Where to place the Research Office tasks?
Please find below a first draft about where to place the tasks given in my presentation for tasks related to PhD education. I have started with the following ideas:

1. There is some implicit layering that we can take into account: The smallest one is the individual researcher, then there is the research group, then there is the faculty, and finally there is the university (college). I have not taken up the issue of campus, which would be between university and faculty.

2. I think the financial issues can be taken up easily using this table: Whenever a task is put into one of the levels, we have to set aside some amount of money and/or time to this unit. This can also help us in discussing the issue if research groups are a good idea.

3. To ease the decision, I have guessed some frequency of how often the corresponding tasks are run per year and how special they are (how much local competence is needed).

4. Furthermore, I have inserted two more tables: one for establishing and running projects and another one for running conferences and workshops. These are not properly filled yet.

	Task for PhD education
	Frequency
	Special?
	Where are they now?
	Where should they be?

	make and regularly update the strategy
	0,2
	medium
	faculty
	Faculty

	help with writing project applications and initiate them, too
	15-20
	high
	researcher
	Research group

	establish connections and joint projects between research groups
	sporadisk
	medium
	n/a
	Faculty

	make announcements
	15-25
	Low
	Faculty

	Faculty

	carry out employment routine in time
	15-25
	Low
	Faculty
	Faculty

	handle rooms
	20-30
	Low
	faculty
	Research group & faculty

	make clear details: 3 or 4 years? what to do in remaining 25%?
	15-25
	medium
	faculty
	Research group & fakulty

	assist with work permit
	15-25
	low
	researcher
	Faculty

	arrange for early accommodation
	15-25
	low
	researcher
	Faculty

	assist in Norwegian registration
	15-25
	low
	researcher
	Faculty

	assist with bank account etc
	15-25
	low
	researcher
	Faculty

	Assist in course plan offer and selection
	15-25
	high
	researcher
	Researcher & faculty

	Application for PhD Programme Entry
	15-25
	medium
	Researcher
	Faculty

	Contract for PhD Study
	15-25
	low
	Faculty
	Faculty

	Set-up schedule for Progress and Advisory Reports
	Should be decided once and part of application to programme above

	follow up that enough courses are run
	1-2
	medium
	Faculty
	Faculty

	Handle registration to courses
	100-200
	low
	faculty
	Faculty

	identify needed free courses and have them run
	Is somewhat the same as “follow up that enough courses are run” above.

	organise PhD forum 
	10
	low
	Faculty
	Faculty

	organise research group meetings
	40
	low
	Researcher
	Research group

	supervisor guide
	1
	low
	HiA
	HiA

	maintain a practical information database
	20
	low
	Researcher
	Faculty (campus)

	contact persons for problems
	100-200
	low
	n/a
	Research group

	run social activities for PhDs
	4
	low
	n/a
	Faculty / HiA

	make sure students are connected
	50
	low
	n/a
	Research group

	have a big event for each thesis defence and make it joint for all research groups
	15-25
	low
	HiA & faculty
	 HiA & fakulty

	have and create positions for the best
	5-10
	medium
	n/a
	Research group

	maintain an alumni database and have regular events for them
	1-2
	low
	HiA
	HiA

	help before and after travels
	200-300
	Low
	researcher
	Research group

	handle financial issues for projects
	10-20
	Low
	Researcher & faculty
	Research group & faculty

	administrative support for projects
	40-100
	low
	researcher
	Research group

	important: single point of access, i.e. organised around research groups!!!
	This is not a task but rather refers to the organisation.


	Task for project handling
	Frequency
	Special?
	Where are they now?
	Where should they be?

	Write project proposal
	
	
	
	

	Find partners for project proposal
	
	
	
	

	Financial data in project proposals
	
	
	
	

	Project meetings
	
	
	
	

	Project payments
	
	
	
	

	Project deliveries
	
	
	
	


	Task for conference handling
	Frequency
	Special?
	Where are they now?
	Where should they be?

	Attract a conference or workshop or summer school to HiA / Grimstad
	
	
	Researcher
	Research group

	Create a budget
	
	
	Researcher
	Research group

	Find sponsors (e.g. HiA)
	
	
	Researcher
	Research group

	Publish call for papers & call for participation
	
	
	researcher
	Research group

	Form a programme committee
	
	
	researcher
	Research group

	Find a publisher
	
	High
	researcher
	Research group

	PR for the conference
	
	
	researcher
	faculty

	Invited speakers
	
	
	researcher
	Research group

	Paper review and selection and programme
	
	
	researcher
	Research group

	prepare for proceedings (Memory stick, printing)
	
	
	researcher
	Research group

	Conference web including paper submission system
	
	
	Researcher
	Research group

	Conference infrastructure: rooms incl. equipment, network, food, hotels, badges, conference bag
	
	
	Researcher / faculty
	Research group

	Conference publications: participant material, 
	
	
	Researcher / HiA?
	Faculty / campus

	Conference social events & dinner
	
	
	Researcher / HiA?
	Faculty / campus

	Conference finance including electronic registration
	
	
	Researcher / faculty
	Research group


