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INTRODUCTION

The EquiPD trio of fillable forms helps embed equity in collaborative research proposal
development.

Theformssupportboththe Lead Applicantand Co-Applicantstoshareinformationtransparently
and early in the proposal process. This transparency reduces reliance on assumptions,
promotes shared understanding, fosters responsible engagement with timelines, and enables

fairer allocation of roles, responsibilities and resources.

The form trio is part of a toolkit arising from a collaborative project funded by the British

Academy. For more information on EquiPD, visit https://health.uct.ac.za/equipd.

This form is Part 2 of three. While each form can be used separately, they should ideally be
completed as a set in three stages — see ‘How to use the fillable forms’.

They should be completed early in the proposal development process, typically once a high-
level project idea or concept has been formulated.

Assuming the proposal applicants have familiarised themselves with the funding call, the
forms should each take about 20 minutes to complete per applicant - it should serve as brief

information provision and not be onerous or comprehensive.
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HOW TO USE THE FILLABLE FORMS

Eachformincludes a Section A (completed by the Lead Applicant) and a Section B (completed

by Co-Applicants). Ideally, the forms should be completed in order, as depicted below.

Lead Applicant identifies &
digests funding call

Lead Applicant forms research concept

Lead Applicant approaches potential
Co-Applicants & gauges interest

Lead Applicant completes Section A of Form 1
& sends to prospective Co-Applicants

Co-Applicants review Section A of Form 1,

Lead Applicant engages with prospective
complete Section B & return it to Lead Applicant

Co-Applicants on any equity issues identified
u

[ —

Opportunity for prospective Co-Applicants to
opt out on the basis of identified equity issues

Lead Applicant completes Section A of Form 2
& sends to prospective Co-Applicants

Lead Applicant
collates & engages with
Co-Applicants on any equity issues identified
|

L ——

Opportunity for Co-Applicants to opt out
on the basis of identified equity issues

Co-Applicants review Section A of Form 2,
complete Section B & return it to Lead Applicant

Steps for this Fillable Form 2

Lead Applicant completes Section A of Form 3
& sends to prospective Co-Applicants

Co-Applicants review Section A of Form 3,

. . . Lead Applicant
complete Section B & return it to Lead Applicant

collates & engages with Co-Applicants
on any equity issues identified
|

[ S —

Opportunity for Co-Applicants to opt out
on the basis of identified equity issues

Lead & Co-Applicants co-develop & submit the full proposal

Steps in the EquiPD fillable forms workflow
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Fillable Form 1: Funding call and proposed project overview

Section A, completed by the Lead Applicant, is used to capture the key details of the
funding call and to highlight any aspects that may impact equity. It also includes a brief
project overview to orient Co-Applicants to the proposed work.

Section B, completed by all Co-Applicants after reviewing the information provided
in Section A, allows them to raise any aspects of the funding call that may affect their
equitable participationinthe proposal. Thisensuresthatconcerns or structurallimitations
affecting different institutions or contexts are flagged early and addressed collectively.

Fillable Form 2: Expertise, resources and requirements

Section A, completed bythe Lead Applicant, is used to detail what the lead can offer (their
expertise and available resources), what they need for meaningful participation, and any
national or institutional policies, processes or timelines that might affect the application.

Section B mirrors Section A and is completed by each Co-Applicant. This creates a
transparent, side-by-side understanding of what each applicant can contribute, what
they require to participate, and what structural constraints shape their participation.
This supports equitable planning and realistic distribution of roles, commitments and
timelines across all applicants.

Fillable Form 3: Project roles and responsibilities

Section A, completed by the Lead Applicant, sets out the proposed project roles and
responsibilities for each Co-Applicant.

Section B is completed by Co-Applicants, allowing them to respond to the proposed
project roles — raising any concerns about appropriateness, feasibility or fairness, either
for themselves or for other Co-Applicants. This supports early negotiation, alignment of
expectations and equitable structuring of contributions across the team.

IMPORTANT: Combining PDF form files may cause software challenges, and we recommend keeping completed
forms separate, or using the Adobe ‘Create, PDF Portfolio’ function (this puts all the selected PDF documents
as individual files into an overarching PDF Portfolio file). However, if the Lead Applicant does wish to combine
completed forms received from Co-Applicants into one PDF document, they should be cautious using the Adobe
‘Combine’ or ‘Insert’ functions, as these may lead to form fields from one applicant overwriting those of another.
Instead, the Adobe ‘Merge’ function can be used, which combines PDF files with less risk of overwriting fields -

this can be accessed via an online tool at https://www.adobe.com/acrobat/online/merge-pdf.html.
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DEFINITION OF ROLES' USED IN FORMS

Lead Applicant

Also known as: Principal Investigator; Chief Investigator; Chief Researcher; Coordinating
Investigator; Lead Investigator; Coordinator.

The Lead Applicant for a research project or programme who is responsible for its overall
conduct (in addition to specific responsibilities as a member of the research team).
They are responsible for the preparation, conduct, administration of, and reporting on,
a research grant, contract or other funded project or programme in compliance with
applicable laws, regulations and policies governing the conduct of funded research.

In some instances, proposals may have more than one Lead Applicant, often known
as Co-Lead Applicants (also known as Co-Principal Investigators), with similar, but
differentiated, responsibilities.

Typical responsibilities for this role: Primary responsibility for technical compliance,

completion of programmatic work, and financial stewardship of awarded funds.
Co-Applicant
Also known as: Co-Investigator.

A researcher who has responsibilities similar to those of a Lead Applicant on a research
project or programme but with a more limited scope. While the Lead Applicant has
ultimate responsibility for the conduct of a project or programme, Co-Applicants are
also obligated to ensure the work is conducted in compliance with applicable laws and
regulations and organisational policies governing the conduct of funded research. They
will typically take responsibility for carrying out a portion of the project (with their team
where applicable).

Typical responsibilities for this role: Carry out a portion of the project, ensuring this is

technically compliant, and ensuring financial stewardship of their portion of the awarded
funds.

1

Definitions adapted from: A Glossary for Research Development, Exploring core language for tracking and qualification;
AAS, AESA, AUDA-NEPAD, ARMA

EquiPD Fillable Form 2
5


https://info.lse.ac.uk/staff/divisions/research-and-innovation/research/lse-irmsdp-project

EquiPD FILLABLE FORM 2

EXPERTISE, RESOURCES AND REQUIREMENTS

SECTION A - LEAD APPLICANT TO COMPLETE

Name:

Email:

Position in submitting (Lead) organisation:

Official name of submitting (Lead) organisation:

City & Country:

What the Lead Applicant can offer

1 Based on the project idea/concept, how do you feel you could contribute?

Describe in brief, considering:

*  Your expertise

* Your resources

* The time you have available (during proposal development and the actual project) - be realistic.
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What expertise do you have that might enable or enhance the proposed project? (+/- 300
words)

e E.g., expertise in data science, virology, anthropology, statistics, clinical trial management, ethics of Al,
electron microscopy, focus group facilitation.

* Try to be specific, e.g., if offering expertise in statistics and the project involves adaptive trial design, do you
specifically have expertise in statistics that support adaptive design?

What resources do you have access to that might make the proposed project possible or
enhance it? (max 300 words)

* Infrastructure e.g.: access to an accredited ethics review board, a PET-CT scanner, a proprietary piece
of software, a clinical trial site, a theatre for musical performances, a recording suite, a super-resolution
microscope.

* Human resources e.g.: access to clinical trial staff, a bioinformatician, a community advisory board, a
participant group the study requires, an interpreter, a tracker.

* Environmental circumstance e.g.: access to a coral reef, an endangered species, a celestial event, a social/
political event, an archaeological find.
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What the Lead Applicant needs

1 What are your critical resource requirements (without which you are unable to participate
in the project)?

E.g., specific human resources, infrastructure, research costs.
Consider the total project budget available and number of Co-Applicants involved.
Note: Complete at a high level this is not an extensive list or budget.

2 What are your other ‘nice-to-have’ resource requirements?

E.g., human resources, infrastructure, research costs, travel and other project requirements.
Note: Complete at a high level this is not an extensive list or budget.

3 Organisations typically require the inclusion of indirect costs on a budget. Liaise with your
research office (or equivalent) and provide specifics and/or indirect rate to be used for this
proposal.

E.g., 20% of Total Direct Costs; 40% of Total Salaries Cost; rules for min FEC Recovery & Contribution to Overheads.
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Policies, processes and timelines that may affect the application

1 Are there any national restrictions, policies or other considerations that may impact equity
in the project? (refers to the nation of the Lead organisation)

E.g., Export control, Intellectual Property ownership, sanctions.

2 Are there any organisational restrictions, policies or other considerations that may impact
equity in the project? (refers to the Lead organisation)

E.g., overhead policies, diversity/inclusivity, ability to meet funder prescribed due diligence, capacity constraints
(e.8., professional support staff).

3 Provide any pre-submission requirements and their deadlines at your Lead Applicant organi-
sation.

E.g., administrative, budgetary, letters of support, due diligence, internal peer-review, final submission sign-off.

Type of approval/sign-off Working days required

4 Are there any other deadline considerations that need to be factored?

E.g., public holidays, organisational shutdown periods, key personnel availability.
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SECTION B - CO-APPLICANT TO COMPLETE

Name:

Official name of Co-Applicant organisation:

What the Co-Applicant can offer

Based on the project idea/concept, how do you feel you could contribute?

Describe in brief, considering:
* Your expertise
* Your resources

The time you have available (during proposal development and the actual project) - be realistic.
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What expertise do you have that might enable or enhance the proposed project? (+/- 300
words)

e E.g., expertise in data science, virology, anthropology, statistics, clinical trial management, ethics of Al,
electron microscopy, focus group facilitation.

* Try to be specific, e.g., if offering expertise in statistics and the project involves adaptive trial design, do you
specifically have expertise in statistics that support adaptive design?

What resources do you have access to that might make the proposed project possible or
enhance it? (max 300 words)

* Infrastructure e.g.: access to an accredited ethics review board, a PET-CT scanner, a proprietary piece
of software, a clinical trial site, a theatre for musical performances, a recording suite, a super-resolution
microscope.

* Human resources e.g.: access to clinical trial staff, a bioinformatician, a community advisory board, a
participant group the study requires, an interpreter, a tracker.

* Environmental circumstance e.g.: access to a coral reef, an endangered species, a celestial event, a social/
political event, an archaeological find.
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What the Co-Applicant needs

1 What are your critical resource requirements (without which you are unable to participate
in the project)?

E.g., specific human resources, infrastructure, research costs.
Consider the total project budget available and number of Co-Applicants involved.
Note: Complete at a high level; this is not an extensive list or budget.

2 What are your other ‘nice-to-have’ resource requirements?

E.g., human resources, infrastructure, research costs, travel and other project requirements.
Note: Complete at a high level; this is not an extensive list or budget.

3 Organisations typically require the inclusion of indirect costs on a budget. Liaise with your
research office (or equivalent) and provide specifics and/or indirect rate to be used for this
proposal.

E.g., 20% of total direct costs; 40% of total salaries cost; rules for min FEC Recovery & Contribution to Overheads.
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Policies, processes and timelines that may affect the application

Are there any national restrictions, policies or other considerations that may impact equity
in the project? (refers to the nation of the Co-Applicant organisation)

E.g., Export control, Intellectual Property ownership, sanctions.

Are there any organisational restrictions, policies or other considerations that may impact
equity in the project? (refers to the Co-Applicant organisation)

E.g., overhead policies, diversity/inclusivity, ability to meet funder prescribed due diligence, capacity constraints
(e.g., professional support staff).

Provide any pre-submission requirements and their deadlines at your Co-Applicant organi-
sation.

E.g., administrative, budgetary, due diligence, internal peer-review, final submission sign-off.

Are there any other deadline considerations that need to be factored?

E.g., public holidays, organisational shutdown periods, key personnel availability.
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