
Approval of Scholarships, Studentships, Prizes and other Awards

1.
Policy on approving externally-funded awards

The University's Policy on Acceptance/Refusal of Gifts, Endowments and Legacies sets out clear guidelines on the circumstances in which the University will approve the establishment of a gift, endowment or legacy. This policy is attached in Appendix 1.    

2.
Financing an award

Enquiries about the financing of a prize should be directed to the Finance Department (ext 5012) before School approval is sought.  Money prizes can be paid from School funds or external sources.  Additionally, prizes can be awarded from the annual income generated by a bequest or a gift to the University.  An award may also take the form of a medal, certificate, book-token or similar item.

3. Procedure for establishing an award:

3.1
Funds which require to be invested
3.2
All endowments will require to be invested as will some gifts and/or legacies.   Once the Director of Development has confirmed that the University is willing to accept such a gift/endowment/legacy, the Director of Development (or any other recipient of a gift/endowment/legacy), should seek advice from the Legal Services Manager before finalising the terms of the gift/endowment/ legacy. The recipient shall ensure that the Endowments form is completed. 

3.3
Schools should then draft rules governing the proposed award which reflect the wishes of the donor.  In doing so, advice should be sought from the Head of Alumni Relations (ext 5086) or the Head of Legal Services (ext 5002).  Staff should not seek external legal advice on their own initiative.  Staff should forward the draft regulations in the first instance to the Secretary of the Awards Working Group (AWG) for legal scrutiny. Thereafter, the AWG will forward the draft regulation to the Scholarships and Awards Group (SAG) for approval, or amendment.

Academic Council has delegated authority to SAG to approve all such rules and subsequent revisions which prove necessary. 

3.4
Funds which do not require to be invested 
3.5
Once the Director of Development has confirmed that the University is willing to accept a gift/legacy which does not have to be invested, the Director of Development (or any other recipient of a gift/legacy), should seek advice from the Legal Services Manager before finalising the terms of the gift/legacy. 

3.6
Schools should then draft rules governing the proposed award which reflect the wishes of the donor.  In doing so, advice should be sought from the Head of Alumni Relations (ext 5086) or the Head of Legal Services (ext 5002).  Staff should not seek external legal advice on their own initiative.  Staff should forward the draft regulations to the Scholarships and Awards Group (SAG) for approval, or amendment.
Academic Council has delegated authority to SAG to approve all such rules and subsequent revisions which prove necessary. 

4.         Drafting Rules

Rules should be framed in plain English. Care and precision at this early stage can help to prevent selection difficulties later on.  The prize or award should ideally have a distinctive title, and a few lines at the outset can explain the origin of the prize. The rules should then make clear the purpose of the award, and address the following questions:

· the number of awards available, their magnitude, tenure and frequency;

· when there is more than one award, whether they are of equal value (eg two annual awards of £250); 

· if a cup or a medal is involved, whether it is awarded permanently or must be returned;

· whether awards are renewable, and if so whether renewal is automatic or involves re-application;

· eligibility - e.g. undergraduates/postgraduates/full-time/part-time;

· how the decision is made and by whom.  Usually a panel rather than one individual will make the decision, but it is important to make clear how "best" is determined - e.g. "to the student who, in the judgement of the Examiners, submits the dissertation which was awarded the highest mark”;

· whether there is a minimum standard, i.e. whether selectors reserve the right not to make an award (it is useful to state the minimum standard, eg would normally be 2:1 or higher);

· who formally makes the award and writes the letter - e.g. "the prize will be awarded by the School on the recommendation of the selection panel";

· how candidates apply - i.e. whether consideration is automatic, if application forms are used (mention closing dates and address for submission of applications), or whether candidates should apply in writing;
· If two candidates are of equal merit, it should be clarified how the award is to be make eg the amount divided equally.


Particular care should be taken to ensure that the rules for any award and any subsequent revisions reflect the intentions of the person(s) who originally established it.  If possible, a degree of flexibility should be built into the rules to allow the awarding body to make necessary changes to the rules without recourse to law - e.g. "normally, awards in the region of at least £500 will be made, subject to the income generated by the Fund".
5. Making revisions to rules 

5.1
Funds which require to be invested

Proposals for revising rules should be submitted from Schools to the Secretary of the Awards Working Group.  The procedure for making revisions to rules will be the same as establishing an award (see 3.3).

5.2
Funds which do not require to be invested 


Staff should forward the draft regulations to the Scholarships and Awards Group (SAG) for approval, or amendment.

6.
Capitalisation and ongoing review

The Awards Working Group periodically requests Schools to identify unspent balances building up in the funds under their control, with a view to capitalising these balances - this is good practice as it will increase the annual income generated by a particular fund.  Schools are also encouraged to review the rules governing their prizes and awards on an ongoing basis, as these can become out-of-date or inoperable e.g. because the terminology fails to reflect changes in the structure or nomenclature used by the University.

7.
Reporting award winners

The names of recipients of all prizes, medals, awards, etc. in the preceding year should be reported to the Scholarships & Awards Group by 1 November each year.  Details will then be reported to the Education Committee and Academic Council in an annual Awards paper, and included ultimately in the Minutes of Academic Council (i.e. the official University record).  While students at registration are now asked to sign their consent to having details of prizes and awards released to the media, it is good practice to include a Data Protection statement on both application forms and award letters.  Two examples are set out below:

Application form for travel scholarship: The information contained in this form is fed into a database compiled by Academic Affairs to facilitate the Travel Scholarships exercise.  A summary table, and copies of each form, are circulated to members of the Scholarships and Awards Group, but copies are destroyed after the meeting, apart from one set held in the office for approximately one year.  Unless you indicate otherwise, the University assumes that you consent to have your details processed in this way.

Award letter: The names of the recipients of prizes, scholarships, studentships and other awards are reported to the, Scholarships & Awards Group and Academic Council (the University's senior academic decision-making body) and are recorded in the Minutes of Academic Council for record purposes. The University may also publicise award-winners in the local press or in promotional material.  

APPENDIX 1

Policy for Acceptance/Refusal of Gifts, Endowments and Legacies

1.
Introduction

1.1
It is important that the University documents and agrees its policy on the acceptance and refusal of gifts.  This policy will provide guidance to all departments on the procedures for accepting gifts, particularly if there is a sensitivity about a donation, a donor or the reason for the offer of a gift.  The responsibility for approving the decision to accept a gift lies with the Director of Development.

1.2 Final decision-making authority on the acceptance of potentially contentious large gifts lies with the Registrar and Vice-Chancellor in consultation with the Chairman of Senate.

2.
Current Situation

2.1
Ethical practices in fundraising are documented by the Institute of Fundraising.  The adoption of these practices is mandatory for members of the Institute.  Similarly CASE (Council for the Advancement and Support of Education) has recommended that development offices draft policies on the handling of donations in their universities. 

3.
Best Practice



The policy will:

· Ensure compliance with legal regulation where appropriate;

· Clarify for Heads of School, Directorates and fundraising staff who has the authority to make decisions;

· Ensure that decisions are not made on an ad-hoc basis but are grounded in the objectives of the University;

· Provide a context for making decisions intelligible and credible to staff and the general public.

4.
Policy for Acceptance/Refusal of Gifts, Endowments and Legacies

4.1
The responsibility for approving the decision to accept a gift lies with the Director of Development who will liaise with University staff involved in the discussions with a potential benefactor.

4.2
In considering the acceptance of any gift, endowment or legacy the Director of Development will ascertain:

· Are the purposes of the gift compatible with the purposes of the University?

· Does the potential gift fit with Queen’s strategic mission, and is it consistent with the goals outlined in the Institutional Strategy and the Corporate Plan?

· What additional costs or burdens, if any, would acceptance of the gift create for the University?

· Is there published or other credible evidence that the proposed gift will be made from a source that arises in whole or in part from an activity that:

· Evaded taxation or involved fraud?

· Violated international conventions that bear on human rights?

· Limited freedom of enquiry, or encroached on academic freedom?

· Suppressed or falsified academic research?

· Is there evidence that the proposed gift, or any of its terms will:

· Require action that is illegal?

· Seriously damage the reputation of Queen’s?

· Create unacceptable conflicts of interest?

· Is there evidence that acceptance of the gift or compliance with any of its terms will damage the University’s reputation including deterring other benefactors?

4.3 All donations to the University, from whatever source, must be accounted for in accordance with the relevant accounting standard – Statement of Recommended Practice (SORP): Accounting for further and higher education (1999).  Regardless of where in the University donations are received, the Development Office should be advised.

4.4 All members of the University involved in fundraising must consult the Development Office at an early stage in their discussions with a potential benefactor.  The Development Office can advise on the use of these guidelines.  Consultation will also reduce the risk of uncoordinated approaches to a single potential donor; spread familiarity with the process for accepting benefactions; and may allow an early warning of anyone unknowingly approaching a potential benefactor whose donation is not likely to be acceptable.

4.5 The University undertakes that:

(i) All communications made to potential donors concerning a project will be honest, truthful, and comply with the law;

(ii) The donor’s right to privacy will be respected;

(iii) The gift will be applied for the purpose for which it was originally requested, unless explicit consent is given otherwise by the donor, or, in the case of bequests, for the purposes described in the donor’s will or for similar purposes agreed with the donor’s executors;

(iv) The gift will be handled responsibly and to the greatest advantage of the beneficiary;

(v) The donor’s personal data will be respected, and there will be transparency in Queen’s communications with its donors;

(vi) Any concerns raised in relation to the above points will be dealt with swiftly and effectively by the Development Office.

5.
Gifts in Kind


Gifts of art works, silver etc can be accepted but these must also comply with the Acquisition of Art Works Policy approved by Senate.  Similarly, gifts of book collections etc can be accepted where these comply with the approved Library Collection Development Policy.  

6.
Personal Gifts Received by Staff

This paper does not cover the University’s policy on gifts, gratuities and hospitality received personally by members of staff.  

7.
Implementation of the University’s Policy of Acceptance/Refusal of Gifts, Endowments and Legacies

The University’s preferred vehicle for receiving all philanthropic gifts is through the Queen’s University of Belfast Foundation.  Final decisions on refusing a gift are made by the Registrar and Director of Development.
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