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Introduction 

External research funding is important to enabling and promoting excellence in research, as well as supporting the 
Faculty’s financial health. Due to the ever-growing demand for research funding, and the complexities of putting 
together multi-partner or international consortia bids, the Research Office assumes a proactive role in supporting 
colleagues identify appropriate funding sources and advise on how best to apply to them. The below overview aims 
to summarise the support available and the procedures in place to guide funding applications along their journey 
from idea to submission, and thereby help map out an increasingly complex funding landscape.  

The Application Process 

1. Speak to your Research Lead 

If you are looking to find funding calls, or have already identified one you wish to apply to, please initially discuss 
with your Research Lead.  They will advise whether the funding is appropriate for your career stage.   

HLS Research Grants Officer Faculty Research Leads 

Ricardo de Sao Joao 
Colonnade Building, COL2.11Gipsy 
Lane 
T: +2906, 

E: rde-sao-joao@brookes.ac.uk 

 

•BMS: Alistair McGregor, E: amcgregor@brookes.ac.uk  
•PHPD: Mark Burgess, E: mark.burgess@brookes.ac.uk 
•PHPD: David Foxcroft, E: david.foxcroft@brookes.ac.uk 
•SHSSW: Johnny Collett, E: jcollett@brookes.ac.uk 
•Oxford School of Nursing and Midwifery 
Nursing,Midwifery, Community and Public Health: Jane Appleton, E: 
jvappleton@brookes.ac.uk 

 

2.   Complete the Faculty’s Intent to Submit form 

If the Research Lead is happy for the application to progress please complete the Faculty’s Intent to Submit form – 
this enables you to let us know what your envisaged project would look like, what the core budgetary and other 
requirements are, and ultimately how we can best help support it from costing through to submission. Please 
complete this form as fully as possible. Form responses are shared with your Research Lead so that they can 
facilitate as and when necessary.  

BMS Intent to Submit Form 
OSNM Intent to Submit Form 
PHPD Intent to Submit Form 
SHSSW Intent to Submit Form 

Links to the forms can be found at https://www.brookes.ac.uk/hls/support/research-office/research-grants/ 

The Grants Officer will confirm Faculty deadlines and next steps via e-mail. 

 

3. Bid costing 

The process of costing, approving and archiving funding applications is managed via Worktribe. It is not expected 
that most researchers will learn how to use Worktribe for themselves but it is essential that proposals are properly 
costed before they are submitted.  

 
Set-up a budget on Worktribe 

Once you have confirmed your eligibility for the funding call with the RGO and RL, please get in touch with the 
Research and Business Development Office (RBDO) which will assist with the costing of your research grant and 
setup a Worktribe costing for you (please copy in the Research Grants Officer rde-sao-joao@brookes.ac.uk). RBDO 
will need to know: 

● Project title: 
● Start date: 
● Duration: 
● Amount of time you and other Brookes staff will spend on the project  
● Details of other costs such as RA time (grade and point), travel, consumables etc.   

mailto:rde-sao-joao@brookes.ac.uk
mailto:mark.burgess@brookes.ac.uk
https://docs.google.com/forms/d/e/1FAIpQLScdftv465uyL28ukK4jdW__bqbxdRU1bMUUGjkzOXjwaOHdqA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSd9Z0Ov8mYgvTLv-nkd47qocJUvT25iAI9mBO7UBTMRjTmj9w/viewform
https://docs.google.com/forms/d/e/1FAIpQLSesUBri3Y9GYHynPIwemJMwTttb9T0tuiJdeR_rMUXTXAz-cA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScz6fCq7cjqxG_muBaAD4sRFPzlGzQEOEPEQadFDGbvwq4XkA/viewform
https://www.brookes.ac.uk/hls/support/research-office/research-grants/
mailto:rde-sao-joao@brookes.ac.uk
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The sooner you can define your budget the better as different funders allow for different costs which will have a direct 
impact on the project’s total income level (e.g. charities rarely allow for the recovery of permanent staff salary costs 
or overheads while Research Councils do). 

If you wish to include any Brookes staff on the bid who do not have a research allocation please seek approval for 
this from your Head of Department and Research Lead and attach their confirmation to Worktribe.  

RBDO can also assist with making the financial data available in the format you need to complete the application 
form itself (such as the employer costs, salary spine points, etc). It is possible to set up your own project proposals 
on Worktribe but certainly run past RBDO before proceeding to the Research Manager approval stage.  
 
Please submit all requests for costing assistance to the RBDO hub e-mail address: Research@brookes.ac.uk 
 
That said, you are likely to work with the following colleagues depending on the source of funding you are looking to 
apply to: 
 

Research Councils European Commission Charities and all other 
funders 

If you are based in OxINMAHR 
or the OSNM 

Sarah Taylor, 
E: staylor@brookes.ac.uk 

Gareth Preston,  
E: gpreston@brookes.ac.uk 
Lorraine Williams,  
E: ldwilliams@brookes.ac.uk 

Steven Radley,  
E: sradley@brookes.ac.uk 

Ruzena Zemanova, 
E: rzemanova@brookes.ac.uk 
 

 
  

 

4. Grants Panel and Internal Peer Review 

An increasing number of funding bodies require reassurance that research grant applications have been through an 
internal review process that ensures only high quality applications are submitted.  We also have to verify that 
applications are costed correctly, and that we have the facilities and expertise to execute the grant if successful.  The 
University hence requires that each faculty have a Grants Panel to oversee and support the submission of high 
quality funding applications that have the best possible chance of success.  

To facilitate this process, all internally led applications with an income over £10,000 will be assigned an academic 
reviewer who will complete an ‘Internal Peer Review Form’ as advised by the respective Research Lead, with a view 
to help identify areas that could further improve the application. This internal review process is fundamentally 
important as it serves to: 

•Help applicants further refine their funding applications where appropriate; 
•Help reviewers frame their feedback in line with the assessment criteria most commonly used by funding bodies; 
•Help Research Leads maintain an overview of bids being developed in their areas; and 
•Help the Research Office maintain a record of how the Grants Panel operates and highlight trends in applications 
that can be facilitated further. 
 
Please note that the Research Office will be unable to approve and progress funding applications that have not been 
reviewed internally and documented on the required form.  

 
Peer Review: Your Research Lead will allocate an internal reviewer to your project. Please provide them with a draft 
of your application at least three weeks ahead of the external deadline. The reviewer’s responsibility is to complete 
the Internal Peer Review Form and send it to yourself, the RL and the Research Grants Officer in time for any 
pertinent suggestions to be incorporated into the final draft. 

Research Office Review:  When submitting a copy of the draft to your peer reviewer please also send it to the RGO 
(Ricardo de Sao Joao) who will similarly provide advice on general readability and ensure that the application meets 
the requirements of the funding body and/or other call specific criteria. The Research Manager (Lorraine Williams) 
will deputise in Ricardo’s absence. To facilitate this process, please assign the RGO read-only access to the online 
application where possible (e.g. if submitting via platforms such as JeS or GrantsTracker). Drafts should be 
submitted to the RGO at least three weeks before the external deadline. 

 
 
5. Seeking approvals 
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Approvals for the project are gathered through Worktribe. 

‘Preparation’: Up to this point, your application’s status in Worktribe will be at ‘bid preparation’ stage. When the budget 
is finalised, please attach all supporting documents (eg a copy of the application form, guidance notes), answer 
the ethics and risk questions in Worktribe and then submit for approval.  The bid will then be progressed through 
the different stages of `Bid Approval’. Bids should be submitted for approval no later than two weeks before the 
external deadline to allow time for Faculty checks and approvals. 

’Research Manager Approval’: At this point the RGO will check that the Internal Peer Review Form has been received, 
review the application form and supporting documents (e.g. Case for Support, Justification of Resources etc.), and 
cross-reference the Worktribe budget with that on the application form. Following these checks the RGO will progress 
the Worktribe to ‘Head of Department/Research Lead approval’. Please note that the project budget cannot be 
altered after this point. 

‘Head of Department/Research Lead approval’.  The Research Lead will check the application and the WLP 
implications. When approved this will progress to ‘Faculty Finance Approval’. 

‘Faculty Finance Approval’: The Faculty Finance Office will review the costings in Worktribe and set up the finance 
journals that will be used to assign costs to overheads or direct costs if the grant is successful.  They will also work 
out what residual benefit there is to the Faculty after the direct costs of running the project and University overheads 
have been deducted. Following these checks, they will seek ‘Faculty Management Approval’. 

‘Faculty Management Approval’: Faculty Management review and approval will be sought from the Chair of the 
Grants Panel Prof. David Evans (Associate Dean, Research & Knowledge Exchange), who will subsequently seek 
‘University Approval’ from RBDO. 

‘University Approval’: RBDO MUST have receipt of the full, final, application including all attachments, and the 
corresponding Worktribe at least five working days ahead of the external deadline. This deadline is not within 
our Faculty control and failure to reach it in time may result in the bid being either declined or deferred to a subsequent 
funding round. Please note that bids with a full economic cost (fec) over £500,000 have to be referred to the Director 
of Finance for approval, and bids over £1 million fec to the Vice-Chancellor/Pro Vice-Chancellor Research and Global 
Partnerships and that these additional authorisations requires time. The final version of the application in online 
application platforms such as Je-S must be submitted to RBDO at this point. 

If you are preparing your application online via platforms such as JeS, please make sure to give RBDO access to it 
and submit to the ‘pool’ so that RBDO can validate the application. Following this final check ‘University approval’ is 
given and Worktribe status changes to ‘Bid awaiting response’.  When this status is achieved, RBDO will release the 
bid to the funder electronically or you can submit the application, depending on the funding body being applied to.  

In instances where the application requires wet signatures: It is the applicant’s responsibility to secure the signatures 
but the Research Office will facilitate where possible and sufficient time is given. If the application needs the signature 
of Sarah Taylor as admin/finance representative for the University, all other signatures should be in place first.  If 
sign-off is required by a University signatory this will be arranged by RBDO as part of University approval. 
 
If a letter of support is required from the Faculty or University please bring this to the attention of the Research Office 
as early as possible. 
 

3 Late applications 

Exceptionally an opportunity may arise to be involved in a grant application where the 3 week timescale is not 
feasible, such as funding calls released with close deadlines, or external partners inviting colleagues onto bids on 
short notice. In this case, please contact the Chair of the Grants Panel (David Evans) to secure faculty permission 
for a late submission as soon as possible and contact the RGO to agree a timetable that meets the university 
deadline. It is important that this fast track approval process is not used as the norm – otherwise it will be withdrawn 
from individuals. 

 

4 Outlines, Preliminaries, Expressions of Interest or Otherwise Stage 1 bids 

In the majority of cases, funding bodies will not permit major changes (including budgetary) when progressing from 
outline to full application, therefore all outline bids must follow exactly the same process as full bids, including costing 
and approvals in Worktribe. The Faculty permits a reduced timescale for Faculty approvals as there is less 
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documentation to review, but please ensure that the outline bid is ready for review no less than 2 weeks before the 
external deadline. 

 

5 Bids under £10,000 

These bids must go through the same review and approval process as bids over £10k, with the exception that a 
reviewer will not normally be assigned unless requested by the applicant. 

 

6 Bids led by a different Faculty at Oxford Brookes University, or by another Institution: 

As ownership of a bid lies with the Principal Investigator, it is expected that the lead Faculty/Institution will be 
responsible for assuring the overall quality of the bid, and these are hence not subject to our internal peer review.  
The researcher should though have their portion of the application costed separately as each faculty involved will 
need to produce their own Worktribe record for the application and seek the usual internal approvals. Upon receipt 
of the draft the RGO will carry out a light touch review of the bid with a view to specifically checking the HLS 
researcher’s involvement in the project and the associated portion of the budget. As with internally led bids, RBDO 
cannot approve an external bid without the final version of the application form and its associated costings. A reduced 
timetable for review and approvals is possible, though no less than 2 weeks before the external deadline. 

 

7 Tenders 

The terms and conditions of a tender are legally binding and cannot normally be changed post-award so that, once 
accepted, the Faculty is obliged to deliver the project as described. It is, therefore, important that you allow sufficient 
time for Kevin Henderson (E: khenderson@brookes.ac.uk), Contracts Manager in RBDO, to read over the tender as 
soon as possible  

 

8 Commercial/contract research bids 

These bids have a separate process. No reviewer is assigned but the project needs to be costed by the applicant 
and moved to Research Manager approval in Worktribe. The RGO will push the bid on to Finance approval in 
Worktribe. The Grants Panel Chair will then review and approve the bid in Worktribe on behalf of the Faculty.  
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Minimum time-line for submitting external research grant applications: 
 
Deadlines are listed in working weeks, where holidays fall within deadline periods, deadlines must be brought forward 
to earlier dates accordingly. 
 

 

 

 
ONE WEEK before External Deadline NO FURTHER CHANGES POSSIBLE 

 
Be available to answer RBDO questions relating to University 

approval  
When University Approval is granted, application may be 

submitted 

 At least ONE WEEK before the External deadline (University Deadline) 

 Application form must be finalised and ready to submit  
Following Faculty approval, University approval  is requested in 

Worktribe & no changes can be made 

 At least TWO WEEKS before the External deadline (Faculty Deadline) 

 
Incorporate any suggestions from RGO and Reviewer into final 

draft  
Costings must be complete in Worktribe and application form 

and sent for Finance and Faculty Management Approval 

 At least THREE WEEKS before the External deadline (Research Office deadline) 

   Send draft of application to Research Grants Officer and Peer Reviewer  

 

As soon as possible  

 

Discuss the possible application with your Research Lead/HoD 
Complete the Intent to Submit form 

Contact RBDO to cost the project in Worktribe 
 

 


