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NBT Springboard Fund
Terms and Conditions

These are the terms and conditions on which North Bristol NHS Trust (“NBT”) offers Springboard funding to applicants. 

Please ensure that you read these terms and conditions carefully before you sign and submit part 2 of your application form to the NBT Springboard Fund.
1. Remit
1.1. The NBT Springboard Fund supports research projects which have direct relevance to the NHS or which sit on a translational pathway. 
1.2. The NBT Springboard Fund will fund research projects involving human subjects, i.e. clinical studies, laboratory/pre-clinical/experimental projects and also, in exceptional circumstances, pre-clinical projects using live animals. 
1.3. NBT Springboard funded research projects must demonstrate the potential for impact on patients and the NHS in the relatively short-term and the potential to support the development of future research.
1.4. The NBT Springboard Fund will only fund research projects. 
2. Funding Policy
2.1. The NBT Springboard Fund can fund expenditure for the following costs incurred in undertaking a research project:
2.1.1. staff salaries (including on-costs); 

2.1.2. equipment (purchase costs including VAT);
2.1.3. consumables specific to the project;
2.1.4. general office and basic laboratory consumables;
2.1.5. travel and subsistence for NBT staff;
2.1.6. library services/learning resources;

2.1.7. typing/secretarial/administration.
2.2. The NBT Springboard Fund will not fund the following: 
2.2.1. course fees;
2.2.2. audit or service evaluation projects;
2.2.3. travel and subsistence costs for non-NBT staff;  
2.2.4. ‘topping up’ larger grants due to overspending or under costing projects funded by other sources.   
2.3. Funding will not be made available solely for:
2.3.1. computer hardware; or
2.3.2. course fees. 

2.4. Additional Funding 

Additional funding may be used to support NBT Springboard funded projects or to match funding. The source of this additional funding must be disclosed at the time of applying. It must also be made clear on the Springboard application form how this additional funding will affect the overall budget of the project and which aspects of expenditure each source will fund.
3. Administration 
3.1. If an application to the NBT Springboard Fund is successful, NBT Research & Innovation Office (R&I) will issue a letter to the applicant confirming details of the funding awarded (the Award Letter).

3.2. Applications to the Research Ethics Committee (if required) and Research & Development (R&D) must be submitted no later than four weeks after receipt of the Award Letter to avoid major delays to the project commencing.

3.3. Only monies allocated for gaining R&D and other necessary approvals will be    released prior to project approvals being obtained.

3.4. Projects must be underway within four months of the date specified in the Award Letter unless otherwise agreed with R&I. If the project has not started within this timeframe and R&I have not agreed an extension then R&I reserve the right to withdraw the offer of funding.
3.5. R&I must be notified if there are any substantive delays in the project timeframe and the reasons for this.
3.6. Springboard funding must be used to undertake the work outlined in the original application. R&I should be notified immediately of any proposed changes to the research project and budget. These should be captured on an NBT Springboard Review Form (see Appendix A) and submitted to R&I by email. R&I will review the proposed changes and either approve or reject them. Applicants will be informed of the decision and provided with feedback and further advice as necessary.
3.7. Failure to comply with any of the administration provisions in this clause 3 could result in the Springboard funding being withdrawn. 
4. Correspondence  

4.1. Correspondence from R&I will be sent to the lead applicant’s email address indicated on the Springboard application form. The applicant should ensure that this email address is active and checked regularly. Applicants should notify R&I of any change to contact information. 

4.2. If an application to the NBT Springboard Fund is successful, the Award Letter will specify a unique Springboard reference number. This number should be quoted in all future correspondence with R&I and on any invoices submitted for the project.
5. Financial Administration 
5.1. The maximum level of funding awarded is specified in the Award Letter. The applicant must check the Award Letter immediately on receipt and notify R&I if they do not agree with the funding amount stated.
5.2. The applicant must maintain full financial records to ensure that all expenditure on a Springboard funded project is accounted for. Copies of expenditure and travel receipts, logs of patient travel etc. should be retained. R&I shall have the right to review and take copies of such accounts and records at any time.
5.3. All Invoices should be submitted for the attention of Rebecca Coad, Research and Innovation, 3rd Floor Learning and Research, Southmead, BS10 5NB. Please ensure that the project title, NBT Springboard reference number and the category of the cost e.g. consumables, equipment, PPI is included with all invoices.

5.4. Salaries
5.4.1. NBT Staff Salaries
5.4.1.1. On the issue of an NBT Springboard Award Letter, R&I will email the applicants’ directorate finance accountant with details of the funding awarded, start date, end date and funding amount. 
5.4.1.2.  Applicants should ensure that a timesheet (see Appendix B) is completed and sent to R&I to claim these costs. The budget details at the bottom of the form relate to the budget to be reimbursed by the NBT Springboard Fund.
5.4.2. Non- NBT Staff Salaries
5.4.2.1. University salaries e.g. University of West of England (UWE) and University of Bristo (UoB)l:

On the issue of an NBT Springboard Award Letter, R&I will liaise with the applicant’s school finance lead to organise an invoicing schedule). The applicant must ensure that this schedule is adhered to.
5.4.2.2. Other trusts e.g. University Hospitals Bristol NHS Foundation Trust (UH Bristol):

On the issue of an NBT Springboard Award Letter, R&I will liaise with the applicant’s directorate account manager to organise an invoicing schedule. Applicants must ensure that this schedule is adhered to and liaise with their departmental finance lead to organise invoicing. 
5.5. Travel Expenses
5.5.1. The applicant should contact Jenny Costley (Jenny.Costley@nbt.nhs.uk) to obtain a cost centre number. The applicant should complete a travel expenses form and please send forms with original receipts attached to Jenny Costley, Finance, Christopher Hancock, Southmead Hospital with a covering note stating the NBT Springboard Fund, project title, Springboard reference number and the applicant’s name. 

5.5.2. The applicant may obtain cash from the Cashiers Office to give to participants by contacting Rebecca Coad (Rebecca.Coad@nhs.net) to arrange a cash float. 
5.5.3. For travel expenses applicants must ensure that the research participant’s name, signature and miles travelled are documented. For taxi fares, applicants must ensure participants receive receipts. 
6. Intellectual Property (IP) 
6.1. If external organisations are collaborating on the project then management of IP will need to be covered in a separate contract. If those organisations are part of Bristol Health Partners (i.e. NBT, UHBristol, Avon & Wilts Mental Health Partnership, NHS Bristol, UWE, University of Bristol) then Bristol Health Partners’ IP Guidelines will apply unless otherwise agreed. These are included in NBT’s IP Policy which can be found on the website at www.nbt.nhs.uk/innovation
6.2. Freedom to Operate - If applicants are using any assessment tools or software in their projects then they must comply with any terms and conditions for their use.
6.3. Commercialisation - If potential commercialisation or any relationship with a company is specified in the application form then the application will be reviewed by the NBT Innovation Manager. If there is commercialisation potential then the project will be taken on as an Innovation project and the NBT Innovation Manager will liaise with the applicant accordingly. This could involve reviewing IP issues at key stages during the project, carrying out a patent search, agreeing an exploitation plan with project partners or assisting in getting a product to market.
7. Reporting
7.1. Progress Reports 
7.1.1. Progress reports will be requested 6 months and 18 months after the project has obtained R&D approval. These reports will be requested by email to the lead applicant; however co-applicants can also complete these.
7.2. Final Report 

7.2.1. A final report will need to be submitted to R&I within three months of completing the project. A report template will be sent out by email to the lead applicant who will be responsible for ensuring that these are completed and returned. The report can be completed by co-applicants. 
7.2.2. Failure to comply with this clause 7.2 may result in a delay in or withholding of payment. 
7.3. Financial Report

7.3.1. Financial updates will be included in the progress report. A report template will be sent to the lead applicant who will be responsible for ensuring that these are completed and returned. 
7.3.2. Failure to comply with this clause 7.3 may result in a delay in or withholding of payment. 
7.4. Seminar Series 
7.4.1. To capture the progress information, applicants will be required to attend a Seminar Series, whereby the applicant presents an update on their project to the NBT Springboard awarding sub-panel. An R&I presentation template is provided for this purpose.  
7.4.2. The presentation template includes the following headings: background information, the research question, aims and objectives, methodology, goals achieved, preliminary data if available, barriers overcome, goals for the next six months, outline plans for future NIHR projects/ portfolio adopted projects. 

7.5. Impacts and Outcomes  

7.5.1. To help assess the impact and effectiveness of the Springboard Fund, R&I requires the applicant to complete an impact and outcome survey two months after the completion of the project and  updates to this survey will be requested annually thereafter. The applicant shall provide such reports on request, and inform R&I of any change of contact details. This impact report should be updated annually for five years. 
8. Closure of Study
8.1. A funding award will be closed and any remaining balances written off six months after the scheduled end date of the project unless an extension is approved in advance by R&I. 
8.2. Equipment purchased through NBT Springboard Fund e.g. laptops, will be purchased by R&I and registered on R&I’s asset list. Unless otherwise agreed these pieces of equipment must be returned to R&I on completion of the project. The responsibility for ongoing costs e.g. maintenance, insurance and running costs lies with the applicant. 
8.3. Any unused funding or underspends will be reallocated within six months of the original completion date of the project unless the applicant has notified R&I in writing and prior written approval has been granted to substantiate the full amount being funded. R&I will submit two email notifications to the lead applicant indicating that funds will be reallocated prior to doing so. 

9. Acknowledgements and Publicity 

9.1. The applicant shall ensure that findings from the project funded by the NBT Springboard Fund are disseminated promptly and the NBT Springboard Fund must be acknowledged in all research publications linked to this project using the following wording: ‘This research has been carried out through funding by the North Bristol NHS Trust Springboard Fund.’
9.2. A copy of any dissemination material should be forwarded to R&I at the time it is published. The applicant shall inform R&I in advance of proposed publication of findings.
I acknowledge that I have read and agree to the terms and conditions of the NBT Springboard Fund

Name:

………………………………………………      
Signature:
………………………………………………      
Date:

………………………………………………
Appendix A
NBT Springboard Fund
 Study Costings Review
1. Details of Chief Investigator

	Name:
	     

	Address:


	     

	Telephone:
	     

	Email:
	     

	Fax:
	     


2. Details of study

	Full title of study:
	     

	Date of favourable ethical opinion*:
	     

	Ethics reference number:
	     

	Sponsor:
	     

	R&D Number:
	     

	Springboard Reference Number:
	     


* if applicable

Please ensure that the form is completed fully as this will increase the time taken for an outcome of the review. 

4 a. Please detail summary of changes to project plan/design

     
 4 b.  Please explain the reasons for changes to project plan/design

     
5. Please provide a list of initial costing allocations (as per grant application)

     
6 a. Please detail any amendments to initial costing and reasons for amendments

     
6 b. Please justify thoroughly why these amendments are needed and the potential impact on the delivery of your study should these changes not be approved.

     
7. Changes to protocol to date (if any).  Please email research@nbt.nhs.uk with any amendments, notification via this study review form is not adequate notification to R&I of study amendments (substantial or minor). 

 Please include an itemised list explaining each change.  

8. Declaration
	Signature of Chief Investigator:
	     

	Print name:
	     

	Date:
	     


For the purposes of R&I only
	Approved/ Not approved:
	     

	Reasons for not approving:
	     

	Date:
	     


Appendix B

NBT Springboard Fund 
Research Activity Time Sheet

	Name:
	     

	Salary band:
	     

	R&D Number:
	     

	Research Study Title:
	     

	Springboard Reference Number:
	     

	Duration: [image: image1.wmf]

- [image: image2.wmf]




	Summary of Hours Worked

	Name
	Start Time
	Finish Time
	Detail
	Hours Worked

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	Budget Details

(where the Springboard funding should be paid into):
	                 

	Budget Holder Name:
	     

	Budget Holder Signature:

	     

	Date:
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