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1. [bookmark: _Toc224048139][bookmark: _Toc224133095]Introduction

1.1 The Workforce Development Applied Research Fund (“WDARF”), a national-level research fund set up by the SkillsFuture Singapore (SSG), aims to foster high quality and rigorous applied research in workforce development and lifelong learning to support SSG’s key thrusts and national-level policies. It encourages inter-disciplinary research and seeks to strengthen research capabilities, through leveraging both local and international expertise.

1.2 SSG drives and coordinates the implementation of the national SkillsFuture Movement, promotes a culture of lifelong learning and a quality ecosystem of Training and Adult Education (TAE) in Singapore. Through a holistic system of national SkillsFuture initiatives, SSG enables Singaporeans to take charge of their learning journey in their pursuit of skills mastery. Over the years, SkillsFuture continues to be the driving force for individual and enterprise-led upskilling and reskilling efforts to prepare our workforce for a rapidly evolving economy. SSG works with key stakeholders to ensure that adults have access to high quality and industry-relevant training that meets the demands of different sectors of the economy for a skilled and productive workforce.

The Institute for Adult Learning (IAL), an Autonomous Institute of the Singapore University of Social Sciences (SUSS), administers the WDARF on behalf of SSG.  IAL is the National Centre of Excellence for Adult Learning. IAL partners with policymakers, enterprises, and adult education professionals to strengthen the Training and Adult Education (TAE) sector. IAL advances research to inform TAE policies, promotes skills-first practices, and builds sector capabilities. Together with efforts to drive innovation in learning technology and pedagogy, IAL enhances adult learning experiences and supports workforce transformation.

1.3 The WDARF Grant funds research proposals on a competitive basis across eligible Singapore-based institutions, defined as: Autonomous Universities, Polytechnics, Institute of Technical Education, or A*STAR research institutes.

1.4 To be considered for funding through the WDARF, proposed research should fulfil the below criteria:

a. Applied Research:
[bookmark: _Hlk199238909]WDARF only supports proposals that focus on applied research. Applied research refers to original investigation undertaken to acquire new knowledge with the primary aim of solving an existing/emerging problem or improving a current practice with actionable outcomes. Applications would need to explain what the problem is and/or why improvements have to be made to current practice, and how the targeted research findings and insights can be translated into policy and practice in the area of workforce development and adult learning in Singapore.  This is a highly practical endeavour, and it is much more than using or creating tools, kits, or apps, and collecting data to prove that a new technology or intervention “works.”

b. Address the Challenge Statements:
Please refer to the WDARF Research Focus document for more details on the Challenge Statements. Emerging topics related to workforce development and lifelong learning may also be considered. 

WDARF Research Focus

c. Original Research
Proposed research should stand up to scrutiny for its originality, addressing gaps which have not been covered in existing WDARF-approved projects (https://www.ial.edu.sg/research/wdarf-grant/), in addition to remaining distinct from relevant up-to-date published research literature. Reference to relevant up-to-date literature and the existing WDARF-approved projects should be made in the application to highlight the similarities and differences of the proposed research from the literature and projects.

d. Inter-Disciplinary and Inter-Institutional Collaborative Research
Proposals are encouraged to involve inter-institutional collaboration and inter-disciplinary research. Please note that evaluation of internal programmes within an organization will not be accepted.

e. Stakeholders Engagement
Priority consideration will be given to proposals that engaged stakeholders during project conceptualisation/preparation and include stakeholders’ inputs on strategic relevance, technical merit, project team, execution plan, project translation and applicability value in application. Stakeholders can include government agencies, public and private companies.

f. Impact Measurement
The impact of an applied research project is measured by its success in reaching its objective of solving/improving an existing problem/practice.  The measurable indicators for evaluating success for the proposed project would need to be provided. Examples of indicators can include quality and quantity of scientific outputs, the relationship with the partner(s), relevance and connectedness of the research, accessibility and availability of outputs to users, provision of outputs that are digestible and usable by different audiences, training and capacity building.

g. Realistic Budgets
Budget plan is a key element of a grant application. It is important to read the Grant Agreement for the list of non-fundable components.
The budget should be sufficiently detailed and accurate to assure reviewers that the investigators have a realistic sense of what it will cost to complete the work proposed.


2. [bookmark: _Toc224048143][bookmark: _Toc224133096]Key Timeline of the Grant Call

	Grant Call Open
	Early June of application year

	Deadline for Submission of EOI
	Mid-July of application year

	Decision on EOI Outcome
	Mid-August of application year

	Submission of Full Proposal (For shortlisted EOIs only)
	Mid-September of application year

	Announcement of Grant Call Results
	By Q2 of the following year



3. [bookmark: _Toc224048144][bookmark: _Toc224133097]Application

Submission of Expression of Interest (EOI) 

3.1 Interested applicants must submit an Expression of Interest (EOI) using the prescribed WDARF EOI Form (Form A1) through their Host Institutions’ Office of Research (ORE) (or equivalent) and endorsed by the Director, ORE (or equivalent) by the deadline mentioned above. Incomplete or late submissions will be rejected. 

3.2 EOIs will be reviewed by SSG and IAL Adult Learning Collaboratory (ALC). Shortlisted applicants will be informed to submit full proposals. 

Submission of Full Proposal

3.3 A full proposal is to be submitted using the prescribed WDARF Application Form (Form A2). All applications must be verified by the Host Institutions’ ORE (or equivalent) and endorsed by the Director, ORE (or equivalent) before it can be considered for evaluation.

3.4 All applications and accompanying documents must be submitted through the Host Institutions’ ORE (or equivalent) to SSG through IAL. Host Institutions shall send all finalised documents (in both word and pdf version) to research@ial.edu.sg by the deadline. 

3.5 All applications shall be duly completed. If your proposal exceeds the page limit, the proposal will still be evaluated but the excess pages may be ignored.

3.6 Applicants are strongly encouraged to collaborate closely with potential users of the research to foster the effective translation of research into policy or practice. Before submitting proposals, applicants must engage with relevant stakeholders to verify the research need and secure their commitment to support the research outcomes. Applicants are to provide details on these collaborations in the submitted proposals.  
 
3.7 Applicants shall ensure that all information provided in the proposal is accurate and not misleading at the point of submission.

3.8 SSG reserves the right to reject late or incomplete submissions of proposals.

Application Forms

3.9 The following are forms required for submission of EOI and full proposals. 
	Name of Form
	Form
	Applicant to Note

	Expression of Interest (EOI) (Form A1)
	Form A1
	To be submitted by mid-July of application year.


	All endorsed research proposal applications (Form A2)
	Form A2
	To be submitted for shortlisted EOIs that are invited to submit full proposal. 

For resubmitted proposals, reviewers’ comments must be addressed accordingly.


	Summary listing of all research proposals (Form A6)
	Form A6

	To be submitted for shortlisted EOIs that are invited to submit full proposal. 




4. [bookmark: _Toc224048145][bookmark: _Toc224133098]Eligibility

4.1 The research must be conducted in Singapore, and on issues relating to Singapore. Comparative studies with other countries are acceptable if deemed to be appropriate to the research study. Research proposals can cut across the different challenge statements.

4.2 [bookmark: _Hlk196400844]The WDARF Grant Call is open to all local Host Institutions (refer to paragraph 1.3). Foreign institutions and researchers may partner a Host Institution for the grant call. 

4.3 The WDARF Grant encourages joint submissions from eligible institutions. However, the disbursement of the grant will be made only to the primary Host Institution.

4.4 SSG reserves the right to disqualify, discontinue funding or reject any project team in the event of the withdrawal or change of Principal Investigator and co-Principal Investigators.

4.5 Research proposals that are already funded by other funding bodies will not be considered under the WDARF Grant. Similar version or part(s) of the research proposal shall not be submitted to other agencies for funding prior to the end of the current grant call process.  

Host Institutions

4.6 By endorsing the grant application(s), the Host Institution is confident that the proposed research team has the necessary competencies and track record to bring about the successful completion of the proposed project.

4.7 For each awarded research project, the Host institutions would be required to enter into a grant agreement/contract with SSG for the duration of the research project.  

4.8 The grant terms and conditions are stipulated in the Grant Agreement template.

Harmonized Grant Agreement (With Enclosure 2 & 3)

[bookmark: _Hlk165897205]Research Team

4.9 The Principal Investigator must hold a primary/joint appointment in the Autonomous Universities, Polytechnics, Institute of Technical Education or A*STAR research institutes, with a minimum time commitment of 9 months per calendar year in these institutions. 

4.10 The research team would be expected to have the following skills:

a. A strong understanding and appreciation of the broad policy context in the area of skills and workforce development and lifelong learning, and its linkages to the SkillsFuture programmes and policies;

b. Relevant research and analytical expertise in one or more social, economic or behavioural science disciplines, and the use of multi-disciplinary approaches where appropriate.


5. [bookmark: _Toc136253868][bookmark: _Toc224048146][bookmark: _Toc224133099]Research Timeframe

5.1 Project duration shall be capped at 24 months and adhere to the approved timeline committed in the proposal.

5.2 Projects longer than 24 months may be funded on a case-by-case basis and are subject to approval.

5.3 Projects are required to start within the month of signing the Grant Agreement. 

6. [bookmark: _Toc224048147][bookmark: _Toc224133100]Funding Support

6.1 Research projects must be costed appropriately and reasonably according to the methodology proposed and overall size of the project. Applicant shall exercise due diligence to ensure that the budget is value for money. Upon in-principle approval of the research proposal, the research team and WDARF secretariat (IAL) will meet to assess the budget before finalising the budget to be supported. 

6.2 Please reference the grant agreement for the list of non-fundable components. For clarifications on fundable / non-fundable items, please contact research@ial.edu.sg.

6.3 All items claimed must comply with the Host Institution’s internal procurement process, guidelines and policies. 

6.4 Indirect costs in research are those costs that are incurred for common or joint objectives, as opposed to costs that are incurred specifically for the Project, and therefore cannot be identified readily and specifically with a particular sponsored project but contribute to the ability of the Host Institution to support research projects, such as providing research space and administering the activities. SSG will support indirect research costs (IRC) at a flat rate of 30% of the total qualifying direct costs of each approved project. Principal Investigator will need to budget for the IRC within the overall project cost. SSG reserves the right to adjust this rate.

7. [bookmark: _Toc224048148][bookmark: _Toc224133101]Evaluation Criteria

7.1 The applicability and translatability of the project will be reviewed by a technical expert review panel appointed by SSG. Inputs from potential users of the research may also be sought. The proposals and input will be submitted to SSG Research Committee which comprises representatives from SkillsFuture Singapore (SSG), Workforce Singapore (WSG), Ministry of Education (MOE), Ministry of Manpower (MOM) and Ministry of Trade and Industry (MTI) for selection and approval.  

7.2 The proposals will be evaluated based on the following criteria:

a. Relevance and Significance
This criterion assesses whether the research tackles meaningful problems that matter to adult learners and the broader academic community. It evaluates how well the project aligns with WDARF's  challenge statements, whether it offers innovative improvements over current approaches, and its potential to bridge the gap between research findings and real-world policy or practice implementation in Singapore.

b. Approach and Execution Plan
This criterion examines the technical quality and feasibility of the research design. It evaluates whether the research questions are well-formulated, the methodology is appropriate and rigorous, and the project includes realistic plans for producing scholarly outputs, findings for policy and engaging stakeholders. The assessment also considers whether timelines and milestones are achievable and whether potential challenges have been adequately anticipated.

c. Research Team and Collaborations
This criterion focuses on research team's capacity to deliver the proposed research. It assesses whether the research team has the necessary expertise and track record, whether the budget and resources are reasonable for the scope of work, and whether the project involves meaningful collaborations across institutions, disciplines, and with relevant industry or government partners.

8. [bookmark: _Toc136253548][bookmark: _Toc136253872][bookmark: _Toc136253549][bookmark: _Toc136253873][bookmark: _Toc136253550][bookmark: _Toc136253874][bookmark: _Toc224048155][bookmark: _Toc224133102]Approval

8.1 Principal Investigators will be notified of the results through their ORE (or equivalent). The SSG Research Committee reserves the right to reject proposals without being obliged to give any reason thereof. Appeals will not be entertained.

9. [bookmark: _Toc224133103]Translation of Research Projects through IAL Adult Learning Collaboratory (ALC)

9.1 EOIs and proposals will separately be channelled to IAL ALC. ALC will evaluate the translation potential of proposals based on (a) whether the project aims to solve an important unmet need, (b) whether there is credible potential for research findings to move beyond insight and be developed into a product or intervention, and (c) whether there is a credible plan to develop appropriate and scalable instruments that could support efficacy testing for any product or intervention developed from the research. 

9.2 For proposals approved by SSG Research Committee, Principal Investigators would be notified and engaged by IAL ALC if the proposal has potential for translation via ALC.

10. [bookmark: _Toc136253552][bookmark: _Toc136253876][bookmark: _Toc136253553][bookmark: _Toc136253877][bookmark: _Toc136253554][bookmark: _Toc136253878][bookmark: _Toc136253555][bookmark: _Toc136253879][bookmark: _Toc136253556][bookmark: _Toc136253880][bookmark: _Toc136253557][bookmark: _Toc136253881][bookmark: _Toc136253558][bookmark: _Toc136253882][bookmark: _Toc136253559][bookmark: _Toc136253883][bookmark: _Toc136253560][bookmark: _Toc136253884][bookmark: _Toc136253561][bookmark: _Toc136253885][bookmark: _Toc136253562][bookmark: _Toc136253886][bookmark: _Toc136253563][bookmark: _Toc136253887][bookmark: _Toc136253564][bookmark: _Toc136253888][bookmark: _Toc136253565][bookmark: _Toc136253889][bookmark: _Toc136253566][bookmark: _Toc136253890][bookmark: _Toc136253567][bookmark: _Toc136253891][bookmark: _Toc136253568][bookmark: _Toc136253892][bookmark: _Toc136253569][bookmark: _Toc136253893][bookmark: _Toc136253570][bookmark: _Toc136253894][bookmark: _Toc136253571][bookmark: _Toc136253895][bookmark: _Toc136253572][bookmark: _Toc136253896][bookmark: _Toc136253573][bookmark: _Toc136253897][bookmark: _Toc136253574][bookmark: _Toc136253898][bookmark: _Toc136253575][bookmark: _Toc136253899][bookmark: _Toc136253576][bookmark: _Toc136253900][bookmark: _Toc136253577][bookmark: _Toc136253901][bookmark: _Toc136253578][bookmark: _Toc136253902][bookmark: _Toc136253579][bookmark: _Toc136253903][bookmark: _Toc136253580][bookmark: _Toc136253904][bookmark: _Toc136253581][bookmark: _Toc136253905][bookmark: _Toc136253582][bookmark: _Toc136253906][bookmark: _Toc136253583][bookmark: _Toc136253907][bookmark: _Toc136253584][bookmark: _Toc136253908][bookmark: _Toc136253585][bookmark: _Toc136253909][bookmark: _Toc136253586][bookmark: _Toc136253910][bookmark: _Toc136253587][bookmark: _Toc136253911][bookmark: _Toc136253588][bookmark: _Toc136253912][bookmark: _Toc136253589][bookmark: _Toc136253913][bookmark: _Toc136253590][bookmark: _Toc136253914][bookmark: _Toc136253591][bookmark: _Toc136253915][bookmark: _Toc136253592][bookmark: _Toc136253916][bookmark: _Toc136253593][bookmark: _Toc136253917][bookmark: _Toc136253594][bookmark: _Toc136253918][bookmark: _Toc136253595][bookmark: _Toc136253919][bookmark: _Toc136253596][bookmark: _Toc136253920][bookmark: _Toc136253597][bookmark: _Toc136253921][bookmark: _Toc136253598][bookmark: _Toc136253922][bookmark: _Toc224048156][bookmark: _Toc224133104]Disbursement of Funds

10.1 Only items that are supported for funding will be funded by WDARF. 

10.2 WDARF grant is provided on a reimbursement basis. Host institution shall pay for project expenditure first and subsequently claim for reimbursement from SSG.  

10.3 Host Institutions shall use WDARF’s reimbursement requisition form (Form A3) to claim for reimbursement.  The claims submitted by the Host Institution must be supported by originals or certified true copies of receipts, payment vouchers or invoices by the Chief Finance Officer /Director and External Auditors of the Host Institution.  

10.4 Claims may be submitted on a half-yearly basis for expenses incurred for the past six (6) months by the last working day of July (for costs incurred January to June) and by the last working day of January (for costs incurred July to December of the previous year) on the prescribed form together with supporting payment documents.

	S/N
	Type of Form
	Form

	1
	Reimbursement Requisition Form (Form A3)
	Form A3



11. [bookmark: _Toc224048157][bookmark: _Toc224133105]Grant Variation

11.1 Principal Investigators should submit all grant variations through the Host Institution’s ORE, using the appropriate forms:

	S/N
	Type of Variation 
	Form

	1
	Amendments to Project
	Form A5

	2
	Fund Virements
	



11.2 Principal Investigators should refer to “Guidance for Processing Variation Requests” (Annex A) in their preparation of the variation requests to ensure that all supporting documents have been duly completed.

11.3 OREs should evaluate the Principal Investigators’ requests and make decisions on all requests that fall within the Host Institution’s approving authority. For requests that require SSG’s approval, OREs should first evaluate the requests based on the considerations, norms and checks listed in Annex A and make recommendations for SSG’s consideration.

11.4 Request for any variation should be made before the last three (3) months of the original end date of the project.

11.5 SSG reserves the right to reject any claims that have resulted from the project changes without prior approval from SSG.

11.6 For all variation requests, SSG’s decision is final, and appeals will not be entertained. Retrospective virement requests or late requests will not be allowed.

12. [bookmark: _Toc224133106]Performance Management

12.1 Sharing of Project Progress and Preliminary/Final Findings
a. Check-in sessions between the Principal Investigators and SSG (Grantor) would be conducted upon the commencement of the project, to strengthen partnerships and maximise the potential for research findings to inform policy and programme development. Subsequent sessions may occur annually.

b. Principal Investigators would be required to present preliminary/final findings at the request of the Grantor.

12.2 Half-Yearly Progress Report
a. Principal Investigators are to submit soft copies of the half-yearly progress reports for each project via their respective ORE (or equivalent) per the schedule stated in the contract. The progress report shall be submitted on or before the last working day of the months of April and October. The progress report shall include milestones achieved, interim findings and projected cashflow.

b. These reports will be reviewed by WDARF Secretariat to assess the progress of the project, and the Principal Investigators may be invited to make a presentation of their research progress / findings to SSG or WDARF Secretariat.  Principal Investigators may be required to give additional information about the progress of their project if the information submitted is deemed inadequate.

c. Principal Investigators who fail to submit their progress report may be denied any grant disbursement until such progress report is submitted.

d. A template of the Half-Yearly Progress Report Form could be found here.

	S/N
	Type of Report 
	Form

	1
	Half-Yearly Progress Report Form (Form A4)
	Form A4



12.3 Final Research Report
a. The Principal Investigator is to submit soft copies of the final report by the project end date (the writing of the final report shall be within the approved project timeline).  The outcomes in the final report may be reviewed against the objectives of the project. The Principal Investigator may be contacted for further information if the final report is deemed inadequate or unsatisfactory and shall provide further information. 

A template of the Final Report Form is appended for reference. 

	S/N
	Type of Report
	Form

	1
	Final Report Form
	Final Report Form



b. Final reports will be approved by the SSG Research Committee. 

c. Principal Investigator may be invited to make a presentation on the completed project to SSG or an SSG appointed panel to ensure that the project has been completed satisfactorily, and that potential users of the research have been involved in the research.

The Principal Investigator needs to also share soft copies of the publications and conference papers produced as part of the research project.

d. Principal Investigator is to submit all data generated from the project as the project’s final datasets by end of project. The data submitted must be anonymised at the level of individual data items to maintain research subjects’ confidentiality while maintaining statistical validity. Quantitative datasets should be in common tabular, structural or statistical software format (e.g., *.csv, *.txt, *.xls, *.xlsx, *.json, *.xml, *.sql, *.db, *.dta, *.sav, *.sas) while qualitative datasets to be in *.docx, *.doc, *.pdf, *.txt.  A codebook must accompany each dataset submitted. Each codebook should contain essential information on the dataset such as dataset description (includes project title, purpose, study population, collection period, methodological summary), data dictionary (lists variable names, labels, coding, derivation, file structure). Other documentations such as information on instruments, sampling and field notes, data preparation notes, ethics and consent notes; and recommended citation and acknowledgement wordings are optional but will be useful to be submitted. Grantor may use the data for analysis and publish derived statistics; research purposes; sharing with its research collaborators or parties commissioned by the Grantor; make available online to public and any other purpose that is not prohibited by applicable law (as long as such use is in compliance with applicable law). For further details on matters related to data, please refer to the Data Repository Requirements document. 

Data Repository Requirements

12.4 Assessment of Research Impact
a. Principal Investigator is to provide an assessment of the research impact (as outlined in section 4e and 4f of the WDARF application form A2) within six (6) months after acceptance of the final report. This assessment should include a description of how the research outcomes have been communicated to and adopted by interested parties, including industry stakeholders’ feedback and assessment, as well as address comments from SSG arising from the final report, if any. 

b. A template of the Impact Report Form is appended for reference. 
	S/N
	Type of Report
	Form

	1
	Impact Report Form (Form A7)
	Form A7


[bookmark: _Toc510001079]
13. [bookmark: _Toc224133107]Closure of Project Accounts

13.1 All projects are expected to be completed within the stipulated term as per the Grant Agreement. 

13.2 Host Institutions and Principal Investigators are to close the research project account within six (6) months from the date of project completion. SSG will not reimburse any expenditure incurred after the project end date. Claims for allowable expenses should be prorated based on the relevant project periods only and be submitted within six (6) months following project completion. Upon payment of such expenses, Host Institutions and Principal Investigators are to close the research project account immediately. 

13.3 Host Institution must ensure that Principal Investigators are not to issue any new purchase orders after the project end date, including retrospective orders. 

Post-Project Audit Report (includes Final Statement of Account)

13.4 The Host Institution shall submit a Post-Project Audit Report within six (6) months of the completion of the project.  The audit report shall include a final statement of account and a complete list of the Assets.  Failure to do so may result in rejection of final claims. 

13.5 [bookmark: _Toc510001080]The Post-Project Audit Report shall confirm that the Host Institution’s requisitions are made in accordance with the Terms and Conditions of a Competitive Grant, and Guidelines.

14. [bookmark: _Toc224133108]Compliance of Administrative Guidelines

14.1 In the event of non-compliance of this administrative guideline, SSG reserves the right to: 
a. withhold or withdraw the funding. 
b. disqualify the Principal Investigators from subsequent WDARF competitive funding; and/or 
c. take any action SSG deems appropriate. 

15. [bookmark: _Toc224133109]Miscellaneous

15.1 SSG reserves the right to revise the administrative guidelines. The Host Institutions will be informed accordingly.
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[bookmark: _Toc510001084][bookmark: _Toc224048163][bookmark: _Toc224133110]Annex A - Guidance for Processing Variation Requests
	S/N
	Type of Request
	Key Considerations
	Norms
	Supporting Documents Required
	Types of checks by ORE
	Approval Authority

	1
	Amendment to Project (General)

	General considerations

	Stage of project
	There should not be any amendments three (3) months from the end of project. 
	Form A5 (Project variation form)
	Form A5 is duly completed and endorsed. All supporting documents attached. 
	All amendments must be approved by SSG. (See exceptions at 1b, 1c). 


	
	
	
	Latest statement of accounts
	Fund availability
	

	
	Need for amendments
	Amendments should support the original objectives of the project only, not for support of “follow-on” research, changes to scope or research questions. 
	N.A.
	The PI has no outstanding half-yearly/final progress reports and final research reports for any SSG grants. PIs with overdue reports are not allowed to submit variation requests. 
	

	
	Amendment to Project (Specific Requirement)

	1a)
	Change of PI/Co-PI 
	Suitability of proposed PI/Co-PI 
	Ability of the new PI/Co-PI to contribute and achieve the intended objectives of the project. 
	Form A5

Information on incoming and outgoing PI/Co-PI: last day of work in Institution, name of Institution he will be joining, etc. 
 
	Application should reach SSG three (3) months in advance before PI/Co-PI leaves (for contract expiry/termination cases) and as soon as practicable for resignation cases. ORE should consider working closely with HR and schools to ensure timeliness especially in submitting change of PI request. 
	Request for a change in the PI/Co-PI must be made to SSG and be endorsed by the ORE of the existing and/or new Host Institutions. The new PI/Co-PI must be a recognised expert in that area and possess the necessary expertise to continue with the research work. 

	
	
	Cost implications
	Must be within the approved Research Manpower budget. 
	CV, Letter of recommendation and credentials of incoming PI/Co-PI

	ORE needs to determine whether the proposed PI /Co-PI is eligible based on WDARF Grant eligibility criteria and whether he/she is suitable and has the skills to continue and complete the research work. If in doubt, ORE could request for Letter of recommendation from current employer of proposed PI/Co-PI. 
	

	
	
	SSG reserves the right to terminate the grant if: 
· No suitable replacement is found; 
· Proposed PI is rejected; or 
· New PI cannot achieve the necessary outcomes. 
· Impact on research outcomes and timeline
	
	Only applicable to Change of PI: 
Mitigation Plan while waiting for new PI/Co-PI to come in: Research Office and new PI should jointly develop a mitigation plan to sustain/ resuscitate the project, including: 
· reassessing project milestones/KPIs 
· taking steps to ensure students’ graduation is not disrupted 
· identifying and committing to put in all necessary resources and time where relevant

The plan should be signed off by both the dean of department and the current/new PI/Co-PI.
	ORE needs to assess the feasibility of the mitigation plan 

	

	1b)
	Change of Collaborators/Experts 
(Removal/ Replacement/ Addition)
	Impact on research outcomes and timeline

Relevance and contribution to project outcome
	The need for the collaborators/experts must be driven by the project need and justified accordingly
	Form A5 or equivalent documentation required by ORE 
	ORE has to ensure timeliness in submitting requests to Director of Research (DOR) for changes in collaborators/experts, such as removal or addition of collaborators/experts.

ORE needs to assess the suitability of the collaborators/experts to the proposed role and contribution to the project. 
  
	Request involving the removal, replacement or addition of collaborators/experts within the approved budget for collaborators/experts shall be approved by DOR (or above).  

Written assessment supporting the request for change, including the assessment of impact to the project and justification for the appointment, should be provided to SSG at least 2 weeks before the change is affected.

For requests that exceeds the approved budget for fees paid to Collaborators/Experts (i.e. Experts Honorarium), SSG’s approval will be sought on fund virement (refer to item 2b). No request to increased budget is allowed.


	
	
	Cost implications
	Aligned to university’s norms and based on the responsibility and deliverables and within the approved budget for collaborator/experts
	
	ORE to assess the reasonableness of the requests, e.g. the job scope is commensurate with the duration, and assess if consultation, if required, can be done via email/ video conferencing. 
	

	1c)
	Change of Research Fellows/ Research Associates/
Research Assistants/
Student Assistants/ Other Staff
(Removal/
Replacement/Addition)
	Impact on research outcomes and timeline

Relevance and contribution to project outcome
	The need for changes in the approved number of the project team members (due to removal or addition of research assistants/research associates/student assistants) must be driven by the project need and justified accordingly.
	For changes in number or/and name of research assistants/research associates/student assistants, no variation is needed if there is no need for fund virement.
	ORE has to ensure the changes in number or/and name of research assistants/research associates/student assistants do not require fund virement.  
	Host Institution to inform IAL of any changes in number or/and name of research assistants/ research associates/ student assistants for record purposes. 

	
	
	
	
	
	If fund virement is required, please refer to Para 2. 

	1d)
	Project Extension 
	Impact on deliverables and usefulness of final research outcome in view of the delay 
	To ensure currency of research, extension will be capped at 6 months 
	Form A5

Evidence of satisfactory progress (e.g. copies of publication arising from the research, abstracts of conferences attended etc.) 

Justification for the delay(s) encountered and why the mitigating measures taken did not achieve their intended objectives

Revised Project Implementation Schedule (Gantt Chart) 
	ORE needs to assess if it is realistic for the project to achieve closure with the requested extension. Request for extension will not be supported merely due to manpower constraints. 
Request for grant extension must reach SSG at least six (6) months before end date of project. 

The PI must ensure sufficient funds in each vote to support the extension request. Any virement requests necessary to meet the extension period must be made known as part of the extension request.

	SSG may consider a one-time extension of up to six (6) months with no-cost involvement if the PI is able to demonstrate ability to deliver on the other remaining milestones and furnish strong justifications for the extension. 

An extension beyond six (6) months may be considered on a case-by-case basis. No additional funds would be given for any extensions. 

	
	
	Cost implications 
	Must be within the approved budget. 
	
	
	

	1e)
	Change of scope 
	Change of scope is not allowed as this will amount to a new research project which would have to be separately evaluated by the expert review panel and approval is required by the research committee on its own merits.  
	N.A.
	N.A.
	N.A.

	1f)
	Change of research design and research methodology
	That it increases the usefulness of the final research outcomes but that does not affect the approved scope and research questions.
	Must be within the approved budget.
	Form A5

Details and rationale of the change(s) and how it increases the usefulness of final research outcomes should be included.
	Review and support the request. Form A5 is duly completed and endorsed. All supporting documents attached.  
	Request for a change in research design and research methodology must be made to SSG for approval and be endorsed by the ORE.

	1g)
	Termination/ Lapse of Project
	Alternative options to termination
	Other options should be explored to ensure that the best outcome is achieved with the investment already made. Justification why these options are not feasible, and termination is the only option.
	Form A5

Department report: Department should prepare a report that includes: 
· A review of what went wrong for the project 
· What are the alternatives to terminations and why they are not applicable in this case 
· Preventive measures to avoid future occurrence. 

The report should be signed off by both the dean of department and the DOR. 

	ORE to assess the adequacy of the winding-down plan and the Department report. 

	SSG

(Per the termination clause in the grant agreement)

	
	
	Automatic Termination 
	If the original PI has become unavailable (e.g. resignation, passing), Host Institution should propose a replacement PI. If the replacement PI is not acceptable to SSG, the project is automatically terminated. 
	
	
	

	
	
	Orderly conclusion of project 

	Project accounts should be frozen immediately once termination proceedings are initiated. 
A separate winding-down budget should be drawn up for SSG’s consideration. This covers expenses necessary to affect an orderly conclusion, for a period not exceeding three (3) months from the date of termination. 
	
	
	

	2
	Fund Virement (General)

	General considerations
	The critical role of the proposed items to project outcomes and the reason they were not budgeted in original proposal 
	Fund virement is to support the project only, not to support any “follow-on” research. 

	Form A5
	Form A5 is duly completed and endorsed. All supporting documents are attached. Check is done on whether requested item was in the approved budget and whether requested item is within WDARF Grant fundable list, as well as value for money considerations.  
	Fund virement 
SSG delegates the approval authority for the virement of funds between approved votes to the Host Institution, subject to a cumulative amount not exceeding 10% of the original total project direct cost value (excluding IRC). SSG is to be notified, through Secretariat, of all virement made between and within approved votes in the progress report.

For virement between approved votes which is cumulatively above 10%, the approval authority remains as SSG. 

Inter-institutional virement requires SSG’s approval and acknowledgement from the DOR (or equivalent) for all institutions involved. 

	
	Cost-savings principle 
	It is possible for PI to use cost-savings within approved project cost to purchase essential new items not previously budgeted. 
However, purchase must be based on needs; availability of savings is not a reason for new purchase. 
	Latest statement of accounts 
	Fund availability 

	

	
	
	
	Relevant quotations 
	Justification of need for the purchase. Reasonableness of quotes by cross-referencing similar purchase or independent checks and comply with the prevailing procurement rules of the Host Institution.  
Whether proposed purchase items are already available in Host Institution, or can be more cost-effectively leased. 
	

	
	Stage of project 
	Compelling justifications to be provided for virement requests if project is ending in a year or less. 
Virement would not be approved if project is ending in three (3) months or less, unless in exceptional cases.
	N.A.
	The PI has no outstanding half-yearly/final progress reports and final research reports for any SSG grants. (PIs with overdue reports are not allowed to submit variation requests.) 

Justification for virement.
	

	Fund Virement (Specific Requirement)

	2a)
	Overseas travel 
	Only for PIs, Co-PIs and Experts
	Follows the travel policies and guidelines of Host Institution


	Form A5
	ORE has to ensure the institution’s travel policies and guidelines are adhered to in PI’s amendments to the travel budget during Budget Phasing. 

Justification for need to travel and why no other modes like conference call is suitable.
	Virement of funds into the Overseas Travel sub-vote is not allowed. 

Overspending will not be reimbursed. 

	2b)
	Collaborator and Expert (Beyond the approved budget for engagement of collaborator(s) and Expert(s))
	Relevance and contribution to project outcomes 
	The need for a Collaborator/Expert must be driven by project needs (e.g. not because Host Institution requires Collaborator/Expert to give public lecture or other activities.) 

Why the need was not identified at stage of proposal submission or before entering the agreement.
	Form A5 

Curriculum Vitae of prospective candidate 
	ORE needs to assess the role, credentials and expertise of the Collaborator/Experts. If in doubt, to request an independent assessment from the dean of department. 

Justification for need to travel and why no other modes like conference call is suitable.
	Approval by SSG 

	
	
	Track record
	N.A.
	Form A5
Job scope/deliverables of Expert 
	ORE needs to assess reasonableness of request, e.g. the job scope is commensurate with the duration requested. Particularly, ORE needs to assess if the consultation can be done via email/tele-video conferencing, rather than through appointment of Expert. 
	

	
	
	Duration of stay 
	The job scope and deliverables of Collaborator/Expert must be clear for assessment of the duration required of his/her service 
	
	
	

	
	
	Fees/Honorarium
	Fees/Honorarium for Collaborator/Expert must be aligned with Host Institution’s applied policies and guidelines 
	
	
	

	2c)
	Change of Research Assistants/
Research Associates/
Student Assistants
(Removal/
Replacement/Addition)
	Impact on research outcomes and timeline

Relevance and contribution to project outcome
	The need for changes in the approved number of the project team members (due to removal or addition of research assistants/research associates/student assistants) must be driven by the project need and justified accordingly.
	Form A5

	Form A5 is duly completed and endorsed. All supporting documents are attached. Check is done on whether requested item was in the approved budget and whether requested item is within WDARF Grant fundable list, as well as value for money considerations.  
	Fund virement 
SSG delegates the approval authority for the virement of funds between approved votes to the Host Institution, subject to a cumulative amount not exceeding 10% of the original total project direct cost value (excluding IRC). SSG is to be notified, through Secretariat, of all virement made between and within approved votes, in the progress report.

For virement between approved votes which is cumulatively above 10%, the approval authority remains as SSG.  
Inter-institutional virement requires SSG’s approval and acknowledgement from the DOR (or equivalent) for all institutions involved. 
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