	[image: image1.png]Keele
University



                                                                                                                   

[image: image2.png]Lancaster £
University





	

	Fieldwork and Conference Fund 
(Research Training Support Grant) 
Guidance Form

(September 2022)



NWCDTP  students are entitled to apply for additional funds to assist them with expenditure directly relating to fieldwork and/or attendance at conferences.  

Any NWCDTP student in their funded period is eligible to receive this support.
Students with a full award will continue to receive maintenance payments while abroad, provided they have met all their obligations under the Council’s terms and conditions. 

What can be funded?
· The fund can be used to finance UK/overseas fieldwork visits and the costs of attendance at conferences.   

· We would not normally expect a student to go on more than one overseas fieldwork visit during their PhD programme. 
· We would not normally fund attendance to more than one conference per year. It is therefore the student’s responsibility to discuss how best to prioritise attendance to conference with their supervisor.
· The fund can be used to contribute towards the costs of travel, additional accommodation and other associated costs that are incurred as a result of the student’s trip. 

Conditions of use:
· Please note that any funded fieldwork visits must be for the purposes of conducting primary research. All fieldwork visits must be essential for the completion of the student’s thesis/course. 

· The duration of a fieldwork visit should not normally exceed 12 months. We would not normally expect a student to go on a fieldwork visit in the last three months of the funded period of their award.

· Please note that students cannot receive funding in the ‘writing-up period of their research. 

· Fieldwork visits and conference attendance 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 for conference attendance funding 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.
· Applications for fieldwork funding will be processed at specific times of the year, according to the following deadlines:

· 1st December 2022
· 1st March 2023
· 15th July 2023
Application Process:

· The student is required to complete the relevant sections of the standard application form, having read the specific notes of guidance attached. The fieldwork visit/conference 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 a fieldwork visit or a conference, students will be required to complete a certification form and submit it within one month of returning from the fieldwork or conference.  The form will detail expenditure and original receipts (or scanned copies) should be attached to it.
· Please note that retrospective changes or applications cannot be made.
· Please note that funding is not guaranteed to all applications made.
· Please note that the DTP may not be able to fund your request in full since funding is limited.
All application / certification forms should be submitted to the NWCDTP office:  
nwcdtp@manchester.ac.uk 

	Application for a Fieldwork Visit
(September 2022)




The NWCDTP will consider applications for fieldwork visits during the tenure of your AHRC award (up to a maximum of 12 months). Funding is available to contribute toward travel and accommodation costs and certain additional expenses. The purpose of the fieldwork visit should be to carry out primary research, such as archival research or fieldwork that is essential to the successful completion of the student’s thesis.  It cannot take place in the last three months of the award. This funding is not intended to cover the costs of undertaking preliminary research, or attending a training course. 

An application form must be submitted by one of the three specified deadlines and before the fieldwork visit is due to take place. Retrospective applications will not be accepted. Payments will be made prior to the visit and will be reconciled following the submission of the receipts. All original receipts must be kept. 

Applications will be considered only in cases where the applicant’s supervisor certifies that the fieldwork visit is essential to their student’s research. 
Applicants must state the contribution they will require to be able to attend the fieldwork visit; however the NWCDTP will not be able to fully cover the entire costs and will only be able to offer a contribution.

Once the application has been assessed, applicants will be notified of the decision. If the application is successful, we will notify the applicant of the amount of support the NWCDTP is willing to contribute.  Payment will normally be made in full by bank transfer through the institution’s student system usually prior to departure (depending on each institution’s regulations).  
As the funds available are limited, we encourage students to travel by the most economical means possible. If the applicant wishes to travel by car and claim mileage, they can contact us in advance for advice. Mileage is normally paid at a rate of 20 pence per mile. We will cover the cost of a student railcard if the purchase will lead to an overall saving for the trip. 
If the applicant is going overseas, it is their responsibility to ensure that an appropriate entrance/research visa is obtained before their fieldwork visit commences. Failure to obtain an appropriate visa may lead to the withdrawal/reimbursement of any funds granted for that overseas fieldwork visit.
It is the applicant’s responsibility to ensure the ethical approval application and a risk assessment has been carried out with their supervisor prior to the fieldwork visit.

During the fieldwork students will still receive their monthly stipend; the NWCDTP will not contribute to food/subsidence during any time away. 
On their return from the fieldwork visit applicants must send a ‘confirmation of expenses form’ to the NWCDTP Office. All receipts or tickets for the travel expenses and any other costs (such as a library card or museum or archive entrance fee) must be attached (digital form will be accepted). Failure to return the form may result in a delay in studentship award payments.
Once the fieldwork visit has been approved by the NWCDTP Office applicants may not change the dates or details of their fieldwork visit without prior authorisation from the DTP. 

If the fieldwork visit is cut short or cancelled, applicants must inform the DTP so that we can recalculate their entitlement. 
	Application to attend a Conference 
(September 2022)




The NWCDTP will consider applications to attend conferences during the tenure of a postgraduate award. A contribution will be made towards the cost of return travel, accommodation and conference registration fee. Other costs associated with the conference may be supported at the discretion of the DTP.  Please note that funding will not be provided for students in the ‘writing-up period’.

An application must be submitted to the NWCDTP office before the conference is due to take place. Retrospective applications are not accepted.

We recommend that applications are made at least two months prior to the conference where possible. This would allow the DTP office to make relevant payments to the applicant before the start of their conference. If the application is made less than two months before the start of the conference, the office cannot guarantee that payments would reach the applicant’s bank account on time, and therefore they would have to pay for the costs in advance.

Applicants must be presenting a paper (or a performance/creative outputs display) in order to be eligible for funding, and they must provide evidence that they will be presenting at the conference when they apply (email invitation will be sufficient). 

Applications will be considered only in cases where the supervisor certifies that the conference is relevant to the applicant’s research. 

Please note that the DTP will normally only fund a maximum of one conference per year (in addition to the NWCDTP Annual Conference); therefore students are encouraged to apply only for funding to the most relevant conferences. It is therefore their responsibility to discuss how to prioritise conference attendance with their supervisor.
Once the application has been assessed, the applicant will be notified of the NWCDTP’s decision and if the application is successful, the amount of support the NWCDTP is able to contribute.

Payment will normally be made by bank transfer through the relevant institution’s student system prior to departure. As there are only limited funds available, we would recommend that travel should be by the most economical means available and should be by standard-class public transport except in exceptional circumstances.

Upon return from the conference applicants must send a ‘certification form’ to the NWCDTP Office. All receipts / tickets for the expenses must be attached (scanned copies are acceptable). Failure to return the form may result in a delay in their studentship award payment.

Once their attendance at the conference has been approved, applicants may not change the dates or details of the conference without prior authorisation from the DTP Office. 

If the applicant does not attend the conference, any overpayment made by the DTP must be repaid in full. 
Appendix 1

Estimating costs for fieldwork visits and conference attendance – A brief guide to eligible expenses
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 is 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: £160.00

( 
Rest of UK and ROI: £120.00

· Rest of World: In line with the room rates stated here and, in any case, no more than £165: 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 7 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 of, for example, 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.
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