HONG KONG METROPOLITAN UNIVERSITY
School of Open LearningGuidance Notes for Completion of the Application Form for
Small Project Grant


General Information

1. The Small Project Grant of the School of Open Learning (SOL) aims to offer funding support to staff members in early career in the University for research projects related to teaching advancement. The maximum requested budget for each application is HK$60,000.

2. The scope of an application for this Grant may cover various topics related to teaching advancement. You may also visit the website of the Institute for Research in Open and Innovative Education (IROPINE) of SOL for potential research areas. 

3. To become eligible to apply for funding from the Small Project Grant, staff members should fulfill either one of the following two requirements:
a. Each full-time staff member having involved in research for five years or less can be the Principal Investigator (PI) of one small project. If proposals compete for funding, priority should be given to the proposals whose PIs have three years or less research experience.
b. Full-time staff experienced in research can be PIs of small projects when there is at least one staff member with research experience of three years or less serving as a Co-Investigator (Co-I) of the projects.

Each staff member with research experience of three years or less can be involved in only one small project of SOL as a PI or Co-I.

4. All proposals for projects seeking funding from the Small Project Grant should be made through the required application form. The form should be duly completed according to the guidelines specified in this document.

5. Ethical review regarding human and animal research

a. All research activities involving human participants and/or animals as research subjects are required to seek prior approval from the Research Ethics Committee before submitting the proposals to SOL for consideration. For proposals involving relevant research subjects, relevant application form(s) for ethical review, duly signed by the relevant Dean/Director of school/office, should also be submitted together with the application form.
b. Each application form for ethical review should be used for one research project only. Please read the Guidelines and Procedures for Ethical Review regarding Human Research and Guidelines and Procedures for Ethical Review regarding Animal Research before completing the application form(s). The guidelines and application forms for ethical review can be downloaded from the website of the Office of Research Affairs and Knowledge Transfer (ORA). Templates of information sheets and consent forms for research subjects are also available from the website of ORA.

6. Research safety review

a. All research activities involving potential issues of chemical, biological and radiation (ionizing and/or non-ionizing) safety are required to seek approval from the Research Safety Committee before submitting the proposals to SOL for consideration. Completed application forms for safety approval, duly signed by the relevant Dean/Director of the school/office, should also be submitted together with the application form.
b. Each application form for safety approval should be used for one research project only. Please read the Guidelines and Procedures for Research Safety Review before completing the application form(s). The guidelines and application forms for research safety review can be downloaded from the website of the ORA.


Application Form

7. The application form consists of two parts:
a. Part 1: Summary of the project
b. Part 2: Details of the project

8. The form must be typewritten, in Times New Roman and 12 point as font type and size.

9. The page or word limits indicated for relevant sections should be followed closely. Please try to give as clear and concise information as possible.

10. Supplementary information may be attached to the form, where necessary.

11. All sections should be completed. Where the information sought is not applicable under a particular section, write ‘N.A.’.

12. The PI must sign on the application form. Electronic signatures will normally not be accepted.

13. Completed applications should be submitted to SOL.

Part 1 Summary of the Project Proposal

1. Project Title

The title should be informative.

2. Name(s) of Applicant(s) and Schools/Offices Involved

For any project, there should be one PI only. 

The major responsibilities of PI include all the following:

a. Manage the project within the funds allocated;
b. Report to SOL any difficulties encountered which may affect the progress of the project;
c. Report to SOL any changes to the membership of the research team (If this involves a change in PI, an application should be submitted to the SOL);
d. Complete the project within the approved time-scale;
e. Disseminate research results derived from the project through seminars or paper presentation at conferences organized by schools/offices of the University;
f. Send a copy of all published papers derived from the project to SOL; and
g. Submit a completion report within three months on completion of the project.

3. Allocation Requested

Please make sure that the amounts stated in this part are the same as those in Item 6 of Part 2, and that all calculations are correct.

4. Abstract of Project

An abstract (max. 400 words) comprehensible to a non-specialist should be given. This should be informative and indicative of the nature of the project to be conducted.

Part 2 Details of the Project Proposal

This is the major portion of the proposal. The project proposal should be presented clearly and concisely and, at the same time be detailed enough to indicate the significance and merits of the proposed project and permit a meaningful evaluation of its worthiness.


1. The Project Objectives and Long-term Significance

State the objectives of the project and reasons for undertaking it. Identify the key issues and/or the problem being addressed. The key issues and the elements of the problem should be described and those elements which are critical to the solution of the problem should be clearly identified. State possible outcomes of the project, and their relevance, significance and value, such as their contribution to academic, educational, scientific or professional development or potential for practical application.

2. Background of the Project

State whether work has been/is being carried out by you and/or others on a related project. Outline previous and alternative approaches to the problem and their deficiencies, and list key references for the relevant projects by you and others.

3. Project Plan and Methodology

A complete description of the project plan and the selected approach to the solution of the problem should be given. Where appropriate, research experiments, tests and required facilities should be described. The relevant scientific principles and techniques on which the problem solution depends should also be presented. Outline the uniqueness of, and justification for, the proposed approach with its plan of investigation, giving citations from literature where applicable.

4. Expected Outputs or Deliverables of the Project

The results expected from the project should be listed. The applicant should state the expected tangible deliverables such as publications or websites as well as intangible outcomes, e.g. enhancement of target students’ language proficiency. 

5. Expected Duration

Normally a project should last for no more than 12 months. Research/academic papers (published or unpublished) derived from the completed project should be submitted together with the completion report. Investigators should take this into consideration when planning the completion date.

The project should normally commence within three months after the announcement of a successful result. If recruitment of research staff is needed, a realistic time frame for the staff recruitment should be taken into consideration. Any request to extend the project completion date should be sent in writing with strong justifications to SOL at least three months before the expected completion date. If the request for project extension is submitted to SOL less than three months before the expected completion date, the PI should provide the reasons why the request is submitted late. In case for valid and acceptable reasons, the project cannot be completed within the project period, the PI may apply for an extension of not more than six months. The approval for extension of project completion date is normally granted once only.

When planning the project duration, the PI should note that the project account will be frozen immediately after the completion date, and any request for additional expenses incurred after that date to the unspent balance of the project is normally not accepted.

6. Estimated Cost of the Whole Project

A detailed budget for the duration of the project should be given. The budget should cover those items which will contribute specifically to the project, and are not already available in HKMU. The estimated costs should not include any ‘hidden’ costs covered by recurrent expenditure, such as the salaries of teaching staff who spend a portion of their time on research, the cost of utilities, and stationery normally supplied by HKMU. Supporting figures of up to two pages can be attached, if necessary. Applicant(s) should ensure that the estimates are accurate and, where necessary, consult the relevant school/office or Human Resources Office.

PIs are expected to monitor the use of the project fund closely and to avoid overspending the project fund, including each of the budget items. In case there is overspending of the fund in the project, the overspent amount will be borne by the relevant academic school of the PI and the PI is held accountable for the amount overspent.

a. R&D Staff

(i) For staff appointment and employment terms of R&D staff, please refer to the document on R&D Staff Appointment Categories and Employment Terms Guideline on ORA website for details. The PI should include the relevant costs in the R&D staff budget (if applicable). For appointment procedures, please closely follow the instructions/guidelines from HRO.

(ii) The school/office to which the PI belongs is responsible for accommodating the R&D staff of the project.

(iii) Any request(s) for R&D staff expenses should be justified with reference to the reasons why the proposed staff is needed, the required length of appointment(s) and duties expected to be performed.

b. Equipment

(i) For specialized or advanced equipment items required for the project, applicants should indicate whether these could be used for teaching purposes or for general use on completion of the project, and the alternative of purchasing them for the project should also be reviewed. Generally, the Small Project Grant is not in a position to support the purchase of major and/or expensive equipment.

(ii) Requests for standard equipment, such as desktop PCs, servers, laptop computers, printers, and scanners, known to be available or reasonably provided in the University are not normally supported.

(iii) Requests for personal electronic devices, such as cell phones, tablets, iPod, iPad, MP3 players, digital cameras/video recorders and PDAs, are not normally supported.

(iv) For any application involving the acquisition of computer hardware and software, advice from the Information Technology Office (ITO) should be sought before the application is submitted. For example, ITO should be consulted on whether the quoted price is reasonable, whether the item to be purchased can be replaced by a less expensive alternative, and whether the item should be purchased by ITO or charged to the proposed project in the application. Relevant communications (email or memos) with ITO should be attached to the application. For this purpose, PI should contact the Director of IT.

(v) The maintenance cost of equipment for the duration of the project, if required, should be built into the budget and be separately listed.

(vi) All IT equipment items should be assets of the University and should be returned to the custodian — ITO — on completion of the project.

(vii) SOL may allocate equipment from a completed project, if appropriate, to new project users.

(viii) For justification of the equipment purchase, applicants should address whether the equipment is essential for the project. As far as possible, quotations from suppliers in support of the estimated cost of equipment should be provided.

c. General expenses

(i) A breakdown of the items with corresponding expenses is required. Justifications for each item should be provided.

(ii) Purchase of books, reference materials and other information services will be allowed. Any such materials will be returned to HKMU Library on completion of the project.

(iii) A reasonable budget could be allowed for editing of publication before submission, and that funding should not be used for editing services for report on the project itself.

(iv) Unreasonably high language editing fees for proofreading of the articles produced from the project will not be supported.

(v) Expenses for photocopying, postage, printing and stationery should not normally exceed HK$3,000 in total for a project. A request in excess of the said amount has to be justified.

(vi) Local travel other than by means of the low-cost transport (e.g. MTR or bus) has to be justified.

(vii) A brief statement is requested as justification for the necessity of the various items for the project.

Travelling outside Hong Kong

(i) The Small Project Grant may not be used to finance the visits of overseas research collaborators to Hong Kong. External sources should be sought.

(ii) Overseas travel is normally not allowed for the project, unless it is proven to be absolutely essential for the project.

(iii) Subject to (ii) above, the purpose of the travel, the duration of the visit and a breakdown of the funds requested under the following headings are required:

(a) Airfare/train fare

(b) Subsistence (including accommodation, local transport, meals, etc. Please note that the maximum reimbursement will not exceed HKMU rate for subsistence allowance for training outside Hong Kong.)

(c) Others (please specify)

(iv) For justification, a detailed statement should be given as to the purpose, destination, duration of the travel and its necessity to the success of the project.

7. Total Amount Requested

This includes the grand total specified in Item 6 of Part 2.

8. Publications and Reporting

a. In all works for publication arising from projects supported by the Small Project Grant, the research grant should be acknowledged in the following format:

[bookmark: _Hlk102654210]“The work described in this paper was fully/substantially/partially supported by Hong Kong Metropolitan University Small Project Grant (No. SOL-SPGxxxx/xx).”
“xxxx/xx” is the number of the research project.

b. All published reports should be lodged in HKMU Library.

c. Staff who receive a grant for a research project should manage the project within the funds allocated and complete the project within the approved time-scale. A completion report should be submitted to SOL within three months on completion of the project. PIs of completed research projects are obliged to give a presentation in a seminar for academic sharing at HKMU.

9. Patent Applications and Royalty Sharing

In case the deliverable generated from the research can be commercialized and lead to a patent, the ownership of the patent will follow the plan as specified in the Policy on Intellectual Property of the University.

If any staff invention from the project leads to any royalty, the income will be shared between the PI and HKMU according to the Policy on Intellectual Property.
Personal Data (Privacy) Notice
[bookmark: _Hlk85616623]You must provide the personal data required by the application form. The information is required for research administration and the consideration of the School of Open Learning in regard to your application. The University will keep such data confidential. Failure to supply such information may result in the application not being considered.

You have the right to request access to and the correction of the personal data. If you wish to do so, please write to the School of Open Learning, Hong Kong Metropolitan University.
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