THE HANG SENG UNIVERSITY OF HONG KONG
Teaching Development Grants Guidelines

Purpose

1. The Teaching Development Grants (TDG) is established to support teachers to conduct teaching and learning initiatives to enhance the quality of teaching and learning as well as students’ learning experience and their language proficiency at HSUHK.
Funding Criteria

2. The TDG aims to support teaching development projects and activities, which produce and demonstrate teaching and learning benefits to HSUHK, initiated by full-time staff.  TDG proposals should address issues in at least one of the following areas:
i. Promoting and enhancing quality of teaching and learning
ii. Enriching the students’ learning experience
iii. Cultivating higher level of language proficiency of students
iv. Enhancing quality assurance methodologies, improving quality assurance process and quality control measures
v. Adopting and developing innovative approaches of pedagogies and teaching practices, such as the development of assessment strategies and tools
TDG Funding

3. Normally, up to five teaching development proposals may be funded to support teaching and learning development in an academic year.  The number of grants awarded will be depended on the number and quality of application submitted, as well as the availability of funding.  

4. The amount of funding support for each proposal ranges from HK$50,000 to HK$100,000.  Some proposals may only be partially funded and will require support from Department/School or other sources of funding. Projects with financial commitment from Department/School or external sources will have higher priority for funding. 

5. Funds awarded can be used for purposes such as

i. recruitment of project/supporting staff

ii. acquirement of technical support

iii. purchase of software (only if the software is essential to the successful implementation of the project and no similar software available in School/Department)

iv. purchase of books or reference materials which are not available at HSUHK Library and other documents services suppliers

v. printing and photocopying of project materials

However, the following expenses are normally not covered by TDG funding:

i. equipment expenses, which is normally covered by Department/School

ii. conference attendance, publications in journal and traveling outside Hong Kong

iii. refreshment for functions/events

iv. incentive to students for taking part in the study.

6. The duration of the projects will normally last no more than 24 months.  The project start and end date must be aligned with the University fiscal year, i.e. 1 Sept (start date) and 31 August (end date) of each year.

Eligibility for Application

7. All full-time staff of HSUHK with the responsibilities related to teaching and learning are eligible for application.

Application and Review Procedures

8. Applications are accepted on an annual basis.  All proposals should be submitted to the University Teaching and Learning Quality Committee (UTLQC) for consideration and selection according to the timelines as below:

	December
	· Invite full-time academic staff to submit TDG proposals 

	February
	· Submit proposals to UTLQC (submitted proposals have to be commented and endorsed by Department Head/School Dean)

	March/April
	UTLQC meeting
· Short-listed teachers to present their proposals at the meeting
· UTLQC to select the proposals

	April
	· Announcement of results


9. To apply the TDG, a completed application form (Annex I) containing the following information (maximum 10 pages) should be submitted to UTLQC for consideration:

i. Title of the project/activities;
ii. An abstract of the project/activities to summarize and explain its objectives, outcomes and deliverables;

iii. The objectives of the proposal and how it enhances and develops the teaching and learning quality at HSUHK;

iv. Details of the expected outcomes and deliverables, how they benefit to HSUHK teaching and learning and give impact on student learning;

v. Detailed Project Plan to indicates the scope of the project and methodology/action to achieve project outcomes and deliverables;

vi. Mechanisms to evaluate the project effectiveness and project outcomes/deliverables;

vii. The ways of dissemination of project findings to Departments/Schools

viii. Project Schedule and completion date;

ix. Budget Breakdown with justifications for each item;

x. Information of the PI and collaborators, track record in teaching and learning development activities and brief account of other teaching and research projects (if any);

xi. Comments and Recommendations from Department Head/School Dean; and

xii. Signature of applicant(s) and endorsement from Department Head/School Dean.

10. The UTLQC will review applications and make selection on the grant allocation.  Each application will be assessed against the following criteria:

i. The alignment with university strategic plan and goals;

ii. Quality and feasibility of the proposal outcomes/deliverables and approaches;

iii. Perceived benefit and impact to the quality of teaching and learning and student learning at HSUHK;

iv. The mechanisms and methodologies of evaluation and dissemination; and

v. The innovativeness of the proposal

11. Applicants will be notified of the outcome in April.  If successful, projects are expected to start from the beginning of next fiscal-year (1 September of the year) and expected to end within 24 months.

Monitoring 

12. The Vice-President (Academic and Research) is the budget holder of TDG.  All payment or purchase requisition claim for reimbursement etc. should be endorsed by PI and then submitted to VPAR for approval.

13. The project should strictly follow the approved budget.  Any deviation from the approved budget requires prior approval from VPAR.

14. The project should adhere to the Grant Guidelines, the University Financial Policies and Procedures and other relevant guidelines when implementing the project.  In case of unclarity, the PI should seek advices from VPAR, Finance Office and other administrative units.

15. The project team should submit all payment or purchase requisition, claim for reimbursement etc. to VPAR in a monthly manner.

16. The project team should ensure that all grant allocated to the project be committed and all request for payment and reimbursement be submitted to Finance office for processing before the project completion date.

17. To avoid overspending, the project team should properly manage their budget and keep record of expenses.  If a deficit occurs, the relevant Department/School must provide funding for covering the remaining expenditure and clear the deficit in a timely manner.

Reporting Requirements

18. A progress report commented and endorsed by Department Head/School Dean will have to be submitted by the grant holder to the UTLQC after 12 months of the commencement of project.

19. The project will be terminated if the PI failed to submit the progress report within one month of the requested period.

20. Upon the completion of the project, the PI is required to submit a completion report to UTLQC for consideration within one month after the project completion.  The completion report must be commented and endorsed by Department Head/School Dean before being submitted to the UTLQC for approval.

21. Should the PI fail to submit the progress report completion report within three months after the project completion, the relevant Department/School is required to prepare a report to VPAR.

Enquiries and Submissions

22. For enquiries and submissions, please contact the Secretary of the University Teaching and Learning Quality Committee:

Email: 
itakung@hsu.edu.hk 
Tel:

3963 5073

University Teaching and Learning Quality Committee

3 December 2018

THE HANG SENG UNIVERSITY OF HONG KONG
Teaching Development Grant

Application Form

Please read the Guidelines for the Teaching Development Grants before completing this application form.

	I
	Particulars of the Project/Activity

	
	(a) Project/Activity Title



	
	(b) Abstract of the Project/Activity



	
	(c) Objectives 



	
	(d) Expected Outcomes and Deliverables



	
	(e) Project Plan



	
	(f) Evaluation Mechanisms of Project Outcomes



	
	(g) Dissemination of Project Outcomes



	
	(h) Project Schedule

Proposed Commencement Date: _________________________

Calendar Date 

(dd/mm/yy)

Work Progress/Deliverables

Proposed Completion Date: _____________________________



	II
	Project Breakdown (with justification)

*please add rows if necessary

	
	Items
	Amount Requested (HK$)

	
	(i)
	

	
	(ii)
	

	
	(iii)
	

	
	
	

	
	(iv)
	

	
	(v)
	

	
	Total Amount Requested
	

	
	Justifications for each requested item:



	III
	Particulars of the PI and collaborators

	
	Information of PI (Miss / Ms/ Mr / Dr / Prof / Other title*:          )

	
	English Name:
	Chinese Name:
	Post:



	
	Department/School:


	Contact No.: 
	Email Address:

	
	Key personnel involved in the project/activity



	
	Track record in teaching and learning development activities/teaching and research projects (if any)



	V
	Signature of PI and collaborators *please add rows if necessary

	
	Name
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	VI
	Comments and Recommends from Department Head/School Dean

	
	

	VII
	Endorsement by Department Head/School Dean

	
	Signature of Head/Dean:



	
	Name:


	Post Title:

	
	Department/School:


	Date:


University Teaching and Learning Quality Committee

3 December 2018
Annex I
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