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Fast Track Status Policy
Introduction

The University operates a Fast Track Status (FTS) scheme (officially launched in January 2014) that allows for expedited procedures to operate in selected knowledge exchange (KE) units thereby allowing them to operate more flexibly and entrepreneurially.  The type of KE activity to be undertaken by those given FTS will be considered to be of strategic importance to BU. It is envisaged that each year up to 15 individuals/units will be approved for FTS.

The scheme is available to BU academic staff members based within Schools and with a proven track record of carrying out a high volume of low value KE work effectively.

The FTS is sponsored by the PVC (Research and Innovation) and managed by the Research and Knowledge Exchange Office (RKEO). The decision-making body will be the PVC (RI). Appeals should be made to the Deputy Vice-Chancellor, Professor Tim McIntyre-Bhatty.
Fast Track Status Scheme

There will be one competition per annum for the FTS.  Academic staff wishing to apply must submit an application form (available from the BU Research Blog) to the PVC (Research and Innovation) via the RKEO (jgarrad@bournemouth.ac.uk) by the scheme deadline:

· 31 January 2014
FTS will be approved for one year with the option to renew for existing status-holders from January 2015.  The closing date for 2015 will be released in November 2014.
Applicants will be informed of the decision by the RKEO, usually within four weeks of the deadline.  There will then be a three week period where legal documentation and financial rates are set up for successful applicants.  All applicants need to ensure that they are contactable during this three week period.
The FTS aims to provide flexibility and reduce the time taken to quote for business and get contracts approved.  The advantages of having FTS include:
· An ability to apply a set of more competitive overheads informed by but not restricted to full economic costing (fEC) ;

· Banded daily rates pre-agreed by the School/RKEO according to staff grades, with a defined minimum price;

· An ability to cost projects quickly when meeting clients using a standard protocol;

· An automatic APF agreement for individual projects under £25k with no requirement for School approval;

· Either a suite of bespoke Letters of Agreement using standard BU T&Cs or order forms generated from the CAF, with a view to removing the need for a CAF in the future.

Application guidance

FTS is essentially for individuals or units with a proven track record of carrying out a high volume of low value KE work effectively (FTS will not be granted on the basis of blanket approval to academic groups).  Units/ individuals who meet these criteria and feel that the nature of their KE activities qualifies them for FTS, will be eligible to submit an application form to RKEO.  If a unit is applying then members of that unit who will be PI’s on projects submitted under the status should be listed on the application form.  The application form includes a description of:

· Names of the applicants to be granted FTS;

· The type(s) of activity to be undertaken, e.g. repeat business, similar business, etc.;

· Start date of FTS (the earliest effective date will be 17th March but units/individuals may choose a later date (no more than two months after the earliest date) if it fits in better with proposed work);

· An estimate of the number of contracts expected within a year;

· Potential financial risk (e.g., will activities generate sufficient income to make a profit and guarantee that work will not be undertaken at marginal costs? Specify minimum contract values);

· How it aligns with the Schools KE strategy confirmed by the support of the Dean of School/Faculty;

· Identification of types of staff to be employed on projects to inform daily rates;
· Proposed system of contracting with clients (what system would be most appropriate for the client base and market);
· Confirmation of resource available within the School/unit to undertake administrative processes and willingness to undertake training;
· Agreement to the terms and conditions of the FTS;

· Compliance with the BU financial regulations.  
All applications will require authorisation by the Dean of School/Faculty.  If an application is successful, this signed form will act as the Activity Proposal Form (APF) for all bids/projects from the individual/unit that meet the criteria agreed for FTS.  Note that exclusions do apply as outlined below.  This will be monitored by RKE Operations (RKE Ops).

Assessment and implementation process

Assessment

It is estimated that the application and approval process will take ten weeks in total, as per the detail in Table 1.

Table 1: Timeline for Fast Track Status application and approval process

	Time estimate
	Description

	Week 1

13/1/14
	FTS call opens: RKEO advertise application process and notify interested parties.

	Week 3

31/1/14
	Application deadline.

	Week 4

3–13/2/14
	Collation and preparation of applications: RKE Ops collate applications and, together with Legal Services and Finance, provide input on the track record of applicants and ensure that BU’s charitable status is not impinged by such work (i.e. to ensure that the public benefit is clear) before forwarding documentation on to the PVC.

	Week 6

13-21/2/14
	Review of applications: PVC reviews applications and approves/rejects; RKE Ops notify applicants of results.

	Week 7

24/2-14/3/14
	Drafting of standard contractual documentation and daily rates: Legal Services meet with successful applicants to agree contractual documentation required for activity; RKE Ops create competitive daily rates for each successful applicant.

	Week 10

17/3/14
	Fast Track Status operational


Applications will be assessed by the PVC (RI) who will evaluate each application, giving consideration to:

· Previous performance of the applicants, including any concerns raised in the past about due process as supplied by RKE Ops and Legal Services, together with track record of KE activity;

· Volume of the proposed activity essentially to determine if it is sufficient enough to warrant FTS;

· Potential financial risk especially around the charge-out rates being applied to ensure that sufficient income is being generated and that work is not just being undertaken at marginal cost;

· The strategic priorities for the School/Faculty confirmed by the Dean as part of the sign off process.

Appeals should be made to the Deputy Vice-Chancellor, Professor Tim McIntyre-Bhatty via RKEO.

Implementation

If the application is approved, the applicant will be granted FTS for twelve months, with stipulations as to the conditions under which the activity will be required to operate.  Conditions may vary from unit to unit and might include, but are not exclusive to:

· Repeat business with a particular client of a relatively low value;

· Very similar business of low value with a variety of clients between the minimum price agreed by the School/Faculty and the £25k maximum;

· Commitment to comply with RKE Ops procedures if agreed parameters are not met;

· Approval from the Dean of School/Faculty;

· Co-operation in liaising with RKE Ops to complete RED records and generate activity codes for each activity (RKE Ops will continue to input records on RED and compliance is essential to ensure institutional monitoring and returns);

· Feeding through of information to RKE Ops for invoicing although where business units have the staffing capacity and BU Financial expertise to issue invoices they may do so with agreement;

· Submit records of all activity to be audited on demand;

· FTS will be awarded for one year with the proviso that this can be extended following on from satisfactory audit reviews.

Exclusions will include, but are not exclusive to:

· KE and Research activity above £25k;

· Competitive research and enterprise activity to funders such as RCUK, British Academy, Royal Society, Wellcome Trust and Leverhulme Trust, and for calls such as competitive tenders;

· Studentships.

Providing the conditions are met for a potential project then the individual/unit will have the authority to quote a price to a client without seeking prior permission from BU.  This will simplify bidding for KE projects and provide a more flexible and pragmatic approach to business, enabling those with FTS to react quickly to opportunities.

Costing
Following approval of FTS, RKE Ops will discuss with the individual/unit the types of costs that will be required for their activities, along with possible staff types to be included in costs.  Each individual/unit will be provided with a one-page form that itemises cost types, including agreed daily rates which will include overheads.  To ensure the daily rates are competitive, there will be a rate for each grade and rather than having a flat rate for overheads, these will be calculated to reflect the grade (i.e. a Grade 6 post will attract a lower overhead than a Grade 12 post).
Examples of costs that can be included are:

· BU staff

· PTHP

· visiting lectures

· consultants

· travel, accommodation, subsistence

· catering

· printing

· 5%-10% contingency 

The rates specified by RKE Ops will be agreed with Finance & Performance.
Legal requirements
As said above, part of the application for FTS asks the applicant to specify the proposed system of contracting most appropriate to their client base and market, together with details of the individuals who will be responsible within the School/Faculty for ensuring the quality and accuracy of any templates populated before they are sent to the client.

The proposed system of contracting will need to be agreed with Legal Services as part of the implementation.  Following discussion with each approved individual/unit as part of the set-up process, Legal Services will create and issue a suite of contracts and letters of agreement within 21 days.  Legal Services can provide assistance with template drafting and training for those populating templates. Once quality and accuracy have been evidenced, Legal Services can put appropriate templates forward for consideration for CAF exemption, if requested.

IT solutions will be investigated for populating the templates (to reduce the risk of previous client information remaining on a template sent to a new client).  Individuals/units are also welcome to propose innovative solutions as part of their application process where they have the expertise available to implement them.
Completion of implementation

Financial rates and contractual documentation will be provided within three weeks of approval.  The individuals /units with FTS will then be operational and maintain their status for a year, subject to auditing results.

FTS Operating procedures
Costing and RED records

The financial rates agreed at the implementation stage will be built into a simplified costing spreadsheet and individuals/units can select relevant details from a dropdown list, which will enable them to quickly provide a cost to clients.  The form will include essential information about the project, such as organisation details, title of the project, brief description and rationale.  These details can be completed by the individual/unit when the activity has been confirmed and will consequently be forwarded to RKE Ops, along with the signed contract, to enable them to create the RED record.  Activity codes can then be provided for each successful project.  
Those with FTS are responsible for providing the completed form and spreadsheet even if the project does not go ahead so that the activity can be recorded on RED as appropriate; this will form part of the audit checks.
Activity Proposal Form
Application for the FTS will confirm agreement to BU financial regulations and include Dean sign-off for subsequent projects.  All activities under FTS will have an APF status of ‘Fast Track Status approved’ recorded on RED, which means that no further signatures are required.  This will ensure greater flexibility to the individual/unit.
Sending contracts by email
In order to enable individuals/units to respond quickly to the requests of clients, Letters of Agreement or other contracts, once approved can be sent to the client as an email attachment.  The Dean will have given prior authorisation of the activity by way of the application process.  A Contract Authorisation Form is required by the Financial Regulations unless a formal exemption has been granted under the Contract Signing Procedures.  The appropriate BU contract signatory will be specified in accordance with the Contract Signing Procedures and the Financial Authority Limits. The BU contract signatory can be the Principal Investigator (PI), subject to the above.  If so, this will mean that the PI will be responsible for following the agreed parameters.  Work can begin on an activity once the client has printed out the attachment, signed it and returned it to BU as a scanned email attachment.  The hard copies must still follow by post.
Invoicing
Normal practice will be for RKE Ops to undertake all invoicing for projects operated under FTS.  However, where KE units have the staffing capacity and BU financial expertise to issue invoices they may do so for the activities approved under FTS, subject to discussion concerning due process with RKE Ops.  This will form part of the application and audit process.
Auditing

The audit process for each individual/unit will be carried out by the RKE Ops Support Officer for that School/ Faculty and a representative from Legal Services, initially on a quarterly basis.  If FTS is renewed for subsequent years and the scheme is operating well for the individual/unit then auditing can be reduced to every six months.  The individual/unit will be requested by RKE Ops to provide information on the contracts that they have agreed to, including appropriate documentation.  As stated above, status-holders are required to inform RKE Ops of all activity so that it is recorded on RED and an activity code is produced, prior to an audit.  RKE Ops and Legal Services will then audit the documentation provided.  If it is found that BU regulations or the conditions of FTS have not been adhered to then FTS may be revoked with immediate effect; this will be at the discretion of the PVC.
All of the forms and further information on the scheme is available from the BU Research Blog.
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