TOOLS

Consent forms
Often you need participant’s permission to use their information on a project. You also need their informed consent to participate in a project. This is easier if they are an adult as they can, for example, sign a ‘sign up sheet’ or similar simple agreement. If they are a child you will need an adult’s permission. If they are deemed a ‘vulnerable adult’ you may need permission from a career or other responsible person as the participant may not be able to give informed consent themselves.
You may also want to use material gathered from a project. E.g. using text produced by participants on your project on a website or for a press release, or using a photograph of participants, or an image of their work. 

Information and model templates can be found at:-

http://www.data-archive.ac.uk/create-manage/consent-ethics/consent?index=3

Medical ethics info:
http://www.hra-decisiontools.org.uk/consent/examples.html

Copyright
From: https://www.gov.uk/copyright/overview

1. Overview
Copyright protects your work and stops others from using it without your permission.
You get copyright protection automatically - you don’t have to apply or pay a fee. There isn’t a register of copyright works in the UK.
You automatically get copyright protection when you create:
· original literary, dramatic, musical and artistic work, including illustration and photography
· original non-literary written work, eg software, web content and databases
· sound and music recordings
· film and television recordings
· broadcasts
· the layout of published editions of written, dramatic and musical works
You can mark your work with the copyright symbol (©), your name and the year of creation. Whether you mark the work or not doesn’t affect the level of protection you have.

How copyright protects your work
Copyright prevents people from:
· copying your work
· distributing copies of it, whether free of charge or for sale
· renting or lending copies of your work
· performing, showing or playing your work in public
· making an adaptation of your work
· putting it on the internet
· 
Copyright overseas
Your work could be protected by copyright in other countries through international agreements, eg the Berne Convention.
In most countries copyright lasts a minimum of life plus 50 years for most types of written, dramatic and artistic works, and at least 25 years for photographs. It can be different for other types of work.
Contact the IPO Information Centre if you have a question about international copyright.

IPO Information Centre
information@ipo.gov.uk
Telephone: 0300 300 2000
Fax: 01633 817777
Monday to Friday, 9am to 5pm 
Find out about call charges

From https://www.copyrightservice.co.uk/copyright/intellectual_property

Copyright applies to work that is recorded in some way; rights exist in items such as literary, artistic, musical and dramatic work as well as films, sound recordings and typographical arrangements. It gives the author specific rights in relation to the work, prohibits unauthorised actions, and allows the author to take legal action against instances of infringement or plagiarism.
Please see our pages: Copyright law, the Berne Convention, or UK copyright law for more details of the protection.
Copyright is an automatic international right, and excepting specific considerations for US citizens, a single registration with the UK Copyright Service ensures you have verifiable evidence of copyright ownership to help prove and protect your rights at a worldwide level. Immediate protection is available via the online copyright registration facility, while postal applications are typically processed in just a few days.

Safeguarding
[bookmark: _GoBack]It is everyone’s responsibility to ensure children, young people and vulnerable adults are safe. This is a complex issue. Further information can be found at:
https://www.gov.uk/government/publications/safeguarding-children-and-young-people/safeguarding-children-and-young-people

http://www.safenetwork.org.uk/getting_started/pages/why_does_safeguarding_matter.aspx


Project Time Tracker
Keep on top of what you have achieved within your project. Useful for reporting back to partners and keeping track of what you need to bill for.

Samples:
Excel time tracking template 

Invoice Templates
Information you need to include. Your name and address, the recipients name and address, date, a clear statement of what the invoice is for, when it needs to be paid by, whether you are VAT registered and if so your VAT number, details of how to pay (include your bank sort code and account number if you want a BACS payment).

Sample template:
http://www.timeclockmts.com/timesheet-templates/

Expenses Claim Form
Keep track of mileage and other personal expenses.

Sample templates:
http://www.nixonwilliams.com/templates

http://www.cloudbookkeeping.co.uk/downloads/Business%20expense%20and%20mileage%20claim.xls/view

Project Plans
These can be simple, or very complex, depending on the nature of the project.
Sample downloads are available here to amend to your requirements.
Sample templates:
http://www.projectmanagementdocs.com/project-planning-templates/project-management-plan.html#axzz3xPD9pHAr


SWOT Analysis
A SWOT analysis is an extremely useful tool for understanding and decision-making for all sorts of situations. SWOT is an acronym for Strengths, Weaknesses, Opportunities, Threats. 
This allows you a simple framework to think through your project and recognise any potential issues before they become detrimental to your project.

There are many free downloadable copies on the internet try:

https://www.mindtools.com/pages/article/newTMC_05.htm
http://www.businessballs.com/swotanalysisfreetemplate.htm
http://pestleanalysis.com/how-to-do-a-swot-analysis/

Disclaimer
By providing links to other sites, Addo does not guarantee, approve, or endorse the information or products available on these sites. 
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