
	
MEMORANDUM
from the
Postgraduate Scholarships Office
(Research Student Administration)
	




[image: University of Leeds logo]

	From:

	Caroline Neave, Postgraduate Scholarships Manager

	To:
	Directors of Faculty Graduate Schools in all Faculties,  CASE Supervisors

	[bookmark: Text3]Cc:
	PGRTs,  PGR Secretaries, Graduate Schools  and Faculty Finance in all Faculties 

	Date:
	Last updated April 2015



FOR INFORMATION 

Administration of CASE, Industrial CASE (iCASE)/AHRC Collaborative Awards  

CASE Studentships are allocated to Universities and allow the University to take the lead in defining the projects for students and selecting an industrial sponsor of their choice eg Doctoral Training Grants/Partnerships.

Industrial CASE Studentships are allocated directly to companies and allow the company to take the lead in defining the projects for students and selecting an academic partner of their choice eg EPSRC Industrial CASE Grant.  

EPSRC Industrial CASE Studentships (iCASE)

EPSRC Industrial CASE Sign Up forms, which have been duly signed by the project partner and the University Supervisor, should be sent to the Postgraduate Scholarships Office for checking and arranging for the relevant administrative signature.   Please provide the Postgraduate Scholarships Office with details of any Contractual Agreement (draft or final) which may have been put in place. 

Please see the last section of the document regarding converting EPSRC Industrial studentships to international/EU (who do not meet the 3 year residency criteria) Industrial CASE studentships (iCASE) providing UK/EU fees, full maintenance and RTSG.

IMPORTANT– students funded through EPSRC 2015/16 Industrial CASE awards MUST start between 01 October 2015 and 01 October 2016.

Contractual Agreement for CASE, Industrial CASE/Collaborative Awards

· Supervisors should read the information on the Contracts section of the Research Support website http://researchsupport.leeds.ac.uk/ 

NEW for Session 2015/16 in response to comments received from RCUK Assurance Audit 
· Contract ideally to be signed by the PI, Company and Student
· Contract to be finalised and signed within two months of the student commencing study
· Schools/Research and Innovation should ensure that a fully-signed PDF of the Contractual Agreement is sent to the Postgraduate Scholarships Office  pg_scholarships@leeds.ac.uk within two months of the student commencing study. 
· 

NOTE
· Supervisors should note the RCUK  grant Terms and Conditions  on Publication Policy and the contract must reflect this policy by ensuring that: 
TGC 14 Exploitation and Impact
96.Arrangements for collaboration and/or exploitation must not prevent the future progression of research and the dissemination of research results in accordance with academic custom and practice. A temporary delay in publication is acceptable in order to allow commercial and collaborative arrangements to be established. 

104. In the case of Ph.D theses funded by Research Councils, metadata describing the thesis should be lodged in the institution’s repository as soon as possible after award and full text version should be available within a maximum of 12 months following award. It is expected that metadata in intuitional repositories will be compatible with the metadata core set recommend by the ETHOS e-thesis online service. 

· and use one of the model forms available at: 
http://www.leeds.ac.uk/ris/info/29/contracts_and_grant_t_and_cs/28/non-standard_research/3

Questions should be addressed to: Research Support and the appropriate Faculty Representative, list available at: http://ris.leeds.ac.uk/ris/info/29/contracts_and_grant_t_and_cs/29/meet_the_team

· The following details need to be completed in full:
· Company details 
· Cash and in-kind payment to be paid to the student[endnoteRef:1] and School  [1:  Minimum Company Contributions for Session 2015/16:



BBSRC, MRC, NERC and STFC have harmonised their processes on Industrial CASE Studentships.

*Following recommendations from the RC recent CASE evaluation, it is no longer mandatory for small companies (of 50 employees or less) to make a financial contribution to the academic institution or to enhance the student stipend. For companies with more than 50 employees, some financial contributions are still required. 
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· Industrial CASE Voucher Number (if applicable)
· RCUK Publication Policy

· Research Support checks the draft agreements to make sure they conform to University regulations, in particular in relation to Intellectual Property rights etc.  

Schools should ensure that a PDF of the  signed Contractual Agreement is sent to the Postgraduate Scholarships Office for retention within 2 months of a student commencing study.


Letter to Company re Invoicing and Status of Contractual Agreement 

· It is the School’s responsibility to write to the CASE/Industrial CASE/Collaborative Company to ascertain how the company wishes to be invoiced and to find out about the status of any Contractual Agreement.  

· As soon as a Contractual Agreement has been finalised or written approval given to invoice the CASE/Industrial CASE/Collaborative Company prior to the Contractual Agreement being finalised, the School is then responsible for issuing appropriate invoices to the CASE/Industrial CASE/Collaborative Company for the duration of the award.  The School should ensure that the invoice amounts are in accordance with the amounts stated in the Contractual Agreement and/or the EPSRC Industrial CASE Sign Up Form.   Please note that for the issuing of invoices for Industrial CASE/CASE Awards the cost object should not be a '44' account number, as these numbers should only be used for costs relating to Research Grants.


CASE, Industrial CASE/Collaborative Studentships – Administration and Payment of Awards

Schools are responsible for issuing award letters, regulations and  paying the company’s maintenance contribution direct to student bank account for all Research Council studentships, except AHRC and ESRC (the Postgraduate Scholarships Office arranges these apart from AHRC Project Studentships, which are administered by Schools).

For Research Council awards administered by Schools, they should ensure that the student receives a standard letter outlining the funding arrangements together with a copy of the regulations for CASE/Industrial CASE/Collaborative Studentships.  Templates of letters and regulations can be downloaded from: http://www.leeds.ac.uk/rsa/postgraduate_scholarships/postgraduate_scholarships.html
Click on Information for Staff and follow the links.   

As soon as an Agreement has been finalised or written approval given to invoice the CASE/Industrial CASE/Collaborative Awards company prior to the Contractual Agreement being finalised, the School is also responsible for ensuring that the company’s contribution to a student’s maintenance is paid to that student.   

It is no longer deemed appropriate to wait for the Company to settle an invoice before releasing the company’s contribution towards maintenance for a student.  As with any contract, the School will therefore be responsible for underwriting any non-payment of CASE/Industrial CASE/Collaborative Awards companies.   

For Industrial CASE/CASE Studentships, the Faculty Finance Officer is responsible for setting up new account numbers for the relevant School/s in their Faculty and informing Rachel Lee (Management Accounting, Central Services) and Caroline Neave in the Postgraduate Scholarships Office of these account numbers.  



For monthly payments against annual invoices, a ‘Form 22’ should be raised and sent to Financial Aid, Central Student Services, Marjorie and Arnold Ziff Building, who will then process the payments via Financial Aid within BANNER. For single one-off payments, a 'Form 10' should be raised and sent to Financial Aid at the above address.  

Recording CASE, Industrial CASE/Collaborative Studentships on Je-S for Research Councils

CASE/Industrial CASE/Collaborative Studentships need to be recorded on Je-S within one month of the student commencing study. Faculty Graduate School Office Postgraduate Secretaries will be able to submit this information through Je-S. The Project Partner section on Je-S needs to be completed in addition to the standard studentship fields.

Replacement Students

If a School is considering a replacement following the withdrawal of a student, it should contact Caroline Neave in the Postgraduate Scholarships Office to receive confirmation that the grant can support a replacement studentship. If a replacement student is appointed without seeking confirmation, then the School will be responsible for providing any shortfall in funding.

 Any questions regarding grant regulations can be addressed to either Caroline Neave or Shirley Yeadon in the Postgraduate Scholarships Office.

EPSRC Industrial CASE Studentships – converting to international/EU*

It is ESSENTIAL that you contact Caroline Neave Tel: 34894, c.f.neave@adm.leeds.ac.uk if  you are considering recruiting an international or  an EU student who does not meet the 3 year residency criteria for session 2015/16 as there is a quota in place. 




From session 2011/12 EPSRC Industrial CASE grants have been able to convert 10% of their studentships to international/EU* studentships.  It was estimated that 1 studentship per grant would be able to be converted based on the numbers of Industrial studentships awarded in previous grants. 

To ensure that the conversion to “international students” does not exceed the quota level, it was agreed  at the DTG Steering Committee that the DTP Coordinator (Caroline Neave, c.f.neave@adm.leeds.ac.uk) should be informed by a potential student’s supervisor of the name, nationality and the source of the extra funding (preference will be given to candidates where the Company covers the difference between UK and International fees (if applicable) ; before any formal award is made to the student.

If the case arose that the quota was oversubscribed it would be up to the Chair of the Doctoral Steering Grant Committee to decide which studentships could be converted. 

(*who do not meet the 3 year residency criteria)


FOR GUIDANCE ONLY (It is advisable to check the company contribution rates on the relevant Research Council’s website as they are constantly being updated)
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