an extension to the programme, so that time spent on the placement is not at the expense of your PhD project. 

Subject to the NWCDTP’s standard approval process, placements may be undertaken with any non-HEI organisation. The NWCDTP currently has eleven strategic partner organisations designated partner organisations, which are mainly based in the north-west:  HOME; FutureEverything; Science and Industry Museum; Tate Liverpool; BBC; Staffordshire and Stoke-on-Trent Archives; Opera North; FACT, Manchester City Council, the British Library and the National Trust.   These organisations are particularly well placed to receive students on placements, but students should certainly not feel limited to these organisations. Some national independent research organisations advertise PhD placement schemes which are also very suitable for DTP students.

Conditions
· Eligible organisations
In principle, any non-HEI organisation, within the UK or overseas, may provide a placement. Subject to confirmation from AHRC, this can include university-owned museums such as the Manchester Museum and the Victoria Gallery and Museum, Liverpool (or indeed museums attached to other universities elsewhere in the UK). A placement associated with the core business of a university (e.g. attached to a research institute) would not be permitted. The exception to this is that international placements may include HEI organisations. 
· Relationship to the PhD Project

The placement project must not be an integral part of the PhD project. If it were, it would not be eligible for an extension to the studentship. With that caveat, the NWCDTP would encourage you to devise a placement that draws as far as possible on your own expertise, in subject matter or research methods or both. This is not to exclude placements unrelated to your research expertise, but we would expect you to be able to articulate a rationale in terms of the benefits to your own career development. 

· Duration

The length of the placement may be determined according to the needs of the student and the host organisation. The minimum permitted length of a placement is 20 days.  The maximum is 120 days.  These are working days, and equate to one month and six months working five days per week. In some cases it may be most convenient to take the placement as a solid block – especially if you wish to undertake a placement with an organisation based outside the north-west. But it is equally possible to undertake a placement on a part-time basis, perhaps spreading a 40-day placement across four months, and this model has the advantage of allowing work on the thesis to continue during the placement period. It can be in any organisation (within the UK or overseas) which can provide students with a stimulating and supportive environment to carry out a project which is of relevance to their training.

Approving and Initiating the Placement
NWCDTP students may select one of the placement opportunities that are advertised on behalf of the NWCDTP partner organisations or an organisation whose objectives are consistent with those of the consortium Universities.  Alternatively, students may also propose a placement that would be of particular value to them as part of this scheme.  The placement may:
· Align directly with the student’s own research or

· Provide an exceptional opportunity to work with a non-HEI organisation.

In cases where the student submits their own placement proposal, this will be assessed by the NWCDTP Director. Criteria for approving the placement may include:

· The placement content being at an appropriate level for a PGR student;

· Ensuring that working hours required are realistic and, where the placement is being carried out on a part-time basis, compatible with the student’s programme of study.

· The duration of the placement is appropriate and will not detrimentally affect the student’s ability to meet the completion date.

· The placement is taking place in an eligible organisation.  

Funding
The placement is funded in the form of an extension to the studentship. Thus, a student who undertakes a three-month full-time placement will benefit from a three-month extension to the doctoral programme, with payment of stipend and fees.  Please note that the AHRC and the NWCDTP will still require the PhD thesis to be submitted within four years from the start date, and this is not affected by the extension to the studentship. 

Fees-only students are not eligible for payment of a stipend from NWCDTP during a placement, but are eligible for an extension to fees for a period commensurate with the placement and discretionary expenses may be paid.  If you receive a stipend from another source, e.g. your own institution, you will need to check with that funder whether they will agree to an extension of your award.

If you are offered a paid placement, you are required under AHRC rules to suspend your studentship for the duration of the placement.

If undertaking the placement entails significant additional costs (e.g. travel, short-term accommodation, materials), there is provision for the NWCDTP to contribute to those costs. 
End of Placement report
It is a condition of placement funding that within one month of the completion of the placement you submit a report on the placement. These should include text which we can use on our website and elsewhere for the benefit of future students and placement hosts.   
Application deadlines
Applications will be processed on a monthly basis, so applications must be received by 4pm on the 1st of each month. The outcome will be communicated within four weeks. If the deadline is missed the application will not be processed until the following month.

Application Process
· The student is required to complete the relevant sections of the SDF application form (Placement), having read the specific notes of guidance attached. The placement must be approved and the form signed by the supervisor(s).    

· Applications are reviewed by the NWCDTP and decisions will be sent to the student and supervisory team within four weeks of the deadline.

· On return from the placement, students will be required to complete a certification form and submit it within one month of returning.  The form will detail expenditure and original receipts should be attached to it.

· Please note that retrospective changes or applications cannot be made.

All application / certification forms should be submitted to the NWCDTP office:  

nwcdtp@manchester.ac.uk 

Health & Safety and Insurance

· Applicants should ensure that they carry out a risk assessment with their Supervisor prior to taking up their placement and this should be approved by the relevant Health & Safety Officer at their institution.  Any other safety checks required by the applicant’s home institution should also be followed.

· Applicants should check with their relevant Insurance Office to see whether they are covered by their University insurance.  If not, applicants must ensure that they take out all insurance that is required for the duration of the placement.
Appendix 1: Further Guidance on Placements
1. Purposes of the placements  
PhD placements can serve several different purposes: some but not necessarily all of these will apply to your case:

For students

· To give you a clearer sense of the relevance of your research skills beyond the academy.

· To give you transferable and professional skills through workplace in an environment in which your research experience is relevant.

· To enhance your skills in project design.

· To give you experience of the co-generation of knowledge as research questions are framed with academic and practitioner input.

· To enhance your employability by better the value of the skills you have acquired as a researcher.

· To enhance your experience of communicating research findings in a non-academic environment.

For host organisations
· To produce high-quality pieces of research, shaped by the organisation’s own priorities and conducted by a highly qualified researcher.

· To enhance their sense of the benefits of co-production of knowledge.

· To enable them to help shape academic research agendas.

2. What might a placement consist of?
PhD students have in the recent past undertaken placement projects of the following kinds. Obviously this is by no means exhaustive:
· Research in archives or collections; 

· Oral history projects;

· Organisational history

· Running educational workshops

· Display or exhibition preparation

· Catalogue and archive work

· Evaluation and review

· Preparation of educational resources

· Training programmes

· Event organisation

3. Securing the placement – a checklist

· Discuss with supervisors(s) your ideas for a placement. 
· Research a suitable organisation for your placement.  What does the organisation need?  What can it offer? Listen to the organisation.  Find out about its history, structure, aims, and resources.
· How might you, as a researcher, assist the organisation fulfil its aims?
· Write 400 words:


Your background and your research


What do you want to do?


Why this organisation?


What will you contribute to the organisation?


A schedule


What resources will you need?
· Send this to a named contact, ideally someone you’ve already talked with, at the potential host via email.  

· Complete the placement approval form.

4. Carrying out the placement – key principles

· Stick to your schedule

· Carry out the tasks assigned

· Stay in contact with your contact without excessive dependence

· Agree a schedule of updates or reports

· Be friendly and efficient

· Document your work

5. Supervisors’ input

Supervisors are encouraged to take an active role throughout the placement by maintaining supervisory contact even during a full-time placement, and encouraging the student to submit progress reports. Collaborative links formed during a PhD placement can be a springboard to further collaboration (e.g. collaborative doctorates), so the academic supervisor is encouraged to establish contact with the placement supervisor.

6. Issues to keep in mind
· You will be dealing with busy organisations working with limited resources and wary of incurring extra time-consuming responsibilities. While most want to work with universities, you will need to clarify which skills and knowledge that you are bringing to the placement and the benefits that the non-HEI organisation will gain. 

· Would your proposed placement fit with the non-HEI organisation’s programme of work?

· What are your objectives and proposed outputs from the proposed placement?
· What resources from the non-HEI will you need?

· How long do you want to spend on the placement and do you want to do this on a full-time or part-time basis?  If the latter, how much time each week do you envisage spending with the non-HEI partner each week?

· Time spent building trust is well spent.  Establish what your shared interests are.  

· Time spent agreeing what you will do (and changing your plan if necessary) is well spent.

· Adopt a stance of curious enquiry rather than expert coming with a solution.

· Listen to your host’s professional language and use it or explain your vocabulary so that communication flows easily.  

· Consider carefully at what stage of your research you undertake a placement.  Early on it can contribute to your methods and methodology, later on it can contribute to dissemination and career plans.

· Be realistic about what you can achieve in the time.

· Have you achieved a balance between intellectual rigour and getting a job done?
Appendix 2

Estimating costs– A brief guide of what is eligible

Award holders should be aware that payments for fieldwork visits and conferences will not be made by the NWCDTP directly but by the appropriate institutional finance, payroll and expenses teams, who have different processes and turnaround times. We will do our best to send payment instructions as soon as the outcome has been agreed, but additional delays may be possible.

When completing your funding application, please consider the following:

Travel should be by the most cost and environmentally effective means, having regard for: 

( Cost and value for money; 

( Reasonable comfort; 

( Time and duration of journeys (and connecting travel);

 ( Requirement for flexibility of itinerary;

 ( Safety and wellbeing. 

Travel should be booked as far in advance of the trip as possible to take advantage of lower prices. You should bear this in mind when preparing an application for funding and ensure it is submitted to allow yourself reasonable time to respond to any queries that the NWCDTP Office might have before making your arrangements. No less than two months before you intend to travel is recommended. 

You must obtain competitive quotes and demonstrate value for money. The best possible route, taking into consideration the principles above must be evidenced by, for example, a quotation or screenshot of an online booking form. 

For rail travel you should take advantage of all types of discounted tickets, including any discounts that may be obtained through the use of railcards, and travel by standard class only. Two single tickets are often cheaper than a return ticket, as is splitting journeys requiring multiple changes. Costs of railcards cannot be reimbursed unless it provides an overall saving. 

Air travel within the UK is not permitted except where you can demonstrate that this is less costly overall, taking account of other costs such as accommodation. You should choose the lowest cost appropriate schedule taking into account the factors listed above. Air travel must be economy in all cases. 

Hotels should be selected on a best value basis, choosing the most economically priced room available. Costs should not exceed the following nightly limits for short-term stays of usually seven nights or less, inclusive of tax: 

·  London or Dublin: £140.00

( 
Rest of UK and ROI: £100.00

· Rest of world: In line with room rates stated here and no more than £165.00  : https://www.gov.uk/government/publications/scale-rate-expenses-payments-employee-travelling-outside-the-uk  

A case can be made for the above rates for longer stays where an alternative such as renting is not possible or is considerably more expensive. In general, however, where stays exceed seven days, you should source economically priced accommodation through, for example, http://www.universityrooms.com/ . 

We generally recognise the value for money provided by services such as Airbnb, but emphasise the need for award-holders to consider their safety, wellbeing and security. Most of the seven institutions forming the NWCDTP strongly discourage staff and students from using Airbnb as it may not be covered by the institution’s travel insurance. The use of such services and the accommodation offered should be fully considered. 

You should take advantage, for example, of rates offered by conference hosts for discounted accommodation where available. Items such as mini bar items, pay per view TV, telephone calls, etc., will not be reimbursed. Where these are included in the bill, the costs must be deducted prior to the submission of the receipt for reimbursement. 

The cost of taxis will be reimbursed if this is the cheapest or most appropriate means of reaching your destination. For example, this may be when public transport is unavailable, either early in the morning or late in the evening, or where public transport would add significantly to the journey time or in instances where you feel your safety may be compromised. 

Local car hire on overseas visits can be considered in instances where award-holders are expected to visit numerous locations that are particularly difficult to reach by public transport. Mileage is eligible for reimbursement when using your own vehicle in the UK, providing it is more cost effective that public transport. 

We will not meet the costs relating to a spouse/partner or other family members accompanying you, though they are permitted to do so. If you are submitting receipts which includes the costs of anyone travelling with you, you can claim your portion of the costs only. 

We will not meet any additional costs where you might choose to extend your stay for personal reasons. 

We do not permit payment of subscriptions to professional organisations and societies (unless this will significantly reduce the cost of conference participation).

Under no circumstances will the costs of subsistence be provided for except where these costs have been included in a package (for example, hotel bed and breakfast, and meals included as part of a residential training package). 

Unforeseen Increases in costs 
We appreciate costs can fluctuate between the submission of your application, approval and booking. Minor increases of a few pounds are acceptable and you are not required to seek additional approval to cover these. However, if the increase is significant, or you have any concerns about an increase in costs post-approval, please check with the NWCDTP Administrator before you proceed.

[image: image1.png][image: image2.png]  [image: image3.png] [image: image4.jpg] [image: image6.png]

[image: image7.png]


 

[image: image9.jpg]Arts & Humanities
Research Council




