
 

 
 
APPLICATION GUIDANCE NOTES 
 

SECTIONS A & B: APPLICANT AND PROJECT INFORMATION 
 Please provide information about the applicant and project, including summary of the objectives, 

activities and outputs. 

 Projects should start and end at the beginning and end of the month respectively. 
 

SECTION C: PROJECT DETAILS 
Please do not change the font, text size or format of the form. 
 
1. Objectives  
KEI activities can take place at any point in the research lifecycle. They almost always involve, but should go 
beyond, the communication and dissemination of research. Please use this section to:  

 List the objectives of the proposed engagement project, making reference to the LSE research 
underpinning these and the ways in which the project will increase the influence and impact of the 
research; 

 Explain how the engagement project is distinct from teaching and research activities. 
 
2. Beneficiaries  
Use this section to: 

 List your existing membership of relevant networks; 

 Demonstrate the ways in which the proposed engagement work will build upon these existing 
relationships with stakeholders, non-academic research users, and other innovation funders (for 
example, the UK Research Councils); 

 Describe your strategic approach to maximising opportunities to engage new audiences, research 
users, and beneficiaries with your work; 

 Provide a rationale for choosing these audiences and beneficiaries;  

 Explain how engagement with new audiences will be monitored and what indices will be used to track 
progress. 

 
Please see the Beneficiaries of Impact module of the KEI toolkit for further information about the potential 
users and beneficiaries of research. 
 
Beyond the UK: Which countries may benefit from this proposal? Please list all. If your engagement project 
directly benefits an Official Development Assistance (ODA) eligible country, please indicate in which of the 
broad areas of impact listed below you anticipate that change or benefit will be felt.  

 Civil society, social justice, public policy 

 Justice, rights and welfare 

 Society and community (including arts, heritage, culture, tourism) 

 Economies, commerce and organisations (including in the public sector) 

 Health and wellbeing 

 Built and natural environments 

 Education and training; professional practice and research 
 
More information on ODA criteria can be found here: http://www.newtonfund.ac.uk/about/what-is-oda/  
 
 
 
 

https://info.lse.ac.uk/staff/services/knowledge-exchange-and-impact/Assets/Documents/PDF/Toolkit/2-Beneficiaries-of-Impact.pdf
https://info.lse.ac.uk/staff/services/knowledge-exchange-and-impact/KEI-Toolkit
http://www.newtonfund.ac.uk/about/what-is-oda/


3. Methods and Activities 
You should use this part of the application to:   

 List and describe all KEI-related activities that will be undertaken over the course of the engagement 
project. These could include, for example: training, workshops, events, or networking; 

 Describe how your chosen approaches and methods will support the attainment of the engagement 
project objectives. Note that activities should be tailored to the target beneficiary. 

 
Please refer to the module Methods and Activities Supporting KEI in the KEI Toolkit for further guidance on 
the sorts of activities you might describe here. 
 
4. Outputs  
Outputs are the direct products of the engagement project. They could include: training manuals, toolkits, 
press releases, booklets, non-academic publications, posters, videos and films, podcasts, websites, social 
media content, new networks or collaborations. They may equally include your provision of less tangible 
‘products’ or services designed to maximise engagement and impact.  
 
Further examples from recent projects include: a series of seminars for relevant policymakers; a conference 
for practitioners in the relevant area; a programme of six roundtable meetings between academics and 
government planners; and Parliamentary-style hearing sessions. 
 
In this section you should:  

 List and describe all outputs that will be produced, explaining how they are tailored for use by the 
intended beneficiaries and how they will result from the methods and activities detailed above; 

 Explain how the proposed outputs add to or significantly differ from the current available range of 
activities and outputs for knowledge exchange at LSE (i.e. can the proposed activities and outputs be 
supported by current School support and resources);  

 Where bids are a continuation of or build on existing activities, demonstrate ways in which existing 
School services will be used to undertake engagement activities, and how this demonstrates value for 
money. 

 
5. Potential Impact 
In this section you should describe the possible impact of your activities. Impact should be thought of as 
change brought about in the economy or society as a result of LSE research or expertise, from the concrete 
to the conceptual. This includes but is not limited to (in no order of importance) impacts on policy making; 
on the structures, processes or decision making of business and civil society organisations; on education 
and pedagogical techniques beyond LSE; and on public debate and understanding.  What will be the effect, 
change or benefit resulting from your engagement activities? 
 
6. Success Measures 

 With reference to the intended outputs outlined above, please describe how the success of the 
engagement project will be evaluated, including in terms of any relevant metrics (e.g. numbers of 
participants or attendees at relevant events, number of meetings, social media data, sector analysis, 
commercial data etc.) 

 Provide examples of quantifiable outcomes including: new contacts; membership of new networks; 
new speaking opportunities; invitations or memberships to advisory groups/ committees etc.; 
increased number of visitors to websites/blogs/events/the School; seminars; conferences; meetings; 
workshops; events; media or other similar engagements; publications; social media metrics; 

 Detail any tracking methods used to capture impact and influence; 

 Highlight where the engagement project has included methods for evaluation of outcomes. 
 
Please refer to the Examples of KEI Metrics and Indicators module in the KEI Toolkit for guidance on the 
sorts of indicators you may wish to include. 
 

https://info.lse.ac.uk/staff/services/knowledge-exchange-and-impact/Assets/Documents/PDF/Toolkit/3-Methods-and-Activities-Supporting-KEI.pdf
https://info.lse.ac.uk/staff/services/knowledge-exchange-and-impact/Assets/Documents/PDF/Toolkit/4-Examples-of-KEI-Metrics-and-Indicators.pdf


7. Timeliness and Need  
Successful knowledge exchange is often the product of two significant factors: timing and audience. In this 
part of the application please explain why you believe the proposed engagement project is timely and 
opportune, showing evidence of demand from the target beneficiaries and explaining how the activities 
and outputs are appropriate for this user group.  
To do this, please: 

 Demonstrate demand for the project by showing how the timing and/or content of the engagement 
project will benefit your target users or audience; 

 Demonstrate how the timeliness of the proposed activities has been indicated to the project proposers, 
for example: requests from research users, invitations, previous engagement activities; 

 Explain what role the target audience might play in achieving impact. 
 
8. Significance to the School  

 Describe the contribution of the engagement project to the School’s KEI profile. In so doing, please go 
beyond describing benefits accruing to the School through its enhanced brand presence at events to 
describe ways in which the engagement project activities and outputs will enhance the School’s 
reputation; 

 How does the engagement project contribute to the reputation of Department or Centre? What benefit 
will this have? 

 
9. Partners or matched funding 

 Please indicate if the proposal includes external partners, matched funding, or external in-kind 
contributions, and how this may indicate demand; 

 Please also list any knowledge brokers, intermediaries, or external consultants whose expertise will be 
significant in delivering the activities and outputs. 

 
10. Review of competitive activities 
You should use this section to provide:  

 A brief overview of the main competitors to the activities and outputs proposed in this engagement 
project. These could include: activities covering the same subject matter; targeting similar audiences, 
utilizing similar methodologies, or producing similar outputs or outcomes; 

 Evidence of your knowledge and understanding of the market for the proposed project activities and 
outputs; 

 Evidence of your understanding of user demands and needs. 
 
11. Sustaining Impact 
In this section you should explain: 

 How the outcomes or impacts will be cultivated and/or used to develop additional / follow-on 
knowledge exchange projects, networks, or activities; 

 How relationships, memberships, or networks will be maintained throughout and beyond the lifecycle 
of this specific project; 

 Any other potential sources of funding be pursued once the project has concluded? 

 Whether – and if so how - the project has been developed in consultation with School services such as, 
Research Division, Communications Division, LSE Enterprise, Business Partnerships or Advancement. 
How will these services support further outcomes and impact related work? 

 

SECTION D: PROJECT TIMETABLE 
Successful knowledge exchange activity is an iterative process and data on how KEI funding is used is 
collected by the School for HEFCE and for the ESRC. Please ensure that the timetable and activities are 
realistic and achievable.  
 



To that end, please provide a timetable that covers all stages of project development, including: 
recruitment, set-up, activities, outputs, marketing/promotion, key milestones, and planning for follow up 
activities. 
 
Funding is limited and the Knowledge Exchange and Impact Strategy Group (KEISG) reserves the right to 
review progress and, if necessary, withdraw funding on the basis that the engagement project is unable to 
meet the objectives and milestones set out in the proposal. 
 

SECTION E: ETHICS APPROVAL 
If your engagement project, or the research it is based on, involves human participants, or data relating to 
directly identifiable human subjects, please note that you are required to complete a research ethics review 
prior to any data collection or processing.  
 
For further information, consult the ethics policy and procedures. If you have any queries regarding ethics 
review please contact Lyn Grove via research.ethics@lse.ac.uk. 
 

SECTION F: CV, LINKS TO DEPARTMENTAL STRATEGIES, AND STATEMENT OF SUPPORT 
Please ensure that this section does not exceed one page. 
 

SECTION G: PROJECT BUDGET 
Applicants are strongly advised to discuss the budget with Marie Copperwaite, KEI Awards Manager. 
 

 Budgets must be provided using the template. Please do not change the Cost Type headings (LSE 
Staff, Events, Travel/Accommodation, publications/Web/Digital, Other). 

 Budgets must be broken down by academic year for financial forecasting purposes.  

 If your budget includes staff costs, please provide justification and details for the role(s) in Section 
G of the application form. Please note that teaching buy-out is not an eligible cost. 

 For staff costs, please provide details for staff (name/role, salary band/step, FTE, contract duration) 
and these will be calculated by the KEI Awards Manager 

 Guideline event catering costs (per person): Breakfast - £8, Lunch - £12, Dinner - £50, Refreshments 
- £5, Drinks Reception - £15. 

 For accommodation and subsistence rates use: 
https://www.gov.uk/government/publications/scale-rate-expenses-payments-employee-travelling-
outside-the-uk  

 For guidance on costs for design/film making/website requirements etc. please contact 
Communications Division. 

 Please indicate if (and which) activities will be funded through other sources/matched funding. 
 
 
 
 
 
 
 
 

https://info.lse.ac.uk/staff/divisions/research-division/research-policy/research-ethics
mailto:research.ethics@lse.ac.uk
https://www.gov.uk/government/publications/scale-rate-expenses-payments-employee-travelling-outside-the-uk
https://www.gov.uk/government/publications/scale-rate-expenses-payments-employee-travelling-outside-the-uk

