[image: image1.png]University of
t London





UNIVERSITY OF EAST LONDON
APPLICATION FOR THE ESTABLISHMENT OF

A RESEARCH INSTITUTE: GUIDANCE NOTES

1. INTRODUCTION: BACKGROUND AND RATIONALE
1. Our University has made a strategic decision to invest in new research areas by establishing a number of research institutes that are likely to have the potential to achieve high quality research work, combining academic excellence with public utility and generating partnerships both across academic schools and with external bodies. The existence of a formally-constituted institute with, inter alia, specifically allocated accommodation, resources, budgetary control, a formally-designated Director and governance framework may be advantageous when external funding and partnerships are sought.
2. DEFINITION OF A RESEARCH INSTITUTE
2. The term “research institute” is used to identify a cross-institutional, interdisciplinary or multidisciplinary clustering of researchers. It is important to recognise that an institute is distinctly different in concept from that of a School or School-based research centre within our University. In this respect research institutes exist outside the School and Service structure, falling under the line management of the Pro Vice Chancellor for Research and Knowledge Exchange.
2. A research institute represents a point of identification for a cluster of researchers who have common and aggregating research interests i.e. individuals from different Schools, disciplines and subjects with different research focuses, and methodologies but whose work is mutually complementary and compatible and falls within a common theme, sharing aims and goals. 
2. A research institute acts as a magnet for researchers and user communities both in focusing research and building collaborations. Once established it should be enthusiastically embraced by them, facilitating further growth and the development of sustainability.
2. A research institute is expected to be engaged in cutting edge international research but also to be involved in and promote research to local and user communities.
3. APPLICATION FOR THE ESTABLISHMENT OF A RESEARCH INSTITUTE
3. All research institutes 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 institute, together with a statement setting out its research agenda, aims and objectives .
b. the resourcing requirements, e.g. allocation of space, necessary equipment, and budget, to initiate and sustain its research agenda over the two years to formal review. This provides information regarding the minimum funding needed from our university to support its development and helps the approval panel understand the way in which the research institute generates resources for its financial independence and therefore its sustainability.

c. a description of the proposed personnel structure and organisation of the institute, 
d. a list of proposed members which identifies the person who has been designated as Director, and those who have been designated to other specific management and/or structural roles. It is not expected that every post identified will have been filled at the point of application. In addition those who will champion the proposed research institute, if not holding formal positions within it, must be clearly identified. The champions and named role-holders should have a track record of research relevant to the focused theme. Their curricula vitae must be included as an appendix within the application.
e. a description of the framework for governance of the proposed research institute (e.g. board of directors, advisory council, faculty and development groups, etc) and indicative membership.  Individuals must be of an appropriate standing in the relevant academic community.

f. for all members of the proposed institute, 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

g. for all members of the proposed institute a complete list of publications over the preceding three years. This requirement can be met in the appended curricula vitae (see 3.2d above)
h. for all members of the proposed institute 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

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

j. a list of collaborators who have worked with named members of the proposed institute during the preceding three years

k. a report of the research undertaken by members of the proposed institute during the preceding three years, including a summary of the work in progress, conferences 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 (f) and (h).

3. In providing the information requested in section 3.2 above, the application should, inter alia, address the following:

a. a research institute should not be used to rename existing research activities. Therefore, the creation of a research institute should demonstrate real collaboration across schools and disciplines that moves beyond a current configuration of resources and activity .
b.
a research institute will form a community of interests with a sense of purpose and identity together with mutually satisfying commitments and the achievement of mutually beneficial outcomes. The creation of a research institute assumes multiple inputs from different subjects and schools.
c.
show how the institute will articulate a clearly focused theme and produce clearly defined outputs, and how these would be advanced over time.
d.
demonstrate the institute’s potential international status

e.
provide considerations of value added by the proposed institute to our University, clearly distinguishing the endeavours attributable to the proposed research institute. The notion of value-added assumes that the quality and volume of research produced by a given research institute could not be achieved in its absence.

3.4 
It is envisaged that each research institute will host a Chair to be taken up by an individual of international eminence with an outstanding record of research with the track record and potential to provide sustainable funding. This key individual not only animates the research institute by bringing people together, stimulating and supporting them but also acts as a resource generator and helps others become resource generators. The qualities sought for such an individual must be highlighted in the application. The Director of the institute need not necessarily hold the Chair.
3.5 The application should be accompanied by a covering letter giving the details of up to four external professors who would be suitable to join the Approval Panel (see section 4.1 below).

4. APPROVAL PROCESS
4. The application documentation shall be sent to the Pro-Vice-Chancellor for Research and Knowledge Exchange who shall take responsibility for overseeing the approval process.

4. The approval panel will comprise the Vice-Chancellor (chair), the Pro-Vice-Chancellor for Research and Knowledge Exchange, two professors of our university, and two external professors who have experience of leading successful research institutes. The external professors should be impartial in judgement and should not have recent close involvement with the institution or with the named Director, senior personnel or Champions of the proposed institute.
4. The Pro-Vice-Chancellor for Research and Knowledge Exchange shall select two external professors from the list provided and nominate two members of the UEL professoriate for the approval panel. The membership shall be endorsed by Research Committee on behalf of Academic Board

4. The Terms of Reference of the approval panel shall be:
a. 
To receive and consider, in the light of all information, applications for the establishment of research institutes.

b. 
To approve the establishment of such research institutes on behalf of the Research Committee.

4. In reaching its decision the approval panel will consider all of the information requested in section 3 above and the criteria therein implied. In addition in assessing the merit of a research institute the following will be considered:

a.
strength

b.
uniqueness,

c.
fundability

d.
consistency with our university’s vision and mission

e.
the extent to which the research activities proposed are innovative, cross internal university school or service boundaries, and is interdisciplinary or multidisciplinary
4. If the decision of the approval panel is to give formal approval to the establishment of the research institute, the Pro-Vice Chancellor for Research and Knowledge Exchange on behalf of the chair of the approval panel should send a memorandum to this effect, and the application, 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. 

4. A copy of the memorandum and application should also be sent to the relevant Graduate School officer to be submitted for noting at the next available meeting of Research Committee. 
4. If the decision of Academic Board is to give formal approval to the establishment of the research institute, the officer responsible for Academic Board should send a copy of the relevant minute to the Pro-Vice-Chancellor for Research and Knowledge Exchange. A copy is then sent to the Director of the institute together with a memorandum confirming that the institute may now represent itself as such. The memorandum must also advise the recipient of the period for which approval has been given (see section 5.1 below).
5. RECOGNITION PERIODS, ANNUAL REPORTING AND BIENNIAL REVIEW
5. The establishment of a research institute is recognised for a fixed period of two calendar years unless earlier review and reapproval is requested (see section 6.4 below). 

5. An annual report should submitted to the next available meeting of Research Committee after the anniversary of the establishment (or re-approval) of the institute. This annual report should outline the key activities of the institute over the preceding year and summarise the numbers and value of research grant applications submitted and awarded, research and scholarly outputs published, and higher degrees registered and awarded.

5. The annual report is not a formal review stage. However if Research Committee believes that the annual report raises sufficient concerns of such significance that the scheduled review must be brought forward, it may request this (see section 6.4 below).
5. The appropriateness and effectiveness of each research institute will be reviewed every two years at the expiry of the approval period. Research institutes judged to be both appropriate and effective with regard to quality, impact and resource generation will be sustained while others deemed inappropriate or ineffective will be discontinued.
5. At the end of the period of approval a new, full application (i.e. providing the information requested in sections 3.2, 3.3 and 3.4  above and section 6.1 below, for the two years of the institute’s life) must be made for a further period of recognition. This process constitutes the biennial review.
5. The application for a further period of recognition must be approved by Research Committee. The application should be submitted to the relevant officer in the Graduate School in time to be put before the next available meeting of Research Committee after the end of the existing period of recognition. 

5. The Research Committee may grant a conditional continuation of approval. This will be considered in cases displaying limited success where the review identifies specific deficiencies. In such cases deadlines will be established for corrective actions with the understanding that if deadlines are not met the research institute’s activities would be terminated.

5. The application for a further period of recognition must also be approved by Academic Board. A copy of the application 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.

5. If Academic Board gives formal approval, the officer responsible for Academic Board should send a copy of the relevant minute to the relevant officer in the Graduate School and copy it to the Director of the institute together with a memorandum confirming that the institute may continue to represent itself as such. The memorandum must also advise the recipient of the period for which approval has been given (see section 5.1 above).
5. A prior-recognised research institute may continue to operate on a provisional basis while an application for a further period of recognition is in process. Should the approval be denied at any stage, the institute’s activities shall be terminated.
5. If approval is denied the institute may revise and resubmit its application. No more than one resubmission is allowed.
5. There is no obligation for an institute to seek reapproval at the end of a period of recognition. However if the institute should not wish to seek reapproval a final report reviewing its activities, giving the information on past activities only as requested in sections 3.2-3.4 and 6.1 as for reapproval, and explaining why no further recognition is sought, should be provided to Research Committee for onward transmission to Academic Board.
6. CHANGES TO INSTITUTE COMPOSITION AND EXISTENCE
6. The ordinary membership of the institute 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.
6. Changes to specific, formally constituted posts within the institute’s structure and organisation including the Directorship, will be subject to our University’s usual HR requirements and practices. 

6. The Pro-Vice-Chancellor for Research and Knowledge Exchange is responsible for keeping Research Committee informed of any changes in the personnel and structure and organisation of the institute. Research Committee may wish to request a review at this time (see section 6.4 below).
6. Research Committee may, at any time, request a review of the institute giving no less than one month’s notice to the Director to prepare a review report containing the information requested in sections 3.2-3.4 and 6.1 above. If the Research Committee is satisfied by the review then it may recommend to Academic Board that approval for a new period of two years be given.
6. Should the institute 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 on past activities only as requested in sections 3.2-3.4 and 6.1 above as for reapproval, and explaining why the institute wishes to be dissolved, to Research Committee for onward transmission to Academic Board.

6. Should the institute be dissolved because it seeks recognition as a research group or centre, no final report is required as the application for establishment of a research group or centre will capture the information about the group’s activities over the preceding two years. No research cluster  may be recognised simultaneously as an institute and group and/or centre.

7. OTHER ITEMS TO NOTE
7. The research institute is expected to launch and maintain a website in order to promote and record the activities and achievements of the institute. The address of the institute’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
29 September 2008
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