Institute for Infection & Immunity
Guidelines for Institute Staff Development Funding
INSTITUTE STAFF DEVELOPMENT FUND
The Institute for Infection & Immunity holds its own Staff Development Fund. (Funding year runs 1st August to 31st July).  
This fund is to support members of the Institute for Infection & Immunity staff attending:

1. Courses, training, programme relating to a specific subject area, updating skills.
2. Conferences 
3. External meetings 
4. Other developmental activities

Conditions and Eligibility Criteria
· Demonstrate that you have successfully met the requirements for the Institute Statutory Checklist for Institute Funds
· Up to £550 available per person to be reviewed later in the year.

· Only 1 course/meeting per year (year is August to July). Funding for another course/meeting will be considered.
· The person has to present at least a poster if attending a meeting. Only 3 people by PI group can be supported to attend the meeting.

· In exceptional circumstances, funding will be considered for those not presenting at meetings. The supervisor should make a special case.
· Requires approval by line manager.

· No PhD funds/grant funding/central staff development funds to support the meeting/course.

· Other exceptions will be considered on their merit and availability of funds.
All staff members (with a few exceptions – please see below) are entitled to apply for these funds. Additional applications may be considered in exceptional circumstance.  Full (100%) funding may be applied for, however in some circumstances only partial funding may be available. Before applying for funding, please check with your line manager that alternative funds are not available (e.g. research grants if you are disseminating findings, or SGUL central funding if for a long term development such as an MSc.) 

Fixed term contract staff must have a minimum of 6 months to run on contract following course attendance unless there is evidence of grant/contract renewal.  In general, the Institute Staff Development funds are not available for temporary staff, staff on an honorary contract or ad-hoc sessional workers.  Exceptions to this may be considered in special circumstances, e.g. for funding linked to specific work-related courses. If you are unsure whether you qualify to apply, please do not hesitate to contact the Institute manager.
SGUL CENTRAL STAFF DEVELOPMENT FUND
For clarity, the SGUL central staff development fund is used for funding the in-house staff development programme, e.g. induction, development of contract research staff and all management and leadership development programmes, coaching and mentoring. 
Further information is available via the link:
https://portal.sgul.ac.uk/org/cs/hr/staff-development/funding-for-learning/funding-for-learning
PROCEDURE
Application forms for the Institute’s staff development funds can be found on the Institute for Infection & Immunity staff area.  Please complete the application and submit it electronically to your line manager.  All applications must be supported by the applicant’s line manager, who should complete section 9 and sign it (a paper copy of this should be additionally provided if an electronic signature is not available). You should then forward the application electronically to  IIinstitutemanager@sgul.ac.uk. Or jlock@sgul.ac.uk. Applications will be reviewed by Institute Management and will notify you of the decision as promptly as possible.
Approval for funding must be awarded prior to enrolling on courses / programmes / activities.  Funding cannot be granted in retrospect.  
ADDITIONAL NOTES FOR COMPLETION OF FORM
Section 2

If a website is not available for the staff development activity that you wish to attend, please attach documents or other sources/links that will allow the Staff Development Group to view the full details.
Please state your contribution to the staff development activity in full including any organisational roles.
Section3

Please itemise the staff development fees and expenses for which you are seeking Institute funding. Expenditure that does not fit into the standard categories on the form should be described in the “Other costs” box.
The Institute Staff Development Group would appreciate as many details of expenditure and accompanying supporting documents (such as travel quotes) as possible.

Section 4

This Section requires detail of the connection between the request for staff development funding and your Personal Review objectives.  Applicants must have had a Personal Review in the preceding 12 months.
Section 5

This section requests further detail on why you wish to undertake a particular staff development activity (including commenting on why this one was selected if a range of options exist) and what you hope to gain from it personally and professionally.
Section 6

All successful applicants are encouraged to share their learning experiences with colleagues.  

On completion of the funded staff development activity, you may be asked to complete an evaluation of the activity that will include a statement of what you gained/learned from the activity and how you will disseminate information, skills, materials etc. to SGUL colleagues. 
Section 7
Applicants should demonstrate that they have successfully met the requirements for the Institute Statutory Checklist. You should provide evidence where possible. 
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