
Information for workshop facilitators and presenters

Module 6:  Grant and Contract Administration

Module description

The Module is designed to provide future research leaders with an overview of their responsibilities as Chief or Principal Investigators on research grants or contracts. It covers issues relating to the management of personnel, budgets, ethical clearances, record keeping, project variations, and provides a guide to the content and requirements of research contracts. The final section introduces participants to elements of project time management, which is essential for the effective management of a research project.
Participants 
Experience has shown that workshops with diverse levels of experience, stages in research career and sizes of projects should wherever possible be avoided.

The current version of the Program has not been designed for research students or for early career researcher who are some time away from becoming Research Leaders.  These individuals should be asked not to participate in the Program.
Module workshop description

The Workshop provides an opportunity for participants to talk to experienced researchers and professional staff about research management. It is structured around a number of activities and case studies that participants will have completed online, which is a pre-requisite for the Workshop. Group discussions will be led by senior researchers and senior professional staff, who will provide participants with the benefit of their knowledge and expertise, and who will encourage them to discuss the issues covered in the Module’s activities and case studies.
The aim of the workshop is to complement and supplement but not to duplicate the online material.

Presenters should assume that all participants have read the online material. 
Recommended facilitator background and role

The facilitator for this module, Grants and Contract Administration, should be a senior member of the institution’s professional staff with a strong background in research and contract administration. It is recommended, therefore, that the institution’s research office director, or similar, facilitate the workshop. The research office director, or nominee, has access to resources that enable them to plan and deliver the workshop, and they will be able to identify and engage suitable presenters. In addition, they can present the Module within the context of the institution’s research development framework, at the same time reinforcing the importance of responsible research management.
Recommended presenters and roles

It is recommended that presenters are drawn (1) from the pool of research-active, senior academic staff, who have experience as research managers, and (2) from senior professional staff who have specific expertise in grant and contract administration. Their role will be to provide a brief (5 minute) presentation related to the activity / case study, and to initiate discussion on the subject.
It is essential that all speakers: 

· read the facilitators materials;

· read the online materials;

· complement rather than duplicate the online materials;

· adequately prepare for the workshop, and restrict their time to the time allocated to them.

University-specific context elements to be incorporated in module (listed by topic as they appear on-line).

1
Administration of research grants
(Provide information/links to central sections that assist in the administration of research grants, eg the research office, the research contracts lawyer, human resources, research accounts.)
1.1.1 Common features of research grants

(Who advises research grant outcomes and manages offer and acceptance?)

1.1.2 Funding bodies and their expectations

(How do researchers access information about funding opportunities?)

1.2.1
Key documents guiding the management of your grant
(Research office procedures for recording grants and providing copies of key documents to those responsible for administering the grant.)

1.2.3
Ethical and biosafety clearances
(How to contact personnel in offices responsible for human ethics, animal welfare and biosafety approvals. Any institution-specific guidelines and advice.)
1.2.4
Managing your budget
(Provide advice about any university courses relevant to financial management. Provide information on financial administration, eg who is responsible for day-to-day administration, and who prepares tax statements, financial reports and acquittals.)

1.2.5
Personnel
(Provide advice about any university courses relevant to personnel management. Provide links to institutional HR policies, and HR personnel.)

1.2.6
Financial Reports

(Explain the components of a research grant account to show how its structure assists the university to provide accurate financial reports. Advise who is responsible for financial acquittal at the end of a project.)

1.2.7
Project Reports

(How does the university handle reminders for reports?)

1.2.8
Accountability and transparency

(Who is responsible for records maintenance? Provide links to policies and central records and archive management section.)

1.2.9
Modification of grant, including departure of lead investigator
(Link to research office as the first port of call when any modification is required.)
2.1.1
Difference between consulting and research
(How and where are research consultancies and contracts managed? Who should researchers go to for advice?)
2.1.2
Structure of a research contract
(Who has authority to sign-off on research contracts?)

2.2.2
Milestones and money
(Who raises an invoice once a milestone has been completed?)

3.1
Managing your own time
(Link to any courses and/or useful publications, eg “The publication Time Management. Increase your Personal Productivity and Effectiveness, Harvard Business School Press, Boston, Massachusetts (2005) is available for loan from the UQ Social Sciences and Humanities Library”.)
3.2 Defining critical timelines – scheduling tasks and outcomes
(Link to any courses and/or useful publications, eg. “A useful publication to refer to when establishing a management plan is Project Scheduling: a research handbook, by Erik L Demeulemeester and Willy S Heroelan, Kluwer Academic Prublishers, Boston, Dordrecht, London. (c2002). A copy is available from the Social Sciences and Humanities Library.”)

Checklist

(Adapt to suit your institution)

Workshop program

Duration: 3½ hours including break for coffee, but excluding the recommended post-Workshop sandwich lunch. 

Recommend 9:30 a.m to 1:00 p.m. with 30 minute break for morning tea. At the conclusion of the formal Workshop agenda, a sandwich lunch might be provided for participants and presenters to facilitate informal discussion and networking.
Aims

The aim of the Workshop is to consolidate the knowledge gained from engaging with the web-based component of the Module. Using examples from the on-line activities and case studies, the objectives are to enable participants to discuss issues of grant and contract administration with their peers, and to benefit from the advice and experience of presenters drawn (1) from the institution’s pool of research-active, senior academic staff, and (2) from senior professional staff who have specific expertise in grant and contract administration.
Learning outcomes

After completing the Workshop the participant should be able to:
· Make informed decisions about what project records should be retained and why it is important to keep them;
· Identify the optimal strategies for maintaining research momentum when a grant needs to be modified to take account of changes to the project, the budget, or the investigators;
· Provide a lawyer with information relevant to the review or drafting of a research contract;
· Establish strategies for communicating in a team environment, and for managing mutual understanding.

Overall design

All participants and presenters are welcomed by the facilitator, who will ask for hard copy confirmation of participants’ completion of the Guided Conversation (Record of Completion document). The facilitator will address any housekeeping issues, and will provide a brief overview of the Module, and its importance within the context of the institution’s research development framework.
Participants will then take part in discussions focussing on four activities / case studies identified in the online content as being issues of importance to be addressed at the Workshop. Depending on the number of attendees, participants may need to break out into small groups. This will impact on the number of presenters required.
To conclude, all participants and presenters will contribute to an open forum led by the DVC (Research) or nominee. The facilitator will sign and return the Record of Completion document to participants.
Participant Preparation

Participants are required to have completed online material and associated activities.
Administrator Preparation

	Time frame
	Activity
	Notes 

	6 weeks prior
	Identify and invite expert presenters.
	Provide a few alternative dates for the Workshop and ascertain presenter availability prior to securing a suitable venue.

Presenters to be asked to read, at a minimum, the Topic on which they will be presenting, but preferably the complete Module, together with a quick scan of other Modules so that they have a feel for the overall nature and content of the Program.

	6 weeks prior
	The Guided Conversation relates to the financial management of a grant. Identify the experienced researcher(s) or professional staff who will conduct the Guided Conversation.
	Provide instructions on how to access the on-line Module and explain the purpose of the Guided Conversation.

	6 weeks prior
	Secure a suitable venue
	Make sure that the venue has the requisite technical facilities for presenters, and that there is access to facilities (kitchen, toilets).

	6 weeks prior
	Advertise Module and Workshop
	*Determine who the participants will be and provide them with instructions on how to access the on-line Module. Advise them that they must complete the on-line component prior to the Workshop.

	2 weeks prior
	Determine who will be responsible for arranging catering and setting up the venue.
	Name tags, copies of the Agenda, etc., to be prepared in advance. Who has the key to the meeting room and any facilities? Is hot water available? Who will make tea/coffee? Who will clear up after the meeting? Where will food be delivered, and at what time? 

	2 weeks prior
	Arrange catering
	Contact participants/presenters to determine if there are any special dietary requirements that the caterers need to be aware of. Depending on your venue, you may need to hire/obtain crockery and cutlery.

	1 week prior
	Remind participants and presenters about the Workshop
	Reiterate pre-reading requirements for both participants and presenters. Participants to bring Record of Completion to workshop for sign off.

	Day before
	Check venue
	Make sure everything you need is available.


Workshop Plan (time and element)

	Time
	Activity
	Notes (Resources, key messages)

	9:30 – 10:00 am
	Welcome + Housekeeping (refer to workshop plan, advise availability of refreshments, other facilities, introductions)
	Director of Research Office as Facilitator/Convener (Chair)

	
	Overview (Suggest module web page is projected on to screen as reference point. Set module in context of full program. Show how it fits into the University’s staff development plan)
	

	
	Completion of Guided Conversation (Participants to hand in Record of Completion for sign off. This will be handed back, signed by Director of Research Office, at completion of workshop.)
	

	10:00 – 10.30 am
	Accountability and transparency (It is important that the Senior Researcher leading this topic has completed the audit of one of their own grants. The completed audit template should be projected on to the screen. The presenter will describe their experiences in completing the audit and open the topic for discussion. Participants will have completed their own audit. If the Internal Auditor is available, they could explain (briefly) their role to wrap-up this topic)
	Senior Researcher (Topic 1.2.6 Accountability and transparency). Message: what documentation to keep, and why it is important to maintain good project records.

(The University’s Internal Auditor could be asked to attend and explain what information he/she requires and why. However, he/she would need to be limited to 5 minutes.)

	10.30 – 11.00 am
	Morning Tea


	

	11.00 – 11.40 am
	Modification of grant (It is important that the Senior Researcher engages with the topic’s Case Study so that he/she can initiate discussion around the issues it raises. It is preferable to select a presenter who has experienced major changes to a project – a senior researcher who has re-located to the University, bringing projects with him/her would be a good presenter for this topic. If available, relevant staff from the Research Office and RHD administrative section should be available to provide advice.)
	Senior Researcher (Topic 1.2.7 Modification of grant). Message: to avoid delays, notify stakeholders as soon as there is a change to project, budget, investigator(s). Assess impact of changes. 

Relevant staff from the Research Office and RHD administrative office should be available to provide advice.

	11.40 – 12.10 pm
	Difference between consulting and research & what the lawyer needs to know. (It is important that the Research lawyer engages with the topic’s Case Study, and is prepared to answer questions relating to IP ownership. Participants should be encouraged to share their experiences. The Lawyer can give a local example of problems relating to research contracts. It is recommended that if one is not already available, the Lawyer design a Term Sheet (instructions to lawyer) that covers all the issues that need to be addressed in a research contract. The Term Sheet can be projected on to the screen and the lawyer can refer to it as necessary.)
	Research Lawyer (Topic 2.1 Nature of research contract) Message: your contract can only be as good as the information you provide to the lawyer.

	12.10 pm – 12.40 pm
	Communication and managing mutual understanding (It is important that the presenter complete the Activity (communication audit) prior to the Workshop, and that he/she uses it as the basis for discussion. Participants will have completed an audit as preparation. The audit is very comprehensive and it probably will not be possible to cover all the issues it raises. The presenter needs to identify key issues that need to be discussed.)
	Senior Researcher who has experience in managing large projects and researchers. The director of a small research centre would be an example of the level of experience required. (Topic 2.2.1 Communication and managing mutual understanding). Message: how you manage communication and mutual understanding can make or break a team.

	12.40 – 1.00 pm
	Open forum and close, sandwich lunch (The DVC (Research) or nominee will be invited to address participants t and invite questions from the floor.)
Signed Record of Completion to be returned to participants.

The sandwich lunch will provide participants with an opportunity for informal discussion with presenters and peers.)
	DVC (Research) or nominee, Director, Research Office, Presenters.
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