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UNIVERSITY OF EAST LONDON
APPLICATION FOR THE ESTABLISHMENT OF

A RESEARCH CENTRE: GUIDANCE NOTES

1. INTRODUCTION: BACKGROUND AND RATIONALE
1. It can often be a significant advantage when seeking to attract funding from external bodies if a group of like-minded researchers can present themselves as such to the prospective funder.  Grant-awarding bodies often feel more confident in awarding money to teams which enjoy some form of formal recognition in the parent institution.  The existence of a formally constituted centre with, inter alia, specifically allocated accommodation, resources and a formally-designated Director may be advantageous when external funding is being sought.
2. DEFINITION OF A RESEARCH CENTRE
2. A research centre must be located within a School (or, occasionally, Service; references below to School management structures may be substituted for the equivalent Service management structures).  Unlike a research group, a research centre exercises direct control of resources and facilities which have been specifically allocated to it.  It is provided with a space allocation (such as a laboratory) and resources (such as equipment).  In some cases the centre may also be allocated budget to provide for running costs which will be controlled by the designated Director.
2. There are resourcing implications involved with the establishment of a research centre which do not apply in the case of a research group, and therefore a higher level of approval is required. As with the approval of a research group, the designation requires approval by the School Board. In addition the approval of  the relevant Dean of School and our University’s Research Committee is needed.  Finally the designation requires formal approval by our University's Academic Board.
3. APPLICATION FOR THE ESTABLISHMENT OF A RESEARCH CENTRE
3. All research centres must be formally approved by our University before they can represent themselves as such, both within our University and in correspondence with any external bodies.
3. Applications for approval must take the form of a written proposal which should include the following information:

a. 
the proposed name of the centre together with a statement setting out its aims and objectives;
b.
the resourcing requirements, e.g. allocation of space, necessary equipment, and provision of budget;

c.
a list of the proposed membership showing the designated director.
d. 
for all members of the proposed centre, a summary showing details of all external grant applications submitted over the preceding three years and details of successful applications including the amount of external funding generated

e.
a complete list of publications produced by each member of the proposed centre over the preceding three years.  This requirement can be met by appending to the application copies of a full curricula vitae for each member. 

f.
for all members of the proposed centre a summary showing details of the  postgraduate research degree students they have supervised and the number who have been awarded, over the preceding three years

g.
the number of research assistants and research fellows employed by members of the proposed centre during the preceding three years.  Each contract research staff member should be identified by name and the duration of their contract of employment given. 

h. 
a list of the collaborators who have worked with members of the proposed centre during the preceding three years, and; 

i. 
a brief report of the work undertaken by members of the proposed centre during the preceding three years, a summary of work in progress, conference and seminars attended (stating whether papers were given and/or poster presentations were made), and conferences and seminars organised.
Assistance may be sought from the relevant officer(s) of the Graduate School in the collation of information for items (d) and (f).
3. Once the application has been prepared it must first be submitted to the relevant School Board.  Approval by the School Board indicates that the proposal is consistent with the aims and objectives which the School wishes to promote and confirms that the resourcing requirements have been considered and that the School will make them available from within its existing allocations.
3. After School Board approval has been obtained a copy of the application, together with an extract from the minutes of the relevant School Board meeting and a memorandum from the Dean of School confirming his/her approval, should be sent to the Graduate School officer responsible for servicing Research Committee.  
3. Upon receipt, the relevant officer will check the documentation to make sure that it is complete. The application must be placed on the agenda with the request that the Research Committee consider it and recommend to Academic Board that the application be approved. 

3. If the decision of Research Committee is to recommend to Academic Board that the application be approved, a copy of the proposal together with a copy of the relevant minute from Research Committee should be sent to the officer responsible for Academic Board with the request that it be placed on the agenda for the next available meeting for formal approval.  
3. If the decision of Academic Board is give formal approval of the establishment of the research centre, the officer responsible for Academic Board should send a copy of the relevant minute to the responsible officer in the Graduate School. A copy is then sent to the Director of the centre together with a memorandum confirming that the centre may now represent itself as such.  The memorandum must also advise the recipient of the period for which approval has been given (see section 4 below).
4. RECOGNITION PERIODS AND TRIENNIAL REVIEW
4. The establishment of a research centre is recognised for a fixed period of three calendar years unless earlier review and reapproval is requested (see section 5.3 below). 
4. At the end of the period of approval a new, full application (i.e providing the information requested in section 3.2 above and section 5.1 below, for the three year’s of the centre’s existence) must be made for a further period of recognition. This process constitutes the triennial review.
4. The application for a further period of recognition must be approved by the School Board and the Dean of School in exactly the same way as is outlined in sections 3.3 to 3.5 above. This process must be started in sufficient time to allow the application to be submitted to the next available meeting of Research Committee after the end of the existing period of recognition. 
4. The application for a further period of recognition must also be formally approved by Academic Board following the procedures as outlined in sections 3.6 and 3.7 above. 
4. A prior-recognised research centre may continue to operate on a provisional basis while an application for a further period of recognition is in process. Should that approval be denied at any of the stages described above, the centre shall immediately cease functioning.
4. If approval is denied the centre may revise and resubmit its application. No more than one resubmission is allowed.
4. There is no obligation for a centre to seek reapproval at the end of a period of recognition. However if the centre should not wish to seek reapproval a final report reviewing its activities, giving the information requested in sections 3.2 and 5.1 as for reapproval, and explaining why no further recognition is sought, should be provided to the School Board for onward transmission to Research Committee.
5. CHANGES TO CENTRE COMPOSITION AND EXISTENCE
5. The ordinary membership of the centre may change in the normal course of academic life without further requirement to seek approval. However the changes in membership should form part of the application for reapproval or final report.

5. Should the Directorship of the Centre need to be changed, a formal request must be placed initially before the School Board for approval. The request should explain why the present Director wishes to stand down, and nominate a new Director. If agreed, the request must be endorsed by the Dean of School and by Research Committee and Academic Board in the same way as an application for the establishment of a research centre is processed (see sections 3.3 to 3.7 above). The School Board and/or Research Committee may wish to request a review at this time (see section 5.3 below). Should the Directorship change at the same time as a request for reapproval is made, no special permission need be sought but the new Director should be named and an explanation given in the application for reapproval document.
5. The School Board and/or Research Committee may, at any time, request a review of the centre giving no less than one month’s notice to the Director to prepare a Review Report containing the information requested in sections 3.2 and 5.1 above. The School Board will send its conclusions on the review, via the Dean of School for comment, to Research Committee and Academic Board in the same way as an application for the establishment of a research centre is processed (see section 3.3 to 3.7 above). If the request for the review originated solely with the School Board then the minute of the relevant meeting explaining the reasons for requesting the review must be enclosed. If the Research Committee is satisfied by the review then it may recommend to Academic Board that approval for a new period of three years be given.
5. Should the centre wish to dissolve itself at any time prior to the end of a period of recognition, it may do so by providing a final report containing the information requested in sections 3.2 and 5.1 above, and explaining why the centre wishes to be dissolved, to School Board for onward transmission to Research Committee.
5. Should the group be dissolving because it seeks recognition as a Research Group or as part of an Institute, no final report is required as the application for the establishment of a Research Group or Institute will capture the information about the group’s activities over the preceding three years. No research cluster may be recognised simultaneously as a centre and group and/or institute.
6. OTHER ITEMS TO NOTE
6. The research centre is expected to launch and maintain web pages within its home School’s website in order to promote and record the activities and achievements of the group. The address of the group’s home page and a short descriptive statement should be communicated to the Graduate School webmaster as soon as possible for inclusion in the Graduate School’s online list of UEL research groups, centres and institutes.

Approved by Research Committee

29th September 2008
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