

Guidance notes

Postgraduate Focus

A PsyPAG workshop should be aimed specifically at postgraduates and aim to benefit a significant number of students. Usually, this will include having some post-graduate speakers and poster presentations at the event. A relevant member of the PsyPAG Committee should be included in the planning stage as a joint organizer, and agree to support your proposal prior to submission. If you do not know of a suitable rep to support your application please contact the Vice Chair so that this can be arranged (vicechair@psypag.co.uk).


Content and Structure of Workshop

Workshops should have a clear purpose and focus. Please include in your application details of the: title and objectives; themes and intended content; and provisional speakers.

Publicity: Please indicate how you will advertise the workshop e.g.:

· PsyPAG website 
· Email database of university departments with psychology postgraduates
· Twitter feed
· Facebook page
· JISCmail list
· Colleagues and personal contacts


Registration

Think about how you will keep track of who is coming. Google docs is a good method or you could design an application form. 

Funding Partners

[bookmark: _GoBack]It is PsyPAG policy to only fund half of the total cost of a workshop. An applicant can apply for up to £750 per event. On your application, please indicate the amount PsyPAG is being asked to fund and where else funding is being sought.

Budget guidelines

The budget template (Excel document) is to be used as a guide only; please read the guidelines below for what could be included, but note that each event is unique and will have additional items. Remember to include all your costs and any expected income. This is key to your proposal. An incomplete budget submission will cause your application to be rejected so ensure you have thought through all the potential costs prior to submission.

· Include VAT where applicable. PsyPAG cannot claim VAT nor is it exempt, so please ensure all figures that attract tax are VAT inclusive. 
· Include a unit price as well as a total cost per item – that way you can adjust your budget as participant numbers increase or decrease. 
· When developing your budget, the following should be borne in mind: 
· How many people is the workshop aimed at? 
· Registration must be free. 
· Are you providing catering? 
· Are speakers being paid expenses, and to what limit? We only pay for travel expenses (N.B. petrol is only reimbursed at a cost of 29p per mile) and accommodation expenses as needed, we are not able to reimburse subsistence costs. You will need them to complete a PsyPAG Claim Form, and include receipts. It is your responsibility to collate these Claim Forms if you have more than one speaker and submit them to the Treasurer. You must also as far as possible ensure these are accurate and correct. PsyPAG don’t offer payment for speakers however you can budget for a small token thank you gift for your speakers. In exceptional circumstances we may consider paying speakers a fee, however there must be a clear justification for why this is necessary and you must demonstrate value for money. Each instance will be assessed on a case by case basis. We would also only be able to pay a speaker who is able to invoice us. 
· Room costs? IT expenditure? We prefer not to pay for room hire, perhaps this is something an additional partner could support e.g. University.
· Are you giving people anything to take away with them, e.g. handouts, and how are these funded? 
· Is there any other assistance expected e.g. from your university department, BPS Division or Section? 
· Are there any other costs to be included? 
· Is there any other info you can give us that would be useful? 


Feedback 

Please think about how you will measure the success of your workshop. Feedback forms from delegates can be a useful way of doing this. We are keen to promote PsyPAG workshops to as many people as possible and we need to know what works well and what does not.

Timescales

All applications received by the closing date will be sent to the Workshop Sub-committee for review. They will usually require some clarification and may have questions or comments for you to resolve prior to your application being approved. They will provide you with feedback and ask you to reply to their comments within a week or so. Once this has been received the sub-committee will review your response. A decision will then be made as to whether we can fund all or part of the required amount, which you will be notified of by the advertised deadline.

Once your application has been approved

Your budget spreadsheet will be forwarded to the PsyPAG treasurer. The treasurer will deal with your receipts and invoices and make payments to you.  If you are incurring a personal cost then the treasurer will attempt to reimburse you as soon as possible. Otherwise it is helpful to send in your receipts and invoices in as few batches as possible.

You will only be able to claim for the amount approved and no more than this.
We recognize that changes may occur once your application has been approved and ask that you keep us informed with an updated spreadsheet.  If you make savings by for example purchasing some of the food or drinks from a supermarket then great! But please inform the treasurer when you make the claim.

Keep a copy of your spreadsheet and keep it updated.

Contact the information officer to get copies of the Quarterly and PsyPAG leaflets for you delegates (info@psypag.co.uk). We can also usually supply some additional promotional materials for delegates free of charge e.g. PsyPAG pens, Stressballs. Depending on the workshop numbers we may be able to provide one per delegate or a smaller number for a ‘take one table’

Please claim all costs within three months of the date of your workshop taking place. Claim forms should be sent to payments@psypag.co.uk, any queries you have for the Treasurer should be sent to treasurer@psypag.co.uk. 


After your workshop: 
Please tell us how it went. Please help us to improve our workshop guidance for other people who are thinking of applying.  Please send us some pictures for the website/ Facebook page.
Will you write about it for the Quarterly? 



