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Innovations Briefing 
Completing Your Project


Introduction

In the final months of a project, staff are often extremely busy completing the content of the project and making arrangements for life after the project.  As a consequence it is possible to overlook some important aspects of project completion.  This briefing aims to highlight some matters that you may have already queried or have not yet thought about and offers a checklist to help you.


Which documents and templates will I be using?

On the Innovations website (www.innovations.ac.uk) under the guidelines section for the project, you will find Final Report Guidelines.  You will also find the Project Briefing on Exit and Continuation Strategies (http://www.innovations.ac.uk/resources/project_briefings/index.htm) helpful.


What happens to the equipment?

Equipment purchased during the life of the project with project funds is deemed to be ‘written off’ by the HEFCE and there is no expectation that any equipment be returned.  This is a matter for the project to resolve with its host organisations.  Usually any hardware and software is absorbed into the organisation where the project staff were located.  For many projects this may mean negotiating across a number of different organisations.  It is better to engage in the negotiations well in advance to avoid any unnecessary difficulties arising at the end of the project.


Who becomes the contact for project-related enquiries when the project finishes?

It is important that there is a nominated contact for the project once it finishes, because enquiries do not stop when the funding does!  This can present difficulties, however, if all the project staff leave to move on to other positions.  If you believe this is likely to be the case, early consideration of how future enquiries are going to be handled is important.  You may be able to make arrangements for such enquiries to be dealt with by another individual, department or organisation, for example:

· The Project Director, who was the instigator of the project in the first place, may have a professional interest in the work of the project and wish to continue to be the point of contact for enquiries.

· Subject Discipline Networks.

· Professional bodies / organisations.

· Central agencies within institutions, e.g. Educational Development Units, Learning Resource Centres.

It is possible that such organisations may also be willing to support mailbase discussion lists and maintain websites after your project has finished so it is worth exploring these as options as early as possible.


Who takes responsibility for distribution of the results of your project?

As part of your project’s final package you may well have produced CD ROMs, videos and/or paper based materials etc. that will continue to be of interest after the project has completed.  Some thought is needed to establish where these deliverables are to be stored and who will be able to respond to enquiries and distribute them.  Possible suggestions are:

· Transfer all paper documents (using .pdf format) and video material onto your website for free and easy access by all users.

· Use existing central departments.  Negotiate within the existing department of consortia departments for support in sending out materials.

For example

The Innovations Bridging the Gap Project has made all materials available on the web (www.innovations.ac.uk/btg/).


How is the website to be maintained after the life of the project? 

If project materials are held on a website, it is important that these are available for a reasonable period after the end of the project.  The website should be dated in order that users are aware of when the site was last updated.

Some organisations are happy to allow projects’ web pages to continue after funding has finished, but it is important to establish what the regulations of the host organisations are early enough in the project so that any problems can be resolved.  If the host organisation is no longer able to host the website and there is no-one available to undertake minimum maintenance then you should look to your discipline networks / professional bodies’ / organisational websites to see if one of them can provide a suitable home.


Loss of staff before the end of the project

As time draws near to the end of the project, it is inevitable and understandable that some staff will leave the project early to take up other posts.  It is not always practicable to recruit another member of staff for a short remaining period on your project so you have to consider how you are going to cover the work.  It may be practicable to redirect any unspent funds resulting from loss of staff into your dissemination strategies or for running final events.  In all these cases you should contact your National Co-ordinator to discuss your plans.


The last three months

The last few months of any project are busy times with the project members completing all the tasks and deliverables before funding ends.  During this time it is important to:

a) begin to compile information for the final report (which is due upon the completion of the project).  A draft final report can be sent to your National Co-ordinator two months before completion for their comments / feedback.

b) Visit your budget and ensure that all monies are accounted for and can be reconciled with your organisation’s records.  Any anticipated under-spend needs to be discussed with your National Co-ordinator.

c) Ensure that e-mail discussion lists are closed if they are no longer going to be supported and send out a message to members beforehand giving details for obtaining project materials.


Final reporting procedure

Information on completing the final report can be found on the innovations website in the Guidelines section.  If you have any queries about your final report, you should contact your National Co-ordinator.

The final report is important in communicating with the Innovations Team and the HEFCE the important outcomes of the project, examples of good practice in your dissemination and evaluation procedures, and feedback on how teaching quality might be further enhanced by developments.

A full set of the final project materials and any case studies should also be sent to the Innovations Team by the completion date of your project.


Final event / celebration

Some projects have held a conference or other major event as their final event, which has worked very well.  This can be an effective way of marking the end of your project.  It is also a useful way of enabling participants and organisers to reflect on the impact of their work over the last two or three years.

This briefing was originally prepared for use by FDTL and TLTP projects and has been reworded for use with Innovations Projects.  The Innovations Team welcomes suggestions, examples or illustrations for use in future briefings.
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