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JISC Circular 13/09: Full Text

JISC Business and Community Engagement, e-Content & Digitisation Programmes: Developing Community Content
December 2009
	
	

	Of Interest To: 

	Pro Vice Chancellors for (External) Engagement
Pro Vice Chancellors for (e)Learning and (e)Research
Directors and Heads of Research and Enterprise 
Learning Resource Managers, Librarians and Archivists 
Heads of Departments for  Public engagement, Community Engagement Directors of Information Services and Systems
Directors of Widening Participation
Directors of Lifelong Learning
Principal Investigators in Research Teams


Introduction

1. The Joint Information Systems Committee
 (JISC) invites institutions to submit funding proposals for projects to be funded jointly through its e-Content and Business and Community Engagement Programmes. 
	Call
	Description
	Funds
	Eligibility

	I
	Rapid User Innovation – Enhancing existing digital resources with mechanisms and features to engage new external
 audiences, and to secure their active involvement online.
	Total Funds: £150,000

Up to 4 projects will be funded.  Maximum funding for any one project is £50,000.  Deadline for Bids has now passed.

	Proposals may be submitted from institutions funded via HEFCE, SFC, DEL Northern Ireland and by FE institutions funded via SFC, DCELLS Wales & DEL Northern Ireland and FE institutions in England that teach HE to more than 400 FTEs.

	II
	Co-development of Content– Building new digital collections, or transforming existing collections through genuine co-creation with specific external communities

	Total Funds: £300,000
Up to 4 projects will be funded.  Maximum funding for any one project is £100,000.
	Proposals may be submitted from institutions funded via HEFCE and HEFCW and FE institutions that teach HE to more than 400 FTEs.


2. The purpose of this call is twofold.  Firstly, to enhance and evidence institutional engagement with the public and with specific communities
 (as identified by the institution) through digital content collections, for mutual benefit. Secondly, it is intended to develop more strategic co-ordination between institutional digital collections and institutional business and community engagement and to enhance mutual awareness between the different staff involved.


3. The outcomes of the demonstrator projects funded through this call are intended to enhance recognition among institutions and wider stakeholders of the value of digital collections as a powerful driver for community and public engagement, and increase capacity in the sector for community and public engagement through digital content.  

4. The deadline for receipt of proposals for Strand II is 12 noon UK time on Monday 15 March 2010.  The call for Strand I has now been closed.  
5. Projects in Strand I should run for 6 months and end in September 2010. Projects in Strand II should run for a maximum of 11 months and finish in March 2011.

Eligibility 

6. Eligibility to participate in this initiative is summarised in the table above.

7. Bids for Strand II involving Welsh institutions should address one or more of the priorities outline in ‘One Wales’
, the Welsh Assembly Government’s progressive agenda for Wales.  Specifically proposals are welcomed that seek to:

· address maximisation of the economic, social and cultural impact of universities on learners and on the wider community;

· broaden the range of learning opportunities;

· respond to the needs of students and employers, and tackle poverty and disadvantage;

· widen participation in higher education;

· encourage collaboration with other educational institutions to widen opportunities;

· respond to the needs of Welsh medium/bilingual learners.

8. Proposals may be from single organisation or consortia. Partnership arrangements may be developed between the education sector, research libraries, museums, galleries, publishers, commercial suppliers, but the lead partner must meet the criteria outlined above.  Funds can only be allocated through the lead partner.   However, bidders should note the small funds available for these grants and should tailor the size of any consortium accordingly.  Funding for those as acting as partners to the lead institutions should not exceed 50% of JISC’s contribution to the total cost of the project.
Background

9. JISC
 supports higher and further education by providing strategic guidance, advice and opportunities to use Information and Communications Technology (ICT) to support research, teaching, learning and administration. JISC is funded by the UK post-16 and higher education funding councils. 
10. The JISC e-content and Digitisation Programme has since its inception in 2004, funded over 60 digitisation projects at a cost of £23.8m. Some of the most notable projects include The National Archives’ Cabinet Papers 1915-78, Birmingham Museums and Art Gallery’s Pre-Raphaelite Online Resource and the RLUK’s (Research Libraries UK) Nineteenth-Century Pamphlets. This work is driven by the JISC Digitisation Strategy, available at http://www.jisc.ac.uk/media/documents/programmes/digitisation/jisc_digitisation_strategy_2008.doc.
11. JISC Business and Community Engagement
 was established in 2007 as a strategic theme. The Business and Community Engagement Programme is shaped by national policy drivers and the needs of institutions
. 

12. Business and Community Engagement is the strategic management, by higher and further education institutions, of relationships with external partners and clients, and of the associated services
. The objective is to deliver benefits to the economy and society, and enrich the institutions themselves, resulting in a more highly skilled workforce, a more efficient, dynamic and sustainable economy and a more cohesive, knowledge-enabled society.

13. The scope of engagement includes the commercial sector, the public sector (including charities and trusts), the cultural landscape and the social and civic (community) arena. Business and Community Engagement enriches research and teaching and comprises four institutional strategic areas: 

· Knowledge Exchange; 

· Employer Engagement; 

· Public Engagement; 

· Lifelong Learning.

14. JISC’s Business and Community Engagement Programme has two high level aims:

· to enhance institutions’ efficiency, effectiveness and opportunities in Business and Community Engagement activities; 

· to improve access to institutions’ knowledge and expertise for business and community organisations.

15. A significant point of overlap between the Business and Community Engagement and e-content programmes, therefore, is in the development of community collections, where digital content is created, co-created or enhanced by audiences from outside traditional tertiary education boundaries. 

16. There have been two major impetuses that have contributed to the growth of such collections. Firstly, the development of web2.0 technologies, which has offered content publishers a flexible system for interacting with a wide range of users, who evolve as both consumers and creators of digital data. Secondly, institutions are actively developing their external engagement mission, and seeing the advantages in developing meaningful relationships with businesses, public sector partners and community groups. Some of these interactions are serendipitous and un-coordinated rather than strategic, but it is becoming increasingly evident to institutions that a more joined-up approach is required to derive full value and sustainability from these activities.  

17. As a result, many projects creating and delivering digital content have begun to explore the possibilities of working with communities outside Higher Education/Further Education. For example, The Galaxy Zoo website
 has harnessed the knowledge and enthusiasm of amateur astronomers to help identify images from the Sloan Digital Sky Survey.  Meanwhile the Great War Archive
 collected digital contributions from members of the general public, thus providing an extra layer of richness to their First World War Poetry Archive. A much fuller range of projects is included in the report cited below.

18. Recognising the potential for such models, JISC commissioned Chris Batt Consulting to produce the report ‘Digitisation, Curation and Two-Way Engagement’
, which provided pointers as to how such models of public engagement in digitisation could be further developed. Some of the particular issues for individual projects, in the context of this call, are listed below:

a. There is significant potential in this area and there exists a wide range of work already undertaken.

b. There are a variety of often overlapping purposes to such projects - providing public access to knowledge; engaging with the public to create new knowledge; creating sustained two-way engagement with specific external partners; supporting project sustainability; sharing and pooling resources/skills and ideas in an open innovation co-development project; building community identity and development. Projects need to be clear which they are pursuing.

c. Clarity of purpose can be enhanced by consultation with the National Co-ordinating Centre for Public Engagement (NCCPE). The NCCPE was established in 2008 as part of the £9.2m Beacons for Public Engagement initiative
. The NCCPE is seeking to support all UK HEIs and research institutes to increase the quantity and quality of their public engagement work.  
d. The impact that social networking is having on people’s opportunities and willingness to get involved, whether through crowd-sourcing or the use of sites such as Flickr, which features as a content management tool in a number of the projects reviewed, means that in some projects rapid progress can be made to build and enrich collections. This can support sustainability and also innovative flows of new knowledge.

Programme Scope and Terms of Reference
19. There are two strands to this call 

I. Rapid User Innovation – Enhancing existing digital resources with mechanisms and features designed to engage new external audiences, and to secure their active involvement online. 
II. Co-development of content - Building new digital collections, or transforming existing collections, through genuine co-creation with specific external communities.
20. The rapid innovation projects are intended as short demonstrator projects where the creators of existing digital resources have identified a specific external community which they feel could enhance their content. The funding is, therefore, provided to cultivate the links with the specific community (see below for expectations on how this should be done) and to support the consequent technical development. However, these are not major technical development projects; technical work is likely to be limited to enabling web interfaces and online facilities or features which capture the active involvement of the external community. Nevertheless projects should plan for sustained engagement for the longer term, rather than one-off or ad hoc engagement just for the length of the project funding.

21. It is anticipated that up to four projects will be funded for rapid innovation. Total funding of £150,000 is available under this strand and the maximum funding from JISC for each project is £50,000. Those projects bidding for the full £50,000 will need to demonstrate greater ambition and achieve a more highly evolved community interface.
22. Examples of subject matter content for the rapid innovation projects will depend on existing digital collections. Themes might include community and cultural identities, conflicts, national events, hidden social histories, sporting events/histories, but these are only indicative examples and JISC is happy to receive proposals in any theme which prioritises community engagement. In terms of technical enhancements, projects are expected to exploit web 2.0 tools and techniques in designing the engagement interface for their external communities, though they will need to apply these technologies in such a way as to give the best possible chance for the engagement to be sustained, meaningful, two-way and managed.
23. While the objective of the rapid Innovation projects is to secure the active involvement of specific communities by enhancing the online interface, the objective of the co-development projects is to create new content or transform existing content, via collaboration with specific communities. In the former, public/community engagement flows from existing collections, while in the co-development project, new or transformed collections flow from public/community engagement. 

24. It is anticipated that four demonstrator projects will be funded under Strand II. Total funding of £300,000 is available, and the maximum funding from JISC for any one project is £100,000. Institutions are invited to contribute additional funding where appropriate.

25. Examples of subject matter content for the co-development projects are topics of mutual interest to both the academic and the partner communities (e.g. disappearing languages, journalism, media studies, music, genealogy, demographics, zoology). Web 2.0 tools and techniques bring new opportunities for co-creation and co-development, so projects are expected to exploit these technologies as appropriate in creating or transforming their digital resources. Clearly the community partners will need to be comfortable with the tools and techniques used, and should be engaged from an early point in their development.
26. In order to be eligible and to encourage strategic alignment for both strands, projects and the creators of existing digital resources will need to demonstrate the active involvement and membership on the project team of staff in their institution who are responsible for public engagement, community engagement or widening participation, as part of a strategic approach to business and community engagement. This call is designed to support the internal collaboration of creators of digital resources (e.g. Learning Resource Manager, Librarians and Archivists) and the public/community engagement members of Business and Community Engagement staff.

27. For both strands, the specific communities engaged will depend on the institutional strategies, strengths and, most importantly, evidence of external need or opportunity. Community groups involved might be more familiar groupings as elderly groups, ethnic minorities, cross-cultural groups or interfaith groups, but equally be as yet unformed communities, drawn together by this particular work.

28. Since JISC is only funding a relatively small number of developing community content projects in this call, it is intended that the projects funded will act as demonstrators or examples for the rest of the sector, both building on and showcasing good practice.

29. For this reason, all projects are encouraged to work with the National Co-ordinating Centre for Public Engagement (NCCPE) and be informed by the RunCoCo project highlighted below in order to:

a) Inform and enrich their projects to benefit from existing expertise and good practice, by consulting relevant case studies or participating in relevant events or workshops;

b) Disseminate and maximise the impact of their work for the benefit of the wider sector by contributing to the NCCPE knowledge base and participating in relevant events or workshops.

30. JISC will not fund under this call:

· Projects that do not comply with the JISC Standards Catalogue
.

· Projects that conflict with the JISC Model Licence Agreement (use and reuse)
.

· Projects which are not economically sustainable in the long term.

· Projects that do not comply with accessibility design guidelines
.
Deliverables
31. The deliverables are as specified above, plus the case study detailed below.

· Strand I: Mechanisms and features designed to engage new external audiences, and to secure their active involvement online;

· Strand II: New digital collections, or transformed existing collections, through genuine co-creation with specific external communities.

32. All projects will be required to provide a final report to JISC as is always the case for JISC-funded projects. The final report should incorporate a brief case study of the project which is suitable for publication and wider dissemination. The case study should include the purpose, target audience, key components/features, project partners and benefits delivered and planned.

Evaluation

33. Digitisation, Curation and Two-Way Engagement identified the development of benchmarks for evaluation as a crucial next step for community engagement projects. The report pointed to the helpful ‘Toolkit for the Impact of Digitised Scholarly Resources’, although noted that this would need adaption in the context of community engagement
. 

34. All applicants, particularly those in Strand II are urged to consider how they will develop evaluation plans for their projects. Workshops during the course of the programme will allow projects to refine such plans.
Intellectual Property Rights

35. Similarly and unsurprisingly, intellectual property rights were identified as another challenge by the Chris Batt Consulting report. The number of partners involved in any engagement project, particularly if some are unused to dealing with copyright issues, make this a problematic area with no firmly established good practice.

36. Projects are encouraged to follow the practice of existing projects in the area (many of which are listed in the appendix to the Batt report) or to consider existing licences from other providers, such as the JISC Caspar licence
 or the Creative Commons suite of licences. Again workshops during the course of the programme will allow projects to refine their practices.
RunCoCo project 

37. In parallel with to these projects, JISC is running the RunCoCo project at the University of Oxford
.  While not specifically planned to support the projects to be funded under this call, it is expected that the workshops, documentation and other deliverables being created by the RunCoCo team will assist the community engagement projects in this call. Consequently, applicants are expected to pay heed to the progress of the project and attend and contribute to the appropriate workshops.

Evaluating Criteria

38. Proposals will be evaluated according to criteria in the table below:
	Evaluation Criteria
	Questions Evaluators will be Considering

	Quality of Proposal and Workplan – the extent to which it addresses the issues and demands outlined in the call.  The quality of the proposal will be assessed on the basis of the deliverables identified, and the evidence provided of how these will be achieved, including an assessment of the risks (20%). 
	Are there clear deliverables?

Is the methodology for meeting the deliverables sound and achievable?

Is there active engagement throughout the project to ensure a sustainable and embedded end-product, where applicable?

Is the workplan robust in terms of project management arrangements?

How will the success of the project be measured?

Are technical responsibilities (e.g. creation, delivery, preservation) clearly outlined?

Are there clear plans for developing appropriate IPR licences?

Does the bid include a well-thought-through initial assessment of risks, which considers the project’s failure to deliver, and predictable consequences that are not necessarily positive?

	Impact – the extent to which the project outcomes will be of overall value both to the HE/FE and external communities.  Included in the assessment under this criterion will be the sustainability planning of the work at the end of the project funding period.  Project outcomes should add significant value to UK learning, teaching and research.  (25%).
	Does the project meet an identified need or clear opportunity within external communities and deliver benefit to them? 
Will the project help an institution advance its strategy for business and community engagement?

Will the outputs encourage novel possibilities for research or teaching and learning inside and outwith the university?

Are there identifiable outputs which have a high potential for being embedded in the process of education and research?

Will the outputs have an influence that lasts beyond the project’s immediate completion?

Are there identified plans for sustaining the digital content after the period of funding?



	Partnership and Dissemination – the degree to which the proposal demonstrates a strategic approach to work and interact with other partners, particularly external communities, JISC and other universities/colleges as appropriate - and to ensure that these partnerships function successfully. 

 (30%).
	Is the purpose of the community engagement clear and consistent with the institutions approach to strategic partnerships and business and community engagement? 

Will there be sufficient input from and co-development with the named communities?

Are the processes for and models of interaction between different partners / communities well defined?

Is there a clear and imaginative plan for disseminating outputs of the project and ensuring take-up amongst the relevant users?

Does the proposal indicate a readiness to work with the JISC for the lifetime of the project and beyond?

Are the communities of interest clearly defined? 

Is the role of each partner clear and are the proposed management structure, governance, decision-making and funding arrangements appropriate?

	Value for Money – the value of the expected project outcomes, vis-à-vis the level of funding requested, taking into account the level of innovation, chance of success and relevance to the target communities (15%).
	When considering value for money, evaluators will refer to their assessment under the above evaluation criteria and compare this with the cost requested from JISC.  

Will the project be considering the appropriate benchmarks and developing an evaluation plan?

Are the platform and the content itself sustainable in the long-term?

	Previous experience of the project team – evidence of the project team's understanding of the technical and/or management issues involved, and of its ability to manage and deliver a successful project, particularly in relationship to an institution’s broader strategies (10%).


	Does the bid demonstrate a realistic understanding of the scale of the task, both in terms of technical and management issues?

Does the bid demonstrate previous successful delivery and management of projects?

Does the bid link the expertise of the team with the roles to be undertaken and the staffing budget?

Have the partners demonstrated how the work aligns with their institution’s broader objectives and priorities? 




Structure of Proposals

39. The content of the proposal should reflect the evaluation criteria as set out above. To assist in the assessment of all proposals against a common baseline, proposals should be structured as follows:

a.
Cover Sheet – all proposals must include a completed cover sheet (see Appendix D). The completed cover sheet will not count towards the page limit. 

b.
FOI Tick List – all proposals must include a FOI Withheld Information Form, indicating which sections of the bid you would like JISC to consider withholding in response to a freedom of information request or if your bid is successful and your project proposal is made available on JISC’s website. This can be found in Appendix A of this document. The FOI form will not count towards the page limit. 

c.
Quality of Proposal and Robustness of Workplan – a description of the intended project plan, timetable and deliverables, project management arrangements, risks, IPR position, and sustainability issues.  Recruitment should be properly addressed in the bid. Do not underestimate the amount of time it takes to set up and establish a project and undertake any necessary staff recruitment. 

d.
Impact – a description of how the project outcomes will be of overall value to the HE and research communities.  This section should include information on sustainability plans.
e.
Partnership and Dissemination – a description of how project stakeholders and practitioners (if appropriate) will be engaged throughout the project and an overview of the dissemination and evaluation mechanisms that are envisaged for the project. Any stakeholder mapping and/or user needs analysis will strengthen this section of the bid.  Proposals should also ensure there is scope for working in partnership with JISC in dissemination and evaluation activities, and in making available the outputs of the project beyond the JISC funding period.  Further guidance on JISC’s expectations with regard to stakeholder engagement, evaluation and dissemination can be found in Section III of JISC’s Project Management Guidelines (http://www.jisc.ac.uk/proj_manguide). 
f.
Budget – a summary of the proposed budget, which in broad outline identifies how funds will be spent over the life of the project. For Strand I the budget should be broken down across academic years (August-July) and for Strand II across financial years (April-March) or parts thereof and should include itemised staff costs, any equipment and consumables, travel and subsistence, dissemination, evaluation, and any other direct costs required. All costs must be justified. Transparent Approach to Costing (TRAC) methodology must be used to calculate costs in bids from UK HE institutions.  An Example Budget and guidance on the budgetary terms used can be found in Appendix C to this document. Bidders should provide a summary of the qualitative, and any quantitative, benefits the lead institution and any project partners as a whole expect to receive from the project.
g.
Previous Experience of the Project Team – names and brief career details of staff expected to contribute to/be seconded to the project, including qualifications and experience in the area of work proposed, linking the expertise to the roles required within the project, and evidence of any projects of similar nature successfully completed. Clearly indicate when posts will need to be advertised.  Do not underestimate the problems in recruiting suitable staff to work on the project.  Staff with suitable qualifications in areas where the JISC is interested can be in short supply or expensive.  You should provide contingency plans in the event that you experience problems with recruitment.
h.
Supporting Letter(s) – a copy of the letter(s) of support from a senior representative of the institution and any project partners. The supporting letter(s) will not count towards the page limit and should NOT be sent under separate cover. The address to include on letters should be JISC, Northavon House, Coldharbour Lane, Bristol, BS16 1QD. It is not necessary to address the letter to a particular contact within the JISC Executive.

General Expectations

40. Projects are expected to allocate at least 5 person-days per year and related expenses to engage in programme-level activities.  Should programme meetings and relevant special interest groups be developed, projects will be expected to attend.

JISC Services

41. Bidders should be aware of the range of JISC services that may be relevant to provide advice, guidance or support dependent upon the proposal being submitted. Further information on JISC Services such as the Regional Support Centres, JISC Legal and JISC TechDis can be found at: http://www.jisc.ac.uk/whatwedo/services.  

Technological Approaches to be Employed
Open Standards 

42. Open standards should be used wherever possible, and any deviation from these should be justified in the proposal and any alternative interface specifications should be designed with re-use by others in mind.  The JISC recognises that emergent technologies lack the maturity of standards of some existing technologies.  Interoperability and data transfer are key to the provision of next generation technologies for education and research, and projects are expected to work with JISC to address these issues. Relevant standards can be found in the JISC Standards Catalogue
. 
43. Bidders must also ensure that they request adequate funding for any additional costs that may be incurred by adopting a standards-based approach.  Projects should demonstrate sound risk management with regard to the adoption of standards for immature emergent technologies and refer to appropriate sources of expertise.
Software Outputs 

44. It is expected that software outputs will normally be licensed as open-source unless a case is made to the contrary and accepted by the evaluation panel. Applicants should make clear the licence, under which software outputs will be released, mechanisms that will be put in place for community contribution (users and developers) throughout the project, and the sustainability plan for the software beyond the period of project funding.  Applicants should consult with JISC's open source software advisory service OSS Watch
 and the Open Middleware Infrastructure Institute UK
 on matters relating to open source software development.  Applicants should refer to JISC's Policy on Open Source Software for JISC Projects and Services
.

45. To be able to re-use the software it must be of a certain quality and maturity. For example, it must have supporting information, FAQ, installation guides, test data etc. to help others use it. In addition to the advice from the OSS Watch and OMII-UK, elements that contribute to software quality and project maturity are outlined in the Software Quality Assurance (QA) and Open Source Maturity Model (OSMM) Development guidelines.
  Projects will be expected to follow the recommendations from these sources of guidance.
Risk Assessment

46. All projects have an element of risk.  Even in the best-planned projects there are uncertainties, and unexpected events can occur.  A risk can be defined as: 

“The threat or possibility that an action or event will adversely or beneficially affect the ability to achieve objectives.”

47. A risk analysis when putting together a bid will help you predict the risks that could prevent a project from delivering on time or even failing.  It will also help you to manage the risks should they occur.  Consideration should be given not only to threats that could lead to failure to deliver objectives (as has already happened) but also to consider opportunities (constructive events) which if exploited could improve the way of achieving objectives.  

48. A risk analysis addresses the following questions:

· What could possibly happen?

· What is the likelihood of it happening?

· How will it affect the project?

· What can be done about it?
49. Further guidance on Risk Assessments can be found in Section III, paragraph 7 of the Project Management Guidelines. JISC InfoNet also hosts an InfoKit on Risk Management
. It explains what risks are, how to do a risk analysis, and how to manage risks during a project. 

Costing and Pricing a Bid
50. JISC development projects are funded in UK higher education institutions on the basis of full economic costs. Bids from these institutions should therefore be constructed on a full economic cost (fEC) basis using the TRAC methodology.  An example budget for bidders to use can be found in Appendix C.  
51. The bid should indicate the contribution to the project being sought from JISC and the intended contribution from the lead institution and any project partners.  The bid should also confirm the matched contribution to the project from the lead institution and any project partners. The funding levels outlined in this call are the maximum that JISC will provide towards the total cost of a project; institutional contributions are additional.  JISC funding will be paid in the period to 31 March 2011.  Where a bid involves partners from outside the UK HE, such as English FE or a commercial company, the partners should cost their activities using current costing practice in their college or organisation and clearly identify partner contributions.
52. When assessing proposals, JISC will take into consideration the reasonableness of the total cost of the project.  It is important to JISC that HE institutions are costing proposals accurately and seeking the appropriate level of support from us, so that they are not over-committed, and hence are ensuring the long-term availability of their activities.  However, JISC also needs to ensure consistency of treatment, and that it is using its funding effectively across all proposals. 
53. Through the funding provided to projects there will clearly be sector-wide benefits. However, there may also be benefits to the lead institution and any project partners (e.g. prestige/kudos, academic synergy, and financial benefits) in delivering the individual projects. Bidders should provide a summary of the qualitative and quantitative benefits the lead institution and any project partners as a whole expect to receive from the project. The nature of institutional contributions should be clearly identified (e.g. whether they are direct or indirect contributions or a mixture of both) by providing a breakdown using the example table provided in Appendix C.  JISC reserves the right to ask additional questions about the budget prior to agreeing any funding for a project. 
54. Further guidance on fEC for JISC-funded research and development projects can be found at: http://www.jisc.ac.uk/fundingopportunities/bidguide/full_economic_costing.aspx  

For more information about TRAC, see the HEFCE web site at: http://www.hefce.ac.uk/finance/costing/. 

The consolidated TRAC Guidance can be found at http://www.jcpsg.ac.uk/guidance/about.htm. 

Freedom of Information

55. JISC is subject to the Freedom of Information Act 2000 (FOIA). Therefore potential bidders should be aware that information submitted by them to JISC during this tender process, and throughout the life of any project subsequently funded, may be disclosed upon receipt of a valid request.

56. JISC will not disclose any information received during this tender process whilst the evaluation of the bids received is still underway. The evaluation process is still deemed to be active until such time as all grant letters to successful projects have been sent out.

57. It is JISC policy to make the content of any bid funded by JISC through this call publicly available via the JISC web site shortly after funding has been awarded.  Unsuccessful bids will be destroyed one month after the lead institution has been notified that their bid was not successful.  However, it should be noted that the contents of unsuccessful bids may be disclosed should JISC receive a relevant FOI request prior to destruction taking place. 
Terms and Conditions of Grant

58. JISC will oversee and monitor the progress of projects. All projects will be expected to follow JISC’s Generic Terms and Conditions of Grant.  A copy of this is attached at Appendix B to this document. It is the bidders’ responsibility to read this.

59. All projects will be managed following JISC project management guidance, which can be found at http://www.jisc.ac.uk/proj_manguide, although it is expected these guidelines will be applied with a light touch for this particular strand of funding.  The JISC Programme Manager will liaise with projects on precise requirements once funding commences.  These guidelines may also be of use to bidders when putting together a project proposal. 

60. It is intended that the deliverables created as part of this programme will, as appropriate, be deployed by JISC as part of a long-term strategy for providing access to community resources, and where this is possible, arrangements for archiving of deliverables will be set in place.  However, wherever possible, projects will be encouraged to set in place mechanisms to ensure the continued availability and currency of deliverables after funding has ended.  In the majority of cases JISC will not be able to commit to the long-term delivery or maintenance of project outputs after the end of the programme, though guidance will be given about any opportunities for continuation funding and embedding within institutions.
Intellectual Property Rights

61. As a general rule, JISC does not seek to retain IPR in the project deliverables created as part of its programmes.  However, funding is always made available on the condition that project outputs are made available, free at the point of use (or ‘at cost’ where appropriate), to the UK HE, FE and Research community in perpetuity and in accordance with JISC’s Open Access and/or JISC’s Open Source Software Policy wherever possible, and that these may be disseminated widely in partnership with JISC.  Further information is available in Appendix B.

62. JISC, however, reserves the right to acquire all Intellectual Property Rights, including with limitation, copyright, database right, performers rights, patents and trademarks, whether registered or unregistered, in any works created as a result of the funding either indefinitely or for a certain fixed period of time on behalf of HEFCE. JISC also reserves the right to request that all Moral Rights are waived. This ability to acquire the Intellectual Property Rights will only be used under exceptional circumstances and in any such case where JISC considers this necessary, the JISC will explain in writing to you the reasons for the transfer. This includes the situation where JISC is funding the creation of a national service for the community and there may be a need for HEFCE, on behalf of JISC’s funding partners, to retain ownership of certain rights in order to maintain flexibility of future provision and availability of the service. 
63. For all project and/or service outputs, acceptance of the terms and conditions of the grant will provide JISC or its representatives with an irrevocable, non-exclusive royalty-free licence in perpetuity to exploit the outputs in any way it sees fit, including enabling the JISC to use, archive, preserve and disseminate the outputs. 
Open Access

64. JISC supports unrestricted access to the published output of publicly-funded research and wishes to encourage open access to research outputs to ensure that the fruits of UK research are made more widely available.  JISC firmly believes in the value of repositories as a means of improving access to the results of publicly-funded research and is investing significantly in this area.  JISC expects that the full text of all published research papers and conference proceedings arising from JISC-funded work should be deposited in an open access institutional repository, or if that isn't available, a subject repository. Deposit should include biographical metadata relating to such articles, and should be completed within six months of the publication date of the paper.  Further details are provided in JISC’s Terms of Conditions of Grant (see Appendix B).
Submitting a Bid

65. A guide to bidding for JISC projects can be found at http://www.jisc.ac.uk/bidguide.

66. The deadline for receipt of submissions for Strand 1 has now passed. The deadline for receipt of submissions for Strand II is 12 noon UK time on Monday 15 March 2010.  Late proposals will NOT be accepted.  It is the responsibility of the bidder to ensure that the proposal has arrived by the deadline stated.  The JISC Executive will strictly adhere to this policy. There will be no appeals process for late bids.  In light of this, it is recommended that bidders plan to submit proposals several days before the deadline in case of any technical difficulties or other extenuating circumstances.  
67. For Strand I, proposals should NOT exceed six single-sides of A4 pages and should be typeset in Arial or a similar font at 10-point size. For strand II proposals should NOT exceed eight single-sides of A4 pages and should be typeset in Arial or a similar font at 10-point size.   All key information as outlined in the guidance on structure of proposals MUST be included within the page limit unless otherwise indicated. Any bids exceeding the page limit for key information may be rejected by the Executive prior to the evaluation stage. 
68. Proposals MUST:

· Include a completed FOI Withheld Information Form (see Appendix A);
· Include a completed cover sheet (see Appendix D);

· Be accompanied by a letter(s) of support from an authorised senior manager at the lead institution and from any partner institutions.

69. An electronic copy of the proposal should be sent in PDF format by this deadline to digitisation-bids@jisc.ac.uk.  This is an electronic-only submission process, therefore all documentation (including letters of support) must be submitted in PDF format, as a single file and in a zipped folder if the size of the file exceeds 10Mb (note: any files exceeding 10Mb are likely to be returned by the mail server).
70. Bidders must ensure their proposals have paragraph and section numbers in case of any queries or FOI requests. No additional security settings should be activated for PDFs to allow JISC to redact information if necessary prior to any release under FOI.
71. All proposals must complete the FOI Withheld Information Form (see Appendix A) indicating those sections or paragraphs of your proposal which you believe should be exempt from disclosure under the Freedom of Information Act. It should be noted that whilst JISC will actively consider withholding any of the information indicated within this appendix, it is ultimately JISC’s decision (as the holder of the information) and JISC may not be able to uphold such decisions in all cases. JISC will consult with the lead institution prior to the release of any information listed in the FOI Withheld Information Form.
72. The types of information which may be considered exempt from disclosure include (but may not necessarily be limited to):
· Information, which if disclosed, would materially damage the commercial interests of the institution or its partners;

· Information, which if disclosed, would break the principles of the Data Protection Act 1998.
73. Bidders are encouraged to consult with their institutional FOI officer for further information if required. Failure to fill in or submit this information will be construed as consent for disclosure and/or publication on JISC’s website should your bid be successful. 
74. All bids should include the name of the lead institution in the subject line of the email when submitting the bid. It is the responsibility of the bidder to ensure that the bid is sent to the correct email address.  Bidders will receive an automatic confirmation of receipt of any proposal sent to the relevant email address.  The email address should not be used for general enquiries. 
75. If no automatic confirmation is received, it is the responsibility of the bidder to contact JISC within one day of submitting the bid to confirm whether the proposal has been received.  In case of any dispute about the submission of proposals, it is the responsibility of the bidder to provide evidence that the proposal was emailed to the correct address prior to the deadline.
Evaluation Process

76. A selection panel will be established to review the bids received.  A standard mark sheet and guidance for markers is prepared for each evaluation process.  This is to help ensure a common approach from evaluators and to clarify the evaluation criteria, and definitions for the different marks it is possible to award.  There are a number of sections which the evaluator is required to complete to inform decisions: a score for each evaluation criteria; detailed comments to clarify the mark awarded for each criteria; a section to describe overall impressions of the bid; and a recommendation.  Further information about JISC’s procedure for evaluating bids can be found at: http://www.jisc.ac.uk/bideval.  
77. JISC will endeavour to notify successful bidders for Strand I in the week beginning 8 March 2010.  Projects must start by 1 April 2010 and should run for 6 months and end in September 2010.  Successful bidders for Strand 2 will be notified week commencing 19 April 2010.  Projects must start by 1 May 2010 and should run for a maximum of 11 months and end in March 2011.
78. JISC will expect to work with the selected projects to agree the workplan and to ensure that the project budget is appropriate and suitably profiled. It may be necessary to negotiate some aspects of the project objectives and content with the project teams in the interest of maximising the expected benefits of the programme as a whole.
79. Notwithstanding the weightings of the evaluation criteria, proposals that fail badly on any one criterion may be rejected, and proposals showing exceptional strength in one or more areas with serious weaknesses in others may be funded.  In making awards under this call, JISC will take into account the need for an appropriate, varied and affordable portfolio of projects and partners.  It is not, therefore, necessarily the case that the projects with the highest raw scores will be those funded in all instances. 
80. JISC reserves the right not to commission the full amount of funding outlined in this call, and to issue a subsequent call to address any remaining work. 
Checklist for Bid Submission

81. When submitting your bid, we recommend you check the following points:
i. Have you completed the cover sheet from the relevant appendix?
ii. Have you paragraph- and section-numbered your proposal?
iii. Have you completed the FOI Withheld Information Form (see Appendix A)?
iv. Have you followed the bid format outlined?
v. Are you clear about the evaluation criteria on which your bid will be judged?
vi. Have you looked at the Example Budget and guidance (Appendix C) to help you present your costings?
vii. Have you provided a summary of the qualitative and quantitative benefits the lead institution and any project partners as a whole expect to receive from the project and clarified the nature of the institutional contributions?
viii. Have you read JISC’s Generic Terms and Conditions of Grant (see Appendix B)?

ix. Have you kept within the page limit for the main body of the proposal (do NOT include any appendices to your bid)?
x. Have you included letters of support from the lead site?
xi. Is your bid in a single file and PDF format (including letters of support) and in a zipped folder if the size of the file exceeds 10Mb with no additional security settings switched on?
xii. Are you aware of the email address to which you need to submit your bid and the need to include the name of the lead institution in the subject line of the email?
xiii. Are you aware of the deadline for submitting bids?  Late bids will not be accepted.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
82. To summarise a bid may be automatically rejected if:

i. It is received after the stated deadline;

ii. A cover sheet is not included;

iii. The bid exceeds the page limit outlined in the call;

iv. An additional appendix/appendices are provided that are not requested in the call (as these will be considered to count towards the page limit outlined in the call).

Further Information
83. General enquiries about the bid submission process should be sent to: Avalon McAllister (a.mcallister@jisc.ac.uk; Tel: 0117 9317124).
84. Enquiries about the Digitisation Programme or the content of any submission should be sent to: Alastair Dunning (a.dunning@jisc.ac.uk; Tel: 0203 006 6065 or Simon Whittemore (s.whittemore@jisc.ac.uk; Tel: 07796 336 502)
Appendices
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 Appendix A
FOI Withheld Information Form

We would like JISC to consider withholding the following sections or paragraphs from disclosure, should the contents of this proposal be requested under the Freedom of Information Act, or if we are successful in our bid for funding and our project proposal is made available on JISC’s website.

We acknowledge that the FOI Withheld Information Form is of indicative value only and that JISC may nevertheless be obliged to disclose this information in accordance with the requirements of the Act. We acknowledge that the final decision on disclosure rests with JISC.

	Section / Paragraph No.
	Relevant exemption from disclosure under FOI
	Justification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please see http://www.ico.gov.uk for further information on the Freedom of Information Act and the exemptions to disclosure it contains.

Example:

	Section / Paragraph No.
	Relevant exemption from disclosure under FOI
	Justification

	2.4
	s.43 Commercial Interests 
	Contains detailed description of our proposed system design which would damage our commercial interests if disclosed, by making this information available to competitors.  


Appendix B

Annex to JISC Grant and Contract Letters for Projects

Generic Terms and Conditions of Funding

Preamble

1. JISC funds a wide variety of projects on behalf of its funding bodies. These projects include consultancies and supporting studies where the main deliverable is a report, and projects where the deliverables include products or services as well as reports. These generic terms and conditions apply to all projects and define the responsibilities of the lead institution and its project partners.

Adherence to Project Management Guidelines

2. The institution and its partners must adhere to the Project Management Guidelines available electronically at http://www.jisc.ac.uk/fundingopportunities/proj_manguide.aspx.  The Guidelines provide initial advice on project planning, project management, the relationships between JISC programmes and projects, evaluation, and dissemination.  The Guidelines will be updated from time to time, and the lead institution will be notified of any major changes.  It is the responsibility of the lead institution to inform its project partners accordingly.

Submission of Agreed Deliverables

3. The institution and its partners must supply all deliverables specified in the agreed project proposal.  The schedule for submitting deliverables must be included in the Project Plan and agreed with the JISC Executive.  Any changes to this schedule must be agreed in writing with the JISC Executive.

4. Project deliverables are subject to approval by the JISC Executive, and the framework for approval is outlined in the Project Management Guidelines.

5. Project deliverables will be deposited in the appropriate JISC data centre or managed repository, where appropriate.

Core Project Document Set

6. The lead institution must also supply a core set of documents to indicate how the project work will be planned and implemented, to report on progress, and to inform future auditing and evaluation.  It is the responsibility of the lead institution to agree these documents with its project partners prior to submission.

7. The core project documents are listed below and further information about each document is provided in the Project Management Guidelines.

8. Core project documents are subject to approval by the JISC Executive, and the framework for approval is outlined in the Project Management Guidelines.

9. Core project documents will be deposited in the JISC records management system and/or project information management system so they are accessible to the JISC Executive.

	Core Project Document
	Timing

	Project Plan (including an Evaluation Plan, QA Plan, Dissemination Plan, and Exit/Sustainability Plan)
	Within 1 month of start date

	Project Web Page on JISC Web Site (including copy of accepted Project Plan)
	Within 1 month of start date

	Project Web Site at Lead Institution 
	Within 3 months of start date

	Consortium Agreement (for projects involving more than one institution)
	Within 3 months of start date

	Progress Reports (including financial statement)
	Default 2 per year; schedule to be agreed with Programme Manager for projects of less than 12 months

	Technical and Supporting Documentation (for projects creating technical deliverables)
	Timing to be agreed with Programme Manager

	Final Report
	Draft version 1 month before project end date; final version at project end date

	Completion Report (including financial statement)
	Project end date


Intellectual Property Rights

10.  As a general rule, JISC does not seek to acquire or retain IPR in any outputs created as part of the project and/or service. IPR ownership shall therefore vest with you [and your partners, as laid out in your Consortium Agreement].  However, if this is not the case for the particular piece of work you are undertaking, the correct IPR position will be documented in the grant/contract letter. 

11.  The funding is made available on condition that outputs from the project are made available, free at the point of use (or ‘at cost’ where appropriate) and under Open Access or Open Source principles where possible, to the UK HE, FE and Research communities in perpetuity in accordance with JISC’s Open Access Policy and/or JISC’s Open Source Software Policy wherever possible.  

12.  A condition of funding is that you grant JISC, on behalf of HEFCE, an irrevocable, non-exclusive royalty-free licence in perpetuity to exploit the outputs in any way it sees fit, including enabling the JISC to use, archive, preserve and disseminate the outputs. This may include, where appropriate, the delivery of project outputs to the community under a suitable open access and/or Open Source licence.  In all cases, JISC will also retain the right to modify or adapt the project outputs.  The purpose of this is to give JISC the ability to ensure outputs are available to the UK education and research community for non-commercial use should you fail to fulfil this condition of funding. You further agree to ensure that any licence you enter into in order to acquire third party materials for the purposes of this project may legally be transferred to a third party, nominated by HEFCE, to enable such continued availability of outputs to the UK education and research community.

13.  JISC may terminate this Agreement immediately without further obligation in the event of:
 (i)
any breach of this Agreement which cannot be remedied or is not remedied within thirty (30) calendar days of you being requested to do so; or
(ii)
any resolution being passed or petition being presented to wind up your business (otherwise than for reconstruction or amalgamation) or a receiver being appointed of the whole or part of your assets; or a failure to complete a satisfactory Consortium Agreement, where required, in the time required by your JISC project manager; or where, in the reasonable opinion of the JISC, any of the terms or conditions of funding have not been fulfilled.

If termination occurs under any of these circumstances, all rights in any works created by you as a result of the funding shall revert to the JISC on behalf of HEFCE.
14.  You [and your partners] must ensure that outputs do not infringe the copyright or any other Intellectual Property Right existing at the time the project is completed (including, but not limited to, database rights, moral rights, performers rights, unregistered or registered trademarks, patents, or registered designs) of any third party.  Where necessary, copyright and other Intellectual Property Rights should be cleared before digitisation or incorporation into outputs begins. You must obtain written permission for any third party rights that you incorporate, using a standard clearance letter whose wording has been agreed with your JISC Programme Manager. You must also document all attempts to identify the owner of works where the rights holders cannot be located (so-called “orphan works”.) It is a condition of funding that you must discuss any orphan works you encounter with your JISC Programme Manager and must follow your programme manager’s advice regarding how to deal with such orphan works.

15.  It is a further condition of grant that you respect the Moral Rights of those individuals who contribute to the project outputs and in particular requires that you (1) acknowledge them by listing the names of those individuals who made a significant contribution to the project outputs in such project outputs, (2) that the text or content of any outputs should be checked by those individuals before release.

16.  JISC, however, reserves the right to acquire all Intellectual Property Rights, including, without limitation, copyright, database right, performers rights, patents and trademarks, whether registered or unregistered, in any works created by you as a result of the funding, as appropriate, either indefinitely or for a certain fixed period of time on behalf of HEFCE. JISC also reserves the right to request that all Moral Rights are waived. This ability to acquire the Intellectual Property Rights will only be used under exceptional circumstances and in any such case, the JISC will explain in writing to you the reasons for the transfer.
Open Access and Open Source 

Open Access

17.  JISC supports unrestricted access to the published output of publicly-funded research and wishes to encourage open access to research outputs to ensure that the fruits of UK research are made more widely available. JISC firmly believes in the value of repositories as a means of improving access to the results of publicly-funded research and is investing significantly in this area.  A national support project is available to help institutions develop repositories and share practice (http://www.jisc.ac.uk/whatwedo/programmes/programme_rep_pres/reps_support.aspx).

18.  JISC requires that all project or service outputs and the full text of all published research papers and conference proceedings arising from the funded work to be deposited into an institutional or subject open access repository. Deposit should include appropriate bibliographical metadata relating to said articles, and the deposit should be completed within six months of the first publication date of the paper. JISC mandates the deposit of the native version (Word, PPT, etc.), with PDF as well if wanted, but certainly with a format from which usable xml can in principle be derived (not PDF). 

19.  Which version of the article should be deposited depends upon publishers’ agreements with their authors but JISC mandates that articles should be made available through publishers that adopt the RoMEO "green" approach as a minimum (for further information see http://www.sherpa.ac.uk/romeoinfo.html#colours). Authors should go to another journal if the journal chosen does not adopt the RoMEO "green" conditions. 

20.  Jorum [http://www.jisc.ac.uk/whatwedo/services/jorum.aspx] is a free national repository that provides a long-term solution for hosting learning and teaching materials. From summer 2009, JorumOpen will be available for staff in UK FE/HE to deposit learning and teaching materials released under Creative Commons or similar licences. JorumOpen will be free to use and open to the world. It is mandatory that all learning materials produced by projects and services should be deposited or linked to Jorum together with the appropriate metadata, and JISC strongly encourages its use by all JISC-funded projects. 

21.  The JORUM Deposit Licence must be signed within 3 months of commencement of the project. If the institutions involved have already signed the licence, a new schedule should be submitted to include any additional staff that will be depositing in JORUM as part of the project. Please see http://www.jorum.ac.uk/contributors/index.html for further information and guidance and to download the licence and schedules. Individual project support is available from the JORUM team if required. Any concerns that the project consortium has about this should be discussed with the Programme Manager at the earliest opportunity. 

22.  It is highly desirable that any software components of the outputs are released under appropriate open source licences to ensure that they can also be freely shared with organisations and communities, with which the JISC has close working arrangements, see JISC’s Open Source Software Policy (http://www.jisc.ac.uk/fundingopportunities/opensourcepolicy.aspx)  

Adherence to Standards

23. The institution and its partners must use the technical standards stipulated by JISC and where unstipulated open standards wherever possible. Any deviation should be justified in the proposal and any alternative be designed with re-use by others in mind. Ease of interoperability between systems is key to the provision of next generation technologies for education and research, and projects are expected to work with JISC to address this issue. It is the responsibility of the lead institution to inform its project partners accordingly. Relevant standards can be found in the JISC Standards Catalogue http://standards.jisc.ac.uk/.

Charging

24. Funding is made available on the condition that the institution and its partners shall make available deliverables developed by the project free of charge to the teaching, learning, and research communities during the period of funding, except for a handling and/or usage charge which must be agreed in writing with the JISC Executive.

Programme Meetings and Events

25. Programme meetings and other events are organised by JISC to brief project staff and share knowledge.  Two major programme meetings are held per year, and attendance at programme meetings is mandatory.  Projects should allocate staff time to participate in programme activities, and the Project Management Guidelines provide guidance on days per year to allow. The project will be provided with a schedule of meeting dates.

26. Projects should also allocate time to liaise with the Programme Manager on a regular basis, and institutions should provide access to the Programme Manager at any reasonable time.

Dissemination

27. The institution and its partners must commit to disseminating and sharing learning from the project throughout the community.  The institution and its partners must develop a Dissemination Plan as part of the overall Project Plan and report on dissemination activities in Progress Reports and the Completion Report.  Further information about dissemination is available in the Project Management Guidelines.

Project Web Site

28. The institution and its partners must create a web page and web site to explain the project aims and objectives and to disseminate information about project activities and results.  The Project Management Guidelines give guidance on the scope, content, and design of web sites.

29. Where appropriate, project deliverables and core project documents may be posted on the project web site.  As the project web site is primarily a dissemination vehicle, deliverables and documents posted are considered to be copies, and the masters will be deposited in the appropriate JISC repository. 

30. The lead institution or one of its partners must agree to host the web site on their server for a minimum of 3 years after the end of the project and to assist JISC in archiving it subsequently.

Publicity

31. In any publicity material or public presentation about the project it is essential to include an indication that the project was made possible by funding from JISC. Projects and services must adhere to JISC PR Guidelines and to any additional advice established by the JISC Communications and Marketing team in due course. The current JISC Communication and Marketing Toolkit can be found at http://www.jisc.ac.uk/aboutus/marketing_toolkit.aspx.  
Evaluation

32. JISC undertakes evaluation of its development projects and programmes to ensure that knowledge and results are shared with the wider community and to improve the development programme itself.  Projects are required to participate in programme evaluation activities organised by JISC.

33. The institution and its partners are also required to undertake evaluation of their work.  The institution and its partners must develop an Evaluation Plan as part of the overall Project Plan and report on evaluation results in Progress Reports and the Final Report.  Further information about evaluation is available in the Project Management Guidelines.

Exit/Sustainability Plan

34. Funding is for a limited term as set out in the letter of grant.  The institution and its partners must develop an Exit/Sustainability Plan as part of the overall Project Plan to document the planning needed to get the best value from the work that has been funded.  This will include an assessment of what should happen to deliverables and options for sustainability after funding ceases.  Where the institution and its partners wish to exploit deliverables on a commercial basis after funding ceases, they should submit a business plan with economic models that demonstrate how the product or service will be self-sustaining.  Further information about exit/sustainability is available in the Project Management Guidelines.

Quality Assurance

35. The institution and its partners must put in place appropriate formal quality assurance procedures to ensure that deliverables are fit for purpose and comply with specifications, JISC guidelines on standards, good practice, and accessibility legislation. Projects must develop a QA Plan as part of the overall Project Plan describing the QA procedures they will put in place and supply evidence of compliance when deliverables are submitted. Further information about QA is available in the Project Management Guidelines.
Payment Schedule

36. The schedule of payments will be indicated in the letter of grant. If more than one institution is involved in a project or service, payments will be made to the lead institution.  It is the responsibility of the lead institution to disburse the funds to its project partners.

37. Payment is conditional upon satisfactory progress with milestones and deliverables.  The institution and its partners must supply deliverables and core project documents on schedule or subsequent payments may be withheld.

38. At the end of the project, any unspent funds should be returned to JISC unless a formal agreement is reached with the JISC Executive about how these funds may be spent to further support the work of the project.

39. For financial audit, the procedures of the lead or fund-holding institution will apply.  In general, JISC does not intend to send financial auditors to projects. However, there remains the possibility that JISC's auditors may wish to audit projects. Project fund holders are required to make themselves available for a visit by members of the JISC Executive or nominees on reasonable notice.

Staff Development

40. Funding is for a limited term as set out in the letter of grant.  Near the end of the project funding, institutions should inform project staff about career development opportunities.  These might include information about job vacancies within the institution or opportunities for training and career guidance.

Compliance with UK and EU Legislation

41. The institution and its partners must comply with any UK or EU legislation or any international Treaty obligations currently in force or introduced during the timescale of the project that has implications for the conduct of projects or the deliverables/documents they supply.  JISC will endeavour to inform the lead institution of relevant legislation and supply guidance for compliance.  It is the responsibility of the lead institution to inform its project partners accordingly.  Further advice and guidance is available from the JISC Legal Information Service (http://www.jisclegal.ac.uk/), email: info@jisclegal.ac.uk, tel: 0141 548 4939.
Accessibility

42. In line with Government legislation and social inclusion initiatives, JISC is committed to providing resources that are accessible to a diverse range of users. In order to achieve this, JISC advise that all resources including the project web site meet good practice standards and guidelines pertaining to the media in which they are produced, for example HTML resources should be produced to W3C html 4.01 strict (http://www.w3.org/TR/1999/REC-html401-19991224/)  and use W3C WAI guidelines to double A conformance (http://www.w3.org/WAI/WCAG1AA-Conformance). Further advice and guidance is available from the JISC TechDis Service (http://www.techdis.ac.uk), e-mail: helpdesk@techdis.ac.uk, Tel: 01904 754 530.

Data Protection

43. The institution and its partners must accept responsibility as the data controller or Joint Data Controllers as defined by the Data Protection Act 1998 (‘the Act’) for the personal data collected and processed as a result of this project.  Neither HEFCE nor the funding bodies accept responsibility for any breaches of the Act which occur due to the actions of project staff or agents directed by them.

44. HEFCE is the recognised data controller for JISC.  In line with the requirements of the Data Protection Act 1998, the institution and its partners hereby grant HEFCE permission to hold the names, job titles, and work contact details of project staff to enable administration of the programme that the project is part of and to keep project staff up to date with information pertinent to it.

45. The institution and its partners also grant HEFCE permission to hold these contact details as part of the main JISC Contacts Database and Project Information Management System. They will be used to contact staff or send them information from other JISC sources relating to forthcoming events or initiatives which may be of interest. 

46. This information is made available to the JISC Executive, staff within the Regional Support Centres and staff within other JISC-funded services and initiatives only for the purposes described above. Contact details held within the Project Information Management System are also published on the project pages on the JISC web site (http://www.jisc.ac.uk/projects). This data will be held until such time as the institution instructs HEFCE otherwise or for the lifetime of HEFCE.

47. Any institution which prefers that project details were not held as part of the JISC Project Information Management System or Contacts Database, or would like any further information about how this data will be processed, should contact the JISC Executive.

Freedom of Information

48. The institution and its partners should be aware that educational institutions are listed as public authorities under Schedule 1 of the Freedom of Information Act 2000 (‘the Act’).  The information created by project staff during the course of the project and as described in their original bid is therefore covered by the provisions of the Act.  

49. Neither HEFCE nor the funding bodies accept any responsibility for the project’s compliance with the Act for information held by the project staff.  This is deemed to be the responsibility of their host institution(s).

50. HEFCE will comply with the terms of the Act for information relating to the project or programme of which it is part that is held by the JISC Executive.  Project staff should therefore be aware that any contracts, information or communications in written form (including email) which are sent to the JISC Executive (including the Programme Manager) may be made available to the public on receipt of a valid request and unless covered by one of the classes of exempt information listed in Part 2 of the Act.

JISC Executive

August 2009
Appendix C: Template Budget

	Directly Incurred

Staff 
	April 10–March 11

August 09-July 10
	April 10–March 11

August 10-July 11
	TOTAL £

	Post, Grade, No. Hours & % FTE
	£
	£
	£

	Etc.
	£
	£
	£

	Etc.
	£
	£
	£

	Total Directly Incurred Staff (A)


	£
	£
	£

	
	
	
	

	Non-Staff
	April 09-March 10

August 09-July 10
	April 10-March 11

August 10-July 11
	TOTAL £



	Travel and expenses
	£
	£
	£

	Hardware/software
	£
	£
	£

	Dissemination
	£
	£
	£

	Evaluation
	£
	£
	£

	Other 
	£
	£
	£

	Total Directly Incurred Non-Staff (B)


	£
	£
	£



	
	
	
	

	Directly Incurred Total (C)

(A+B=C)


	£
	£
	£

	
	
	
	

	Directly Allocated
	April 10-March 11

August 09-July 10
	April 10-March 11

August 10-July 11
	TOTAL £



	Staff
	£
	£
	£

	Estates
	£
	£
	£

	Other
	£
	£
	£

	Directly Allocated Total (D)
	£
	£
	£

	
	
	
	

	Indirect Costs (E)
	£
	£
	£

	
	
	
	

	Total Project Cost (C+D+E)
	£
	£
	£

	Amount Requested from JISC
	£
	£
	£

	Institutional Contributions
	£
	£
	£

	
	
	
	

	Percentage Contributions over the life of the project
	JISC

X %
	Partners

X %
	Total

100%

	
	
	
	

	No. FTEs used to calculate indirect and estates charges, and staff included
	No FTEs
	Which Staff




Explanation of Terms

All applications from UK HE institutions for development funding from JISC should be costed on the basis of full economic costs (fEC). fEC is the total cost of a project. 

Projects should be costed using the TRAC Research indirect and estates charge-out rates, and TRAC fEC methods for Research. However, this does not affect their classification as Research or Other/Other Services Tendered for reporting in annual TRAC, HESA, the financial statements or with regard to Customs and Excise (VAT) treatment. 

If a project is not classified as Research under annual TRAC the Research charge-out rates should still be used.  However, there is no need to amend the denominator or the numerator of the charge-out rate calculations to try to incorporate these projects.

Academic-related staff who lead or work directly on a project should be classified as ‘researchers’ when costing the project and should be allocated indirect/estates costs. They should be included in the annual TRAC time allocation collection exercises when those are carried out, and their time on projects should be included in the denominator of the indirect and estates charge-out rate calculations when they are next calculated. 

Further guidance on fEC for JISC-funded research and development projects can be found at: http://www.jisc.ac.uk/fundingopportunities/bidguide/fulleconomiccosting.aspx. 

Cost Headings

Directly Incurred

These are costs that are explicitly identifiable as part of the project, are charged at cash value actually spent and can be supported by an audit record. They include:

Staff – payroll costs requested for staff, full- or part-time, who will work on the project and whose time can be supported by a full audit trail during the life of the project. Directly incurred staff should be completing timesheets if they are not 100% chargeable to the project. 

Unless a member of staff will be spending 100% of their time on a project, all estimates of time on a project should be made in numbers of hours or days, for each year of the project. This should then be converted to a FTE for use in calculating the indirect and estate costs charges. 

Where a post graduate research (PGR) student is carrying out some of the work on a project, the fEC associated with that student should be included on the project application.

This will include:

· Stipends/maintenance costs

· The principal investigator's (PI) supervision/training time

· Indirect and estates costs on the PI time

· Indirect and estates cost on the PGR FTE (weighted by 0.2 for indrect costs, and 0.5 or 0.8 for estates).

Tuitions fees should not be included in the fEC. 

Travel and Expenses – funds for travel and subsistence for use by staff who work on the project where these are required by the nature of the work. This should include attendance at programme meetings (two per year) and other relevant meetings dependent upon the project/programme.

Equipment – the cost of individual items of hardware or software dedicated to the project, including VAT, e.g. a computer for a newly recruited member of staff for the project.

Dissemination – the cost of any dissemination activities proposed for the project.

Evaluation – the cost of any formative or summative evaluation activities proposed for the project.

Other Costs – costs of other items dedicated to the project, including consumables, recruitment and advertising costs for staff directly employed on the project. 

Directly Allocated

These are the costs of resources used by a project, which are shared by other activities. They are charged to projects on the basis of estimates rather than actual costs and do not represent actual costs on a project-by-project basis. They include:

Staff – proposals will need to show the costs of any principal investigators/project directors and any co-investigators/co-directors if their time charged to the project is based on estimates rather than actual costs. This may also include the costs of technical and clerical staff, and if a project is buying a small amount of one or more of a person’s time. 

Estates – these costs may include building and premises costs, basic services and utilities, and any equipment maintenance or operational costs not already included under other cost headings.Institutions should use the non-laboratory estates rate if desk-based work (not requiring specialist computing facilities) is done by staff in laboratory departments. Work carried out by academic-related staff such as librarians or IT managers would normally be categorised as non-laboratory but this would depend on the type of project. 

Other Directly Allocated – these costs may include, for example, access to institutional research facilities such as equipment and IT systems. 

Indirect Costs

These include non-specific costs charged across all projects based on estimates that are not otherwise included as Directly Allocated costs. They include the costs of administration, such as personnel, finance, library and some departmental services. 

NB: The budget section of the proposal should clarify the FTEs used to calculate the indirect and estates charges, and indicate which staff have been included. 

Indexation

Costings for subsequent years should factor in inflationary increases for salaries and other costs. All costings should be inclusive of any VAT applicable. 

Project Partners

Funding for project partners, e.g. staff time, should be clearly identified in the proposal under the relevant heading.  Resources to be provided by project partners, whether cash or in-kind contributions, should also be clearly identified in the proposal. 

Justification of Costs

All costs associated with the project must be fully justified. 

Virement

Directly Incurred Costs can be vired within the overall Directly Incurred budget heading, however, Directly Allocated and Indirect Costs cannot (they do not vary from the estimates made on project application). 
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	Please indicate which strand you are applying to:

Strand I: Rapid User Innovation 

Strand II: Co-Development of Content
	

	
	

	Name of Lead Institution:
	

	Name of Proposed Project:
	

	Name(s) of Project Partners(s) (except commercial sector – see below)
	

	This project involves one or more commercial sector partners 

YES / NO (delete as appropriate)
	Name(s) of any commercial partner company (ies)

	Full Contact Details for Primary Contact:

Name:

Position:

Email:

Tel:

Address:



	
	

	Length of Project:
	

	Project Start Date:
	
	Project End Date:
	

	Total Funding Requested from JISC:
	

	Funding requested from JISC broken down across Financial/Academic Years:


	Total Institutional Contributions: £
	

	
	

	Outline Project Description



	I have looked at the example FOI form at Appendix A and included an FOI form in this bid
	YES / NO (delete as appropriate)

	I have read the Funding Call and associated Terms and Conditions of Grant at Appendix B
	YES / NO (delete as appropriate)


� Further information on JISC is available at: �HYPERLINK "www.jisc.ac.uk"�http://www.jisc.ac.uk�


� Those outside the traditional boundaries of tertiary education, i.e. businesses (private and public sector), cultural and community groups


� The term ‘community engagement’ is used throughout to encompass institutions’ diverse public engagement and community engagement activities, whether research-derived or education-led. 


� http://wales.gov.uk/about/programmeforgovernment/strategy/publications/onewales/?lang=en


� �HYPERLINK "http://www.jisc.ac.uk"�http://www.jisc.ac.uk�


� �HYPERLINK "http://www.jisc.ac.uk/whatwedo/programmes/bce.aspx"�http://www.jisc.ac.uk/whatwedo/programmes/Business and Community Engagement.aspx�	


� �  � PRIVATE HREF="http://www.jisc.ac.uk/media/documents/themes/bce/bceuserneedsstudy07.pdf"� MACROBUTTON HtmlResAnchor http://www.jisc.ac.uk/media/documents/themes/bce/bceuserneedsstudy07.pdf�


� A diverse range of activities including consultancy, collaborative research, Continual Professional Development, workforce development, events and festivals - with the common themes of external engagement and service delivery.


� http://www.galaxyzoo.org/


� http://www.oucs.ox.ac.uk/ww1lit/gwa/


� http://www.jisc.ac.uk/publications/documents/digicurationfinalreport.aspx


� The National Co-ordinating Centre for Public Engagement [NCCPE] is part of the Beacons for Public Engagement project. Its role is to inspire a culture change in how universities engage with the public. The NCCPE captures and shares learning between the beacons and across UK higher education institutions (HEIs) and research institutes, to promote good practice in public engagement and provide a single point of contact for the whole higher education sector: �HYPERLINK "http://www.publicengagement.ac.uk/"�http://www.publicengagement.ac.uk/�


� http://standards.jisc.ac.uk/


� http://www.jisc.ac.uk/index.cfm?name=coll_guide_jiscmodel


� http://www.jisc.ac.uk/index.cfm?name=issue_accessibility_dg


� �HYPERLINK "http://microsites.oii.ox.ac.uk/tidsr/"�http://microsites.oii.ox.ac.uk/tidsr/�


� �HYPERLINK "http://jisc-casper.org/content/view/templates"�http://jisc-casper.org/content/view/templates�


� �HYPERLINK "http://www.jisc.ac.uk/whatwedo/programmes/digitisation/econtent/runcoco.aspx"�http://www.jisc.ac.uk/whatwedo/programmes/digitisation/e-content/runcoco.aspx�


� Guidance for Projects Engagement with e-Framework �HYPERLINK "http://www.jisc.ac.uk/whatwedo/programmes/programme_eframework/engagement"�http://www.jisc.ac.uk/whatwedo/programmes/programme_eframework/engagement�


� OSS Watch �HYPERLINK "http://www.oss-watch.ac.uk/"�http://www.oss-watch.ac.uk/�


� OMII-UK �HYPERLINK "http://www.omii.ac.uk/"�http://www.omii.ac.uk/�


� Open Source Policy �HYPERLINK "http://www.jisc.ac.uk/fundingopportunities/open_source_policy."�http://www.jisc.ac.uk/fundingopportunities/open_source_policy�


� Software Quality Assurance (QA) and Open Source Maturity Model (OSMM) Development guidelines: �HYPERLINK "www.jisc.ac.uk/uploaded_documents/SQA_OSMM_09.06.doc"�http://www.jisc.ac.uk/uploaded_documents/SQA_OSMM_09.06.doc� 


� JISC InfoKit on Risk Management �HYPERLINK "http://www.jiscinfonet.ac.uk/InfoKits/risk-management"�http://www.jiscinfonet.ac.uk/InfoKits/risk-management� 


� See overleaf for further guidance and an explanation of the terms directly incurred, directly allocated and indirect costs.
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