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Research project management is an increasingly significant dimension of research activity at the Institute of 
Education. Research projects involving teams of researchers now form a major proportion of the Institute’s research 
work. Successful management of these projects requires developing specific skills and expertise, whether this is to 
do with recruiting staff, leading a team, career development, handling budgets, effective delegation or liaising with 
external partners. All these are elements which help bring the project to a successful conclusion. This is the case 
whether the project is large or small. In this document, the term ‘project manager’ is used, but includes ‘principal 
investigator’ and ‘line manager’.
 
This booklet is intended to be useful to all staff involved in working in research teams, including those with previous 
management experience, those who find themselves managing a research project for the first time, those who 
participate in such teams as research officers and those who are considering taking on a research management role 
in the future. 

The booklet should be read in conjunction with the Code of Practice for Research Staff (available on the IOE intranet 
at http://intranet.ioead/calendar/finance/z/Research/IOE_researcher_code_of_practice_FINAL.pdf or 
http://bit.ly/CPResS), which outlines the key systems in place to guide, support and develop research staff at the 
Institute and sets minimum expectations of how to foster good practice. The Code of Practice was developed by the 
then Association of Institute of Education Research Staff and agreed by Senate. The Institute has devolved a number 
of responsibilities to Faculties. Faculty Managers are instrumental in implementing any local decisions and can be 
asked for advice on a wide range of issues.

The Institute of Education is committed to fostering and supporting the development of all staff as they pursue 
research at both national and international levels, and to producing research of outstanding quality. (This 
commitment to research staff has resulted in the Institute receiving in 2012 the European Commission HR Excellence 
in Research Award.) This booklet is a contribution to both of these key aims, and I am very pleased to commend it to 
colleagues for their attention.

 
Professor Michael Reiss, 
Pro-Director: Research and Development

 

Note

These guidelines are based on The Concordat to Support the Career Development of Researchers, a new framework 
for the management of research staff, developed by a UK HE sector working group co-ordinated by Research 
Councils UK, with a membership largely drawn from within the HE sector and representing the interests of employers, 
employees and funders.

Foreword
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The Institute of Education is committed to excellence in education and related areas of social science and 
professional practice. Our research strategy embodies this philosophy and set of values: 

•	 We seek to promote the highest standards of quality in research in education
•	 We promote the highest standards of ethical integrity in our research
•	 We aim to enhance the public debate about education through our independent research-based 

contributions to the major issues of our day
•	 We welcome and actively pursue partnerships with other agencies - local, national, and international - 

to promote the public good in education.

In accordance with these values, project managers are expected to ensure that individual researchers will be 
supported in developing their skills and knowledge as part of their research work.

Part of the project manager’s role is to ensure that research officers can fully participate in the research culture of the 
Institute of Education, through participation (both attendance and delivering presentations) in seminars, conferences 
and other events that will develop their understanding of their field and contribute to their career development. 

Research staff should also be encouraged to network across faculties within the Institute of Education as well 
as externally within the Bloomsbury Colleges and other professional communities that are deemed relevant. This 
responsibility is best shared between project managers and the faculty or unit where the project is housed with an 
explicit plan produced.

To fulfil their role, project managers need to develop their own leadership, team building and project management 
skills and should identify suitable training for this as part of their commitment to the research project. The Staff 
Development Unit runs workshops covering a range of relevant management programmes that can help support this 
objective. In addition, they can recommend suitable opportunities from outside the Institute.

Advice and a copy of the current training programme can be obtained from Staff Development - staffdev@ioe.ac.uk 

Expectations for the conduct of research at the 
Institute of Education
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Managing research projects is an integral part of conducting high quality research. It calls for good team 
management skills as well as the ability to manage relations with external stakeholders and research partners. 

It can be hard to make realistic assessments of the time needed for research work. Advice should be sought from the 
Faculty RCKT team at the planning stage in particular to ensure that sufficient time is budgeted for your own role as 
manager; for career development of any staff; and for analysis, writing-up and dissemination of the research findings. 

While the scale and complexity of research projects varies from project to project, there are core activities that are 
common to all projects and core skills which all those involved need to develop. This booklet is intended to identify 
some of those skills and help all staff develop them.

Skills that are needed for project management include:

•	 personal skills, linked to organising project-related activities and to understanding project time 
management

•	 team working: co-operating with others working on the project 
•	 the ability to deal with conflict resolution and manage change
•	 recognising and dealing with contractual obligations with respect to the research objectives, including 

meeting the agreed budget, time scales and the quality of the results
•	 facilitating an effective project working environment which gains the support of team members
•	 enabling more experienced members of the team to extend their ability to guide, monitor, lead and 

direct research projects or programmes.

Project leaders will be clear about the aims and objectives of the research project at its inception. They will regularly 
review progress made towards achieving these objectives with members of the team. This enables the team to ensure 
that they are working within budget, meeting the timescale set and remaining within the research remit. Good 
project leaders can recognise the interpersonal, team and organisational dynamics of their project and will help the 
team to be effective and productive and to achieve their full potential.

To build an effective project working environment: 

•	 encourage clear agreements about ways of working at the beginning of a project
•	 explore risk analysis of potential danger points in the project with the team
•	 encourage a focus on delivering for the fund holder
•	 encourage researchers to see the bigger picture and how their effort fits within it
•	 facilitate long-term decision-making and offer help in recognising that short-term expediency is not 

always best
•	 make use of appropriate training, for example, in financial management, project 
•	 management skills, research skills
•	 help sustain interest in the work by encouraging individual researchers to take responsibility for 

particular areas or themes
•	 set interim targets (e.g. producing internal project papers on sections of the data as it is written up).

Project management
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Research often produces the unexpected. Good practice in managing change includes:

•	 allowing team members to discuss any changes and to air their concerns
•	 letting individuals know that they have some influence over the change and that their ideas are 

respected
•	 providing timely and frequent information about the factors that may influence changes to research 

plans
•	 understanding anxieties and giving reassurance
•	 keeping communication channels open
•	 helping the team sort out and adjust priorities in the light of developments.
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Those who are responsible for other researchers need to set aside dedicated time for the role. The Faculty RCKT team 
are able to provide appropriate guidelines. Taking responsibility for the work of others is very different from doing all 
the work oneself and requires different kinds of skills. 

All researchers are entitled to be managed sensitively and treated as respected academics. The conditions of 
employment of short-term contract research staff can mean that they do not always feel part of a team. You 
must make an effort to include them and to reassure them that they are valued as team members with the same 
professional development opportunities as staff on open-ended contracts.

Good research leaders will be aware of some of the issues that concern team members (for example, shared 
accommodation, restricted space and equipment, need for equal access to information about the project, or possible 
feelings of isolation, especially during fieldwork).

Motivating staff
Motivated staff generally have a sense of developing in the job and feel supported in deepening their skills and 
experience. They tend to feel respected and valued for what they do. 

Good practice in motivating others includes: 

•	 knowing your researchers’ strengths 
•	 showing that you respect their background and their past experience
•	 devolving more responsibilities to researchers as they grow in experience
•	 helping individuals understand how they are developing in the project
•	 giving individuals feedback and recognition for work well done.

Consider your timing when supporting individuals. It is best to respond quickly to requests and to be available if 
needed. It is also important to make arrangements to maintain communication if any members of the team are away 
for long periods.

Delegating effectively
Many individuals who manage others have difficulty in letting go and may tend to do too much themselves, seeing 
it as quicker and easier than delegating responsibilities. This can be very de-motivating for team members, who 
may feel that they are not trusted. It also slows the development of individuals in the team, who do not get the 
opportunity to gain new experiences. 

Good practice in delegating might include the following:

•	 allowing individuals time to solve their own problems and to be responsible for their own work
•	 always giving people the rationale for work you delegate to them 
•	 checking that individuals have the necessary resources, skills and knowledge to complete any work, and 

providing opportunities for improving their competencies where needed
•	 delegating to develop individuals, not just to use their current skills 
•	 asking how individuals plan to tackle a task, particularly if you have anxieties about their abilities to 

bring the work to a satisfactory conclusion.

Good practice in leading and supporting your 
research group
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Groups who support each other and who share information and communicate well are more productive and 
generate better ideas than groups in which individuals do not see themselves as part of a team. Some of the 
qualities of good teamwork in a research context are:

•	 the ability to share information and communicate effectively together
•	 planning work together and agreeing work arrangements
•	 establishing and maintaining co-operative working relationships
•	 each member taking responsibility for their part in making sure the team achieves its goals
•	 each member feeling responsible for dealing with sensitive or difficult situations.

Research leaders’ responsibilities include the ability to encourage and develop their research staff to become good 
team players and to develop their skills in collaborating and working with others. It is important that you are clear 
about what you want from your team and can share those expectations. 

Ways of developing these qualities might include:

•	 ensuring everyone participates in group meetings
•	 making sure support staff are treated as part of your team
•	 considering away days for your group and for others who work with you
•	 encouraging team members to share information and discuss project goals
•	 deciding on agendas for meetings ahead of time and in discussion with the team
•	 providing experience in chairing and minuting meetings.

Team meetings are an important part of team development. You may use the meetings to share:

•	 information on what is happening in the Institute and in the faculty
•	 team members’ skills and knowledge
•	 current issues and problems to be solved jointly as a team
•	 feedback and praise for work well done
•	 discussion on how areas of work and performance might be improved
•	 good news and celebrating success 
•	 future plans and possibilities.

Keeping in touch with the team
Researchers clearly need flexibility about where and when they work. Research leaders should be explicit about how 
they will contact individuals who are working away from their desk and set up an agreed means of communication.

Be aware of the particular needs of any researchers who are based at a distance from the Institute and make sure 
they feel you are accessible and that they are not too isolated.

Remember that you have a responsibility to develop researchers from novice to expert through participative learning.

Developing effective teams
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Induction
New researchers may need help in settling in. Staff Development offers a monthly induction session where 
information about the Institute’s Research Staff Association is provided so it is important that you ensure that new 
research staff attend as soon as possible. Good practice in the faculty where the research project is based will:

•	 help research officers understand and work within the culture and values of the Institute
•	 provide new research officers with a ‘buddy’ or mentor outside their immediate project who can help 

them settle in
•	 encourage socialising both within the research team and within the larger environment of the faculty
•	 encourage research officers to network beyond their immediate setting from the onset of the project.

When a project, begins all those involved need to be clear about the roles, expectations and responsibilities of both 
managers and research officers. This needs to be fully discussed at the outset of the project. Such a discussion should 
cover:

•	 each research officer’s particular role in the project and their expected relationships with other team 
members

•	 the research officers’ responsibilities and expected professional behaviour
•	 the research officers’ commitments to the research, and its good management
•	 what research officers can expect from the project manager
•	 the Institute and the project manager’s commitment to their career development, including through 

publication and acknowledgements
•	 core hours worked
•	 the need to stay within budgets and the cash limits of the research
•	 the level to which they should consult you as their project manager before taking action.

It is not unusual for researchers to have very different expectations from their project manager. The initial discussion 
should clarify how progress on project aims will be measured and set standards and interim objectives. 

Discussion about managing the work might include the following:

•	 a discussion about the research officer role and what precisely the researcher was appointed to do (for 
example, collect data only or collect data and carry out analysis or collect data, carry out analysis and 
contribute to writing for publication)

•	 setting clear objectives, tasks and deadlines for the first three months in agreement with the researcher 
identifying a set of aims for their development in skills and knowledge

•	 setting interim targets – they should know what is expected of them at the end of a month, at the end 
of three months. You should have a clear indication at an early stage if they are struggling.

Managing a new research team
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Completing a learning and professional development plan
New researchers should be encouraged to complete a learning and professional development plan at the beginning 
of their contract. This plan forms part of the Induction pack for all new staff joining the Institute. Research managers 
should take the opportunity to review their own personal development plan as a manager, in the light of their 
researcher’s learning and professional development plan.

The Researcher Development Framework (RDF) has been developed by Vitae (www.vitae.ac.uk) together with 
partners in Higher Education. Vitae is the UK organisation championing the personal, professional and career 
development of doctoral researchers and research staff in higher education institutions and research institutes. 
Researchers may find the RDF helpful in both planning a programme of training and development suited to your 
particular needs, and in generating a record of the skills they acquire during their period of employment. An outline 
of the RDF domains and sub-domains is given in Appendix 2 and further details are available from the Vitae website 
at http://www.vitae.ac.uk/researchers/428241/Vitae-Researcher-Development-Framework.html (or http://bit.ly/
VitaeRDF).

If any problems arise in any of these areas, Human Resources (HR) should be involved as early as possible.
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HEFCE, the research councils and the Institute of Education have a clear commitment to developing research staff 
throughout their careers, not just during probation or the early years (see appendices). Successful research careers 
depend upon developing core research skills, whether generic or specialised; the ability to network and to be 
proactive in career planning; taking on increased levels of responsibility for both planning and managing research; 
and building an individual name in bidding for research funds and in publications.

Project leaders have a responsibility to make sure that the careers of those they manage are developing at an 
appropriate level and are expected to provide support and guidance where relevant. While the Institute of Education 
is aware of difficulties in implementing development time it is still seen as an essential element in research officers’ 
conditions of service. The move to full economic costing provides an appropriate environment in which to recognise 
and plan for the costs of staff development at the bidding stage. 

Each faculty is responsible for monitoring the development of the research staff who work in it, and for implementing 
the Institute of Education’s Code of Practice for Research Staff. This lays down minimum expectations for research 
staff to ensure parity of treatment across the Institute. It specifies the provision of a ‘buddy’ outside the project team, 
procedures to be followed to deal fairly with publications from the research and access to data, access to career 
guidance and development and an exit interview with either the head of department or dean of faculty before a staff 
member leaves the Institute.

Career development
Research officer career development will be facilitated by the following: attracting and recruiting the right people, 
effective induction, motivating staff and setting goals, regular monitoring and review of the work undertaken, 
reviewing researcher grading and supporting and encouraging upgrading/promotion where appropriate, ongoing 
support and the use of exit strategies (see Supporting Research Staff: Making a difference, available at http://gmpcrs.
group.shef.ac.uk/ ).

In order to develop the work, skills and experience of researchers incrementally over their contract, project managers 
need to help research staff reflect on what they have learned, where they are at the moment and what they need to 
consider in order to develop in their careers. During probation, such discussions must to be programmed in as part of 
the induction period.

The Research Career Builder, developed by Sheffield University as part of the HEFCE-funded project ‘Supporting 
Research Staff: Making a difference’ is a very useful tool for supporting this kind of discussion (see ‘Useful Contacts’). 
The final report from the Sheffield project sets out a number of principles which can help support research staff in 
their career development and contribute to a vibrant institutional research culture. It is available at http://gmpcrs.
group.shef.ac.uk/final_report.pdf and is useful reading for all those involved in managing or undertaking contract 
research work. The Researcher Development Framework (see Appendix 2) also provides a useful checklist which can 
feed into this kind of discussion.

Teaching
Some researchers may be interested in developing their teaching skills, perhaps because they ultimately wish to 
become lecturers. If so, where possible, they should be given the opportunity to teach and encouraged to register for 
the Certificate in Teaching and Learning in Higher and Professional Education (http://www.ioe.ac.uk/study/PSP9_
PATHIM.html). Any teaching undertaken should be reflected in the Workload Management System.

Planning for research staff career 
development
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Developing research skills 
Successful researchers continue to develop their range of research skills and methods over their career. They will seek 
to both complement and extend their existing range of skills during their career by continuing to add others. This 
could include changing from qualitative to quantitative skills or vice versa. Supporting research officers in developing 
their skills strengthens the research culture of the Institute of Education and enhances the work of the research team.

In the context of the research project this kind of development can be encouraged by:

•	 providing opportunities for the research team to read and discuss theory and findings from relevant 
projects and literature in the field or read the work of others in their group 

•	 making sure that the work of individuals is challenging, while having sufficient support mechanisms in 
place to be alert to problems if they occur

•	 ensuring research staff have opportunities to present their work to others, including at conferences
•	 supporting beginning researchers in developing the skills to write or present papers through 

collaboration with other team members
•	 providing opportunities for staff to analyse and write up aspects of the data for internal presentation to 

other team members
•	 assigning lead responsibility for different aspects of the work to each team member and encouraging 

them to take on the role of lead author on a research publication.

In addition, research officers should have the opportunity to participate in the research culture of the Institute more 
broadly and to make use of the range of support it offers, including:

•	 Research Staff Association
•	 ICT Training
•	 generic skills training
•	 postgraduate courses
•	 the range of seminars which can link to or extend the researcher’s interests.

Where appropriate, research officers should also be encouraged to participate in the committee structure of the 
Institute, including the Research Careers Advisory Committee.

Looking ahead
Most research projects are of limited duration. Contract research staff need to be encouraged to plan ahead for the 
anticipated transition. It may be appropriate to:

•	 encourage research staff to identify their own career goals for the duration of the current project
•	 enable research staff to become aware of other opportunities for research work in the Institute
•	 encourage attendance at workshops on writing CVs and developing their career
•	 encourage research staff to keep their CVs updated
•	 provide guidance on writing research proposals and putting in bids, including their own bids where they 

may be the PI
•	 help research staff to understand promotion procedures and the criteria used 
•	 make research staff aware of promotion panels and regrading exercises.
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Networking
It is important that all research staff increase their research profile and develop contacts with individuals in their 
field. They need to be encouraged to make presentations on their research and to be active in their field, through 
networks (nationally and internationally) or seminars.

Support that can help includes:

•	 introducing researchers to colleagues with an interest in their field
•	 involving them in looking for gaps in the research and proposing new phases for the project
•	 inviting them to meetings where proposals are put forward
•	 encouraging them to make presentations of their work outside their faculty
•	 encouraging them to attend and be active in learned societies or conferences.

Communication skills
Good communication skills are an essential part of a successful career in research. The research leader is responsible 
for helping researchers develop confidence as well as competence in dealing with others and in communicating in a 
range of situations (for example, presenting at conference or writing an abstract). Some of these may be challenging. 
Individuals arrive with a range of differing experiences and backgrounds to draw on. They may need help to 
understand what is and is not expected of them in the Institute, or in a team setting.

Aspects of team work that can help in developing communication skills include the following: 

•	 encouraging a team culture where researchers can be frank about any difficulties they encounter
•	 encouraging a team culture which treats everyone - support staff and academics - with respect
•	 assisting researchers to recognise and be comfortable with the fact that they are sometimes wrong
•	 encouraging resilience in dealing with constructive criticism 
•	 supporting individuals in their move towards independence in research. 
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The Institute expects researchers to be given opportunities to contribute to publications arising from the research; 
that procedures for fair acknowledgement of their contribution to the research as a whole will be explicitly discussed 
and agreed at the outset of any project; that less experienced researchers will be supported in developing their 
writing; and that more experienced researchers will be encouraged to take the lead in writing up specific aspects of 
the research in order to produce first-authored or single-authored publications in their own name.

At the outset of their work, project teams must:

•	 establish a clear policy on authorship, based on principles which are transparent and agreed by the 
team. Such principles should establish how team members will be named on publications, why and in 
what order. (Criteria for any of these can vary according to local circumstances but should appear fair to 
all concerned.)

•	 be clear about the rights of each member of the team in shared papers. Consider alternating names on 
different papers linked to the same research

•	 agree a publications and acknowledgements plan which will continue on beyond the life of the project 
and will ensure that the contribution of research officers in data collection, data analysis and draft 
outputs is recognised

•	 address issues of continuing access to the research data both during the project and beyond, on the 
understanding that rights of access include responsibilities, namely to preserve confidentiality and 
respect the stated use of the data 

•	 identify opportunities for researchers to contribute to papers by pursuing individual projects or tasks 
that earn them a place in publications

•	 provide information about how researchers can bid for study leave to give them time to write. (N.B. 
Research staff are entitled to apply for study leave in the same way as any other member of staff)

Research leaders can support researchers by:

•	 setting aside designated writing time as part of the data analysis
•	 giving assistance in selecting themes from the data that can be written up into separate articles under 

individual research officer’s names
•	 providing some interim publication targets
•	 providing guidance in writing for publication or collaborating on a jointly authored publication
•	 encouraging less experienced researchers to take the lead in writing, having studied the writings of 

others.

The Institute of Education has an academic writing coaching system in place which can offer support to individuals. 
More information is available from the Staff Development Office

In the event that members of the team cannot reach a mutually satisfactory agreement on any of these issues, they 
should refer to the Institute’s Disputes Resolution and Grievance Procedure, available from HR and on the Intranet.

Publications
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If you want to make new appointments to a research team through external advertisement, you need to be 
clear about the criteria for the post, and this should be reflected in the job description. The description should 
be congruent with that for other researchers in your team. The job description should be compatible with the 
responsibilities outlined in the research proposal as it was funded.

The Institute has clear guidelines on recruitment of staff, including research staff, so you should consult the Human 
Resources Department when you are planning to recruit. They can advise on EU and British law and on current good 
practice and Institute requirements. 

Colleagues who chair or could be members of an interview panel must attend a mandatory recruitment and selection 
workshop. The Staff Development Office has further details.

It is helpful if project managers have an understanding of EU law on employment. There are clear directives about 
the place of contract staff and about employing staff who are not from EU countries. It is against the law to turn 
away a researcher only on health reasons, unless you can prove reasonable doubt of their ability to do the job.

There is a range of legislation that governs the whole recruitment process including what questions may and may not 
be asked during the interview. These rules apply to both oral and written questions and any selection tests. If you are 
in doubt about whether a question (or a group question) is discriminatory, you should consult the Human Resources 
Department.

When asking for references it is advisable to have some questions about specific aspects of performance that are 
pertinent to the job. 

Guidance for the interview 

•	 ask questions at the interview that help candidates to demonstrate how they have met your criteria
•	 ask questions that relax the candidates
•	 ask questions that give the candidate an opportunity to talk
•	 be a good listener and don’t interrupt too often
•	 it is good practice to take notes at the interview, telling the candidate you will be doing so. Any notes 

taken should be handed to the chair at the end of the interview
•	 be persistent in getting evidence
•	 ask short questions; don’t ask several questions at once
•	 remember to keep all questions relevant to the job
•	 all candidates should be asked similar questions to provide a means for comparison and to ensure 

fairness in decision-making. The development of themes in the questions will vary considerably
•	 candidates should be questioned on their ability to meet demands of the post in relation to regular/

unsocial hours, or the occasional need to work late in the evenings
•	 interview panels should acquaint themselves with all equal opportunities legislation.

Recruiting and selecting your research staff
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Managing the probationary period of new researchers 
The work of the new researcher should be monitored periodically with regular written updates. Project managers 
often find it useful to keep a record of researchers’ developing skills and knowledge.

A probation report needs to be completed three months after the start date on the contract. 
Any identified problems need to be clearly discussed with the research officer and reported at the three-month stage. 
A final report is completed at the end of the six-month probation period. Further guidance can be obtained from 
Human Resources. You should not wait for the six-month end of probation before alerting others to any concerns.

The Human Resources department will inform line managers when probationary reports are due. Research leaders 
need to complete probation reports promptly, with the final probation report building on the previous report. 

Most faculties have their own induction packs. Information about these can be obtained from your faculty HR 
manager. The Staff Development Office has also provided all faculties with guidance notes on induction.

Good practice in induction and probation should be carried forward into the management of the research project as 
a whole and extended to all team members.

Managing the ongoing work of all staff on the research team
Giving feedback to members of the research team is a valuable part of managing performance. Feedback works best 
when it is a balance between reflection on skills and experience, and provides clear evidence of what individuals 
have achieved or not achieved against the agreed job or role description. 

Good practice in managing performance includes the following:

•	 having regular face-to-face meetings with individuals as well as team meetings
•	 having clear action-focused agendas that are circulated before any meeting
•	 offering appropriate support to your researchers (see section on career development)
•	 raising the awareness of researchers to their own needs – highlight their strengths and areas requiring 

further development against the agreed job or role description
•	 giving positive as well as critical feedback on performance. Feedback should always be specific and 

objective
•	 helping researchers to understand the impact of their behaviour on others
•	 encouraging researchers to consider themselves as professionals, responsible for their own actions.

Using the annual staff review and development process
The annual staff review and development scheme is a useful way of looking back at the performance and 
achievements of the team during the previous year and of planning for the future, considering objectives, future 
needs and the skills and knowledge that need to be in place to achieve targets. 

Managing performance to enhance research 
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Use the annual review and development process to:

•	 discuss past performance and to set objectives for the future
•	 plan career development needs
•	 set time frames and agree who will do what to meet the objectives. 

Research governance and ethics 
Part of all performance management needs to include guidance on research ethics. The 
Institute of Education has a clear policy on research governance and ethics and all research 
staff should be aware of this policy and its implications for their research. 

Redeployment/redundancy
There is information on redeployment and redundancy on the IOE intranet in the section on Human Resources and 
advice can be obtained directly by contacting Human Resources.

Termination of contracts
Research leaders should offer help and support when research staff are coming to the end of their contracts and 
should offer them career advice and guidance.

The Institute’s Code of Practice for Staff Employed on Funded Research specifies that an exit interview will be 
arranged with the head of department or failing that, the dean of faculty, several months before individuals leave. 
This should cover opportunities to think about what they want to do next, how their experiences will help them 
progress, and offer feedback on their experience of the Institute and reasons for leaving. 
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Support for different areas of project management exist throughout the Institute. Here is a list of the departments 
and the services they provide. A number of Institute policies also provide guidance and useful resources. These can be 
found in the ‘Calendar’ section of the website, under ‘Policies.’

Central Departments

Directorate
Based in the Directorate, the Pro-Director: Research and Development is responsible to the Director for the strategic 
oversight of the range, quality and consistency of research and consultancy activities and the maintenance of 
standards within this area. Services the office provides include:

•	 organising the academic review of all research council funding bids, and supporting the coordination of 
larger and strategic external funding applications

•	 providing support for writing and workshops in research skills.

The Pro-Director: Research and Development also chairs the Research Careers Advisory Committee. This group meets 
once a term, with a remit to advise on the development of institutional policy in relation to research staff; to oversee 
its implementation and to monitor and review its operation.

Human Resources and Staff Development
Staff in Human Resources can advise on the various policies (and associated guidelines) affecting research staff, 
(which can be found in the ‘Calendar’ section of the website, under 
‘Policies’) such as the following:

•	 stress management policy
•	 management of sickness absence
•	 dealing with personal harassment
•	 good practice guide 
•	 display screen equipment 
•	 equal opportunities policy (including childcare vouchers; dignity at work and disability, gender and race 

equality schemes).

Staff Development aims to assist every member of staff to develop their full potential in the work that they undertake 
in the Institute and to support their personal career development. The central Staff Development team offers 
specialist advice and project management training as follows:

•	 advice on coaching and mentoring schemes. Contact Staff Development for further details (staffdev@
ioe.ac.uk)

•	 professional development courses. The staff development office organises a central programme for the 
professional development of all research staff. Details of events can be found on the staff development 
website.

Support from within the Institute
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Research and Consultancy Services
Research and Consultancy Services provides support for activity in these areas in the Institute of Education by:

•	 identifying sources of funding for research
•	 disseminating funding information 
•	 advising on the costing and pricing of proposals
•	 financial administration of existing research projects
•	 negotiating research contracts
•	 liaising with funders, other organisations and all those interested in the Institute’s research and 

consultancy work. 

Specialist support is offered regarding:

•	 intellectual property rights and contracts. Contact Sarah Clarke, Intellectual Property and Contracts 
Officer (s.clarke@ioe.ac.uk) for further details

•	 research governance and ethics: all funded research projects at the institute of education are now 
subject to an ethics review. Contact Stephanie Allison, Research Ethics Co-ordinator (researchethics@
ioe.ac.uk) for further information. 

Pure
Pure is the research management and Information system used at the Institute since 2012 (replacing PRECIS). 
Pure holds records of all our research, consultancy, knowledge transfer proposals and projects since 2000, and of 
all our staff and their publications since 2001. In addition, since 2012 Pure holds information on all IOE research 
students and holds information about staff expertise (called activities in Pure), e.g. prizes/awards, key note speeches, 
committee membership, and press clippings. Full details are available on the IOE Intranet at http://intranet.ioead/ioe/
cms/get.asp?cid=13429 (or http://bit.ly/PureIOE).

The project director’s pack
A range of guidance materials for project directors is available on the Institute’s website on the Research and 
Consultancy Services web pages. 

Faculties

Support within faculties
The faculty RCKT directors and managers and heads of department have a role interacting with researchers within 
each faculty. New research staff should be encouraged to talk to their faculty RCKT staff about their functions and 
the support they can offer. 

The preparation of local strategies, policies and procedures, funding bids and on-the-job training plus day-to-day 
management of projects is largely devolved to faculties. Key staff to consult regarding support in the faculties are as 
follows:
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British Educational Research Association
9-11 Endsleigh Gardens, London 
WC1H OEH 

Tel: 020 7612 6987 
Email: enquiries@bera.ac.uk
Website: www.bera.ac.uk

Economic and Social Research Council
Polaris House, North Star Avenue, Swindon
SN2 1UJ

Tel: 01793 413000
Website: www.esrc.ac.uk

The Council for Industry and Higher Education
Studio 11, Tiger House, Burton Street, London
WC1H 9BY

Tel: 020 7383 7667
Fax: 020 7383 3433
Email: cihe@cihe.co.uk   

Useful contacts

•	 The director of RCKT- their duties include supporting academic staff who are new to research with the 
drafting of proposals. They can also advise on faculty structures for coaching and mentoring

•	 Faculty RCKT managers and their support teams who will advise and provide help with the 
administrative and financial aspects of project management and the relevant faculty procedures

•	 Heads of Departments manage all academic staff within their department, and play a leading role in the 
development of RCKT activities across the faculty.

Faculty RCKT staff also manage the following areas:

•	 study leave: The Institute policy on study leave states that after five years of continuous service, 
researchers are eligible to apply for one term’s study leave

•	 financial support between contracts: Faculties may provide support for continuation of contracts to 
cover short gaps between projects

•	 conference attendance: Speak to your faculty RCKT Manager about the arrangements in place regarding 
financial support for attending conferences. 
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Vitae
Vitae has a number of resources (as well as links to resources on other websites) for both researchers and principal 
investigators. 

http://www.vitae.ac.uk/researchers/1269/Research-staff.html
http://www.vitae.ac.uk/policy-practice/1389/Supervisors--managers.html

Sheffield University
As part of HEFCE-funded research project carried out in conjunction with a number of other universities, Sheffield 
has produced a Research Career Builder, which has a table indicating skills and the levels expected. These are divided 
into core research skills, personal and professional skills, and specialist skills. This toolkit is a useful developmental 
checklist for researchers at all levels in their careers. 

Research Career Builder: http://gmpcrs.group.shef.ac.uk/ 

Principal Investigator
An online resource to support the leadership development of principal investigators (PI). 

www.le.ac.uk/researchleader

The BERA Charter for Research Staff in Education (2012)
http://bit.ly/BERAcharter

BERA Ethical Guidelines for Educational Research (2011)
http://bit.ly/BERAethics

Ethics Matters: Managing Ethical Issues in Higher Education
Council for Industry and Higher Education, 2005

http://www.cihe.co.uk/ethics-ciheibe-document/

Supporting Research Staff: Making a difference
Julie Campbell, Tony Crook, Leela Damodaran, Bernard Kellett and Rosie Valerio 

http://gmpcrs.group.shef.ac.uk/final_report.pdf

More information is available at this website: http://gmpcrs.group.shef.ac.uk/

Understanding Organisations
Charles Handy. Penguin, reprinted 2005 

Working with Emotional Intelligence
Daniel Goleman. Bloomsbury, 1999

Useful online resources

Useful publications
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The Art of Project Management
Scott Berkun. O’Reilly Books, 2005

The Seven Habits of Highly Effective People
Steven Covey. Fireside Publications, 1993

Leadership and the One Minute Manager
Kenneth Blanchard. Harper Collins Business Publications, 1994

Women as Leaders and Managers in Higher Education
Edited by Heather Eggins. Society for Research into Higher Education, 1997
ISBN: 0 335 19879

Making the Institute a Better Place to Work
Jane Sullivan and Marilyn Tyzack. The Work Foundation, 2004

Influence Without Authority (2nd Edition) (Hardcover)
Allan R. Cohen & David L. Bradford

Humentum Project Roadmap hosted within IOE Blackboard

Using PRINCE2 - The Project Manager’s Guide
APMG

Managing Successful Projects with PRINCE2 Manual 2005
The Stationery Office

A Guide to the Project Management Body of Knowledge: PMBOK Guide 
(PMBOK Guides) (Paperback) Project Management Institute
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The Concordat to Support the Career Development of Researchers sets out the expectations and responsibilities 
of researchers, their managers, employers and funders. It aims to increase the attractiveness and sustainability of 
research careers in the UK and to improve the quantity, quality and impact of research for the benefit of UK society 
and the economy. The Concordat consists of a set of key principles for the future support and management of 
research careers, which are as follows:

•	 recognition of the importance of recruiting, selecting and retaining researchers with the highest 
potential to achieve excellence in research

•	 researchers are recognised and valued by their employing organisation as an essential part of their 
organisation’s human resources and a key component of their overall strategy to develop and deliver 
world-class research

•	 researchers are equipped and supported to be adaptable and flexible in an increasingly diverse, mobile, 
global research environment

•	 the importance of researchers’ personal and career development and lifelong learning is clearly 
recognised and promoted at all stages of their career

•	 individual researchers share the responsibility for and need to pro-actively engage in their own personal 
and career development and lifelong learning

•	 diversity and equality must be promoted in all aspects of the recruitment and career management of 
researchers

•	 the sector and all stakeholders will undertake regular and collective review of their progress in 
strengthening the attractiveness and sustainability of research careers in the UK. 

The signatories to the Concordat include the following organisations: Universities UK, Research Councils UK, The 
Royal Society, The British Academy, The Wellcome Trust, Higher Education Funding Councils for England and Wales, 
The Department of Health and the Technology Strategy Board. The supporters to the agreement include the Academy 
of Social Sciences, Association of Graduate Careers Advisory Services, Association of Medical Research Charities, 
Association of Research Managers and Administrators, British Educational Research Association, CRAC: The Career 
Development Organisation, Institute of Physics, The Quality Assurance Agency for Higher Education, and the Royal 
Society of Chemistry.

Full details of the Concordat can be found here: www.vitae.ac.uk/concordat 

This Concordat is supported by activities run by Vitae, which is funded by Research Councils UK (RCUK) and managed 
by CRAC: The Career Development Organisation. Vitae is committed to enhancing the quality and output of the 
research base in the United Kingdom, through supporting the training and development of the next generation of 
world-class researchers.

Appendix 1
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Appendix 2

Outline of Researcher Development Framework (RDF) domains and sub-domains

Overview
The RDF describes the knowledge, behaviours and attitudes of researchers and encourages them to aspire to 
excellence through achieving higher levels of development.

The framework is designed for:

•	 researchers within higher education to evaluate and plan their own personal, professional and career 
development

•	 managers/supervisors of researchers in their role supporting the development of researchers
•	 trainers, developers, human resources specialists and careers advisors in the planning and provision of 

support for researchers’ development.

Structure
The RDF has been created from empirical data collected through interviewing researchers to identify the 
characteristics of excellent researchers. It is structured in four domains, which encompass what researchers need to 
know to do research, how to be effective in their approach to research when working with others and in contributing 
to the wider environment. Within each of the domains are three sub-domains and associated descriptors categorised 
in up to five phases. The phases seek to capture the knowledge, behaviours, and attitudes of a typically ‘good’ 
researcher at different stages of development for each descriptor.

Domain A:  
Knowledge and intellectual abilities - The knowledge, intellectual abilities and techniques to do research

•	 Knowledge base: Including subject knowledge, research methods (both theoretical knowledge and 
practical application), academic literacy and numeracy, skills of information seeking, literacy and 
management as well as any necessary language skills.

•	 Cognitive abilities: Researchers need skills in analysis, synthesis, critical thinking, evaluation and 
problem solving.

•	 Creativity: Researchers should develop an inquiring mind together with intellectual insight and be 
prepared to take risks by being innovative in their approaches and argument.

Domain B: 
Personal effectiveness - The personal qualities and approach to be an effective researcher

•	 Personal qualities: Researchers should increase or maintain their enthusiasm, perseverance, self-
confidence, self-reflection, responsibility and integrity throughout their research.

•	 Self management: It is important that researchers are able to plan and prioritise, focusing on completing 
projects, managing their own time while remaining responsive to change, but always maintaining an 
appropriate work-life balance.
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•	 Professional and career development: Researchers need to take responsibility for their own career 
management, engaging in continuing professional development, actively seeking out suitable 
development and networking opportunities as part of building up their reputation.

Domain C: 
Research governance and organisation - The knowledge of the standards, requirements and professionalism to 
do research.

•	 Professional conduct: It is important that researchers understand the context in which research takes 
place, including some of the constraints implied by the Data Protection Act, Intellectual Property Rights 
and other legislation as well as the general framework of ethics and research governance. Some staff 
may need more extensive support in Research Ethics.

•	 Research Management: Researchers need an awareness of the context in which their research takes 
place including the institutional strategy, being able to manage a project and be aware of any risks 
related to their research (including dissemination).

•	 Finance, funding and resources: Researchers need to use the available infrastructure and resources to 
obtain funding for research and be able to manage those finances.

Domain D: 
Engagement, influence and impact - The knowledge and skills to work with others and ensure the wider impact 
of research

•	 Working with others: Researchers work within a research community and should be collegial and 
supportive of others, which can include demonstrating leadership, mentoring or providing other peer 
support while sensitive to and respectful of individual differences.

•	 Communication and dissemination: Communicating with various audiences (academic and non-
academic) in a variety of ways is important. In particular, researchers should publish in academic 
journals and engage with the editorial process (both reviewing and being involved with the Editorial 
Board). 

•	 Engagement and impact: The contemporary researcher needs to be aware of the global context of their 
research and accept their responsibilities to be involved in public engagement activities, influencing 
government and other policy makers.

Finally, it is important to remember that there may be other relevant skills or experience (identified by the researcher 
or line manager) that are important for the researcher.
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Attending courses or workshops represents only one approach to career development.  There are many opportunities 
to develop professionally and personally as you undertake a variety of roles and activities in the course of your work 
at the Institute, including:

•   Progression routes:  Project administrator; research assistant; research officer; project manager; teaching; director 
of research project; PhD supervisor; consultant; head of research unit.

Through the following activities:  
•   Research Skills/ Consultancy:  broadening knowledge of methodology/research methods through doctoral course/

ESRC training;  developing and enhancing:  literature searching skills and database and record keeping (.e.g. 
project ‘library’ on Endnote);  data collecting skills;  data processing and analysis skills, inc. computer packages.  

•   Project management: action planning, inc. time management of self/colleagues;  developing communication 
and networking skills through liaising within IOE and externally;  bid writing/applications for funding;  working 
collaboratively;  management of budget/other project team staff. Awareness and experience of budgeting time 
needed to carry out research or consultancy project.

•   Pathways to Impact. Identifying key stakeholders; identifying types of impact-how they will (or could) benefit 
from your research; engaging stakeholders; identifying how you will ensure they have the opportunity to benefit 
through knowledge exchange or public engagement. 

•   Dissemination:  Writing:  reports from data sets for project team; research papers (empirically-and theoretically-
based);  structuring, contributing and writing books and ‘final reports’ to funding bodies; negotiating with 
publishers;  writing individually and collaboratively;  editing (own and others’ writing);  presenting papers/posters 
at conferences and seminars (e.g. in Faculty meetings, BERA and AERA conferences)

•   Other:  Member of Academic Board, election to various Institute committees, member/officer of local or national 
association;  staff development correspondent;  appraiser/appraisee;  study for further qualification;  participant/
facilitator in staff development activities;  contributor to teaching of IOE taught courses.

•			Research	staff	can	feel	more	integrated	into	the	institution	and	assist	their	wider	career	development	if	they	are	
able to take on some minor administrative role in a way that does not detract from the research commitments 
made to the funder and delivery deadlines (eg. Ethics Committee member; Research Committee member).

•   Other skills and competencies*:  problem solving;  self-motivation;  quality awareness;  interpersonal skills 
(working with people from various backgrounds;  listening;  networking;  negotiation);  adaptability;  creativity 
and innovation (designing new solutions, making connections);  attention to detail (working with large amounts 
of data, stamina, rigour);  business awareness (Health & Safety training, financial management, transferable 
technological skills, creating a Impact in the wider world);  judgement and decision making (taking a balanced 
view, recognising priorities, weighing up options, reaching logical conclusions, converting ideas into an action plan.

Appendix 3 - Opportunities for learning and 
professional development

Work related: Academic and Research staff

*Cath Jones 2001 and University of London Careers Service checklist for Contract Researchers - amended 2008
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	 •		Introduction	to	the	Institute:		central	and	local	induction	arrangements
	 •		Promotion	of	equality	and	diversity
	 •		Health	&	Safety

	 •		Internal	support	from	IS:
  Word; Excel; Powerpoint; Publisher; Outlook, SPSS, NVivo
	 •		External	Courses
	 •		Support	from	the	Learning	Technologies	Unit		

	 •			Learning,	Teaching	and	Supervision:		The	Teaching	and	Learning	in	Higher	and	Professional	
Development Education Programme

	 •		Writing	Coach	

	 •		Fundamentals	of	Effective	Line	Management
	 •		Building	Effective	Teams
	 •		Project	Leadership
	 •		Staff	Leadership	Development	Programme
	 •		Springboard	(Women’s	Development	Programme)
	 •		Navigator	(Men’s	Development	Programme)
	 •		Recruitment	&	Selection	Skills
	 •		Individual	Coaching	and	Support
	 •		External	Programmes
	 •		Tailored	development	activities
	 •		Creating	Opportunities:	Personal	and	Professional
    Development for Women

	 •		Learning	&	Professional	Development	Plan
	 •		Staff	Review	and	Development
	 •		Coaching	support
	 •		One-to-one	Professional	Development	Guidance
	 •		Institute	accredited	courses:		MA/Dip/PhD/EdD

	 •		Developing	your	Career	Portfolio:		one-to-one	professional	development	guidance
	 •		Project	Management	for	Researchers
	 •		Conference	Presentation	Skills
	 •		Writing	for	Publication
	 •		Writing	Research	Bids
	 •		Writing	Bids	to	carry	out	Consultancy-	an	estimating	time/days	needed
	 •		Short	courses:	Teaching/Running	short	courses	in	day	blocks
	 •		Research	Ethics	Briefing

Other central research 
skills include:

•	 Recruitment of cases to 
a qualitative study

•	 Interviewing
•	  Data analysis of different 

types (eg. content analysis; 
multivariate analysis; statistical 
modelling and inference; 
grounded theory generation)

•	     Impact Activities planning/
pathways; key stakeholders;  
delivering impact

General

Information technology

Learning and teaching

Management development

Professional development

Professional development
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Stages of research and potential training needs

Career 
stage

Description of 
posts

Responsibilities Qualification range

Stage 1
Junior Research 
Fellow

Carries out research and impact 
activities under direction of a senior 
researcher

Masters
Occasionally PhD.
No other research experience
Expect promotion from *Grade 6 to Grade 7 to 
take place within this stage.

Stage 2
Intermediate 
Research Fellow

Carries out research under the 
direction of a senior researcher who 
is involved in all major decisions.  Has 
more responsibility and takes more 
initiative than a Junior Researcher.  
Intermediate researchers will be 
expected to help draft publications 
and grant proposals and identify 
possible Impact stakeholders and 
opportunities.  The PI for the project 
will be the Senior Researcher (or 
above).

PhD. plus some research experience.  Gains peer 
review publications: eventually as first author 
by the end of this career stage.  Gets training in 
grant applications. Either is named staff member 
on grant application, or may submit small scale 
grant application on their own (eg. Post Doc 
Fellowship; Early Career and Future Leaders 
Scheme). Will have at least contributed to 
writing of a small grant. Has assisted in Impact 
activities.
Expect promotion from Grade 7 to Grade 8 to 
take place within this stage.

Stage 3
Senior 
Researcher

Carries out independent research 
and is often responsible for major 
decision making about direction of 
research. Can write publishable peer 
review papers and grant applications 
that have a good chance of success. 
Takes a lead in identifying Impact 
opportunities and helps to supervise 
more junior staff on Impact.

Considerable research experience. Experience 
of drafting grant proposals.  Has successfully 
completed a funded research project and 
took major management responsibility.  Has 
identified Impact opportunities and contributed 
to delivery of Impact. Has a list of peer review 
and other publications. Expected to start line 
managing research and Impact work of junior 
researchers.

Stage 4

Principal 
Research Fellow/ 
Professorial 
Research Fellow

Will be the PI on grant
applications, especially 
if they are large scale 
budgets.  Takes management 
responsibility for larger grants and 
can even become Director of Research 
Centre. Takes the lead in generating 
and identifying opportunity for Impact.
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Research 
career stage

Competencies to be acquired 
over this stage

Training needs?

Stage 1
Junior

Junior Research Fellow Training methods, software

Writing for Publications (basic) Writing skills – publications

Presentation of Research Speaking.  PowerPoint

Possible PhD. Study leave

Stage 2
Intermediate

Writing for publications (intermediate/advanced)

Contributions to writing of grant applications
Course in writing grant applications and possibly 
individual mentoring

Advanced Research Methods

Publish in Peer Review journal as co-author
Course and mentoring in Writing academic 
publications (intermediate and advanced).

Presentation of research at conference - joint 
presenter

Enhanced presentation skills

Leadership & Management
Leadership & Management (Beginners) Line 
management of more junior staff

Possibly PhD. in early stages (up to Grade 7 but not 
Grade 8)

Study leave

Publish from PhD as sole author

Stage 3
Senior

Writing small grant applications as PI

Publish in A rated journals as co-author and lead 
author

Management of research budget

Advances in research methods

Conference presentation, sole presenter Advanced presentation skills

Leadership & management
Leadership & Management (Intermediate) Chairing 
Committees/meetings

Stage 4
Principal/
Professorial

PI grant applications

Publish A rated journals as sole or lead author

Management of large-scale research funds

Advanced leadership management Leadership Course for Senior Managers

Research career stages, 
competencies and training needs

Author:  ‘Research Career Stages’ - Professor Shirley Dex RA1B = Grade 6.  RA1A = Grade 7.  R2 = Grade 8




