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These guidelines shall replace all previous related to financial support for visits abroad.

The criteria set out here below related to the discretionary budgetary allocation for capacity building made available in the current year to Faculty Research and Innovation Committees.

These guidelines have to be read and understood in the light of the University’s Financial and Leave Policies pertaining (related?) to conference attendance.

INTRODUCTION

The attendance of the organised gatherings of academics and professionals provides the academic with the opportunity of exposing his/her work and findings to the regular meetings of local and international specialists in the subject field. Scholarly enrichment, beneficiation and the establishment of closer ties with the scholarly community at large follows on the attendance of such meetings.

TUT supports regular conference participation by the productive researcher as a means to present research results and to establish links resulting in the development of expertise and research capacity within the organisation, and to contribute to the growth and development of the researcher.

 GLOSSARY

1. Conferences are regular meetings of persons, who are recognized as specialists or experts, who meet to contribute to the formation and growth of their collective subject-interests by means of learned papers, debates and discussions, expositions and exhibitions. Frequently conferences mark the milestones in the development of scholarship. They are usually organised by professional societies or associations.

National conferences, organised by national scientific associations, provide the opportunity for the scientist to contribute to the national scientific debate on issues which are mostly of national interest but often also of international importance.

International conferences call on contributions from members of international societies or from members of national societies or associations of societies situated on different continents. International conferences tend to focus on problems at a global level.  Considerable scientific prestige is attached to contributions made to international meetings and the South African scientist is more likely to win full financial support for a contribution to a full-scale international conference.

Regional conferences are similar to international conferences, but are limited to a single continent.

Symposia resemble conferences, but tend to be held as the occasion demands, and therefore take place less frequently than conferences. They usually are more thematic and intensive by nature than conferences.

2. Independent scientific work of substance presented at both national and international conferences frequently lead to the publication of papers delivered in conference proceedings and in nationally accredited journals. This is desirable because of the government subsidy that they generate, of which a substantial portion reverts to the researcher and his/her institution.

3. Workshops are meetings of relatively small groups of (specialized) persons called to intensively work through specifically identified problems or challenges, often by means of special skills and techniques which are imparted to participants in the course of work-sessions by specialists in the subject-field covered.

The following guidelines apply to all visits nationally and internationally, whether for the attendance of a course or conference or a study trip.

Staff members embarking on private trips during official University holidays are excluded from this procedure. 
Arrangements for taking leave and approval of budgets and travelling plans are applicable to all visits abroad, even if paid for exclusively by departmental funds (i.e. with no support from the faculty or central funds) or in the case where individuals are sponsored by external organizations. In principle, staff members are using University time and funds and therefore need special leave of absence for the period involved. This point is very important for the protection of employees or their departments in the case of, for example, illness, an accident, or death. 

GENERAL EVALUATION CRITERIA FOR APPLICATIONS
A staff member should apply (Annexure A) to undertake an official visit abroad in terms of the format as stipulated by the FRIC under which the applicant resides.  This application should be submitted to the relevant  FRIC (via the relevant departmental representative) at least two months before the proposed trip.  

1. The FRIC may contribute towards the conference participation of one visit per person per calendar year.

If a person undertakes two or more trips per annum, the second and subsequent visits should be strongly motivated by his/her supervisor.  Time away from class should be the major consideration. The FRIC may pay the return air ticket to the conference destination.

All additional visits before or after the conference may be evaluated on merit and should be well-motivated (with respect to cost and time).

2. Financial support from the FRIC is subjected to the acceptance of an applicant’s paper, poster, keynote address or on an invitation from the organisers. 

The applicant must make a contribution (oral, poster, keynote or invited presentation) at the conference in order to qualify for financial support from the FRIC. The presentation/outline of poster should be submitted to the FRIC before departure. 

The applicant must preferably have participated (by means of an oral presentation) at national conferences before submitting an application to participate at an international conference.  Each faculty must evaluate the contributions by less experienced researchers (and the ability of the researcher to present) at international conferences.  The faculty could advise less experienced researchers to attend the Generic Research Methodology (GRM) course relating to “Publishing and presenting your research results”. A trial presentation to the department or  faculty is compulsory.

3. FRIC support may be limited to a maximum of two persons from the Faculty to attend a specific conference in a year outside South Africa’s borders.  In exceptionally well-motivated cases, more persons (each presenting) could be considered for the same conference.

4. Only full-time staff members may apply for funding but part time staff members may be considered on merit.

Full-time or part-time postgraduate students, who have already published or co-authored an article in an accredited journal or are in possession of a letter of acceptance, may also be considered. Consideration may be given to the granting of funding to postgraduate students to attend international conferences, if that does not happen at the expense of the staff members.

5. Additional criteria which may be used by the FRIC:

5.1
Previous and potential research output.

5.2
The department’s motivation, as solicited from a Departmental meeting or from the HoD.

5.3
Previous visits abroad and the resulting output.

6. Funding in respect of participation in International Conferences or National Conferences outside South Africa’s borders (with at least 25% international participants) will be considered under the following additional criteria (proof should be provided):

6.1
The FRIC may consider a conference with fewer international participants in exceptional cases.

6.2
The Conference must have issued an official call for papers.


6.3
The organizers must have set a closing date for abstracts.


6.4
The Conference must have a Programme/Scientific Committee as well as Organising Committee.


6.5
A conference Web-site should be available. 


6.6
Conference theme must be related to the applicant’s field of expertise and research output to date.


6.7
The full paper and not only the abstract, should preferably be peer-reviewed before the conference.
6A.
Funding in respect of participation in national conferences within
South African borders will only be considered when supervisors are accompanied by two or more students to make a significant contribution at a conference of high standing in their field of expertise. (Use Annexure A3).
6B.
The attendance of international meetings where the staff member are a
member of an International Committee or Organisation will be supported when the staff member is invited to the meeting and the organisation cover all financial cost. (Only apply on Annexure A4). If the staff member needs financial assistance from the FRIC, Annexure A needs to be completed.
7. The FRIC will, in return for financial support, expect that the contribution be published in a peer-reviewed journal (preferable accredited journal), but a presentation based on a recently submitted article may also be accepted.  Publishing only in proceedings (in-house proceedings) are discouraged (but not completely ruled out) and staff is strongly advised to publish their contributions in accredited journals.

8. Attendance of a conference per se, delivery of a paper or acting as chairperson or panellist does not constitute subsidised research output. Only when the paper is published in a journal accredited by the SA National Department of Education, or in the proceedings of the conference, those approved/accredited by the Department of Education, does the paper qualify for government subsidy. 

9. For the sake of transparency, all applications for visits abroad should be discussed and minuted at a Departmental staff meeting to elicit consideration and a recommendation regarding the value of the conference. If departmental funds are used, such an application should be discussed, recommended and minuted at a Departmental staff meeting. In the event that the applicant is fully funded from sources other than the FRIC, discretion lies with the HoD.  Leave arrangements are also subject to the discretion of the HoD or the Dean in case of a HoD applying.

In order to save costs, study trips should preferable be undertaken before or after conferences. A study trip to institutions abroad may be funded by the FRIC under certain conditions, e.g. when a particular technique or skill has to be acquired for the completion of a local research project.

10. The FRIC will expect recipients of FRIC funding to submit a report to the FRIC on the conference attended (Annexure B). No applications will be considered if the applicant has a report on any previous visits abroad outstanding. The proof of the “expected outcome” of the visit as indicated in the application must be submitted as soon as received.
11. Reports should be submitted within two months of a visit.  When a report is still outstanding six months after the trip, disciplinary measures will be taken.  

12. The report should be written in the format stipulated by the FRIC  (Annexure B). This report should be submitted to the Head of Department / Supervisor for his/her submission to the FRIC.  

13. These guidelines apply ipso facto to staff members invited to address international conferences.

14. The FRIC regards these criteria as guidelines and reserves the right to override any of the above criteria in considering an application for funding to present a paper at a conference abroad. 
Note:
All information requested need to be provided on the application form.
Don’t just refer to an attachment.
ANNEXURE A

TSHWANE UNIVERSITY OF TECHNOLOGY

FACULTY OF SCIENCE
APPLICATION FOR A RESEARCH RELATED VISIT ABROAD
1. Full name and staff number

2. Department

3. Purpose of the visit (e.g. name of conference)

4. Motivation to attend specific conference / study visit / other additional visits

5. Conference detail

5.1
Duration of Conference (number of days and dates)
5.2  
Type of conference (e.g. annual or occasional conference, workshop or symposium).

5.2      Provide details of the scientific or programme committee

5.3
Provide web-site address

5.4
Provide additional information regarding the conference; e.g. call for papers; closing date for abstracts; programme of conference

5.5
Provide written proof of acceptance of paper/poster. Indicate if invited.
5.6
Provide an abstract (title plus 250 words) of paper to be presented

6. Additional visits

6.1
Duration

6.2
Purpose

6.3
Benefits to your department / research / studies / University

7. Expected output (or outcome) of the visit

8. Itinerary

8.1
Proposed itinerary

8.2
Nights out (excluding the flight)
9. Budget:  The following detail should be provided:

	ITEM (where applicable)
	BUDGET 
(R)
	SOURCE (Cost centre)(A clear indication as to how the proposed trip is to be financed)

	Airfare, including airport taxes, (provide quote/invoice)
	
	

	Travelling Insurance
	
	

	Accommodation
	
	

	Meals
	
	

	Registration Fee
	
	

	Ground travel
	
	

	Visas (not passports)
	
	

	Other miscellaneous expenses (tips, taxi etc. where applicable)
	
	

	TOTAL
	
	


10.
A brief summary of previous visits abroad (last 2 – 3 years)

11.
Research Output (Accredited journals, proceedings and supervision of successful postgraduate students) 
12.
Declarations / Recommendations / Signatures
12.1.1 I confirm that the conference is of a high standing and that I undertake to
arrange an opportunity to present my lecture/poster to the DRC or a peer-group
before my departure.
	-----------------------------------------------------

Signature:  Applicant
	----------------------

Date


12.1.2 I hearby certify that I have:

· Read through the document and are satisfied that all the information is correctly provided.

· Varified and confirmed the budget.

· Confirmed that the necessary arrangements have been made with regard to academic responsibilities, f.i. students.
· Confirmed that the necessary arrangements for leave have been made.
I recommend / provisionally recommend / do not recommend this application.

	-----------------------------------------------------

Signature:  Head of Department
	--------------------------

Date
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Approvals:
	-----------------------------------------

Signature of FRIC Chairperson

Date of FRIC meeting where the application served:


	------------------------

Date

	---------------------------------------------------

Signature of DVC (TLT)
	------------------------

Date


ANNEXURE A1

TSHWANE UNIVERSITY OF TECHNOLOGY

FACULTY OF SCIENCE
APPLICATION FOR FINANCIAL SUPPORT TO ATTEND A CONFERENCE ABROAD FOR A DOCTORAL STUDENT ACCOMPANYING A SUPERVISOR 

1. Full name and student number

2. Course

3. Department

4. Name of Conference

5. Motivation to attend specific conference

6. Title of lecture / poster to be presented (attach abstract and letter of acceptance)

7. Budget:  The following detail should be provided:

	ITEM (where applicable)
	BUDGET
(R)
	SOURCE (Cost centre) (A clear indication as to how the proposed trip is to be financed)

	Air-ticket, including airport taxes (provide quote/invoice)
	 
	

	Registration Fee
	
	

	Accommodation / meals
	
	

	Other miscellaneous expenses (tips, taxi, etc. where applicable)
	
	

	Exchange rate and date


	
	

	TOTAL
	
	


8. List of publications to date
9.
A brief summary of previous visits abroad (last 2 – 3 years)

	-----------------------------------------------------

Signature:  Student
	------------------

Date


10.
Declarations / Recommendations / Signatures

11.1
I hearby certify that:

· The conference is applicable to the student’s current research project.

· That the student has shown good progress.

	-----------------------------------------------------

Signature:  Supervisor
	------------------

Date


11.2 I hearby certify that I have:

· Read through the document and are satisfied that all the information is correctly provided.

· Varified and confirmed the budget.

I recommend / provisionally recommend / do not recommend this application.

	-----------------------------------------------------

Signature:  Head of Department
	----------------------

Date


9. Approvals:

	-----------------------------------------

Signature of FRIC Chairperson

Date of FRIC meeting where the application served:


	----------------------

Date

	---------------------------------------------------

Signature of DVC (TLT)
	----------------------

Date


ANNEXURE A2

TSHWANE UNIVERSITY OF TECHNOLOGY
FACULTY OF AGRICULTURE, HEALT AND NATURAL SCIENCES

APPLICATION FOR FINANCIAL SUPPORT TO INVITE A VISITING RESEARCHER

1. Full name and staff number
2. Department

3. Full name of visiting researcher and Institution affiliated to.
4. Motivation and expected outcomes (why this specific person, specific outcomes, please attach CV)

5. Detail of visit:

5.1 Duration of proposed visit

5.2 Provide detail of the programme during visit, e.g. special lectures

5.3 Accommodation arrangements

6. Budget:  The following detail should be provided:

	ITEM (where applicable)
	BUDGET

(R)
	SOURCE (Cost centre) (A clear indication as to how the proposed trip is to be financed)

	Air-ticket (provide quote/invoice)
	
	

	Medical Insurance
	
	

	Accommodation / meals
	
	

	Ground travel
	
	

	Other
	
	

	Exchange Rate and Date
	
	

	TOTAL
	
	


7. A brief summary of previous visiting researchers.
8. Declarations / Recommendations / Signatures
8.1 I confirm that the research work of the person in question is of a high standing and  that I undertake to arrange an opportunity for him/her to present lecture to TUT staff  before his departure.

	-----------------------------------------------------

Signature:  Applicant
	----------------------

Date


8.2 I hearby certify that I have:

· Read through the document and are satisfied that all the information is correctly provided.

· Varified and confirmed the budget.

· Confirmed that the necessary arrangements have been made with regard to accommodation and travel arrangements.

I recommend / provisionally recommend / do not recommend this application.

	-----------------------------------------------------

Signature:  Head of Department
	--------------------------

Date

	
	


9.  
Approvals:
	-----------------------------------------

Signature of FRIC Chairperson

Date of FRIC meeting where the application served:


	------------------------

Date

	---------------------------------------------------

Signature of DVC (TLT)
	------------------------

Date


ANNEXURE A3

TSHWANE UNIVERSITY OF TECHNOLOGY
FACULTY OF SCIENCE
APPLICATION FOR FINANCIAL SUPPORT TO ATTEND A NATIONAL CONFERENCE WITH TWO OR MORE POSTGRADUATE STUDENTS

1. Full names and student numbers
2. Course

3. Department

4. Name of Conference

5. Motivation to attend specific conference (Add additional motivation or information to strengthen the application.)

6. Title of lecture(s) / poster(s) to be presented (attach abstract and letter of acceptance)
7. Budget:  The following detail should be provided:
	ITEM (where applicable)
	BUDGET
(R)
	SOURCE (Cost centre) (A clear indication as to how the proposed trip is to be financed)

	Travel Cost 
	
	

	Accommodation / meals
	
	

	Registration Fee
	
	

	TOTAL
	
	


10. Declarations / Recommendations / Signatures

13.1
I hearby certify that:

· The conference is applicable to the students’ current research project.

· That the student has shown good progress.

	-----------------------------------------------------

Signature:  Supervisor
	------------------

Date


13.2 I hearby certify that I have:

· Read through the document and are satisfied that all the information is correctly provided.

· Varified and confirmed the budget.

I recommend / provisionally recommend / do not recommend this application.

	-----------------------------------------------------

Signature:  Head of Department
	----------------------

Date


11. Approvals:

	-----------------------------------------

Signature of FRIC Chairperson

Date of FRIC meeting where the application served:


	----------------------

Date

	---------------------------------------------------

Signature of DVC (TLT)
	----------------------

Date


ANNEXURE A4
TSHWANE UNIVERSITY OF TECHNOLOGY
FACULTY OF SCIENCE
APPLICATION FOR APPROVAL OF ACTIVITIES REQUIRING NO FINANCIAL SUPPORT FROM TUT AND RELATING TO THE ATTENDANCE OF INTERNATIONAL MEETINGS AND INVITATIONS TO VISITING RESEARCHERS OR MATTERS RELATING TO COOPERATION AGREEMENTS
1. Full name and staff number 
2. Department

3. Intended activity: (Choose one)

3.1 Attendance of International Meeting

3.1.1 Name of Committee/Organisation
3.1.2 Duration and Destination

3.1.3 Motivation and expected outcomes
3.2  Visiting researcher
3.1.4 Name and Institution affiliated to

3.1.5 Duration

3.1.6 Motivation and expected outcomes

4. Additional information to strengthen application

5. Budget (The following detail should be provided):

	ITEM (where applicable)
	BUDGET
	SOURCE (A clear indication as to how the proposed trip is to be financed)

	Travel Cost 
	
	

	Accommodation / meals
	
	

	Other
	
	

	TOTAL
	
	


10. Declarations / Recommendations / Signatures
10.1 I confirm that the research work of the person in question is of a high standing and  that I undertake to arrange an opportunity for him/her to present lecture to TUT staff  before his departure.

	-----------------------------------------------------

Signature:  Applicant
	----------------------

Date


13.3 I hearby certify that I have:

· Read through the document and are satisfied that all the information is correctly provided.

· Varified and confirmed the budget.

· Confirmed that the necessary arrangements have been made with regard to accommodation and travel arrangements.

I recommend / provisionally recommend / do not recommend this application.

	-----------------------------------------------------

Signature:  Head of Department
	----------------------

Date


12. Approvals:

	-----------------------------------------

Signature of FRIC Chairperson

Date of FRIC meeting where the application served:


	----------------------

Date

	---------------------------------------------------

Signature of DVC (RIP)
	----------------------

Date


ANNEXURE B

TSHWANE UNIVERSITY OF TECHNOLOGY

REPORT ON VISITS OR CONFERENCES ATTENDED ABROAD
1.
Full name and staff number
2.
Department
3.
Duration and dates of the visit
4.
Particulars of conferences, meetings or visits
(Give full details - names, places and dates.)

5. Itinerary
(Give detailed itinerary with dates.)

6.
Report on the conference or meeting
6.1
General aim of the conference / meeting
(A short paragraph on how you observed the general nature and aim of the conference.)

6.2
Topics covered
(A short description of the topics covered in the conference.  It is not necessary to provide detailed lists of papers or speakers.)

6.3
Highlights of the meeting or proceedings
(Maybe provided per session, or in order of importance, as you perceived them.  Give an indication of the number of people and countries represented.  This section should form the main part of the report.)

6.4
Own contribution or papers read at the conference
(A brief account of your own contributions.  How was it received and any responses or reactions?  Attach a copy of the paper.)

7.
Outcomes of the visit (Resulting output and new contacts)
(Report on expected output by providing the title of paper and journal title and briefly on any new contacts made, possible cooperation agreements and/or new joint  ventures)

8.
Conclusion
(A paragraph summarising the general proceedings and pointing out the possible usefulness of new thoughts and ideas, also indicate whether the visit was successful or valuable.  Clearly indicate all benefits to the University and whether objectives stated in application were met.)

9.
Financial report
(Should include full account of all funds received for the visit.  All receipts and proof of payment should be kept for possible inspection and please declare all official costs and all funds received. Please use the table format provided.)

9 .1
Expenses and funds received (Source):
	ITEM
	SOURCE
	BUDGETED AMOUNT
	REAL EXPENSES (R)
	DIFFERENCE

	Air-ticket (including airport taxes provide quote/invoice)
	
	
	
	

	Travelling Insurance
	
	
	
	

	Accommodation
	
	
	
	

	Subsistence
	
	
	
	

	Registration Fee
	
	
	
	

	Ground Travel
	
	
	
	

	Visas (not passports)
	
	
	
	

	Other miscellaneous expenses (tips; taxi etc)
	
	
	
	

	TOTAL
	
	
	
	

	Official exchange rate at the time (please provide date and proof)
	


10.
Recommendations
(Should include follow-up actions or visits.)

11. Acknowledgements
.....................................................



......................................

Signature






Date
RECOMMENDATION BY THE HEAD OF DEPARTMENT / DIRECTOR
(or Dean in case of a Head of Department)

I have read the above report and take note of all recommendations. These may be followed up where applicable.  I have checked the financial report and I am satisfied that all monies are accounted for.

I recommend that the report be accepted.

................................

.................................


...............................

Name



Signature




Date
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