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UBC SEEDS Sustainability Program: Research Project Description Form 


Please return by email to:  Liska.richer@ubc.ca, with “SEEDS proposal” in the subject line
	Version #:1

	Form Completed By:
	Date:         2015

	Name:       
	

	Email:       
	Phone:      


	Part 1: project INFORMATION

	Primary Project Theme (max. 1):
	Secondary Project Theme/s (max. 2):
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	Project Title:
If submitting more than one project, please fill out a separate form for each project.


	Project Main Purpose:

Please describe the primary and any secondary research objectives that you want this project to achieve.


	Project  Background/ Context:
Please describe pertinent project background information. This may include any challenges or opportunities that led to this project request.


	Contribution to Sustainability at UBC:
In this section please summarize how the project supports UBC’s sustainability goals, your department’s sustainability goals and operational plans.


	Outline of Project Details:

Please describe the core task and activities that are required in order to complete the project. Common tasks include a literature review, primary data collection, recommendations, etc.


	Deliverables:
This section pertains to what is expected at project completion. All SEEDS Projects require an executive summary, a report, and a presentation.

	Required:
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Optional:
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      Please specify other deliverables: ________________________________________

	Anticipated Outcomes:
Please describe the expected outcomes of this work.


	Anticipated Initiation and Completion Date:
Please indicate the optimal timeline you would like this student research project conducted and any key milestone deliverables. 


	Special considerations: 

Please list any special factors that the student(s) will need to take into account (equipment, location, constraints, existing material, etc.). 



	Potential information sources:
Please specify any documents, literature or other sources that you think can be used to inform the students work. 


	Desired Student Qualifications:
Please describe experience, background and skillset qualifications that students will need to have in order to successfully complete the project. This section will be used to match suitable students with your project.


	Budget (if any):



	Funding: Students interested in funding opportunities for this project, please check out the AMS Sustainability Fund at: amssustainability.ca


	Part 2: Project team

	Primary Staff Client:



	Secondary Staff Client:


	Faculty:



	Student(s):


	SEEDS Program Representative:


	Other:




	Part 3: anticipated OperationaL staff, faculty and student responsibilities

	Staff Client(s):
· Review project proposal.
· Attend initial project team “kick-off” meeting or workshop to review project proposal collaboratively, discuss expectations, identify resources, and to set agreed-upon project milestones.
· Commit to ongoing communication engagement with the project member or team. This is typically through meetings, email communication or in-class workshops.
· Review and provide comment on any submitted progress reports and draft report.

· Attend final project report presentation.
· Complete the end of term SEEDS Project Evaluation Surveys.
· Inform SEEDS Sustainability Program Representative if any work content is sensitive and/or confidential in nature, and what measures they would like to implement to manage this content.
· If you are contacted by the media or initiate contact with the media please inform them that you are not speaking on behalf of the SEEDS Sustainability Program. If you expect that your project will receive media coverage please inform SEEDS Sustainability Program Representative.
Faculty:

· Explain how student will be graded for the project and how the project mark fits into the course mark.
· Support student throughout project with expertise and advice as needed.
· Ensure students understand their reports will be published and made available to the public.

· Ensure students understand that they can opt out of having reports published by submitting a written request to the SEEDS Program or contacting SEEDS.opt.outs@ubc.ca.
· Attend student presentation of project.
· Complete the end of term SEEDS Project Evaluation Surveys.

· If you are contacted by the media or initiate contact with the media please inform them that you are not speaking on behalf of the SEEDS Sustainability Program. If you expect that your project will receive media coverage please inform SEEDS Sustainability Program Representative.
Student:

· Meet project deliverables.
· Propose and commit to ongoing communication engagement schedule with your staff clients and other project team members. This is typically through meetings, email communication or in-class workshops and serves as an opportunity to discuss project progress and receive guidance. Attend final meeting with staff and present final research deliverables including your recommendations for implementation and future research.
· Using the SEEDS Cover Page template, electronically submit the project report including an executive summary, to UBC SEEDS Sustainability Program within two weeks of project completion. SEEDS Sustainability Program staff will distribute the published report to all project team staff clients.
· Ensure there is no personal information (student ID, e-mail addresses, phone numbers, etc.) in the body of the final project report.
· Student reports will be published and made available to the public. Students will receive an email with a link to their report and opt-out information. If you do not want your report to be published through public channels, please inform the SEEDS Program in writing, or contact SEEDS.opt.outs@ubc.ca.
· Complete the end of term SEEDS Project Evaluation Surveys.
· If you are contacted by the media or initiate contact with the media please inform them that you are not speaking on behalf of the SEEDS Sustainability Program. If you expect that your project will receive media coverage please inform SEEDS Sustainability Program Representative.
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