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This Handbook provides guidance designed for Grant Recipients to help manage their Turing Scheme
Project.

The relationship with the Turing Scheme Delivery Partner is governed by the Grant Funding
Agreement and what is set out in Part 1 of this Handbook does not supersede or replace the
agreement, and the rights and obligations set out within it.

Part 2 of this Handbook provides a User Guide for the Project Reporting Tool.



Part 1

1. Grant Funding Agreement and Annexes

The Grant Funding Agreement is split into several sections and annexes. Some annexes are shown as
NOT USED as the Grant Funding Agreement follows a standard government document format and
only the annexes needed for this Grant are populated.

ANNEX 1 - PAYMENT REQUEST PROCESS

This section provides details of the Payment Request process. This includes the requirements for
receiving payments, when Payment Requests need to be made, amounts received and payment
deadlines against Anticipated Points of Expenditure.

Please read this section carefully before moving onto the step-by-step Payment Request process. You
must ensure you are familiar with your points of expenditure and that you make your payment
request in time to ensure mobilities are not affected. Processing of payments can take up to 60 days.

ANNEX 2 — FUNDED ACTIVITIES AND PAYMENT SCHEDULE

This section is prepopulated with details of each of your Funded Activities. This includes a breakdown
of participant numbers and durations as well as a full budget breakdown.

Your Project Plan is also reflected in this section, which sets out your schedule for Payment Requests,
payment dates and Mobility Group start dates.

As part of your Grant Funding Agreement you agree to keep your contact information and plans up-
to-date by submitting a change request.

You can read more about your Project Plan in the ‘Payments’ section.

ANNEX 3 — NOT USED
ANNEX 4 — NOT USED
ANNEX 5 - NOT USED
ANNEX 6 — NOT USED

ANNEX 7 — CONTACT DETAILS

This section provides us with a summary of your main contact points, for example, your lead contact
person and your Legal Representative. If you need to change these details, please submit the new
details using this template — for more information please see ‘Making Changes to your Project’.

It is really important these details are kept up to date as these are the details we will use to contact
you about the Grant Funding Agreement and your Funded Activities.

Many beneficiaries have found that they can simplify communications by email by setting up a
shared mailbox to manage Turing Scheme emails.



ANNEX 8 — PROTECTION OF CHILDREN AND VULNERABLE ADULTS

This section provides details of your responsibilities with regards to the protection of children and
vulnerable adults. If there are any Participants who are under the age of 18, or the work undertaken
has an impact on children and/or vulnerable adults, then you must complete and sign the
safeguarding checklist and return it to us at Turing-Scheme@capita.combefore any Mobility Groups
travel. For more information, please see the ‘Health and Safety’ section.

Your funding may be suspended if you fail to complete this Annex prior to any Funded Activities
taking place.

ANNEX 9 — ANNUAL CERTIFICATION OF EXPENDITURE

You must complete this section if you receive Grants in excess of £40,000 (excluding local authorities
and Maintained Schools) to provide independent assurance that funds have been used for the
delivery of Funded Activities.

This should be submitted alongside the Final Report which is due 28 days after the completion of
your final mobility. It will benefit both the delivery of your mobilities and preparation of your final
report if you ensure that you are fully familiar with the planned activities.

For more information, please see the ‘Reporting’ section.

ANNEX 10 - STATEMENT OF GRANT USAGE

This section must be completed by local authorities and Maintained Schools, or other Grant
Recipients in receipt of Grants of £40,000 or less. This is to provide independent assurance that funds
have been used for the delivery of Funded Activities. This should be submitted alongside the Final
Report. For more information, please see the ‘Reporting’ section.

ANNEX 11 - CHANGE CONTROL PROCESS

This section outlines the rules for making changes to your Project. It provides a breakdown of the
different budget categories and gives details of the changes you can make to your Project without
needing approval from us, and where approval is needed.

For guidance on how to make these changes, please see the ‘Making Changes to your Project’
section.

Failure to keep details up-to-date or to follow the change control procedures may result in delays in
receiving your funding or funds being withheld.

ANNEX 12 — NOT USED
ANNEX 13 - NOT USED


mailto:Turing-Scheme@capita.com?subject=Annex%208

Signatures

Electronic exchange and digital signatures are permitted. An electronic signature may be a scanned
signature and locked PDF signature or other form of secure signature. It cannot be a typed signature.
For more information, please refer to your organisation’s internal policy on digital signatures. It is
your responsibility to ensure that the digital signatures comply with your own internal institutional
digital signing policies or procedures.

Record keeping

You must keep all invoices, receipts, accounting records and any other documentation (including
correspondence) relating to your Project for a period of seven years from the date on which the
funding period ends.



2. Payments
Bank details

All payments to organisations are made in British Pounds Sterling (GBP). The bank account you wish
the Grant to be paid into must be an ordinary business bank account. You are required to attach a
PDF copy of your bank details, on the organisation’s letterhead, signed by the same authorised
person that can sign the Grant Funding Agreement, along with a copy of a bank statement/official
document from the bank. You must enter your organisation’s bank details into the Project Reporting
Tool before your first Payment Request submission deadline.

For the step-by-step process of how to enter bank details, please see Part 2, Section 15
Adding/updating bank details.

The Project Plan, which is created through collation of the information entered by the Grant
Recipient into the Grant Application, forms the starting point for the payments to be made to the
Grant Recipient by the Delivery Partner.

The Project Plan summarises the Mobility Group start dates, the Anticipated Points of Expenditure,
and when requests will need to be submitted for payments to be made. Access to the Project Plan
data will be incorporated into the Project Reporting Tool.

The Project Plan will need to be reviewed in the month of the Project’s first Mobilities and, as
appropriate, updated, monthly, if necessary, through the Project Reporting Tool. You are required to
keep your Project Plan up to date over the lifetime of your project via the Project Reporting Tool.
This includes Mobility Groups that have started and Mobility Groups that are yet to begin.

Payment Requests

To trigger the payment of funds for your Mobility Groups, you will need to make Payment Requests
via the Project Reporting Tool. The Mobility Group start dates and Anticipated Points of Expenditure
you included in your Project Plan will be summarised in the tool, as well as the deadline for when
Payment Requests need to be submitted.

The Grant Recipient is required to submit a Payment Request together with a Declaration via the
Project Reporting Tool by the 15* day of the month, two months prior to each Anticipated Point of
Expenditure (exceptions to this apply for Payment Requests in August, September and October).

If the Grant Recipient fails to submit a correctly completed Payment Request and a Declaration
before the deadline, payment will not be made.

All Payment Requests need to be supported by the submission of Participant data, to confirm that
the Mobility is going ahead. Partial Payment Requests can be submitted if you do not have data
available for all Participants. For more information, please see Part 2, Section 13 Payment Requests.

It is the Grant Recipient’s responsibility to ensure that the Anticipated Point of Expenditure and
associated data remains accurate, reflecting the true value of funding needed. Payments will be
made around the beginning of the month of your Anticipated Point of Expenditure, but no later than
if60 days after approving the request.

For cost categories which are paid based on actual costs (e.g., exceptionally expensive travel), the
Delivery Partner will request evidence from the Grant Recipient to review accuracy and eligibility of
the Payment Request. If you are not able to provide this evidence at the time of your Payment
Request, you will be asked to provide this by the Delivery Partner later, as per Grant Funding
Agreement, paragraph 4.6, within two Working Days of a request of such information.



Making a Payment Request

Full details of the step-by-step Payment Request process can be found in Part 2, Section 13, Payment

Requests.

If you are struggling to make a Payment Request, then please contact the Service Centre via turing-

scheme@-capita.com for advice.

Late Payment Requests

Please note, if the Payment Request is late (but hits the deadline for the next month), then the
payment will be made a month later than the original point of expenditure indicated in the

application.

The table below outlines the Payment Request submission deadline for each Anticipated Point of

Expenditure:

Month of Anticipated Point of Expenditure

August 2023
September 2023
October 2023
November 2023
December 2023
January 2024
February 2024
March 2024
April 2024
May 2024
June 2024
July 2024
August 2024

Payment Request submission deadline

31 July 2023
31 August 2023
31 August 2023
15 September 2023
15 October 2023
15 November 2023
15 December 2023
15 January 2024
15 February 2024
15 March 2024
15 April 2024
15 May 2024
15 June 2024
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Mobility Group costs

Mobility Group costs need to be requested per Mobility Group and are paid based on the Point of
Expenditure you have selected for the Mobility Group start month as part of your application (as
outlined in your Project Plan). There will be no payments before 1 August 2023. When payment is
made, you will receive 80% of funds requested, with up to the remaining 20% being paid upon
satisfactory receipt of your Final Report and confirmation of expenditure.

Please note:

e For any Anticipated Points of Expenditures, a Payment Request needs to be submitted
via the Project Reporting Tool by the 15t day of the month, two months prior to your
Anticipated Point of Expenditure. For September and October Points of Expenditure,
your Payment Request via the Project Reporting Tool will be due by 31 August.

Organisational Support

Organisational Support payments also need to be requested and are based on the Anticipated Point
of Expenditure you have chosen in your Project Plan. There will be no payments before 1 August
2023. Grant Recipients will receive one payment of Organisational Support funding, 80% of which is
paid at the Anticipated Point of Expenditure, with the final 20% paid on satisfactory receipt of your
Final Report.

Payment Request timelines are the same as for Mobility Groups.

Match Funding

You should tell us about any Match Funding which has been approved or received in relation to any
elements of your Turing Scheme Project before your Project starts. If you are looking to apply for, or
you are offered or receive any further Match Funding while your Project is underway, you should tell
us before accepting or using any such Match Funding.

When you tell us about any Match Funding, you should specify the amount, purpose and source of
the Match Funding and we will confirm whether it is acceptable for you to receive the Match
Funding.

Please contact us at turing-scheme@capita.com to provide this information.



mailto:turing-scheme@capita.com?subject=Match%20funding%20help

3. Project and Mobility durations

Project timeframe
Projects can take place between 1 September 2023 and 31 August 2024 for all sectors.

Mobilities taking place in countries or territories with different academic periods or term dates may
begin outside the 2023 to 2024 academic year, but the majority of the placement must take place
within these dates. Funding will only be provided for the part of the placement within the 2023 to
2024 academic year, and Mobilities will still need to respect the programme’s minimum and
maximum durations during that window in order to be eligible for funding.

The duration of a placement is calculated to include all days, whether whole or part, in which a
Participant is engaged in their placement abroad. For example, if a Participant arrives at their
placement on 1 September and departs from their placement on 28 September, their placement is of
28 days duration. It is not a calculation based on nights abroad or the proportion of the day they
spend overseas. Any full (24 hour) days spent in transit should not be included in the duration.

If your final Mobility placement ends before 31 August 2024 you should submit a Final Report within
one month of that final Mobility placement and close the Project early and receive or return any
remaining funding within 30 days or your project maybe become passed to a recovery scenario.

For more information, please see the ‘Reporting’ section.

Early returns, short durations and interruptions of Mobility periods
Early returns

If a Participant returns early from a Mobility but meets the minimum duration requirement, you
should report this change in the Project Reporting Tool as soon as possible. The Turing Scheme Grant
can cover only the actual period spent abroad and any overpayment must be returned to the
Project, unless specific exemption is given due to Force Majeure.

Please see the ‘Recoveries’ section for more information on how monies that are not promptly
returned will be recouped by our recovery process.

Short durations due to Force Majeure

A short duration request is applicable for Participants taking part in the Turing Scheme who do not
meet the minimum duration required for their stay due to Force Majeure.

Force Majeure is defined as any event or occurrence which is outside the reasonable control of the
Party concerned and which is not attributable to any act or failure to take reasonable preventative
action by that Party (see Grant Funding Agreement for full definition). Therefore, short duration
requests should not be submitted for Mobilities that have not yet started. More information can be
found in the ‘Force Majeure’ section.

Requests should be made only in clear and certain circumstances which are beyond the control of
the Participant, and which have an impact upon the Participant’s Mobility progress or wellbeing.
Generally, this will include:

e serious illness or injury, where a medical certificate states that the Participant was unable to
attend their studies or Mobility.

e bereavement related to close family members such as parents or grandparents;

e major political upheaval or natural disaster in the host country requiring emergency travel
and this has impacted the Mobility;
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e atraumatic experience which could include involvement in or witnessing of a serious
accident, or witnessing or being the victim of a serious crime, and this has impacted on the
Participant;

e when FCDO travel advice for the host country, or the region within a country, where a
placement takes place changes to ‘do not travel’.

We expect you to provide full evidence for the circumstances mentioned above.
Force Majeure does NOT cover:

e disputes between Participants and receiving organisations that could potentially be
resolved

e cancelled classes or study sessions by the receiving organisation.

e Participants simply wanting to return home, foreseeable circumstances that could be
resolved by either the Participant, or the sending or receiving organisation

e labour disputes, strikes, financial difficulties or any default of a service, defect in equipment
or materials or delays in making them available.

Please note this list is not exhaustive and we look at each request on a case-by-case basis.

If a short duration request is approved, you must amend the Participant list in the Project Reporting
Tool to the actual dates spent abroad. The Turing Scheme Grant only covers the actual period spent
abroad and Participants are only entitled to receive Grants that correspond with the actual duration
of the Mobility. Any remaining funds must be returned.

If you need to suspend a Participant’s Mobility due to Force Majeure, the Participant must be
allowed to continue the activities after the interruption, provided that the Mobility end date does
not exceed the final date of the Project.

If a short duration request is rejected, you must delete the Mobility record from the Project
Reporting Tool and return the full Grant for the Mobility to the Project.

Selection of Participants

You, as the Grant Recipient, are solely responsible for selection of Participants. The selection process
must be fair, transparent, coherent, documented and shall be made available to all parties involved.
The profile of Participants must correspond to the eligibility criteria set out in the Turing Scheme
Programme Guide.

Participant Agreement

The Turing Scheme does not provide templates for agreements between the sending organisation
and its Participants (or guardians of Participants under 18 years of age). However, we recommend
that each Participant has a signed Participant Agreement which formally accepts their Grant and
acknowledges the obligations associated with its acceptance.

We also recommend highlighting the Turing Scheme Privacy Notice, which sets out how Participants’
personal data will be processed. If you choose to use a Participant Agreement, we recommend that
these are signed by all parties no later than one month after the Mobility start date.

The agreement should be retained as a record of the Mobility.

Participant Learning Agreement

The sending organisation, the receiving organisation, and the Participant should also consider signing
a Learning Agreement, which should provide a transparent and detailed breakdown of the study
period abroad.


https://www.turing-scheme.org.uk/turing-scheme-programme-guide-2023-2024/
https://www.turing-scheme.org.uk/wp-content/uploads/2022/04/Turing-Scheme-PG_V7_2022_web.pdf
https://app.ts.grantis.co.uk/privacy-notice
https://app.ts.grantis.co.uk/privacy-notice

We recommend that the Learning Agreement includes the educational components to be carried out
by the Participant at the receiving organisation, as well as a mechanism for tracking progress against
each of these components.

Paying Participants

Payments should only be made when the Participant is likely to require funds. Sending organisations
should apply their payment processes consistently throughout the lifetime of a Project.

Participants cannot be partially funded. This means learners should receive the full rate applicable for
the period of their Mobility. Moreover, learners should not face any periods where no Grant is
received whilst on a Turing Scheme Mobility. The only exception is if a Participant goes on a Mobility
where term dates fall outside the eligible period for funding (1 September 2023 to 31 August 2024).
Whilst in this case the majority of the Mobility would have to fall inside the eligible period of funding,
and funding is only provided in relation to this period, it is possible for the Participant to travel to
their Turing Scheme destination outside of the eligible period of funding and for this time to be
counted as zero Grant award months.

The funding provided through the Turing Scheme supports Participants to meet a portion of the costs
associated with a work or study placement overseas. Since the Turing Scheme relies upon public
resources to support Participants, it is essential that funds are distributed and managed in
accordance with Managing Public Money guidance.

This means that Participants should not be funded twice for the same expense. Therefore,
Participants cannot use Turing Scheme funding to pay for assets (for example, IT equipment) or
services (for example, travel) where a Participant is, or expects to be, in receipt of funding provided
by another source for the same assets or services. If an expense covered by the Turing Scheme is
found to have also been funded by another source, the TSA will seek to recover the Turing Scheme
funding.

Participants can ‘top up’ funding where one source of funding does not meet the full costs of
participation in the Mobility. For example, if travel is more expensive than the amount of funding
provided by the Turing Scheme, Grant Recipients or Participants may use funding where eligible from
another source to cover the additional costs of travel, although this should not exceed the actual,
reasonable travel costs.

Similarly, for some cost categories, such as the cost-of-living contribution, Turing Scheme funding
paid may not cover all of Participants’ living costs. Where that is the case, Grant Recipients or
Participants are able to The Turing Scheme Programme Guide 2023 to 2024 14 make up the
difference between the amount available to them and their total living costs through funding from
other sources. Participants can ‘top up’ funding where one source of funding does not meet the full
costs of participation in the Mobility. For example, if travel is more expensive than the amount of
funding provided by the Turing Scheme, Grant Recipients or Participants can use funding from
another source to cover the additional costs of travel, although this should not exceed the actual
travel costs.

Similarly, for some cost categories, such as the cost-of-living contribution, Turing Scheme funding
paid may not cover all of Participants’ living costs. Where that is the case, Grant Recipients or
Participants are able to make up the difference between the amount available to them and their
total living costs through funding from other sources.
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4. Budget

The Grant Funding is split into several different budget categories, details of which can be found
below.

Organisational Support

Organisational Support will be made available towards the costs directly linked to the administration
and implementation of a placement. Under each Project, £315 will be provided per Participant for
the first 100 Participants. For the 101 Participant onwards, £180 will be provided per Participant.

You may decide how Organisational Support (OS) is to be used to provide support to the delivery of
Turing Scheme Mobilities, but you are required to keep receipts for the purchase of goods and
services The Turing Scheme will conduct audits of beneficiaries to ensure that sending organisations
are not profiting financially from the organisational support funding.

Organisational Support is a contribution to any cost incurred by you, including, but not limited to:

o the cost of administrative support, such as staff salaries and equipment

e promoting the scheme within your institution (such as providing print copies of online
materials, hosting events for potential Participants and their parents or guardians etc.)

e the cost of IT such as licences for software, if this is appropriate and required to support the
scheme

e supporting linguistic preparation for Participants and preparatory workshops/events
selection of Participants and accompanying persons

e preparation of the learning agreements to ensure full recognition of the students’
educational components; preparation and recognition of Mobility agreements

e ensuring efficient mentoring and supervision arrangements for Participants

e ensuring recognition of the educational components and related credits, issuing transcripts
of records and diploma supplements

e supporting the reintegration of mobile Participants and building on their acquired new
competences for the benefit of the sending organisation and peers.

Travel costs

An amount of funding will be provided to go towards the direct costs of travel for a Mobility. The
amount of funding available depends on the distance between the sending and destination provider
and is grouped in distance bands shown below.

Please note, the distance measurement is from the sending institution to the receiving institution,
but the amount is to support the cost of the round trip.

This will be available to the following Participants:

e HE Participants from disadvantaged backgrounds
e all Participants from the FE/VET sector
e all Participants from the Schools’ sector

Funding available by distance:

e 10to99km: £20
e 100 to 499km: £165
e 500 to 1,999km: £250
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e 2,000 to 2,999km: £325
e 3,000 to 3,999km: £480
e 4,000 to 7,999km: £745
e 8,000 to 12,000km: £905
e 12,000km+: £1,360

Please use Google Maps to calculate distance following the below steps. Distances must be
calculated in straight lines from start to end point:

e right-click on the starting location
e choose ‘Measure distance’
e click on the destination to create a path to measure.

Exceptionally expensive travel

The Scheme will also provide financial assistance towards exceptionally expensive travel to all
Schools, FE/VET Participants and HE Participants from a disadvantaged background. The funding is
specifically to support expensive travel if applicants can justify that the standard funding for travel
under the Turing Scheme does not cover at least 70% of the travel costs of Participants. Participants
can receive up to 80% of actual costs. Assessors will reduce the expensive travel cost claim if the
request is considered too large or a clear justification has not been provided. Applicants must
therefore provide a detailed justification and breakdown of their claim.

When requesting funding for exceptionally expensive travel, please include the amount equal to 80%
of the actual travel cost, minus the standard travel Grant amount. An example is shown below:

Travel Grant (500 to 1,999km) = £250
Actual travel cost= £500

As the travel Grant does not cover at least 70%, Participants can receive up to 80% of actual travel
cost = £400

You can claim exceptionally expensive travel for the Mobility (£400 - £250) = £150. This is in addition
to the travel Grant of £250.

Cost of living
An amount of funding will be provided towards the general cost of living for each Participant. This
will vary depending on sector and/or destination country/territory.

Destination countries/territories are grouped into three categories:

e Group 1 (high cost of living)
e Group 2 (medium cost of living)
e Group 3 (lower cost of living)

Please note that the full list of destination countries/territories within each group can be found at
Annex C of the Programme Guide and is also available on the Turing Scheme website.

Higher Education

HE student placements with a total duration of four to eight weeks will receive:

e £545 per month (equal to £136.25 per week) for Group 1 destinations
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e £480 per month (equal to £120 per week) for Group 2 and 3 destinations
HE student placements with a total duration of nine weeks to twelve months will receive:

e £380 per month (for Group 1 destinations)

e £335 per month (for Group 2 and 3 destinations)
Please note that placements lasting nine weeks to twelve months will receive the rates identified for
this category for the full duration of the Mobility and not the higher rates for the initial period of
eight weeks. Please note: the minimum duration of four weeks for HE is equal to 28 calendar days.

FE/VET
For learners on an FE and VET placement, they will receive:

e to Group 1 destinations: £109 per day for the first 14 days, £76 per day after the 14th day
e to Group 2 destinations: £94 per day for the first 14 days, £66 per day after the 14th day
e to Group 3 destinations: £80 per day for the first 14 days, £56 per day after the 14th day

Schools
Pupils and accompanying staff on a school placement to any destination will receive:

e £53 per day for the first 14 days
e £37 per day from the 15th day onwards

This is calculated based on the duration of the Mobility per Participant (if necessary, including one
travel day before the activity and one travel day following the activity).

Additional support for Participants from disadvantaged backgrounds
Exceptional costs

Participants from disadvantaged backgrounds across all sectors will receive funding for exceptional
costs. Exceptional costs are calculated on an actual cost basis and are specifically for any necessary
additional costs incurred to support the participation of disadvantaged Participants. Funding covers
costs such as passports, visas, insurance, as necessary. Please see the Payments section in the
Programme Guide for information on how actual costs are evidenced.

Additional cost of living support (Higher Education only)

Participants on an HE placement meeting the disadvantaged background criteria outlined in Annex A
of the Programme Guide will receive an additional £110 per month to their cost of living Grant. As
such, the total cost of living Grant Funding provided to students from disadvantaged backgrounds
will be as follows:

For placements with a total duration of four to eight weeks:

e £655 per month (equal to £163.75 per week) to Group 1 countries or territories
e £590 per month (equal to £147.50 per week) to Group 2 and 3 countries or territories

For placements with a total duration of nine weeks to twelve months:

e  £490 per month (equal to £122.50 per week) to Group 1 countries or territories
e  £445 per month (equal to £111.25 per week) to Group 2 and 3 countries or territories
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Please note that placements lasting nine weeks to twelve months will receive the rates identified for
this category for the full duration of the Mobility and not the higher rates for the initial period of
eight weeks.

For HE students who do not meet the above criteria for additional support, there may be other
Grants available to cover some travel expenses, relevant to the student finance system relevant to
the Participant:

e England — Studying abroad: travel Grants for students (England)

e Scotland — Guide to undergraduate funding — SAAS

e  Wales — What finance is available for Welsh full-time undergraduate students | Student
Finance Wales

e Northern Ireland — Spending part of your degree course abroad | NI direct and How much full
time undergraduate Travel Grant for NI students can | get? - Student Finance NI

e Participants from British Overseas Territories should check with their government’s
education department for the details of support available to them.

Linguistic support (FE/VET only)

Linguistic support refers to language preparation for placements over 19 days, undertaken by
learners before their placement starts. Linguistic support is provided in the form of a financial Grant
to FE/VET Participants (£135 per Participant) to cover expenses such as classroom courses or learning
materials for the language used within the host organisation, as well as day-to-day vocabulary in the
language of the host country/territory, to ensure learners will be ready to live and work in a different
environment and in a different country/territory. Linguistic preparation plans must be relevant and
appropriate to the Participant’s FE or VET qualification, as well as proportional to the length of their
placement.

Additional support for those with special educational needs (SEN) and/or disabilities

To enable students with special educational needs (SEN) and/or disabilities to access the Turing
Scheme, such Participants can have up to 100% of their actual costs met for support that directly
relates to their additional needs to participate in the Mobility. Please see the payments section of the
Programme Guide for information on how actual costs are evidenced.

One such example is pre-Mobility visits by the sending organisations: these can be carried out and
funded by the Turing Scheme if funding for this is not already available. These can be done to carry
out risk assessments and ensure Participants will be able to equally access and take partin all
elements of a placement.

Funded pre-visits can be for a maximum duration of three days, and funding can be used for both
learners and accompanying staff. Pre-visits are not available for any other purpose. Participants
should not be in receipt of this funding if they have already received funding for the same purpose
from another source.

Please see the Programme Guide for the detailed Turing Scheme definition of Special educational
needs and disabilities.
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5. Making changes to your Project

Your Project Plan should be kept up to date at all times. This is why you will be asked when making
Payment Requests or submitting a monthly report to confirm whether any changes have occurred.

Failure to keep your data up to date may result in funding being withheld.

You can make changes to your Project throughout its delivery where these are needed. Any changes
made should not change the fundamental aims and objectives that were outlined as part of your
application. If you need support to make changes to your project, please contact the Turing Scheme
Service Desk by emailing turing-scheme@capita.com.

Change of Project coordinator or legal representative

If the coordinator or Legal Representative changes during the Project, please send an updated
version of the Turing Scheme Contact Details form (Annex 7 of the Grant Funding Agreement) to
turing-scheme@capita.com as soon as you are aware of a change.

For a Legal Representative change, you must also attach a letter of appointment from your HR
department to confirm the new signatory has the authority to sign legal documents on behalf of the
organisation.

It is really important these details are kept up to date as this is the information the Turing Scheme
will use to contact you about the Grant Funding Agreement and your Funded Activities.

Consortium changes

For Schools or FE/VET consortium Projects, if you wish to add a new partner to an existing
consortium, we will need to approve this amendment. We will assess the implications of the change
to the consortium, check that all eligibility criteria have been fulfilled and that there is no impact on
the overall scope and quality of the consortium before confirming our decision. In the first instance,
you should email turing-scheme@capita.com to tell us of your plans and seek advice.

Change requests

When making changes to your Project, there are two routes that may apply:
e Changes the Grant Recipient can make to their Project which will be automatically approved
e Changes that require our approval

Any change that would impact a Payment Request must be submitted via the Project Reporting Tool
30 days prior to that Payment Request. The Project Plan in the Project Reporting Tool will
automatically reflect the changes.

Changes cannot result in exceeding the overall Grant Funding for the Project that was agreed in this
Grant Funding Agreement. Payments will always be made based on the latest Approved Project Plan.

In exceptional circumstances, if you cannot adhere to the 30-day notice period, or if you identify a
necessary change to a part of your Project you have already received Grant Funding for, the change
must be submitted via the Project Reporting Tool as soon as it is known.
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For the purposes of making changes to your Project, your Project budget falls into two categories:

Mobility Group start month — these are considered based on the Mobility Groups that start in the
same month, rather than the whole Project and are:

e Learner cost of living support

e Disadvantaged uplift costs

e Learner travel costs

Participant numbers

e Accompanying person numbers
e Linguistic support budget

Project budget categories — these are considered across all of your Mobility Groups in the whole
Project and are:

e QOrganisational Support costs

e Exceptionally expensive travel

e Exceptional costs

e Additional educational needs support costs
You may consider changes which include both categories. If either category requires approval, then
approval needs to be sought for the whole change.

Upon submitting your changes to the system, the system will make you are aware whether the
change requires approval.

For full details of the step-by-step change request process, please see Part 2.

Changes possible without our approval

You are permitted to transfer the following Grant between the different Mobility Group start month
budget categories without seeking our approval under the condition the following rules are
respected:

e You are permitted to increase or decrease the number of Participants and accompanying
persons (if applicable) up to and including 10% of the original number approved per Mobility
Group start month.

e You canincrease or decrease learner or accompanying person cost of living support, travel
budget, disadvantaged uplift costs and linguistic support budget (if applicable) up to and
including 10% of the original value approved per Mobility Group start month.

You are permitted to transfer the following funds between the different Project budget categories
without seeking Delivery Partner approval under the condition the following rules are respected:

e You cannot increase the Organisational Support budget. Organisational Support is directly
linked to the number of Participants with the amount calculated on the basis of the number
of Participants within the Project. As such Organisational Support may reduce if the number
of total Participants decreases. however, the Grant Recipient can decrease the
Organisational Support budget by up to and including 10%.

e You can increase or decrease the following additional cost categories (if applicable) by up to
and including 10%:

o Exceptionally expensive travel
o Exceptional costs
o Additional educational needs support costs



We, as the Turing Scheme Delivery Partner, reserve the right to increase or decrease these
percentage thresholds if there is an operational or policy reason to do so, requested by the
Department for Education.

Changes needing our approval

If you intend to make changes that go beyond the 10% approval threshold of individual budget
categories, then approval will need to be sought from us as the Turing Scheme Delivery Partner.

Higher Education

Scenario 1: One Mobility Group with 10 Participants

10 Participants on a four-week Mobility to Hungary (Group 2) = £4,800 Request:
Adding one Participant.

Process: Adding a Participant would cost an extra £480, which is equal to 10% of the Mobility Group
start month budget. This change would not need approval.

Scenario 2: Two Mobility Groups with different start months:

Mobility Group starting in January 2024: 10 Participants on a six-week Mobility to Japan (Group 1) =
£8,175

Mobility Group starting in September 2023: 10 disadvantaged Participants on a six-week Mobility to
Kenya (Group 3) = £8,850

Request: Removing two disadvantaged Participants from the Kenya Mobility Group and adding two
disadvantaged Participants to the Japan Mobility Group.

Process: The Participant number for both Mobility Groups is affected by more than 10%. This change
would need approval.
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FE/VET

Scenario 1: Two Mobility Groups with the same start month:

Five Participants on a two-month Mobility to New Zealand (Group 1) = £25,110
Three Participants on a one-month Mobility to Bulgaria (Group 3) = £7,116

Overall learner cost of living support budget for the Mobility Group start month: £25,110 + £7,116 =
£32,226

Request: Increase the duration of the New Zealand Mobility by one week.

Process: Five Participants for an additional week would cost an additional £2,660 — this change can
be made without approval as it is less than 10% of the overall learner cost of living support Grant for
this Mobility Group start month.

Scenario 2: One Mobility Group with 9 Participants:
Nine Participants on a 14-day Mobility to Austria (Group 2) = £11,844 Request:
Add one Participant.

Process: This would cost an additional £1,316 in the learner cost of living support category. This
would need our approval, as the overall amount for the category will have increased by over 10%, as
well as the number of Participants being increased by over 10%.

Schools
Scenario 1: Project with 200 total Participants. The Organisational Support budget is £4,950.

Request: Decrease the Organisational Support budget by £400 to go towards exceptionally expensive
travel, which has a budget of £5,000.

Process: £400 would decrease the Organisational Support budget by less than 10% and increase the
exceptionally expensive travel budget by under 10%, therefore this change would not need our
approval.

Scenario 2: One Mobility Group, with an overall learner cost of living support Grant of £74,200
(based on each Participant undertaking a seven-day Mobility).

Request: Increase learner cost of living support for this Mobility Group by £8,000.

Process: This change would need our approval as £8,000 is over 10% of the original learner cost of
living support Grant.



6. Health and safety

We may request evidence that the appropriate safeguarding and health and safety steps have been
taken. Any non-compliance or issues in this area may result in us taking further action, which could
include the suspension of Grant Funding or termination of the Grant Funding Agreement.

All Participants should have the opportunity to take full advantage of the possibilities for personal
and professional development and learning. This should be provided in a safe environment which
respects and protects the rights of all persons. Therefore, you must have effective procedures and
arrangements in place to promote and guarantee the safety and protection of your Participants in
their Mobility.

Insurance

You should establish whether the receiving organisation has insurance that covers Participants during
their Mobilities. In cases where existing insurance does not provide this type of cover, you should
ensure that additional insurance is taken out for the period of the Mobility.

We do not define a unique format of insurance, nor recommend specific insurance companies; this is
to be decided by the sending organisation. However, we strongly advise that Participants are covered
by medical and travel insurance for the duration of their time abroad, including travel to and from
the UK. If applicable, it is strongly recommended that Participants are in possession of either a
European Health Insurance Card (EHIC) or a UK Global Health Insurance Card (GHIC).

An existing EHIC will remain valid until the expiry date on the card. Participants can apply for a new
card up to six months before their current card expires. General information on how to apply for
health care cover abroad can be found on the NHS website. GHIC is not valid in Norway, Iceland,
Liechtenstein or Switzerland. A GHIC or an EHIC card cover some medical care in the European Union
(EU), but they do not replace travel insurance.

Travel advice

For all the latest travel guidance, please visit the ‘Manage your Project’ section on our website. You
can also receive official advice on travel from the UK Government by visiting the Foreign,
Commonwealth and Development Office Foreign Travel Advice website at
https://www.gov.uk/foreign-travel-advice

Safeguarding

All sending organisations have a responsibility to safeguard and promote the welfare of Participants
under the age of 18. It is an organisation’s responsibility to ensure it adheres to the Domestic Law,
including any relevant statutory and non-statutory safeguarding guidance relating to your sector, and
nation, and that under 18-year-olds are safe on any Mobility. Organisations must adhere to relevant
internal safeguarding procedures for all Participants, including those over 18, to ensure they are safe
on any Mobility.

Organisations must ensure they adhere to the safeguarding requirements of each nation or overseas

territory, ensuring compliance with all legislation and statutory guidance relevant at any time to the
safeguarding and protection of children and vulnerable adults.

For England, key statutory guidance we expect to be followed includes ‘Keeping Children Safe in
Education’ (KCSIE) guidance.
For Wales, key statutory guidance expected to be followed is ‘Keeping Learners Safe’ (KLS).
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For Northern Ireland, the key guidance expected to be followed for schools is ‘Safeguarding and Child
Protection in Schools’.

Individual colleges in the FE sector are expected to maintain safeguarding and welfare policies that
are in accordance with the ‘Northern Ireland Further Education Colleges Safeguarding, Care and
Welfare Policy Framework’.

For Department for the Economy funded vocational education programmes including
apprenticeships, the key guidance expected to be followed by training contractors, is the Education
Training Inspectorate (ETI) Safeguarding Guidance and Proforma for Further Education and Work
Based Learning, which is available from ETI’s website if required. They should also ensure that they
are fully compliant with the terms of current legislation relating to the safeguarding of children
and/or adults who may be at risk.

For Scotland, the key statutory guidance expected to be followed is the Child Protection and
Safeguarding Policy.

For overseas territories, we would expect organisations to follow the regulations and guidance
applicable in their own territory.

Please refer to your Grant Funding Agreement, or, the Programme Guide for more detail on
safeguarding procedures, and areas to address before a Mobility commences.

All participating organisations should have procedures in place for organising off-site educational
visits. Organisations wishing to participate in the Turing Scheme must adhere to Annex 8 of the Grant
Funding Agreement and have in place:

e an up-to-date safeguarding or child protection policy
e acode of conduct
e aclear mechanism for reporting any safeguarding concerns

An individual at the top level within the organisation must take responsibility for child protection
arrangements, including the commissioning or provision of services. The child protection policy must
either be signed by the most senior person in the organisation or approved or ratified by an
Executive Board where applicable, and it must be written clearly, and be accessible and available to
all stakeholders, including children.

Organisations should be aware that all child protection incidents, allegations, and concerns must be
reported to the Delivery Partner immediately, this includes those that do not meet the threshold
requiring the safeguarding lead or head teacher to be alerted, details for this can be found in Part 2.
This initial communication should not include any confidential information. This will initiate
appropriate support from the Delivery Partner and ensure appropriate due diligence is followed
regarding risk management procedures.

A safeguarding checklist has been sent to all successful Turing Scheme applicants (Annex 8 of the
Grant Funding Agreement). All requirements must be in place before any Funded Mobility takes
place. Visit leaders must have met with the designated safeguarding lead (or equivalent) and
considered the arrangements which need to be in place in both countries to ensure the wellbeing of
all pupils, including a clear referral pathway to report any concerns.
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7. Reporting

Submitting Monthly Reports and a Final Report is an important, core contractual requirement of
your Project.

Failure to submit reports will likely result in Grant Funding being suspended or terminated and a
recovery of your Grant.

Monthly reporting

Monthly reporting is a mandatory requirement and plays a key role in the delivery of your Project. It
serves two primary functions: to update us on the progress of Mobilities you have received payment
for to date, and to monitor the progress of the Project against the Approved Project Plan, (including
being able to tell us about Project Plan changes).

As part of your monthly report, we will ask you to tell us whether the Participant data you have
previously submitted is still up to date. If previously submitted Participant data is no longer up to
date, you should update it. A step-by-step guide for this can be found under ‘Managing your
Participants’ in Part 2.

This is necessary in order to allow us to see whether the Participant data entered into the Project
Reporting Tool is still accurate and whether the Project expenditure is going ahead as anticipated,
e.g., allowing us to see if there are any Participant dropouts or changes to receiving organisations.
Failure to complete monthly live reporting will trigger a chase process and will lead to future funding
being withheld.

As part of your monthly report, we will also ask you to complete a written update, which will allow
you to tell us about the implementation and progress of your Project, changes to Mobilities (where
significant) as well as your Project Plan. This should be submitted via the Project Reporting Tool by
the 15* calendar day of each month.

Full details of the step-by-step Monthly reporting process can be found in Part 2.

Final Reports

The purpose of the Final Report is to provide a final complete picture of Mobilities delivered,
expenditure incurred and enable a budget reconciliation. You must submit your Final Report within
one month of the completion of the final Mobility.

Failure to provide a Final Report could lead to the initiation of processes to fully recover all funding
supplied by the Turing Scheme for your project.

As part of this, you must update the Project Reporting Tool confirming all Funded Activities have
been completed, answer qualitative questions on achieving your Project’s aims and objectives and
that a final payment is required. If this update is not provided, then the final payment will be
withheld.

If you fail to update the Participant data, or the data is incomplete, then the final payment will be
withheld.

On approval of the Final Report, we will set out the process for submitting a final Payment Request
for the remaining eligible funding of up to 20% of the Grant, if applicable. It may also trigger a
request for repayment, should you not have spent all allocated funding.
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All Grant Recipients (excluding local authorities and Maintained Schools) in receipt of Grants in
excess of £40,000 will be required to provide independent assurance through the completion of
Annex 9 - Annual Certification of Expenditure, which is to be signed by a reporting accountant who is
independent to the Grant Recipient.

All local authorities and Maintained Schools, or other Grant Recipients in receipt of Grants of £40,000
or less, will be required to complete Annex 10 — Statement of Grant Usage.

You must submit the Certificate of Expenditure or a Statement of Grant Usage alongside your Final
Report. The monetary sums disclosed in the Certificate of Expenditure or Statement of Grant Usage
must match the amounts disclosed in the Final Report. Discrepancies may result in a further audit
which will be conducted at the cost of the beneficiary.

Final payment will be withheld if these are not submitted within 28 days of the final completed
Mobility Group placement and alongside the Final Report or by the timeframe agreed by us.

Detailed information about the submission process for Final Reporting can be found in Part 2, section
19.



8. Compliance and audit

We may select you for an assurance check audit to assess your compliance with Turing Scheme rules
and the terms set out in the Grant Funding Agreement. Projects will be selected for assurance check
audits both randomly and as targeted audits. There are three types of assurance check audit:

e Desk check audits are undertaken remotely on the organisation’s Project, and adherence to
programme guidelines as set out in the Grant Funding Agreement.

e On-the-spot-check during audits are an on-site visit by the Compliance Team to an
organisation whilst their Project is live. This audit is a review of the Project and the
organisation, reviewing original records, documentation, receipts, and may include
interviewing staff.

e On-the-spot-check after audits are an on-site visit by the Compliance Team to an
organisation after the Project closure. This audit is a review of the Project and the
organisation, reviewing original records, documentation, receipts, and may include
interviewing staff.

The Compliance Team will check your adherence to the financial and programme management rules
by checking relevant records and management practices. The assurance checks will include an audit
of the following areas: general administration of the Turing Scheme, banking arrangements for
Turing Scheme Grants, evidence and recording of transactions, timing and procedures for payments,
eligibility, travel, evidence of activities/meetings, costs associated with providing additional support
for those with special education needs and/or disabilities (if applicable), exceptional costs (if
applicable) and exceptionally expensive travel costs (if applicable).

Desk checks

Desk checks are the lowest level of compliance check. They are administered remotely, via electronic
and hard copy documentation, by the Compliance Team.

Projects requiring desk checks are selected at random, however, a Project can be subject to one if
they are identified as being higher risk or concerns about their Project delivery are raised.

The purpose of a desk check is to inspect the financial compliance with programme rules and review
of supporting evidence, as well as the performance of a Project’s delivery and outputs.

On-the-spot-check

On-the-spot-checks are a more in-depth level of compliance check. There are two different
categories, during and after:

e On-the-spot-check during audit — an on-site visit by the Compliance Team to an organisation
during live Project activity. This audit is an in-depth audit of the Project and the organisation,
reviewing their original records, and may include interviewing staff. This audit could be
undertaken as a supportive visit to new organisations — to mentor their Project management
and to ensure their adherence to the programme guidelines.

e On-the-spot-check after audit — a site visit by the Compliance Team to an organisation after
the Project closure. This audit is a detailed forensic review of an organisation’s records and
data and may include interviewing staff. This audit is implemented where there are serious
irregularities or suspected fraud — resulting from desk check or on the spot check during
audit findings, from Department for Education (DfE) client notifications, or from allegations
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of fraud received from third parties. The audit results here are immediately reported to the
DfE client, and appropriate actions taken to mitigate risk.

Assurance check audits will also require evidence of adherence to section 9 of the Grant Funding
Agreement relating to financial management and governance. This includes, but is not restricted to:

your organisation’s finance processes and policies
insurance

payment processes, including payments to Participants
data handling

Supporting evidence

You are expected to keep adequate Project and financial records to demonstrate that reported or
planned activities have, or will, be undertaken in accordance with the approved Grant Funding
Agreement.

The minimum requirements for supporting evidence are:

Budget categories approved on a unit cost basis — a declaration, statement or certificate of
attendance signed by both the sending or receiving organisation and the Participant, stating
the name of the Participant, the purpose of the activity, and its confirmed start and end
date.

Budget categories approved on an actual cost basis— invoices and/or receipts of the related
costs incurred, specifying the name and address of the body issuing the invoice and/or
receipt, the amount and currency, the date, and in respect of travel, the route taken and
date of travel. In all instances where actual costs are being claimed, all original receipts must
be presented to us for verification as part of the Payment Process.

We may also request any other documents that we consider relevant, and that form part of the audit
trail, to verify costs and activities. This may include estimates or quotes as evidence of justification of
the funding requested. If we ask you for any information, explanations, or documents, to establish
that the Grant has been used properly, you must provide this to us within five working days of our
request. This is as per the Grant Funding Agreement (Clause 8.6).

Project and financial records, invoices and/or receipts should be retained in their original format,
whether electronic or hard copy, and all records retained for at least seven years in case of additional
audits. This will include records held by subcontractors or consortium members. You are reminded
that, as per the Grant Funding Agreement (Clause 8.5), you agree to provide us access, as required,
to all Funded Activities sites and relevant records.



Recoveries

A recovery is the recoup by us of unused or ineligible Grant funds from you. A recovery can be
initiated at any point during the Project lifecycle under, but not limited to, the following scenarios:

if you receive Grant Funding for a Funded Activity (or part thereof) which does not go ahead
early Final Report submission due to Mobilities finishing earlier than Project Plan
termination of Grant Funding Agreement by either you or us in cases of liquidation and
going into administration once a Final Report is submitted by you

if you do not adhere to Grant Funding Agreement obligations, such as monthly reporting

if fraud or irregularity is identified by us when full expenditure is reconciled as a result

of further Assurance Checks

The way in which payments are made is aimed at keeping recoveries to a minimum. If a recovery
becomes necessary, we will, in the first instance, seek to recover funding by off-setting against the
next payment, reducing or removing the value to be repaid.

Where this is not possible, or there is no imminent payment planned, a recovery invoice will be
raised requesting immediate payment. You will have 30 days to repay the funds directly. If you fail to
repay the recovery invoice, you will be sent a letter before legal action. Legal action may then be
instigated if you still do not repay funds.

Whether a reduction is made on your next payment or a recovery via a recovery invoice, it remains
your responsibility to make sure that you have sufficient funds available to deliver all your approved
Turing Scheme Projects.
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9. Force Majeure

Force Majeure relates to cases where something outside of your control prevents you from carrying
out planned activity in your Project. You may be able to invoke Force Majeure where you are unable
to rearrange the planned activity (having used reasonable endeavours to rearrange or re-plan the
activity or to work around the Force Majeure event) and would incur a financial loss as a result.

In cases of Force Majeure, Project costs that have been incurred and cannot be recovered, for
instance through insurances, may be covered by your Turing Scheme Grant Funding Agreement,
subject to our approval.

All cases of Force Majeure must be approved by us prior to submission of the Project’s Final Report.
In instances where you need to claim Force Majeure, you need to follow the following steps:

o Notify us immediately in writing of the incident via turing-scheme@capita.com, explaining:
o The nature and extent of the circumstances giving rise to Force Majeure
o Why the Force Majeure can’t be prevented, i.e., why the activity can’t be delayed
o The costs that you and/or the Participant have incurred, which cannot be recovered,
despite the Mobility no longer going ahead

e Await confirmation from the us that the Force Majeure has been accepted. This typically
takes 30 days to process. Approved cases of Force Majeure will see funding honoured, at
actual cost, on Mobilities despite the Mobility not taking place.


mailto:turing-scheme@capita.com?subject=Force%20majeure%20help

10. Impact and dissemination
Impact

Impact of a Project is a key priority in the Turing Scheme, and forms a core component of the
assessment criteria, with the key points being whether the Project has a substantial impact on
Participants, and the breadth of the impact.

To be considered as best practice and to support high quality within your Project, you should place a
focus on impact at all levels throughout the Project lifecycle.

We anticipate that making an impact is what has driven your organisation to apply for Turing Scheme
funding, as you wish to improve education and training practices and provisions in your area, region,
and your partner organisations’ localities. Impact is a very important area as it is one of the key areas
we will use to assess your Project at Final Report stage.

As a result, it is imperative that you are clear from the start what impacts you want to achieve within
your Project and set up relevant mechanisms to measure these impacts.

We will ask for information about your Project’s impact during monitoring activities (where
applicable) and in the Final Report. Whilst detailed guidance will be provided before you submit your
reports, you should understand that the impact on Participants and on the participating
organisations is one of the key assessment areas of your Project.

Creating Impact

The below model demonstrates how you can create impact and provides examples to illustrate each
step of the process. This model begins with identifying the rationale for Project activities, that is, the
needs of your Participants and any other relevant stakeholders. This rationale establishes a baseline
from which progress can be measured. You should then make sure that all the Project activities and

results fit well with your rationale.

Impact
e.qg. 15
Outcomes students
Outputs ° 9 o
a i F‘EU |rE_;?|rnued Seculred
. skills employment
Activities students i
/ . T trained
F»ESUUTCES- traineeships e
. t
Rationale/ anlT .
: e.g. Turin
Folicy context Mgbi”t‘f .
e.g. low grant
student
progression
into work
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Measuring impact
Here are some practical suggestions to evaluate the outcomes and impacts of your Projects:

Use an evaluation form that Participants can complete to evaluate different aspects of the Mobility
as well as the impact it has had on them. Ask Participants to complete forms at different stages of
the Project, so they can better measure the developments and differences. For instance, they can fill
in forms before, during and after their Mobility, as long as the evaluation form contains the same
type of questions in order to allow you to draw comparisons.

If you have a small number of Participants, you could also interview them at different stages.

Don’t just involve your Participants, but also involve others who work with them. For example, if
you are sending learners abroad you could get their teachers/tutors to complete evaluations of the
standard of their work before and after.

For short Mobility periods, give Participants daily diaries, which ask how the activities undertaken
have had an impact on their needs and met the aims they have set for themselves. Be clear with your
Participants that these diaries are not a private account and that they will be shared. A common
format would help with this.

Explore some innovative evaluation tools such as Blob Tree. This tool uses a simple cartoon image of
non-specific characters and asks you to consider which character you most identify with. It could be
suitable if you are trying to elicit views from Participants who may not be comfortable expressing
themselves verbally.

Use any existing KPIs within your department or organisation and link them to your Project.

Although the immediate impact is likely to be on the Participants, do not forget to capture the full
impact the Project has had or will have on other stakeholders and your organisation, as well as on
people at all levels of the Project including partners and yourself as Project manager.

It is important to effectively report on the impact of your Project within your Project’s Final Report.
To prepare for this you should check your application to remind yourself of the Project’s expected
impact, and the methods you planned to use in order to create and capture impact.

At the Final Report stage, you will be expected to report as a minimum on your planned impacts and
actions, but feel free to add to your original plans with information such as any unexpected impacts.

You should avoid copying and pasting the information included in the application form into your
Final Report. Your report should contain meaningful detail about what impacts were achieved,
whether targets were met and, if not, why.

We understand that the timeframe for submitting your Final Report may not allow you to identify
impacts in the medium-term and long-term however you can detail how you intend to evaluate this
in the future.



Dissemination

Dissemination is the process of communicating Project results, successes, outcomes and impacts as
widely as possible. You should aim to implement the dissemination plan outlined in your application
form, while continually building on this. An effective plan encompasses why, what, how, when, to
whom and where.

Dissemination activities should be considered throughout the Project lifecycle, including during and
after the funding period, and should link into your evaluation strategy. Dissemination should consist
of both tangible outcomes and intangible outcomes, such as skills and personal experiences that
both Project organisers and Participants have acquired.

* Anapproach or a model to solve a e Knowledge and experience gained by
problem Participants, learners or staff
e Anpractical tool or product, such as e Increased skills or achievements

handbooks, curricula, e-learning tools
e Research reports or studies
e Good practice guides or case studies
e Evaluation reports
e Recognition certificates
e Newsletters or information leaflets

e Improved cultural awareness
e Better language skills
e Future employment of learners

Dissemination is an integral part of all Projects and should raise awareness about your Project, as
well as highlight the outcomes of the Project. Participants, sending organisations and receiving
organisations should all be involved with dissemination activities. Good practice and lessons learnt
should be implemented within Participants’ own organisations and through wider local, regional,
national and/or international networks.

Projects which have good results on a Participant level and on a wider scale may be used as case
studies and featured on our website and in other media, which is another way of disseminating
outcomes and impacts that the Project has had on the Participants, organisation and wider
community. If possible, it would be beneficial to not only send written information, but also
photographic evidence and/or videos of the Participants on Mobilities.

We encourage you to engage with our social media channels:

e Turing Scheme on Facebook
e Turing Scheme on Twitter

e Turing Scheme on LinkedIn
e Turing Scheme on Instagram

You can tag us using @TuringScheme_UK on Twitter when sharing information about your Project
and use our hashtag #TuringScheme on all channels. We are keen to retweet and share your Project
activities. You can also keep up-to-date with the latest information on the Turing Scheme website by
signing up to our newsletter mailing list.
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Part 2

11. Introduction

The Turing Scheme Project Reporting Tool is where you will manage all aspects of your Turing
Scheme Project. It is designed to be a one-stop service, so you can focus on making your Project a
success for your organisation and all Mobility Participants.

This section of the Handbook provides you with a practical, technical guide to the Project Reporting
Tool. It is arranged in logical sections and broadly mirrors the flow of Part 1.



12. Access to the Project Reporting Tool

You will access the Project Reporting Tool via this link, https://app.ts23.grantis.co.uk/ which will take
you to the ‘Sign in’ page. Insert your email address, password and click the ‘Sign in’ button to access

your Project Reporting Tool (Figure 1). Your ‘Sign in’ details are the same as at the application stage.

Figure 1 — Sign in page
Signin
Email address
Password

> Need help signing in or creating an account?

Having signed in, you will be presented with your Project dashboard (Figure 2). This is divided into
two sections: ‘In progress’ and ‘Completed’. The ‘In progress’ section will detail and act as a reminder
for the various tasks that are currently active. The status of each task is also displayed. The
‘Completed’ section provides the link to your application, its status, and subsequent completed tasks
with their associated status.
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Figure 2 - Project dashboard

Dashboard
Welcome Dr Jane Doe

In progress

Payment request

Make a payment request NOT STARTED

Turing Scheme 2022-23 payment requests

Answer the questions to complete your payment requests. Refer to the handbook for
more information.

Completed Click through to view your
application
Application
Application: HDJ2123F APPLICATION APPROVED
Turing Scheme View decision

The Turing Scheme is the UK government’s scheme to provide funding for international
opportunities in education and training across the world.

Click through the application link to view your application summary. The overview (Figure 3)

provides the important high-level Project detail, where you can access your approved Project budget
and the approved Project Plan.



Figure 3 - Application overview

Turning Scheme
Application overview

Application number:
HOJ2123F

Project snd:
Tuesday 31 August 2023

Programme gulds:
‘iew tha Turing Scheme programeme guids

Submitted application

Wiew your applicatian

Approved budget and project plan

Viaw yoaif apgroved budael jummary

View vosii apoioved poolect plan

Update participant list and/or project plan

Uplosdd parficipanis list and ugdabe mobillty groups

Chamgs reguast; HDJ2123F CROT112023

Changs reguast HOJ1HIF-CROD1I23033

Changs reguest; HOJH TIF-CRIA123022

Changa reguest; HOLG 1323F-CRO601 203

Chanpe requast: B2 T3P -CR101 0

Click through to view your
budget summary

Click through to view your

Click through to update
Participant lists and/or
manage change requests

CHANGE REQUEST APPROVED

MORE INFORMATION REQUIRED

CHANGE REQUEST REIECTED

CHANGE REQUEST SUBMITTED

CHANGE REQUEST IN FROGRESS

An example for the HE sector, ‘Approved budget summary’, is at Figure 4 and the views are the same
for the FE/VET and Schools sectors, apart from sector specific differences, such as how duration is

calculated.

The approved Project budget has two different views: accumulated and individual. The individual
view (Figure 4) depicts an overall view of your Project, whereas the accumulated view (Figure 5)
allows you to view the detail of each individual Mobility Group. You can toggle between the two

using the ‘Change to... ‘link.
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Figure 4 - Approved budget summary individual view

Approved budget summary

Total approved project cost Total mobility groups
£202,390.00 8

Current approved project cost (after any changes) Click here to toggle between
E202,043.10 accumulated and individual

views

Current project payment requestod
E130,343.50

Show B sechons Changs 1o accumsHated waw

September 2022

Hign

Ship bullding In USA

Current Current

approved approved

Categary numbsr bucgat

Total kearnes partipants coal of Fving 18 £63.283.00

Disadvaniaged learner participants uplift cost of Fving L] £1.,320.00

Traved costs distance band 12 00k E13.800.00

SEND suppon cosis £1,250.00

Excaplions costs £4,250.00

Exceptionally expensive raval § B0% E1.280.00
Duration (weeks) 18

USA (Group 2)

Tatal mebility group costs E85,090.00



Figure 5 - Approved budget summary individual view

Total approved project cost Total mobility groups

£202,390.00 8

Current approved project cost (after any changes)
E202,043.10

Current project payment requested
E130,343.50

| Show all sectons

September 2022
|~ Hide
Budget
Current Current Current Current
approved paymemnt paymeant budget
Category budget requested approved remaining
Total learner participants cost of living E£57,082.40 £28,976.20 £28,876.20 £28,976.20
Disadvantaged leamer parficipants uplift £34 325.00 E17.164.50 E17.164.50 E17.164.50
cost of living
Travel cosis £0,600.00 £4,800.00 E4,B00.00 £4,800.00
SEND support costs £4.1409.60 E4,149.60 £4,1459.60 £0.00
Exceplional costs £12,088.40 £6.045.20 £6,049.20 E£6,045.20
Exceplionally expansive travel @ 280% £4,185. 60 £2.082.80 £2 092 80 £2,092.80
Total mobility groups cost E122,345.00 £63,262.30 £63.262.30 £58,082.70
Participants
Current Current
Category approved requested
Total number of leamer participants 28 14
Total number of SEND participants T 3
Tatal number of disadvantaged paricipants 10 5
Total number of participants 28 14
Maobility group durations
Current Current
Category approved requested

Total number of learmer participant weaks. 12 [



By clicking through the ‘View your approved project plan’ link (Figure 3) you will view your Approved
Project Plan (Figure 6). This provides details of your Project start and end dates, Organisational
Support, Mobility Groups, and associated payment totals and dates.

Figure 6 — Approved Project Plan

Approved project plan

Project start:
1 September 2022

Project end:
31 August 2023

Month payment Organisation Current
request to to be approved
Type be made paid in budget
Organisational support 0972022 11/2022 £31,000.00
Mobility groups
Mobility Number Month payment Organisation Current
group start R of mobility , requestto tobe , approved ,
month v groups " be made " paid in budget '
October 2022 3 0772022 08/2022 £22,940.00
Novermnber 2022 2 08/2022 10/2022 £17,240.00

Total mobility groups cost £40,180.00



13. Payment Requests

IMPORTANT

Before you commence making a Payment Request, make sure your Participant list is added and up to
date. To add or update a Participant list, click the ‘Upload participants list and update mobilities
groups’ link on your dashboard as highlighted in Figure 3. As approval can take up to five working
days, you will need to ensure that you submit changes to Mobility Groups and/or Participant data in
advance of each Payment Request deadline.

Please note that you cannot make a Payment Request if you have a change request already in draft
or awaiting approval.

To initiate a Payment Request click through the ‘Make a payment request’ link on your dashboard
(Figure 2). This takes you to the Payment Request overview screen (Figure 7). Click on the ‘Request a
payment’ link and if necessary, upload any associated evidence (detailed in Section 14. Payment
Request Evidence Upload Process).

Figure 7 — Payment Request overview

Turing Scheme
Payment requests overview

Application number:
HDJ2123F

Project end:
31 August 2023

Handbook:
View the Turing Scheme handbook

Payment requests

Answer the questions to complete your payment request. If you need to make a change to your
project plan, you must do this in the application overview before requesting your payment.

If you need to update your bank details, you can do this in your profile. It can take up to 5
working days for updated details to be approved.

Request a payment % Click here to make a Payment Request }

Upload evidence

Upload supporting documents here }

Upload supporting documents
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The first question you are asked before updating your Participant list is: ‘Do you need to make
changes to your project plan?’ (Figure 8). This is to ensure we have an accurate picture of the
Mobilities planned.

If the answer is ‘Yes’, this will direct you to a view (Figure 10) that will inform you to return to your
dashboard to follow the Change management process. Please note, any changes may need approval
before the change can be applied. If your selection is ‘No’, then you will proceed to request your
payment.

You may save your Payment Request as a draft during the preparation process using the link shown
in Figure 8. When you return to your dashboard, you will see that the Payment Request status has

changed to ‘Payment Request Draft’ (Figure 9). To return, click on the link to carry on where you left
off.

Figure 8 — Enquiring on Project Plan change requirement

Do you need to make any changes to
your project plan?

You are required to let us know any changes to your project plan. For example, if you've
updated how many participants are attending or the start month of your mobility group.

O Yes Select if you do or do not wish to make

changes to your Project Plan
O

Save and continue Use this link if you wish to save your

Payment Request as a draft and return to
Save and return to payment requests overview it later




Figure 9 — Payment Request overview changed status

Payment requests overview

Appllcatlon numibser:
HOUZ123F

Project and:
31 August 2023

Programme guida:
Viow the |||'1|'|;| Schomp progrsmme guide

Handbook:
View the Turing Schime nandooos

Payment requests
Answor the guestions o complete your payment request, I you nead o make a change B your

projact plan, you must o this In the apilicatan overvioyw balors eguesting your Daymean.

o you need 1o update your bank details, you can do This in yowr profie. it can iske up1o 5
working days for updated detass io be approved

Rpquant a payreee

Enymmeet requast: HOJGIIIF-PRMOSTHET PAYMENT REQUEST APFROVED
Paymant request; HOUZ12IF-PRII09202T WORE IHFOAMAETIDN RECARED
Payran request: HOUH2IF-PRIIDRIZ PAYMENT REQUEST REIECTED

Payrrssen request: BIUGTIIF-FRE G PAYMENT REQUERT BUBMITTED

Pyl request ROEET2IF-PROGTI0GD PAYBEENT RECUEST DRAFT

Click here to
return to your
change request

Upload evidence

You need to pravice evidenca of actual costs. You cannod upad SUpporing documents undass
you've submitted o least ane payment requeest

Upload supporiing documants

Figure 10 — Changes to Project Plan

You need to make changes to your project
plan before requesting payment

Return to the application overview to make changes to your project plan.
These changes need to be approved before you can request this payment.

You must also update your participants list in the application overview If it is
not up to date.

If you select ‘Yes’ in Figure 8, then you
are now required to click here to
return to the application overview to

Retumn to application overview make the required changes

On clicking ‘No’ in Figure 8, you will be directed to a page to select which payment you are ready to
receive expenditure for (Figure 11). If you have yet to request Organisational Support, this will



display, and you can select this payment. If you have already requested Organisational Support, then
this option will not feature (Figure 12).

Please note, you must submit Participant details for at least one Mobility Group before being able to
request Organisational Support.

Figure 11 - Selecting a Point of Expenditure

Select which point of expenditure you are
ready to receive payment for

Your point of expanditune 8 the manth you asked bo recenve paymant for your mability
group.

You'll be able reéquast a partal payment i you need to. i so, you'll s have the option to
maquesl any remaining payments for that manth in your fulura paymoni roquests,

O Organisational suppon poind of sxpendiure
{::} August mabllity groups paint of expenditeme
O September mability groups paint of expendiberes
O Cretober mablity groups point of expenditune
O Novemnber mobiity groups pont of expendiure
O December mobiity groups point of expendiure
O Jenuary mobility groups point of expenditure
O February mobility groups point of expenditune
O March mobility groups point of expenditure
O Agril mobility groups point of expanditure
O May mobility groups paint of expenditune

O Junié mobiity groups poinl of expandiure

O July mobility groups paint of expenditure

Save and continue




Figure 12 - Points of Expenditure view with Organisational Support already requested

Select which point of expenditure you are
ready to receive payment for

Your point of expenditure is the month you asked to receive payment for your mobility
group.

You'll be able request a partial payment if you need to. If so, you'll still have the option to
request any remaining payments for that month in your future payment requests.

O April mobility groups point of expenditure
O May mobility groups point of expenditure

O June mobility groups point of expenditure

Please note that the Project Reporting Tool will generate an error message if a month is selected that
does not have any Participants in the associated Mobility Group, and you should make updates

accordingly.

You have the option to request either a full or partial payment, as explained in Part 1, and you are
required to select either option (Figure 13). A full payment means your Participant list for the

Mobility Group is complete and you are not looking to request further payments for that Mobility
Group in the future. A partial payment means you are likely to add further Participant information

for this Mobility Group in the future and wish to claim at that point.

Figure 13 — Full or partial payment option

Are you requesting the full payment for
your selected points of expenditure?

We will use the participant list to calculate your payment. You need to choose whether
you would like to receive a full or partial payment.

Afull payment means your participant list for your mobility group is complete, and you are
not looking to request further payments for that mobility group In future.

A partial payment means you are likely to add further participant information for this
mobility group in the future and wish to claim at that point.

The earliest you will be paid is the month that you selected as your point of expenditure.

However, if you are requesting a partial payment you will receive the payment when you
request for your remaining participants,

O Yes, | want to receive the full payment

O No, | only want to receive a partial payment



If you select a partial payment, then you will be required to download and update your Participant
list, showing who you are requesting payment for. To do this, follow the screen through as shown in

Figures 14-16.

Figure 14 — Partial payment download Participant list

Download and select participants for
payment

Download your participants list and select which participants you are ready to receive
payment for. You will need to upload this file on the next page.

You will only be paid against the participant data provided. You will be able to update your
participants list whenever necessary.

Selecting your participants for payment

Enter either ‘Yes' or 'No' in column A to let us know which participants you are requesting
payment for. You can only request payment for participants with all their information
entered on the spreadsheet.

The rest of the participant information is locked at this stage. If anything is not accurate
you need to make changes to your project plan before continuing.

Participants list

Click here to download your
current Participant list. Then

Download participants list click continue.

Figure 14.1 — Participant list download example

y A B c
1 TURING SCHEME
Instructions: Please note:
= To submit 3 partial payment reguest, please salect which # This spreadsheet contains the participants you have most recently uploadsa
participants you are ready to receive payment for in the fully completed. = Particpants which have not been fully completed are NOT
2 “Request for payment?” columin, displayed for reference only and cannot be changed here.
3 Application ref Orgonisation Name Funding Stream
4 |.-11F‘F"- 12345 Examiple University Further education and vocational education and traiming
5 APP-12345 Exaomple University Further education and vocotionol education and training
APP-12345 Example University Further education and vocational education and training

&
7
8
g

-

0



Note:
Instructions for completion of the partial payment spreadsheet are presented in the spreadsheet.

The spreadsheet will be pre-populated with the Participants that have been most recently uploaded
for the selected Point of Expenditure month. Before submitting any Payment Request, ensure that
any changes to your Mobility Groups or Participant details are made by submitting a change request
and are approved.

Figure 15 — Partial payment upload amended Participant list

Upload your participants list

If youl Fave nol downioaded the participants list file, you need o retum o e prevous page 1090 s

Choosa fle| Mo The chosan

_

Having amended your Participant

list, click here to upload. Then

click ‘Save and continue’ below.

Figure 16 — Partial payment amended Participant list upload complete

Your amended Participant list features
here and you can remove and amend
again, if required.

Upload your participants list

If you have nol downloaded Bl participants list fle, you peed 1o relurn 1 e preMous page to do so

|Choose fla Mo file chosen

Your participants list
Titia Action
partcipants list-april-2023.cav REmavs

Save and continwe

Having uploaded an amended Participant list for a partial payment or having selected a full payment,
you are now required to make a Payment Request declaration. Here you are confirming that the
claim is for Turing Scheme purposes and is in accordance with the terms and conditions of the Grant
Funding Agreement and that you have read and shared, or will share, the Turing Scheme privacy
notice with all pupils/learners/students from your organisation who are participating in the Turing
Scheme. This is completed by checking the ‘l agree’ check box shown in Figure 17.

48


https://app.ts.grantis.co.uk/privacy-notice
https://app.ts.grantis.co.uk/privacy-notice
https://app.ts.grantis.co.uk/privacy-notice
https://app.ts.grantis.co.uk/privacy-notice
https://app.ts.grantis.co.uk/privacy-notice
https://app.ts.grantis.co.uk/privacy-notice

Figure 17 - Payment Request declaration

Payment request declaration

| confirm that:

« the above claim is made in accordance with the terms and
conditions of the grant funding agreement for the Turing
Scheme

* the grant received and spent has been used wholly for the
purpose for which it was given

* the information | have provided in this form represents
expenditure incurred or to be incurred for the purposes for
which grant is given

* supporting evidence of actual costs being claimed will be
provided within 2 working days, if you receive a request
from the delivery partner

* that | have shared or will share the Turing Scheme privacy
notice with all the pupils/learners/students from my
organisation who are participating in the Turing Scheme

|:| | agree /

Check this box to
L proceed

Prior to the submission of your Payment Request, you will be asked to check your answers. Here you
will be presented with a summary screen of all aspects of the Payment Request process: Partial
payment (Figure 18), Full payment (Figure 19). You may change your response against any entry.

Please note that if you submitted a partial Payment Request, then your Participant List will show and
you should make a final check of this. A Participant list is not included in the full payment summary.
Once you are content that all details are correct, click ‘Submit’.



Figure 18 - Partial payment summary

Check your answers

Point of eaxpenditure you are ready to recelve payment for

Solected poknt of April mobility groups point of expandiure Ghangs
expanditure
Are you requesting the Mo, | only want 1o receive a parilal payrmend Changs

full payment far your
selecied polnt of
eupenditure?

Participant list for a
partial payment

Upload your participants list

Your participants list paricipants kst-aprik2033 csy Ghangs
Payment request declaration
Payment request declaration | sgres Chanpgs
m If everything is
\\ correct, click Submit
Figure 19 — Full payment summary
Check your answers
Point of expenditure you are ready to recelve payment for
Selected points of June mobiity groups point of sxpanditure Changs
oxponditure
Are you requesting the ¥es. | want 10 recalve the full payrmeant Chargs
full payment far your
solactod point of
expenditure?
Payment request declaration
Paymaent requast declaration | agrep Change

( If everything is
m \\ correct, click Submit

On submitting your Payment Request, you will receive a confirmation screen with your reference
number (Figure 20). In addition, you will also immediately receive an email confirming the
submission and the Payment Request will feature as ‘In progress’ in your main dashboard (Figure
21). You may also view your request by clicking on the ‘View request’ link (Figure 22).
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Figure 20 — Payment request confirmation

Payment request submitted

Your reference number
HDJ2123F-PR24082022

We've sent you a confirmation email.

What happens next

We'll email you to let you know if we need any more information or if your
payment has been successful.

Return to dashboard

Figure 21 — Payment request dashboard view

Dashboard

Welcome Dr Jane Doe

In progresas Request status

shown here

Praymsn! rog st

Your payment reguest; HDJ2123F-PR24082022 PATHENT REQUEST SUBMITTED
Turing Schamas 2027-77 paymsnt requests Wibr ridusn]
Anirmer the qussiions 1o oomplss poor papsent mouests. Falsd o it hansbook for

mois information

Click here to view

Completed your request
Apphicaiion
Your application: HDJ2123F APELIATION ARFRTVED
Turing Scheme Wira Bcsion

Thw Tiriegy Schams & th LK gorsmmants scham o provie lunding oy ingmations
opfEertufiles N ElUCEke B Tafin scrrs Pe sorid



Figure 22 - Populated payment request overview

Payment request:
HDJ2123F-PR19092022

Application numbar:
HODJZ123F

Payment request submitted:
18 January 2023

Handbook:
View the Turing Scheme handbook

Point of expenditure you are ready to receive payment for

Selected point of Apri mobity groups point of expanditure
expanditure
Are you requesting the Mo, | only want to receive & partial payrment

full payment for your
selacted point of
expenditure?

Upload your participants list

Your participants fist participants list-apri-2023.cav

Payment request declaration

Paymani request declaration | agrea

Payment Requests will be collated, and you will be informed of the outcome, which will be via a
change in status of the relevant Payment Request in your dashboard and Payment Request
Overview (Figure 23).



Figure 23 - Notification of Payment Requests

Application number;

HOJ2123F

Project end:

3 August 2023

Handbook:

View the Turing Schesmss handbook

Payment requests

Anmver (e questions 1o complets your payment request. I you nesd 1o make a changs o your
propact pian, you must do this In the saplcation ovendew befors requesting your paymant.

H you nead to updaie your bank details, you can do this in your profile. itcan @ke up 1o &
warking days for updated details to be approved

Reques! 3 paymend

Payrwent rguiest: HOJZ1Z3F-PRI4082022 PAYMENT REQUEST AFFROVED
Payment reguest HOAZ123F £R 18092022 PAYMENT REQUEST AFFROVED
Fayment roguest: HOJZ123F PRITINZ022 PAYMEMT REQUEST AFFROVED
Paymen] recuiest: WOLUR1I3FE-PRIITI202E PAVMENT REQUEST APFROVED
Payment regeiest: HOJZ1ZIP-PRISIZ022 PAYMENT REQUEST SUBMITTED

The payment decision is clearly displayed. An example of an approved decision is at Figure 24 and an
example of a declined decision is at Figure 25. The latter will include the reason and a facility to
appeal.



Figure 24 - Approved Payment Request

Payment request:
HDJ2123F-PR19092022

Application numier:
HDJ2123F

Payment request submitted:
18 January 2023

Handbook:

Payment request decision outcome

Faymant request dacision Approved

Point of expenditure you are ready to receive payment for

Saelected polnt of April mobility groups paint of axpenditura

expenditure

Are you requesting the Ma, | only wand fo recefwe a partial paymant

full paymant for your

selocted point of

R This is an approved
payment for a partial

Upload your participants list payment request for the
specified Participants

Your participants list participants list-april-7023 csv

Payment request declaration

Payment request declaration | mgras
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Figure 25 - Declined Payment Request

Payment request:
PR-VCBFDJ

Application number:
APPSXWBXG

Paymant request submitted:
Wednesday 12 April 2023 12:30pm

Programme guide
View the Turing Scheme programme quids

Handboaok
View the Turing Scheme handbook

Payment request decision outcome

Payment request decision Rejected
Point of expenditure you are ready to receive payment for
Selected point of expenditure Organisational support point of expenditure

Payment request declaration

Payment request declaration lagree



14. Payment Request Evidence Upload Process
To support your Payment Requests, you are required to upload the relevant supporting evidence of
actual costs for cost categories that are paid on an actual cost basis (Part 1, Section 4. Budget). This
is performed using a standard file upload procedure as shown below.

Please note, if you are not able to provide this evidence at the same time as you make your Payment
Request, you will be asked to provide this later.

To initiate an upload, click the ‘Upload supporting documents’ link (Figure 26).

Figure 26 - Upload evidence 1

Turing Schemea
Payment requests overview

Application number:
HDJZ123F

Project end:
31 August 2023

Handbook:
View the Turing Scheme handbook

Payment requests

Answar the questions o compiate your payment request. I you noad 1o make a change 0 your
project plan, you must do this in the application overview bedore requesting your paymant

If you need o updale your bank delails, you can do This i your profiie. 1T can Eke up o 5
days for uptated details (o be approved

RBuUAEST A pAyrERR

Upload evidence

‘fou nead to provide evidance of actual costs,

Click ‘Choose file’ to browse your computer and select the appropriate files (Figure 27). Please use
the following file naming convention:

Participant Institution Participants for-POEmonth



Figure 27 — Select files function

Upload supporting documents for your
payment request

You will need to provide evidence of your actual costs for:

+ exceptionally expensive travel
* exceptional cost
+ additional support for those with SEND

You must include your participant IDs in your file name, for example,
‘PC1234567_Leg_room_upgrade'. You can find your participant IDs by
downloading your participants list.

You can upload more evidence at any point.

You can upload PDF, JPEG and PNG file types up to a maximum file size of SMB.

| Choose file | No file chosen

Once you have selected your payment evidence files, they will be listed, and you have the
opportunity to remove them if you require (Figure 28). Please note the requirement for providing
accurate and descriptive file names so the evidence can be clearly tracked. Once you are happy that
all documents are listed, press ‘Submit’.



Figure 28 - Upload supporting documents

Upload supporting documents for your
payment request

‘You will need to provide evidence of your actual costs for:

= exceptionally expensive travel

* exceptional cost

* additional support for those with SEND

You must include your participant IDs in your file name, for example,
'PC1234567_Leg_room_upgrade’. You can find your participant IDs by
downloading your participants list.

You can upload more evidence at any point.

You can upload PDF, JPEG and PNG file types up to a maximum file size of SMB.

Choose file | No file chosen

Your supporting documents

Title Action

PC123456-receipt1.pdf Remove
PC123456-receipt2.pdf Remove
PC3098230-receipt3.pdf Remove
PC309230-receiptd.pdf Remove
PC303221-receipth. pdf Remove
PC303934-receipt6.pdf Remove
PCD39432-receipt7.pdf Remove

..

The final screen is a confirmation message that your Payment Request evidence has been
successfully submitted (Figure 29).

Figure 29 - Confirmation of successful submission of Payment Request evidence

Payment request

evidence submitted

What happens next

We'll contact you if we need any more information about the documents
you have submitted.

Return to dashboard



15. Adding/updating bank details

To receive payments, you are required to enter your organisation’s bank details that you would like
payments to be made to. This is done in the Profile section of the Project Reporting Tool.

Payment details are presented in your Profile account as shown in Figure 30. The status tag will
indicate whether they are required, awaiting approval or approved. If they are required or you need
to update them, click on the ‘Bank account details’ link to continue.

Figure 30 — Profile payment details
Profile

Click here to add or update

Payment details bank details

Bank account
Bank account detsils HANK DETAILS APFPROVED

Contact parson detalls

Title (optional)
Dr.

First nama
Jana

Last name
Do

Fosition In arganisation

Lechure sian (il imea)

Emadl address
Jdoaficapacity-und co.uk

Password
Change password

Telephone (incl. country code and area code)

+44 1632 960 0

Once you have clicked through ‘Bank account details’, complete your organisation’s appropriate
bank details (Figure 31) and upload the following supporting documents.

o A PDF copy of your bank details, signed by the same authorised person who can sign the
Grant Agreement.
e A copy of a bank statement/official document from the bank.

After uploading, they will be listed in “Your supporting documents’ (Figure 32).



Figure 31 - Completion of bank account details

Bank account details

This is the company account where your institution will receive payments.

Name on the account
This is your organisation name, not the name of an individual

Sort code
Must be & digits long

[ ]

Account number
Must be between 6 and 8 digits long

Building society roll number (if you have one)

You can find it on your card, statement or passbook

Bank or building society name

Upload supporting documents for your bank
account details update

For example, a bank statement. You can upload PDF, JPEG and PNG file types
up to a maximum file size of 5MB

|Chuosa ﬂla‘ No file chosen

Click here to upload
supporting documents




Figure 32 - Bank account details with supporting documents listed

Upload supporting documents for your bank
account details update

For example, a bank statement. You can upload PDF, JPEG and PNG file types
up to a maximum file size of SMB

Choose file | No file chosen
Supporting documents
. listed and they may be
Your supporting documents removed if required
Title Action
Bankstatement_April2022.pdf Remove

Once you have checked and are content that all details are correct, press ‘Submit’. You will then be
presented with a confirmation message (Figure 33) and the bank details status in your profile will
change to ‘Awaiting Approval’ (Figure 34). Note that you cannot update your bank details whilst
‘Awaiting Approval’. If you attempt to do so, you are presented with the message at Figure 35.

Figure 33 — Confirmation that bank details have been submitted

Updated bank

details submitted

What happens next

We'll email you to let you know if your bank details have been approved or
not. This can take up to 5 working days.

You cannot make a payment request until your bank details are approved.

Return to profile

Figure 34 — Profile bank details awaiting approval

Profile

Status of bank details
Payment details

Bank account
Bank pooour dieos AWAITING APPROVAL




Figure 35 - Cannot update bank details message

You cannot update your bank details because
they are currently awaiting approval

You'll be able to update your bank details once your recent update has been reviewed.

Return to the your profile Click here to return to your
profile
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16. Change requests and managing Participant data

The Project Reporting Tool provides a process for inputting and requesting changes to your Project
Plan, including your Mobility Groups, and to provide us with Participant data to support your
Payment Requests. Over the course of your Turing Scheme Project, you will need to keep your
Participant list and Mobility Groups updated.

As soon as your changes/updates are known, please submit them straight away, as approval can
take up to five working days. You will need to ensure that you submit changes to Mobility Groups
and/or Participant data in advance of each Payment Request deadline.

To do this, from your dashboard window (Figure 2) navigate to the ‘Update participant list and/or
Project plan’ section and click Figure 36.

You will receive immediate notification of successful submission, which will be pending approval by
the Delivery Partner.

Please note that you cannot make a further change request if you have a change request already in
draft or awaiting approval.

Figure 36 - Application overview

Turing Scheme

Application overview

Application numiser:
HOJZ123F

Project and:
Tuasday 31 August 2023

Programme gulte:
View the Turing Schema programime gusde

Submitted application

Wira youd agplicaise

Approved budget and project plan

Wi yuiar spproved bugdgel symmary

Wim your aparayed predect plan Click here to start updating

Update participant list and/or project plan

Ugias partelinidls sl and updile moinlly groaps

You will be asked what part of your Mobility Group you wish to change, either adding or updating a
Participant list or updating both Mobility Groups and Participant lists (Figure 37).



Figure 37 — Selecting your update requirements

What part of your mobility groups do you
need to update?

Add or update participants list with participant data (for example, names, start and end
dates, or actual costs) to make payment requests, or if you need to make changes to
your participant list (for example, change the name or remove a participant).

Update your mobility group if there are changes. For example, the number or profile of
participants, destination or duration.

O Add or update participants list Select what part of your
Mobility you wish to
O Update both mobility groups and participants list change

Add or update Participant list

By selecting ‘Add or update participants list’, you will follow a sequence to download the Excel file
template, complete this with the up-to-date details and then upload into your Project Reporting
Tool. This sequence is at Figures 38-40.

38.1 — Download the Participant list template

Download and complete your participants list

Download the file on this page and complete it with the most recent information about
your mobility groups. You will need to upload this file on the next page.

If you are not ready to complete any part of your participants list at this stage, you still
need to download the empty file and upload it on the next page.

You will only be paid against the participant data provided. You will be able to update your
participants list whenever necessary.

Participants list

Download participants list

Confinue
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Figure 38.2 - Participant management spreadsheet

y A B C

: _

Imskmictions; Scroll to the nght to enter e cormesponding pesticipant desall.
Flease note; The grey colismrs have been pre-populated from the Froject Aeporting Tool and are displyyed hene for reference only.
1f a change ks reguired 1o your mabiliy groups (including participant numbers), you must inchsde this i your change reguest prior to updating particioant detads.

, Appiication ref Organisation Narme Funding Stream

4 Em’.n NIEDSM Example Linhersity Further edication and vecational education and traiing
5 ACR-NIEDSR Exompie Liniversity Fyrther education ond vecational educolion and traming
6 ACR-NIEDIA Example Linfeersity Further education and vecabianal educaltion gnd trafning
7 ACR-NIEDSN Example University Further education ond vecationol educalion and trafning
8 ACR-NIEDSN Exnmpie Linnversity Further educotion and vocootonal education ond trafning
8 ACR-NIEDSA Expmpie University Further eduycation ond veoabonal education and trafning
10 ACH-NIEDSAT Example University Further education and vecational education and [raming

Instructions for completion are contained within the spreadsheet. For each Participant entered, you
should complete all relevant data fields.

Figure 39 — Select and upload your Participant list file

Upload your participants list

If you have not downloaded the participants list file, you need to return to the previous page to do so.

|Chunsa file | No file chosen

Figure 40 - Completed the upload

Upload your participants list

If you have not downloaded the participants list file, you need to return to the previous page to do so.

Your participants list
Title Action
participants list-april-2023.xIsx Remove

After you have updated your Participant list, you will be asked to check your answers (Figure 49).
Please do this carefully and thoroughly, as after this stage you will not be able to change your
responses beyond this point without resubmitting your Participant list. You will see the latest
version of your Participant list at the bottom of the page. If everything is correct, then click ‘Submit’



and you will receive an on-screen confirmation message (Figure 50) and an immediate email (Figure
51).

Please note, Participant list uploads may take up to 20 minutes to reflect on the Project Reporting
Tool.

Update both Mobility Groups and Participants list

If you select the option to update both your Mobility Groups and Participant list (Figure 37), you will
be directed to your Mobility Group overview (Figure 41) where you can select the Mobility Group
you wish to update.

Figure 41 — Mobility Groups overview

Turing Scheme
Mobility groups overview

Application number:
123456789

Project ond:
31 Augus! 2023

Programme guide:
View tha Turing Schame programemss guits

Your mobility groups

Orce you have saved a mobility group it wilt be added to your applcation and lisied balow.,

1. Traineeship in Korea Rameie
Update mobility group WO CHANGE
Select the Mobility
2. Ship bullding Denmark trip Group you wish to Hamove
change
Uipdate mobility greup RO CHANGE

From here, you will be taken to the individual Mobility Group summary (Figure 42) and to make
changes, scroll to the bottom of the page and click the ‘Make changes’ button (Figure 42.1).
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Figure 42 — Approved Mobility Group details

Turing Scheme

Approved mobility group

Mobility group detaiis

Mability group nams Ship bullding in Denmiar

When does yaur mabiity March 2023

group stan?

Summary of your Traineeship in LSA will heip us 1ake part in work
mobility group expanience cversaas and be amersad within the

Amarican cullura

Th wark @rvironmaent will give you a hands-on approach
1o the ins and auts of the ship bulding indusiry. You will
genuinedy benedil from the axperiancs af your co-workars
whd will ask you o Step oul of your cormion zone and taie
&N & lesding pasiton in engaging with actars from
differant beckprounds. Imeming abroad will 1each you
how fo inberscl with people from ail erowsnd the wond, so
yOu 10 can contribube 1o he Tield while gaining strong
reiational skills. Al in all, an intemEshg in e Ship budding
industry in USA will give s the uniguee apponunity 1o gan
& set of skiks 1o boos? your canesr in the Industry, making
you invaluable io fulure employers.

Figure 42.1 — Approved Mobility Group change function

Estimated total of your

sxcoptionally exponsive ES00.00

travel costs

Details of your Disadvantage loarnar will ba fraveling on low carbon
exceptionally expensive EmiE%ion raing 1o ship yards.

travel costs

Makn changes

You are now in the ‘Change and review’ view (Figure 43). To change a field, click on the relevant
‘Change’ link. Each field has its unique update page. The example at Figure 44 is for updating the
Mobility Group type details. Once completed, click ‘Save and return’ and you will be taken back to
the ‘Change and review’ page (Figure 43). If you have not completed all aspects of the update, you
will then be presented with a conditional error message, prompting you to complete the required

sections (Figure 45).

Once you are satisfied that you have updated all aspects of your Mobility Group, press the ‘Save
and continue’ button which can be found by scrolling to the end of the ‘Change and review’ page

(Figure 43).



Figure 43 - Updating a Mobility field

Change and review

Click here to update this
Mobility group

Maobility group details

Maobllity group name Ship building in Danmark Chanps
Whan doos your mobility March 2023 hangs
ofoup star?
Summary of your Trainseship in Denmank will help us 1ske part in waork Changs
mabliity graup gaperiance ovarseds and be emensed within the Danish

calture.

The work environment will ghve you a hands-on approach
I the ins and outs of the ship buikding industry. You will
genuinaly benafit from the expenonce of your co-workers
whio will &6k you 19 siep ot of your comion zong and take
an a leading pesficn In engeging with acton from
different backgrounds. Interming abroad will leach you
Hiaw b inferact with peopa fram all sround the wond, so
YOI 160 CAR consibite o he feld while gaining strong
relational skilis. All in all, an inemsahip in e Ship bulding
indusiry in Denmark will give us the unique apporunity to
fgain a =8t of slfls io boosl your canear in the ndustry,
making you invahiabie b fulure employen.

Mobility group typa Leamer Mobilty Traineeshin Ghangs
Total laarner participants 5 Ghongea



Figure 44 - Provide details of your Mobility Group

Provide details of your mobility group

What type of mobility group is it?

O Learner mobility traineeship

O Learner mobility atudy

How many leamners are participating in your mobility group?

Total learner participants.
This Includes all lramers whio are participafing in your mabdlity group.

[]

Disadvantaged learner paricipants

This ia 8 sub-group of your leamer participants. Read the programme
quide for further information on how we define paricipants as coming
from a disadvantaged background.

[ ]

Learner participants with spacial educational needs and disabiities (SEND)

This is 8 sub-group of your leamer participanls. A leamer parlicipant
could be both disadvantaged and with SEND.

[ ]

How many weeks will your mobility group last?

Dwration (weeks)

Which country will your mobility group take place in?

Couniry

|5e|ev:t 8 country. .. b | On completion click here to return to the

Change and review page (Figure 43)

Once you are satisfied that you have updated all aspects of your Mobility Group, press ‘Save and
continue’ on the ‘Change and review’ page.

Figure 45 — Conditional error message

You need to complete the following sections
before continuing

Estimated costs to support learners with SEND
Detalls of your costs to support learners with SEND




Once all is correct, you will return to your Mobility Groups overview page (Figure 41), and you are
now required to mark this as complete before you can move on (Figure 46).

Note that once you have marked as complete, you won’t be able to change Mobility Groups
further as part of this change request. If you wish to cancel the changes, then click the ‘Cancel all
changes’ link.

Figure 46 — Mobility Groups overview

Turing Scheme
Mobility groups overview

Application number:
123456788

Project end:
31 August 2023

Programme guide:

View theTuring Scheme programme guide

Your mobility groups

Onca you have saved a mobility group it will be added to your application and listed below.

Add mobility group

1. Traineeship in Korea Remaova

Update mobility group NO CHANGE

On completion

click here to 2. Ship bullding Denmark trip Remavs
move on to the

next stage Update mobility group CHANGE REQUEST IN PROGRESS

Once you mark as complete you won't be able to change these mobility groups further as part
of this change request.

Mark as complate Cancel afl changes

Retum to the application overview

The Project Reporting Tool conducts a system check based upon whether your request impacts upon
the Point of Expenditure. If your anticipated Point of Expenditure is a new start month with no
previous expenditure points, then you will be presented with a request to identify when you wish to
receive your funds (Figure 47).
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Figure 47 - Identifying anticipated Point of Expenditure

What is your anticipated point of
expenditure for October?

This is how long before your mobility groups start in October that you will need to receive

the payment.

O 1 month before the start month

O 2 months before the start month

Save and return to mobility groups overview

Alternatively, if you have moved the Mobility Group start month to an existing Point of Expenditure
with another Mobility Group, then you will be presented with a summary screen of your revised

changes (Figure 48).

Figure 48 — Notification that your Anticipated Points of Expenditure have changed

Your anticipated points of expenditure

have changed

This &= becaiiss you have moved fhe sian month of one or more mobdity groups and the
anticipated point of expendilure has been aigned with the mobility groupds| already
siarting in thal month. Your anticipated point of expenditure = when you will need io

recesve the payment for a mobility group

Traineeship in Korea

New atart month

Anticipated point of expenditure

Ship building in Denmark

Hew start maonih

Anticipated point of expenditure

March 2023

January 2023

Aoril 2023

March 2023

On either of the above options (Figures 47 and 48), or if the start month is the same as before, you
will then be asked to update your Participant list in accordance with the sequence in Figures 38-40.

After you have updated your Participant list, you will be asked to check your answers (Figure 49).
Please do this carefully and thoroughly, as after this stage you will not be able to change your
responses beyond this point. If everything is correct, then click ‘Submit’ at the end of the page.



Please note:

1.

If you wish to cancel your changes you can do so by clicking the link ‘Cancel all changes’
which will take you to a prompt page (Figure 49) to confirm your action.

You can re-upload your Participant list if you spot an error later, anytime up until the
Payment Request deadline of the month. If you update it after the deadline, the payment
will be made a month later.

Figure 49 — Check your answers

Check your answers

It’s important that your
thoroughly check your changes

You cannot change your mobility groups at this stage

Change request purpose

What do you need to update  Updste bath mobility groups and paricipants list

Mobility groups change request

Changs request type Update

Mobility group name Ship building in Denmark

When does your mobility March 2023

group start?

Summary of your Traineeship in Denmark will halp us take part in work

maobility group exparignce overseas and be ememsed within the
Danish culturs.

Tha work anvironment will give you a hands-on
appraach to the ins and outs of the ship building
industry. You will genuinely bensfit from the
exparience of your co-workers who will ask you to
stap out of your comfort zone and take on a leading
position in engaging with actors from diferent
backgrounda. Interning abroad will teach you how to
interact with peopla from all around the world, so you
too can contribute to the field whila gaining strong
relational skills. All in all, an internship in the Ship
bailding industry in Denmark will give us the unigue
opportunity to gain a sst of skills to boost your career
in thie imdustry, making you invaluable to futurs
employers.

Mobility group type Learnar Mobidlity Traineaship

On submission, you will receive a confirmation that your change request has been submitted (Figure

50).
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Figure 50 - Change request submitted

Change request submitted

Your reference number
HDJ2123F-CR15012023

‘We've sant you a confirmation email

What happens next

‘Wil led you know I your changes hive besn approved of nod, of Il we hive
any quistans

H your changes are approved. your Budgat summary and project plasn wil
ba updated

You can roquaest fubier informistion by contacting us ¥ you wish o

Beturn to dashboard

While your change request is pending review and approval, you will not be able to make any further
changes until this process has concluded. Therefore, it is important to be thorough when you are
making changes to any Mobility Group.

You will be able to view your change request and its status in the application overview (Figure 51).
To view the detail of your change request, click through the highlighted link.

If you attempt to make further changes you will be presented with a message preventing you from
doing so until the submitted change request is complete, either approved or rejected (Figure 52).

Please note, Mobility Group updates that are approved automatically may take up to 20 minutes to
reflect on the Project Reporting Tool.



Figure 51 - Application overview showing submitted change request

Turing Scheme
Application overview

Application number:
HOJ2123F

Project eand:
Tuesday 31 Algust 2023

Programms gulds:
Viaw the Turing Scheme progremima guide

Submitted application

View your apmication

Approved budget and project plan

View vour spproved budo summany

Vinw foirt aRnrete firav<t nlan Submitted change request and

corresponding status. Click the
link to view section details

Update participant list and/or project plan

\fptoad partscipande Lt ard undate mehliity arowuns

Chamge reqismt; W0 ESF-CRTI0IOT) EHANGE REQUEST SUBMITTED

Figure 52 — Cannot update Mobility information message

You cannot update your mobility groups
because you have a change request in review

Youi'l be able to meke this updale ance your change egues! is complate

Bliam 1o (e ShEIcalinn cari

You will be informed of the outcome of your change request. An example of an approved decision is
at Figure 53 and a rejected example (with reason) is at Figure 54.
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Figure 53 - Change request decision approved

Turing Scheme

Change request:

HDJ2123F-CR13012023

Change request reference:
CRIMIMED
Change request submitied:

Tuesday 31 August 2022 10:53pm

Programme guide:

‘iaw the Tiirng Schame programims guids

Change request decision outcome

Change request decision

Approved

Figure 54 — Change request decision declined

Turing Scheme

Change request:

HDJ2123F-CR13012023

Change request referance:
CR13012022

Change request submited:

Tuesday 31 August 2022 10n53pm

Programme guide:

View the Turing Schema programme guide

Change request decision outcome

Change request decisian

Reason for decision

Adding a Mobility Group

Rejacted

‘You submitted a change reques! for meoility groups in
March that has exceaded ha threshold budget by 30%. i
Ol WANE 10 FEViEW YOUP NUTIETS, yoU Can resLimil.

The Project Reporting Tool allows you to add another Mobility Group to your project. To get started,
from your dashboard (Figure 2) open your application view (Figure 3) and click the ‘Update project
plan’ link. Then you will be asked ‘What part of your mobility do you wish to change?’ and here,
select ‘Update both mobility group and participant list’ (Figure 37) and from the ‘Mobility Groups
overview’ page, click ‘Add mobility group’ (Figure 55).



Figure 55 — Mobility Groups Overview

Turing Scheme
Mobility groups overview

Application number:
123456789

Project end:
31 August 2023

Programme guide:
iew thaTuring Scheme programme guide

Your mobility groups

Once you have saved a mobility group it will be added to your application and listed below.
Add mobility group

1. Traineeship in Korea a Mobility Group Remaove

Click here to add

Update mobility group MO CHANGE
2. Ship building Denmark trip Remove
Update mobility group NO CHANGE

0 Once you mark as complete you won't be able to change these mobility groups further as part
of this change request.

Mark as complate Cancel afl changes

Firstly, name your Mobility Group with a meaningful and appropriate name (Figure 56). Click ‘Save
and continue’.

Figure 56 — Name your Mobility Group

Name your mobility group

This will help you identify your mobility group if you need to create more than one.

For example, ‘Traineeship to Germany’ or 'Skills competition in lceland’.

Mobility group name

Then input the month and year of the Mobility Group start date (Figure 57). Click ‘Save and
continue’.



Figure 57 - Input the start month of your Mobility

When does your mobility group start?

For example, 3 2023

Month Year

Now, provide a short summary of your Mobility. You have 200 words, and it must include the
Mobility aims, objectives and what the Participants will do (Figure 46). Click ‘Save and continue’.

Figure 58 — Provide a summary of your Mobility Group

Provide a summary of your mobility group

Describe:

+ what participants will do as part of the mobility
+ the maobility aims and objectives

You have 200 words remaining

You are now required to provide details of your Mobility Group including type of Mobility, number of
learner Participants (by breakdown if appropriate), its duration and destination (Figure 59). Click
‘Save and continue’.

Note: If you wish to pause completion of these details, then scroll to the bottom of the web page
and click ‘Save and return to Mobility Group overview’ and then you can complete your update
when ready.



Figure 59 - Provide details of your Mobility Group

Provide details of your mobility group
What type of mobility group is it?

O Learner mobility traineeship

O Learner mobility study

How many learners are participating in your mobility group?

Total learner participants
This includes all learners who are participating in your mobility group.

[ ]

Disadvantaged learner participants

This is a sub-group of your learner participants. Read the programme guide for
further information on how we define participants as coming from a
disadvantaged background.

[ ]

Learner participants with special educational needs and disabilities (SEND)

This is a sub-group of your learner participants. A learner participant could be
both disadvantaged and with SEND.

[ ]

How many weeks will your mobility group last?

Duration (weeks)

[ ]

Which country will your mobility group take place in?

Country

‘ Select a country... A

If your new Mobility has travel costs, then click ‘Yes’ in Figure 60, then ‘Save and continue’ to input
the distance between your starting point and your location (Figure 61).

Figure 60 — Confirmation of travel costs

Does your mobility group have travel costs?

Read Annex F in the programme guide for eligibility criteria.

O ves
€} e
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Figure 61 - Completing travel distance band

What is the distance between your starting
location and destination?

This should be the outbound straight-line distance between your starting location and
destination.

O 4,000 to 7,999km

O 8,000 to 12,000km Click this link for instructions on
how to calculate distance to
O Qver 12,000km select the correct travel band

p How to calculate the distance

By selecting ‘No’ in Figure 60, or after completing your travel distance band, you will be directed to
indicate if there are any additional costs for your Mobility Group (Figure 62).

Figure 62 — Confirming additional costs

Are there any additional costs for
your mobility group?

If you select no, you will not get the option to add additional costs listed in Annex
F of the programme guide. This includes support for special educational needs
and disability (SEND), exceptional costs, exceptionally expensive travel and
linguistic support.

O ves
i

Additional costs can be associated with SEND Participants, any exceptional costs to support
disadvantaged Participants, exceptionally expensive travel costs and linguistic support for FE/VET
(Mobilities over 19 days).

If you click ‘Yes’ in Figure 62, then the Project Reporting Tool will navigate you through each
additional cost question until complete. The following sequence navigates through each additional
cost question (Figures 63-70). At each stage you should click ‘Save and continue’ as appropriate to
proceed. Also, please refer to Part 1 for additional cost criteria.




Figure 63 Additional costs SEND Participants

Are there any additional costs to support
learners with special needs and disabilities
(SEND)?

Read Annex F in the programme guide for guidance on additional costs.

O ve
O v

Figure 64 — Additional costs SEND Participants details

Provide details of the support you need for
learners with SEND

Read Annex F in the programme guide for guidance on additional costs.

What is the estimated total additional cost to
support learners with SEND?

Estimated cost
el

Why do you need this support?

Describe what the additional costs are for and how they will
support learners with SEND.

You have 500 words remaining
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Figure 65 - Additional exceptional costs
Do you have any exceptional costs?
This includes additional costs to support disadvantaged participants, such as:

* passports
* visas

* insurance

O ves
O ne

Figure 66 — Additional exceptional costs details

Provide details of your exceptional costs

What is the estimated total of the exceptional
costs?

Estimated cost

[l ]

Why do you need this support?

Describe what the exceptional costs are for.

You have 200 words remaining



Figure 67 - Additional exceptionally expensive travel costs

Does your mobility group have any
exceptionally expensive travel costs?

Read Annex F in the programme guide for guidance on exceptionally expensive
travel.

O ves
O ne

Figure 68 — Additional exceptionally expensive travel costs travel details

Provide details of your exceptionally
expensive travel costs

What is the estimated total of your

exceptionally expensive travel costs?

You will be reguired to provide evidence when claiming for these
costs.

Estimated cost
e |

Why do you need this support?

Describe what the exceptionally expensive travel costs are for.

You have 200 words remaining



Figure 69 - Additional costs linguistic support (FE/VET only)

Do you need linguistic support?

Read Annex F in the programme guide for guidance on linguistic support.

O ves
O ne

Figure 70 — Additional costs linguistic support requirement

How many of your participants need linguistic
support?

Mumiber af parscpants

Having completed all cost requirements, you are directed to a summary page where you can check
the information you have provided (Figure 71). As with the process of updating Mobility Groups, you
have the option of changing any of the fields that you have entered. Once satisfied, click ‘Save and
continue’ and you will return to the Mobility Groups overview page.

Figure 71 — Mobility Group details summary

Check your answers [ Make any changes using this link

Once you suami this mobilty group it wil go finough ihe approval process,

Mobility group details

Mobility group nams Agricuitare Methartands inp Change
‘Whan does your mobiity Miwfch 2023 Ghange
group start?

Sismmary of your Tratfeeahlp in Danmad will help us ke Pt i work Change
meability graup saperiancs overtaas and be emersed wilfin the Danisk

cubliire.

The wark errdironment 'wil give you a hands-on

o S ins and ouls of e ship bullding indusiny. Yow will
geruinaly benofil from e axpenenos of your co-wokees
winen will sl youl B0 slep ol of your comiicet 2ona and el
on A kading position in engaging win aciors from
diffarant Backgrounds. Iniaming abenad wil 18ach you
hery 1o inleracl with paopla from al aroursd ihe word, 0
Wi 30 AN cOnribule 1o the feld whie ganing sinmng
redatianal skila. Al i ak, an iremship o e Ship Bulding
indusiry in Denmark wil give us the whigue cppaiunily i
gan & st of skills 1o bodst your career in the Indusiry,
making you vl o fulons amployers.

Mobility group typo Learnes Mabidity Traineashin Ghangs

Total lsarner participants ] Cramgs



Once back in the Mobility Groups overview page, you will be able to see your new Mobility. Please
note that the requested change is in draft. Once you are satisfied that all details are correct, then
‘Mark as complete’.

Figure 72 — Mobility Groups overview new Mobility

Turing Schame

Mobility groups overview

Application number:
1Z3456THS

Project end:
3 Augus 2023

Programima guide:
Wiend Tha Turing Schems pregramms puidn

Your mobility groups

DOinco youl hanve savesd @ mobd ity growp | will ba added o your application and Isied bolow

1. Traineeship in Korea Hamoee
Update mability grows NG EHANGE
Added Mobility
Group pending
2. Ship building Denmark trip approval Remym
Click here lipdate mahility groug NO CHANGE
to proceed
if all correct
3. Agriculture Netherlands trip Fomirar
Uastate mobility grese CHANGE REQUEST 1N FROGRESS

0 Onica you mark a5 complets you wan't be abls 1o chango thess mobilty groups furthor 2s part of this
change request.

Minrk as complets Cartonl all changes

You will then be prompted to confirm or validate the Anticipated Point of Expenditure. If it is a new
month, please indicate how long before the start of the Mobility Group you wish to receive the

payment (Figure 73). If it is an existing month, the Project Reporting Tool will list your new Mobility
Group in the relevant payment period (Figure 74). On completion of either option, click ‘Continue’.



Figure 73 - Confirming your new Anticipated Point of Expenditure

What is your anticipated point of
expenditure for October?

This is how long before your mobility groups start in October that you will need to receive
the payment.

O 1 month before the start month

O 2 months before the start month

Figure 74 — Informing your Anticipated Points of Expenditure have changed

Your anticipated points of expenditure
have changed

This i becauss you have moved the starl month of one o mone mobilty groups and 1he
aniicipated point af axpendiune kas been signed with the mobdity group(s) slready
starting in that month. Your anbicipated point of expendituns is when you wil need 1o
redeive ise payment for @ mosbity group.

Traineeship in Korea
Nerw start month March 2023

Anticipated polnt of expenditure daruary 2023

Ship bullding in Denmark

Mew slart manlk April 2023

Anticipated paint of sxpenditure March 2023

Cantinue

You will be asked to update your Participant list and you will be directed to follow the process as
presented previously at Figures 38-40.

The final stage in this process is for you to check your answers. Please note, you only have the
opportunity to change your Point of Expenditure and/or your Participant list. However, if you don’t
wish to proceed, then, you can cancel all changes.

Once you are satisfied that your new Mobility Group has been inputted correctly, scroll to the
bottom of the page and press submit (Figure 75).



Figure 75 - Mobility Group change request - check your answers

Check your answers

“You cannet changs your mobillly groups af this siags

Change request purpose

What do you need o updats Update bom mobillty groups ant paticpants is!

Mobility groups change request

Change reguest type Ml

Mobility group name Agriculture Matherianss iip
When does your mollity Masch 2023

group start?

The process concludes with a confirmation message (Figure 76) and details of what happens next.
Also, you have access to the status and detail of your proposed new Mobility Group in the
application overview (Figure 77).

Figure 76 — Confirmation of change request submission

Change request submitted

Your reference number
HDJ2123F-CR15012023

We've sant you a confirmation email

What happens next

W'l led you know IT your changes hiree besn spproved or ned, of if we hive
any quistons

H your changes are approved., your buggat summary and project pian will
be updated

You can roquest ufbier informistion by contacling us ¥ you wish o

Beturn o dishboard
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Figure 77 - Updated application overview

Application overview

Application number:
HOJZ123F

Project end:
Tuesday 31 August 2023

Programime gilde:
Wiew [he Turing Scheme progranme guide

Submitted application

Wiew jour appicdbon

Note the status tags and whether
you have to return to your change
request to submit further

information

Approved budget and project plan

Vies yoisr anprewes Bitd et semmary

View your approed goaiecd plan

Update participant list and/or project plan

Ugtaail particifants lal and s mabiily Grssas

Changs request MOJITIIF-CHOTYI022 CHANGE REQUEST APPROVED
Lhange request MO TIIF-CHROGE I20EE MORE INFORMATION REQUIRED
ChEngs reguasl MU IF -SRI IR0 CHANGE REQUEST REJECTED
Chahign regussl: HOUZ123F-CRGA0T 2033 CHANGE REQUEST SUBMITTED
Change reguest Bl 3IF-SHE 301 poh CHANGE REQUEST IN FROGRESS

Removing a Mobility Group

You may need to remove a Mobility Group from your Project for a particular reason. This is a simple
process and follows a similar flow as that of the change processes above. This change will also
require approval to take effect.

Having logged into your Project Reporting Tool dashboard (Figure 2), navigate to your application
overview (Figure 3) and click the ‘Update Mobility Group’ link. You will then be asked what part of
your Mobility you wish to update. You will need to select ‘Update both Mobility Groups and
Participants list’ (Figure 37).

You will now be viewing your listed Mobilities (Figure 55). To cancel a Mobility, click the ‘Remove’
link against the Mobility you no longer require.



Figure 78 - Remove Mobility Group

Turing Schamea

Mobility groups overview

Application numbsr:
TZHAS e

Project and:
31 Auual 2023

Frogramme guide:

Click here to initiate the
removal process

Your mobllity groups

Oron you have sawed a mobdity group #will be added to your application and listed balow.

Add mobiity group

1. Traineeship in Korea Fnfrena
Updain meansiny greup WO CHARGE
2. 5hip building Denmark trip Fnmoa
Undals mabitty gresm WO CHARGE

Following the above action, you are presented with the following view and are required to mark this

as complete (Figure 79).

Figure 79 — Mark Mobility Group removal as complete

Turing Schems

Mobility groups overview

Application numbor;
123456788

Project and:
31 August 2023

Programme guide:
View tha Turing Schame programma guide
Your mobility groups

Once you have saved a mabily group it will be added to your spplication and listed belaw,

Click here 1. Traineaship in Korea Aainan

to mark
complete

Updaim reabll iy greup NO CHANGE

Onca you mark as complote you won't be abie to change these mobility groups further as part of this
change request.

_ Mark &s complede  Lancyl gl thangas If you have made an error, you
can cancel your proposed change
here
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IMPORTANT

You will then be asked to download and complete a Participant list, uploading back into the Project
Reporting Tool. This is to ensure that the Participants no longer participating in the Mobility Group
are removed and this will be examined in the approval process. The process for managing
Participants is the same as before, depicted in Figures 38-40.

If you are removing a Mobility Group but haven’t entered any participant details yet, you will need
to upload an empty spreadsheet.

Your final view is a summary page that requires you to check your answers (Figure 80). In this case it
is the complete detail of the Mobility Group that you are removing.

Note: You only have the options to change your Participant list or cancel all changes. Otherwise,
scroll to the bottom of the page and press ‘Submit’ and the change request will be sent for approval
(Figure 77). You will receive a confirmation and reference number (Figure 78).

Your change request will now feature in your application overview in the ‘Update Project Plan’ list
and can be viewed by clicking its named hyperlink. Its status will be displayed and you will be able to
view the decision once the change has been assessed and determined.

Figure 80 — Final validation of Mobility Group removal prior to submission

Check your answers

You canned change your mobility groups o this siags

Change request purpose

What do you need bo update Ulpdat bath mability groups and panicipants list

Mobilty groups change request
Note the change request type

Changs request type Rampwva
Malbsliity greup name Ship building in Denmank
When does your mobility March 2023

group start?



Figure 81 — Confirmation of change request submission

Change request submitted

Your reference number
HDJ2123F-CR15012023

We've sent you a confirmation email.

What happens next

We'll let you know if your changes have been approved or not, or if we have
any questions.

If your changes are approved, your budget summary and project plan will
be updated.
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17. Monthly report

The Turing Scheme requires you to submit a Monthly Report. You will be automatically notified on a
monthly basis, by email, that your report is due.

When you receive this email and are ready to write your report, please log into the Project Reporting
Tool. In your dashboard you will see the Monthly Report link (Figure 82). Click where indicated to go
to the Monthly Reports overview page where the required Monthly Report will be listed (Figure 83).
Previous reports will also be listed with their status.

Figure 82 — Project dashboard Monthly Report

Dashboard
Welcome Dr Jane Doe

Click here to initiate

In - your Monthly Report

Ndormanity ropor

August 2022 monthly report NOT STARTED

Turing Schame 2022-23 monthly reports
Angwar T QUESTIONE 12 COMMI0M YOuT Mol repons. Rafer o e handsook o

FAOFD = Formaron
Completed
Applicasmn
Application: HDJ2123F APPLICATION APPROVED
Turing Schome e dacssion

Trw Turieg Schema is the L govermmant's scheme is provite kending ior imemational
ORDOMUGEIES IN BEUCHGON 3N TENENG ormss T worsd

Figure 83 — Monthly Reports overview

Turing Scheme

Monthly reports overview

Application number:
HOUAZIZ3F

Project and:
31 Ausguist 2023

Handbook:

Manthly reports

You reod bo niviow wour profoct plan on a monthiy basis and updaloe s an any changes. Wa'l email
you whan your naad manihly repor & neady o e compleled

Autpust 7032 meninly repe HOT STARTED

Click here to start your
Monthly Report




Having clicked the link, you are firstly prompted to consider if you need to make any changes to your
Project Plan (Figure 84). If your answer is ‘Yes’, then you will be directed back to your application
overview from where you are to submit a change request (Figure 85).

Note: This must be done before you submit your Monthly Report and then referenced in the Report
accordingly.

You can save and return to your Monthly Report at any time during this process by using the link.
Otherwise, press ‘Save and continue’ to proceed in all stages.

Figure 84 — Monthly Report change prompt

Do you need to make any changes to
your project plan?

You are required to let us know any changes to your project plan. For example, if you've
updated how many participants are attending or the start month of your mobility group.

oL N
Click if you need to make

changes to your Project Plan
No

Save and return to your

Monthly Report by using this
Save and continue link

Save and return to reports overview

Figure 85 - Report change direction

You need to make changes to your project
plan before submitting your monthly report

Return to the application overview to make changes to your project plan. These
changes may need to be approved before you can submit your monthly report.

¥ou must alsc make sure your participants list is updated. You can check this

on the reports overview.

Select which option you wish
to perform next

\§
Retum fo application ovarview Return to reports overview

If you select ‘No’ in Figure 84, then you will be directed to a page that asks if you need to reallocate
any budget from your Organisational Support to another area of your Project Plan (Figure 86).
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You can reallocate Organisational Support budget and use it within your Mobility Groups, in line with
change control rules set out in Annex 11 of the Grant Funding Agreement. If you wish to do so, you
can indicate this here. The Delivery Partner may contact you to record details of this reallocation,
especially if the budget is going to be used to send further Participants on Mobilities.

If this is required, select ‘Yes’, then ‘Save and continue’ and then provide your rationale and the
amount to be transferred (Figure 87).

If you don’t wish to redirect any Organisational Support costs, then check ‘No’ and ‘Save and
continue’.

Figure 86 — Budget re-allocation prompt

Do you need to re-allocate budget from
your organisational support to another
area of your project plan?

For example, you can re-allocate budget from your organisational support to another
mobility group. This would not effect the approved budget for the mability group.

O ves
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Figure 87 - Budget reallocation explanation and amount

Explain where you want to re-allocate
your organisational support budget
and the estimated amount

Describe where you want to re-allocate budget from your organisational
support and what you will use it for. This will not effect your overall approved
project plan budget.

You have 500 words remaining

Estimated amount
For example, £5455 or £5455.20

£

You are now at the Monthly Report writing stage (Figure 88).

Pease note that there is a 500-word limit The report should cover all aspects of your Project’s
progress to date.
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Figure 88 - Report update

Monthly progress report update:
August 2022

Please provide an update on the progress of your project. You should tell us
whether implementation and progress are happening as expected or
whether there have been any changes. This includes, if:

* your participants have changed
* you have made a change to your project plan

You have 500 words remaining

On completion, you will be directed to provide a report declaration and will need to check the ‘I
agree’ box in order to proceed to submission (Figure 89).

Figure 89 — Monthly Report declaration

Monthly report declaration

I confirm that:

= the information | have provided as part of my monthly
report is true and accurate

+ | have shared or will share the Turing Scheme privacy
notice with all the pupilsflearners/students from my
organisation who are participating in the Turing Scheme

« my participant list is up to date

| agree

Save and return to payment request overview

Check this box to complete the
declaration




The final stage in the Monthly Report process is to check your answers and then submit your report.
You can change any of your responses prior to submission by clicking through the corresponding link

(Figure 90).

Figure 90 — Check and submit your Monthly Report

Check your answers

Monthly report progress update: August 2022

Re-allocation of
organisational support
budget

Where to re-allocate

your organisational
support budget

Estimated amount

Progress update

Yes

Whethar the mowve to disc brakes ks ona that has been taken
for handling or aerodynamic purposes is unchear, but given
the high development costs and fow salas generated by TT
bikes, we wouldn't expect Pinarello to be producing a rim
brake modal as well.

Rathear interestingly, the Most bar extensions start narmow on
the base bar before curving cutwards. They then come back
into where the foreamm supports sit This could be an effort
to disrupt airflow prior to it coming into contact with the
knes, though it could also have a positive impact on
comfiort.

£12,179.00

When it comes to fitting tyres we're presented with several
options; the standard clincher fyre and inner tube
combination, the traditional tubular tyre or the new and
advanced tubeless tyre. Tubsless and tubular setups
eliminate the use of inner tubes, however, it is the formar
that significantly reduces the risk of punctures, whether it ba
pinch punciures or those caused by thoma or debris found
on the road.

Why choose a tubelass tyre over a clincher tyre, then? The
aasy answer is that they're mare refisble, and can be lighter
in weight when paired with tubeless specific wheals.
Tubeless tyres require an airtight fim, remaoving the need for
inner tubes, resulting in a ghtweight build in comparnson fo
standard clincher setups. Containing sealant thaet clogs wp
any small punciure holes an your rides, a tubelass setup will
reduce if not eliminate the time spent on the side of the road
fumbling with inner tubes.

Further bansfits of tubseless tyres are that they have the
ahility to roll on pressures as low as 50 to 60 psi (road tyres)
and 10 to 20 psi (mountain bike tyres). Advantageous
following the trend of wider tyres, which can be found on
gravel and adventure road bikes, this offers greater grip and
comfort off-road or on rough terrain.

Monthly report declaration

Monthly report declaration

| agresa

( Click here to submit your

report

Revise any aspect of your report
content using the change links

Changs

Change

Channa

Change

You will receive a confirmation message and reference number (Figure 91) as well as a confirmation
email which will be sent immediately after report submission.

96



Figure 91 - Report submission confirmation

Monthly report submitted

Your reference number
HDJ2123F-MR15082022

We've sant you a confirmation email.

What happens next

We may contact you with questions regarding your monthly
repor.

We'll send you an email when your next monthly report is ready
to & completed.

Finally, the Project Reporting Tool will automatically update your dashboard showing ‘In progress’
and ‘Completed’ actions (Figure 92) and you can view your report submission by navigating through
the links. You will receive an email when you next Monthly Report is ready to be completed.

Figure 92 — Updated dashboard
In progress

FASTAIT OW

September 2023 monthly reporf; HDJZ12IF-MR15012023 MONTHLY REPORT BLANITTED

Turing Schome 202223 reports ovoryiew Yiow [

Angwer the QUESSENS 0 mmpiets your mandaiory manhly meors and fina sepor. Feferm
= hanghoo for mom informasian

Paygman| fegoini

Malke a payment request FAYRENT REQUEST DRAFT

Turing Schame JUE2-23 payment reguests

Angwer the QUESTENS I COMFpR your mondey repors. Raler o e handhook for
rroes intsrmakon

Completed
Application
Application: HDJ2123F APPLICATION APPROVED
Turing Schoma Wiew cecimion

Thai Tusereg Schova is i LB govsimemants Sotasin 00 proside [y fof inematoss
Dppoerehis in sdUCIlns and iainisg Boeoes the word



18. Safeguarding

Safeguarding is an important aspect of the Turing Scheme and it is critical that incidents are reported
correctly. To report a safeguarding incident, either log in to your Project Reporting Tool and navigate
on the top menu bar to Safeguarding or just click directly on the Safeguarding link on the Welcome
screen. You will be presented with the following form (Figure 93 - extract). Complete this in all
aspects and then click ‘Submit’. You will receive a confirmation message (Figure 94) and we will call
you on your contact number as soon as we can to follow up.

Figure 93 — Safeguarding form

Report a safeguarding incident

This form is intended to notify the Turing Scheme Administrator (TSA) of a safeguarding
incident. You will be aware that the Grant Funding Agreement stipulates that the
Beneficiary must report all child protection incidents, allegations, and concems the

TSA immediately, this includes those that do not meet the threshold requiring the
safeguarding lead or head teacher to be alerted. It is the responsibility of the beneficiary
to ensure that safeguarding procedures are followed.

Please do not share personal information about the incident you are reporting on this
form. A follow up call with the relevant beneficiary will be actioned as necessary.

Contact details

Application number

You can find this in the application overview.
For example, 'APP-1AZB3C'

Beneficiary name
This is the institution involved in the safeguarding incident

Contact phone number of individual raising the notification
Include the country code for international numbers

Contact name

Incident details

Date of incident
For example, 18 05 2022

Day  Month Year
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Figure 94 — Safeguarding confirmation message

We've received

your safeguard report

What happens next

We will call you on your contact phone number 83 scon as we can.



19. Final Report

On completion of your Mobilities and required Monthly Reports, you are required to submit a Final
Report. The process for this is similar to Monthly reporting. However, more detail is required to let
us know how the aims and objectives of the Project were met, the impact it achieved and to
reconcile final payments or to initiate recoveries. The Final Report is divided into a number of
sections and this guide will follow the same sequence.

When your Final Report is due, you will receive an email instructing you to complete and submit
your Final Report within 28 days (which is also the requirement in order to receive the remaining
20% of your eligible Project costs).

After signing into the Project Reporting Tool, a prompt will be displayed in your dashboard (Figure
95). Click through the Final Report link which will take you to your reports overview, and you will
see all completed Monthly Reports and a link to initiate the Final Report process (Figure 96).

Figure 95 — Dashboard Final Report prompt

In progress Click here to your reports
overview

Raports oveniew
Final report NOT STARTED

Turing Schame 2022-23 reports overview

Anzwer the questions to complets your mandatory monthly reports and
final report. Refer fo the handbook for more information,

Paymeant requast
Your payment request: HDJ2123F-PR24082022 PAYMENT REQUEST SUBMITTED

Turing Scheme 2022-23 payment requests View reguest

Anzwer the questions to complete your payment requests. Refer to the
fandbook for more informadion.

Completed
Application
Application: HDJ2123F APPLICATION APPROVED
Turing Scheme View decision

Tha Turing Scheme is the LK government's schame to provide
forintermational opportunities in education and training ecross the warld.
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Figure 96 — Report summary view

Monthly reports

ou need to review your project plan on 8 monthly basis and update us on any changes. \Wa'll email

you when your nesd manihly repor is eady 1o be compheied

Seplambar J023 monthly repor: HDJ1123F-MR1508IE22 MONTHLY REPORT SUBMITTED
Dlaber 137 monthiy repe; HDJ2123F-MRTSHRI0EE MONTHLY REFORT SUBMITTED
Nevember 2002 menthiy repo. HOJ2123F MR S082022 MONTHLY REPORT SUBMITTED
Deoember 2022 moathly repart; HOJZ122F-MR1 3082022 MONTHLY REPORT SUBMITTED
danuary 2033 monthiy report: HOJ21Z3F-MIR1 5082002 MONTHLY REFORT SUBMITTED
Febimaary F23 manihly reoort. RO SR1S080022 MONTHLY REPORT SUBMITTED
March 3023 monthly roport: HDWL2 1 2F-MR SHE202 MONTHLY REPORT SUBMITTED
April 2053 monthiy ropoet: HDJ312 IFMR1S082023 MONTHLY REPORT SUBMITTED
Way 3023 monihly repart; HOJ2123F-MR 150820232 MONTHLY REPORT SUBMITTED
June 2023 manthly regort: HOJ2123F MR 15082022 MONTHLY REPORT SUBMITTED
Judy 2073 monthiy report; HDJ29Z3F-MR 153032 MONTHLY REPORT SUBMITTED
Auguni J0F3 monthiy repe: HPJTTESF-R TR0 MONTHLY REPORT SUBMITTED

Final report

You must compéedn and submit your final report to receive the remaining 20% of your eligible

project cosis.

2022023 Final repon / Click here to start your NOT STARTED
Final Report

Preliminary checks

Prior to commencing your Final Report, it is important that your Participant list is up to date, and you
do not have any outstanding Payment Requests. Therefore, the preliminary part of the Final Report
process requires you to confirm that they are completed and if not, you are required to do so. The
Participant list confirmation steps are at Figures 97a and 97b. The Payment Request confirmation
steps are at Figures 98a and 98b.



Figure 97a — Participant list confirmation

Is your participants list up to date?

The information in your participants list must be complete and up to date before
you submit your final report.

O Yes z Select your response J

Ow

Save and return to reports overview

Figure 97b — Return to application overview to complete Participant list.

You need to update your participants list
before submitting your final report

Return to the application overview to update your participants list. These
changes may need to be approved before you can submit your final report.

Retumn to application overview If you checked ‘No"in Figure
9743, click here to return to your

application overview and
update your Participant list.

Figure 98a — Payment Request confirmation

Are all your payment requests submitted?

You must have submitted all your payment requests before you submit your final
report.

O v
Select your response

Ow

Save and return to reports overview
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Figure 98b — Return to application overview to complete Payment Request
You need to request all your payments
before submitting your final report

You need to make all your payment requests in the payment requests overview
before you can submit your final report.

If you checked ‘No’ in Figure

98a, click here to return to your
Return to payment requests overview Y
Payment Requests overview

By checking the ‘Yes’ you are confirming that your Participant list and Payment Requests are up to
date. You will then be presented with an instruction page detailing the sections you will need to
complete and the information you will need to have ready (Figure 99).

If you do not have all the information ready, you can save your progress and continue at a later date
when you have collated all the information required.



Figure 99 — Before you start

Before you start

Your mobility groups and participants list must be up to date before starting the final
report. If they need updating, do this in application overview.

Sections to complete

1. Driving positive impact and value for money
2. International engagement

3. Levelling up

4. Grant funding agreement annex

5. Final report declaration

Information you’ll need to have ready

When completing your final report, it will help to have the following ready:

* your original project aims and objectives

+ your institution or organisation’s priorities

+ the positive outcomes your project delivered
« your budget summary

+ your new international partnerships

Download your grant funding agreement annex

If you're a school, a local authority or are receiving £40,000 or less,
download annex 10.

If you're not a school or local authority and are receiving £40,000 or more,

download annex 9.
Use this link to save your progress and

Continue
return later. This link is available on all

Save and return to reports overview Final Report sections.

Tip — A number of questions require you to enter a written response in a maximum of 150 words.
You may wish to prepare this input in a separate document and then copy and paste the text where
required. This will allow you to edit your input, manage the word count requirement and share with
colleagues (if you wish) before submitting.

Driving positive impact and value for money

The aims of the Turing Scheme are to contribute to the UK Government’s commitment to a Global
Britain, funding Projects that deliver high quality placements, support social mobility and widen
participation across the UK. Projects will offer unique, career-building opportunities, helping
Participants to develop key skills and deliver value for UK taxpayers. This section asks you to report
on your Project’s aims and objectives, and whether you have achieved these.
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The first question requires you to report on how many of your original aims and objectives were met
(Figure 100) and then how aligned to your institution or organisation’s priorities was your Project
(Figure 101) followed by an assessment of your Project’s impact (Figure 102).

Figure 100 — Reporting on aims and objectives

How many of your original project aims
and objectives were met?

O Most of them z Select your response ]

O Around half of them

O Fewer than half of them

O MNone of them

Save and return to reports overview

Figure 101 — Reporting on alignment of priorities

How aligned to your institution or
organisation’s priorities was your project?

O Al of the priorities were aligned

O Most of the pricrities were aligned
O Around half of the priorities were aligned Select your response

O Fewer than half of the priorities were aligned

O None of the priorities were aligned

Save and returmn to reports overview




Figure 102 - Reporting on Project impact

How many participants had a positive impact
benefited by undertaking your project?

O Most of them
Select your response

O Around haif of them

O Fewer than half of them

O None of them

Save and return to reporis overview

You are now required to provide a narrative on your learning outcomes (Figure 103).

Figure 103 - Reporting on learning outcomes

What learning outcomes did your
participants achieve and how were these
outcomes assessed and recognised?

You have 150 words remaining

Save and return to reports overview

Next, please describe any additional activity that was funded through your project that would not
have been possible otherwise (Figure 104).
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Figure 104 - Reporting on additional activity

Describe any additional activity that was
funded through your project that would not
have been possible otherwise

You have 150 words remaining

Save and return to reporis overview

We would like to know if the cost of living and travel grants were adequate (Figure 105). If you
answer ‘No’, then we ask you to provide us with feedback on why they were insufficient (Figure
106).

Figure 105 — Reporting on cost of living and travel grants

Were the cost of living and travel grants
enough to support the participants of
your project?

O Yes g Select your response ]

Ow

Save and return to reports overview




Figure 106 - Explanation for insufficient cost of living and travel grants

Why were the cost of living and travel grants
not enough to support the participants of
your project?

You have 150 words remaining

Save and return to monthly reports overview

International engagement

The Turing Scheme provides Participants with the opportunity to gain international experience
which improves language and soft skills as well as a better understanding of other cultures. In
addition, organisations can build relationships with international peers and gain fresh ideas. It is
these aspects which we would like you to now report on.

This section commences by asking you to report on any increase in international scope for your
organisation (Figure 107), if you were able to enhance existing international partnerships (Figure
108) and then whether you started a new international partnership (Figure 109).

Figure 107 — Reporting on international scope

How much did the project increase the
international scope of the organisation?

O Greatly
O Moderately g Select your response ]

Save and return to reporis overview
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Figure 108 - Reporting on enhancing international partnerships
How much did the project enhance your
existing international partnerships?

O Strongly enhanced

O Somewhat enhanced
Select your response

Save and continue

Save and return to reports averview

Figure 109 — Reporting on international partnerships

Did you start new international
partnerships as a result of your project?

O es étf ]
Select your response
oL pourree

Save and return to repors overview

If you answered ‘Yes’ to the above (Figure 109), then there are two supplementary questions
concerning how straightforward this was (Figure 110) and for you to describe how the
partnership was started (Figure 111).



Figure 110 - Experience of establishing international partnerships

How straightforward was the process of
starting new international partnerships?

z Select your response ]

Save and continue

O Very easy
O Easy

O Neutral

O Difficult

O Very difficult

| Sove o conts |
Save and return o repons overview

Figure 111 — Description of how the international partnership was started

Describe how you started new international
partnerships

You have 150 words remaining

Save and return to reports overview

If you answered ‘No’ to starting an international partnership (Figure 109), then you will be asked to
provide details of any barriers (Figure 112).



Figure 112 - Enquiring on barriers to establishing international partnerships

What were the barriers to starting new
international partnerships?

For example, you were not looking for new international partners or you needed
more time to build relationships.

You have 150 words remaining

Save and return to reports overview

The Turing Scheme promotes the forging of new relationships around the world and the
enhancement of existing international ties. We would like to understand how you selected your
destination countries and/or different partnerships (Figure 113).

Figure 113 — Selection criteria for destination countries and/or partnerships

Why did you choose your destination
countries and/or different partnerships?

You have 150 words remaining

Save and retumn to reports overview

We would like to understand whether your partnership arrangements were reciprocal. Reciprocal
partnerships refer to international overseas individuals travelling to the UK as part of the
partnership. If you have started or continued a reciprocal international arrangement we would like
to know more and the sequence of questions in Figures 114 — 118 enquires about this.



Figure 114 - Enquiring on reciprocal international arrangements

Did your project involve a reciprocal
international mobility partnership?

O ves (
\\ Select your response
O

Save and return to reports overview

If the answer to the above is ‘Yes’, then you are asked to expand on the numbers and details
(Figure 115).

Figure 115 — Enquiring on barriers to establishing international partnerships

Your reciprocal international mobility
partnership

How many reciprocal participants did you receive?

Were you aware if any reciprocal participants were
from lower socio-economic backgrounds or identified
as having special educational needs and disabilities?

Frovide details but do not include any personal information. A reciprocal
international mobility partner is an overseas provider you have a partnership
with. This means you do not just send learners to them, but also receive
learners in exchange.

You have 150 words remaining

Save and return to reports overview

If you answer ‘No’ then you are required to indicate if you plan to continue collaborating with the
international partners involved in your project (Figure 116).
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Figure 116 — Enquiring on continuation with international partnerships

Do you plan to continue collaborating
with the international partners involved
in your project?

O ves

\[ Select your response ]
Ow

Save and return to reports overview

If you answered ‘No’ to the above question, then you are to indicate your reasons on the next screen
(Figure 117).

Figure 117 — Rationale for discontinuing international partnerships

Why do you not plan on continuing to
collaborate with the international partners
involved in your project?

You have 150 words remaining

Save and return to reports overview

If you do intend to continue to collaborate with international partners and have responded ‘Yes’ in
Figure 116, then please indicate which partners you intend to continue to collaborate with (Figure
118).



Figure 118 - Detail the continuing international partnerships collaborations

Which international partners will you
continue to collaborate with?

You have 150 words remaining

Save and return to reports overview

Levelling up

Turing Scheme Projects should support social mobility and widen access across the UK, promoting
equal access and opportunities to all learners regardless of their background. The section asks you
to report on how you met the criteria and commentary, referring to your original aims on how they
would be beneficial, so the impact can clearly be seen.

The questions on how your project reached participants from lower socio-economic backgrounds or
with additional educational needs are at Figures 119 and 120.

Figure 119 — Reporting on disadvantage and SEND participation

Describe how your project reached
participants from lower socio-
economic backgrounds or with
additional educational needs.

You have 150 words remaining

Save and return to reports overview
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Figure 120 - Reporting on the actual support disadvantaged/SEND Participants received

What support did participants from
lower socio-economic backgrounds

or with additional educational needs
receive?

You have 150 words remaining

Save and return to reports overview

Grant Funding Agreement

You have a legal requirement to certify how your grant was used. Depending on the level of Grant
awarded, you must complete either:

* ANNEX 9 — ANNUAL CERTIFICATION OF EXPENDITURE

You must complete this section if you receive Grants in excess of £40,000 (excluding
local authorities and Maintained Schools) to provide independent assurance that funds
have been used for the delivery of Funded Activities.

Or,

* ANNEX 10 — STATEMENT OF GRANT USAGE

This section must be completed by local authorities and Maintained Schools, or other
Grant Recipients in receipt of Grants of £40,000 or less. This is to provide independent
assurance that funds have been used for the delivery of Funded Activities.

Figure 121 presents these options and you are required to download, complete your respective
Grant Funding Agreement annex and upload into your portal.



Figure 121 - Download Grant Funding Agreement annex

Download and complete the correct grant
funding agreement annex

Download the correct grant funding agreement annex depending on if you are a
school and how much you are receiving for your grant. This number is your total
approved budget cost (after any changes), which you can see in the budget

summary.

If you're a school, a local authority
or are receiving £40,000 or less

Download annex 10 agreement

If you're not a school or a local
authority and are receiving more
than £40,000

Download annex 9 agreement

Save and retum to reports overview

Once you have completed the annex, please upload the file into your portal (Figures 122 and 123).

Figure 122 — Grant Funding Agreement annex upload (1)

Upload your grant funding agreement annex

If you have not downloaded the grant funding agreement, you need to return to the previous

page to do so.

|Gnuosa file | No file chosen

Save and return to reporis overview
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Figure 123 - Grant Funding Agreement annex upload (2)

Upload your grant funding agreement annex

If you have not downloaded the grant funding agreement, you need to return to the previous
page to do so.

Your grant funding agreement annex

Title Action

grant-funding-agreement-annex.doc Remove

Save and retumn to reports overview

Final section

The final section asks if you would be willing to take part in research about the Turing Scheme and
your experience of participation (Figure 124). Then complete the declaration confirming that the
Grant received and spent has been used wholly for the purpose for which it was given (Figure 125).

Figure 124 — Participation in Turing Scheme research

Are you willing to take part in research
about the Turing Scheme and your
experience of participating?

o _
O No \L Select your response ]

Save and return to reports overview




Figure 125 - Final Report declaration

Final report declaration

I confirm that the grant received and spent has been used
wholly for the purpose for which it was given.

| agree Complete this check box

Save and return to reports overview

Prior to submission, you can check all and amend any of your answers (Figure 126). Once you are
satisfied click submit at the end of the page (Figure 127).

Figure 126 — Final Report check your answers

Check your answers

Final report: Project year 2022/23

How many of your orlginal Arpund half of them Changs
project aims and objectives
WErE met?

How allgned to your Muost of the priorities wers aligned Change
Institution or organisation’s
priorities was your project?

How many participants had All of sham Changs

2 positive impact benefited
by undartaking your project?

Figure 127 - Final Report check your answers and submit

four grant funding grant-funding-agreament-anne doc Chasnge
agreement annex

Permission to contact your Vs Crmnge
partrors

Final repor declaration | Bgree Chanrgs

Submit

Following submission, you will receive a confirmation message (Figure 128), followed
instantaneously by an email.
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Figure 128 - Final Report confirmation

Final report submitted

Your reference number
HDJ2123F-FR2022-23

We've sent you a confirmation email.

What happens next

Once we have validated the details in your final report, we'll email you with
information about your final payment or recovery of any unspent funds.

We'll also email you if we need any further information or have any questions.

Return to dashboard

Post submission

In returning to your dashboard, you will see that your Final Report has been annotated as ‘Final
Report Submitted’ (Figure 129) and by clicking through to the Reports overview you will see that you
have completed your reporting obligations, with all reports submitted (Figure 130).

The Turing Scheme team will contact you if there are any further questions, as well as emailing you
with information about your final payment or recovery of any unspent funds.



Figure 129 - Completed dashboard

Completed

Reports overview

Final report: HDJ2123F-FR2022-23 FINAL REPORT SUBMITTED
Turing Scheme 2022-23 reports overview View report
Answer the questions to complete your mandatory monthly reparts and final
report. Refer to the handbook for more information.

Click here to view your

submitted report

Payment request
Your payment request: HDJ2123F-PR24082022 NN REGHENT AREROVES)
Turing Scheme 2022-23 payment requests View request
Answer the questions to complete your payment requests. Refer to the handbook for
more information.
Application
Application: HDJ2123F APPLICATION APPROVED
Turing Scheme View decision

The Turing Scheme is the UK government's scheme to provide funding for international
opportunities in education and training across the world.
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Figure 130 - Completed report view

Monthly reports

Yo rised 10 review your preject plan on 8 monhly basis and update us on any changes. We'll email

YU WNaR your next monhdy repon is ready 1o b9 completed,

Baprmhar 2027 monthiy rpart HOJ21 33F MR 15583023
Setatet PRI manthly repgd HOUR13F-MR 180R7030
Nowembar 2022 moanibdy mport: HOUZ123F M8 1 5082002
Decombar 2802 manthiy repen: HOUEITIIF-MA18082022
Janssany 33 monthly report; HOMZ123F-MA1S0RZ032
Eabarunry 3803 monahiy repert TS TIF-MRSS002023
March 2023 manthly report. HOJ21 23F MR 1 583001
April 202 maonihly report: HOJI123F-MR {1 BDE0Z2

May 2023 monthy repont: #0121 23F-MA155K1022
Jurve 9 monthiy eport: WO ZIF -MAY 3082022
ity 20273 mpinghly repest; HOJTH2IF-BIR 508202

Busgust 2223 monthiy repar: HOJZ122F-MATI082020

Final report

MCHTHLY REPORT SUBMITTED
MONTHLY REPOET SUBMITTED
MONTHLY REPORT SUBMITTED
MOHTHLY REFORT SUBMITTED
MEHTHLY REPORT SUBMITTED
MEHTHLY REPGRT SURMITTED
MCHTHLY REPCRT SUBMITTED
MEHTHLY REPORT SUBMITTED
MONTHLY REPORT SUBMITTED
MONTHLY REPORT SUBMITTED
MOMNTHLY REPORT SUBMITTED

MONTHLY REPORT SUBMITTED

ou must complete and submit your final repon o recedve thee remaining 207% of your eligible

praject coats.

022733 Finad repart HOIG1I5F-FR2073-23

FINAL REPORT SUBMITTED



Intentionally blank
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