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BABAO SPONSORED SYMPOSIA/WORKSHOP GRANTS 
GUIDANCE NOTES (2020) 

 
1. Background 
 
In September 2019, the BABAO Board of Trustees approved funding for ad hoc grants for 
sponsoring symposia/workshops (or similar events), available to all members of the 
association. A copy of the preliminary application form can be found on the association’s 
website (http://www.babao.org.uk/about/awards-and-prizes/). 
 
There is no formal application deadline; instead, each will be reviewed on a case-by-case basis 
throughout the year as applications arise. Award of the grant will therefore depend on not 
only the suitability of the event for BABAO sponsorship, but also on how many applications 
have already been awarded sponsorship that year. The annual award cycle will follow the 
BABAO financial year, opening on 1st January and closing on 31st December. 
 
The amount of funding that can be requested is flexible, depending on the nature of the 
event being proposed, but must not exceed £1,000. BABAO may sponsor one or more events 
per year depending on the Association’s finances and the amounts requested by each 
application, and will be subject to the submission of applications of sufficient quality. The 
Trustees’ decision is final. 
 
Following receipt of a preliminary application (see below) each application will be assessed 
by all members of the Board of Trustees as to eligibility, and those taken forward will be fully 
reviewed by three Trustees (who demonstrate no conflicts of interest associated with the 
applicant or event). 
 
2. Type of events that can be sponsored by BABAO 
 
These grants are intended to support events for the benefit of BABAO members. For example 
(but not limited to) enabling the dissemination of research and/or emerging techniques, 
promoting good ethical practice and EDI initiatives, or allowing career development/training 
opportunities related to biological anthropology (relating to humans and non-human 
primates, extinct and extant) and osteoarchaeology (human and non-human). This may be via 
seminars, small symposia, workshops, one-day conferences, or other similar events. These 
events must be open to all BABAO members that may wish to attend. 
 
BABAO cannot sponsor larger conferences (i.e. those lasting more than one day). This funding 
is also not appropriate for the organisation of closed meetings, or working-groups, where 
attendance is by invitation only. 
 
If you are uncertain whether your event is eligible for sponsorship by BABAO, please contact 
the Grants Secretary prior to submitting your application (grants@babao.org.uk) 
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It is also the applicant’s responsibility to gain health and safety (risk assessment) approval and 
insurance cover for the event from their own institution/the institution where the event is to 
be held where required.  
 

3. Funding for the same event from other organisations 
 
Please note:  
 
a) While it is appreciated that an applicant may apply to other funding bodies to sponsor the 
same event, it is imperative that an applicant informs the Board immediately if he/she 
receives sufficient funding from another source before a decision has been reached by the 
Board of Trustees regarding their application.  
 
b) If partial funding is being requested, please state on the application form what aspect of 
the event BABAO will be funding, and what other funding bodies (if applicable) are expected 
to contribute. 
 
4. Submission of applications and their evaluation 
 
Applications for symposia/workshops are accepted on a rolling basis throughout the year. 
There are no set grant rounds as seen for our BABAO Academic and Commercial research 
grants.   
 
As not all events will be deemed appropriate for sponsorship by BABAO, the application 
process is as outlined below –  
 

1) Applicant must complete a preliminary form, available on the BABAO sponsored 
symposia/workshops web page (https://babao.org.uk/grants-and-prizes/symposia-
workshop-grants/) – all that is required at this stage is a basic summary of your event. 

2) The preliminary application will be circulated to the Board of Trustees. It will be 
assessed for eligibility within two weeks of applying. If the event is appropriate for 
potential sponsorship, the applicant will be sent a formal application form by the 
Grants Secretary. This form requires further information regarding the event, 
including a timetable for organisation, and a budget breakdown and must be 
completed within four weeks of receipt. PLEASE NOTE: preliminary acceptance does 
not guarantee award of the requested grant.  

3) Once the formal application has been received, it will then be fully reviewed within 
two weeks of receipt by three Trustees who declare no conflicts of interest associated 
with the applicant or the event. 

4) The Grants Secretary will then notify the applicant of the final decision within four 
weeks of the formal application. Successful grants will also be announced at the AGM 
held in September. 
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Applications will be evaluated by the Board of Trustees based on the following criteria –  
 

1) Significance, relevance, and timeliness of the event 
2) Potential of event to interest and be useful to BABAO members 
3) Value for money and affordability for BABAO members 
4) Suitability of plans outlined in the proposal to deliver a successful event 

 
Please note that all applications must be typed and submitted in pdf format, and all sections 
should be completed. They must be sent electronically to the Grants Secretary 
(grants@babao.org.uk). Please save the files under your surname (e.g. JonesApplication.pdf) 
and not as BABAOapplication.pdf. Please insert electronic signatures, or scan signed paper 
copies to a single pdf.  
 
Applicants must be paid-up members of BABAO by 31st January of the application year. It is 
the applicant’s responsibility to ensure that they have paid their subscription, and 
applications from lapsed members will not be considered. 
 
 
5. Expectations of grant winners 
 
Grant winners are required:  
 

a) to make it a requirement for attendees to commit to the BABAO Code of Conduct, and 
BABAO Codes of Ethics, Practice, and Digital Imaging during the registration process 
(see https://www.babao.org.uk/publications/ethics-and-standards/ for further 
information) 

b) to hold their event within one year of receipt of the award (unless an extension has 
been agreed with the Board of Trustees at the time of preliminary application) 

c) to advertise the event as BABAO sponsored to BABAO members via the BABAO mailing 
list and social media, and the applicant will provide a short review of the event for the 
BABAO annual review and website 

d) to acknowledge sponsorship from BABAO (e.g. by including the BABAO logo on 
promotional materials, acknowledgement of funding in any outputs arising) 

e) to advertise how to become a BABAO member at the event 
f) to complete and submit a feedback form within six months of the event, giving: 

 

 a clear summary report of the event  

 a summary of how many delegates attended the event, and a breakdown of 
how many were BABAO members 

 a breakdown of spending  
 
 
BABAO sponsorship should be acknowledged in all communications about the event and in 
any outputs.  
 
If the event is not held within the expected timeframe without due cause, applicants may 
be required to return the grant money 

https://www.babao.org.uk/publications/ethics-and-standards/
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6. Specific Guidance Notes – Formal Application following preliminary acceptance 
 
Please note the maximum word counts where specified. The boxes on the form can be 
expanded as necessary. 
 
Section 1: To be completed by the applicant. Please give your complete postal address and, 
where applicable, your affiliation (commercial company/university/museum, etc.). You must 
include your BABAO membership number to show that you are a member in good standing. 
Your membership number was included in the letter/ email sent to you when you joined 
BABAO. If you cannot find your number, please contact the membership secretary 
(membership@babao.org.uk). 

Section 2: Please give brief details of your current status (e.g. postgraduate student, 
academic, museum professional, commercial archaeologist, freelance osteologist, etc.). If you 
are a student, please provide details of the degree for which you are registered with dates, 
the name of your course director or supervisor (who does not need to be an association 
member), and the name of your institution. 

Section 3: The title of the event (note that this will be placed on the BABAO website if the 
application is successful), the sum requested, and the type of event proposed (e.g. seminar, 
symposium, workshop) 

Section 4 (maximum 300 words): Please provide a brief outline of the proposed event, which 
should be suitable for a non-expert audience. The outline will also be placed on the BABAO 
website and published in the annual review if the application is successful. 

Section 5: Please provide further details regarding your event. You will need to know how 
many participants you expect to attend (or state if there is a maximum number of attendees 
possible). Consider whether you will need to charge a registration fee for the event, how 
much this would be, and who would be eligible for reduced rates. If you have any planned 
outputs for the event at this stage, please provide details (e.g. publications). Please provide a 
timetable for the organisation of the event (e.g. the proposed date(s), a timeline for call for 
papers and abstract acceptance, invitation of keynote speakers, etc). The timetable is 
particularly important, as the Board require the event to be completed within a year of receipt 
of the award. If there is a legitimate reason why this timeframe needs to be extended, please 
include this information here, and inform the Grants Secretary at the time of application so 
that this can be discussed during the review process. 

Please note that section 5 weighs heavily in the assessment of the application.  

Section 6: BABAO provides guidelines for ethical practice concerning human remains (please 
see https://www.babao.org.uk/publications/ethics-and-standards/ for our most recent 
Codes of Ethics, Practice, and Digital Imaging). It is a requirement that organisers and 
attendees of BABAO sponsored events adhere to these guidelines when either handling 
human remains during workshop events, and/or when presenting their research. 

BABAO also promotes a safe and inclusive environment at its annual conference, and all 
events linked to the Association. As such, we require that everyone (whether a BABAO 
member or not) agrees to our Code of Conduct when registering for our events. The BABAO 
Code of Conduct can be found at the end of this document. It is a requirement that hosts and 

mailto:membership@babao.org.uk
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attendees agree to adhere to the BABAO Code of Conduct, and Codes of Ethics, Practice, and 
Digital Imaging during the registration process. 

Section 7: Please provide a breakdown of the budget required from the association. All costs 
should be included in the application including expenses covered by other grants or provided 
as in-kind contributions (for example free use of a venue arranged with your employer). Make 
it clear which costs the BABAO grant would be supporting. 

Section 8: Students must obtain a signature from their course director/supervisor. 
Applications without a signature from the student’s supervisor cannot be accepted. If you are 
unable to insert an image of a scanned signature, scan the signed hard copy of the form and 
submit it via e-mail. 

 
 

Code of Conduct during BABAO events 
 
If successful in your application for funding for a BABAO grant to host a symposium/workshop, 
you must acknowledge that you have read and understood the Code of Conduct outlined 
below. You are also expected to require those attending your event to agree to this Code of 
Conduct at the point of registration. 
 
Breach of this Code of Conduct by yourself may result in you being unable to apply for future 
BABAO grants for events. Breach of this Code of Conduct by those attending your event may 
also result in their registration being rescinded without refund, and refusal of admittance to 
the event venue. 
 
Academic events (such as seminars, symposia, and workshops) are an important part of our 
professional lives and provide a valuable opportunity to present and hear about research, and 
to network with colleagues in a social setting. It is essential, however, that those attending do 
so in a safe and managed environment. This code of conduct applies to all events related to 
the main symposium/workshop both at and away from the venue, including any welcome 
receptions and associated social events (e.g. tea and coffee breaks/dinners/drinks 
receptions).  
 
1. Attendees should not engage in any form of bullying or harassment towards any other 
attendee. Harassment is defined as unwanted conduct that undermines someone’s dignity or 
creates an intimidating and hostile environment.  
 
It may be related to sex, gender, origin, disability, sexual orientation, religion or beliefs, age, 
or other personal characteristic. Examples include, but are not limited to:  

a. Use of offensive or insulting language 
b. Suggestive gestures, remarks, innuendo, unwelcome terms of endearment or sexual 

advances 
c. Displays of sexually suggestive or pornographic objects or images 
d. Unnecessary unwanted body contact 
e. Discussion of malicious rumours or unfounded allegations 
f. Threatening language or behaviour 
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2. Do have a drink if you would like to, but please do so in moderation and remember that 
you are in a professional environment and that acceptable standards of behaviour remain the 
same regardless of the consumption of alcohol. 
 
3. Presentations should not be interrupted or disrupted by, e.g. repeated mobile telephone 
noise, audible conversation or comments. 
 
4. Questions to presenters should be respectful and not be presented in a belittling or 
demeaning manner. 
 
5. Presenters should give content warnings if their presentation contains material likely to be 
deemed distressing (e.g. images containing substantial amounts of soft tissue, or discussion 
of specific events that may have impacted attendees. Given the nature of BABAO, it is 
assumed that many presentations will contain images of human skeletal remains, and 
attendees should recognise that content warnings will not be given for these). 
 
6. Attendees should not behave in any way that could bring the name of the Association into 
disrepute. 
 
7. The use of illegal drugs is strictly forbidden. 
 
 
Social Media 
 
1. Please do not share, or post photographs of presentation slides through social media unless 
the presenter has given specific permission to do so. 
 
2. Whilst broadcasting events via social media is generally an accepted and important part of 
academic meetings, this is a private event and some presenters may request that their 
content is not discussed or posted publicly (this could be for several reasons, e.g. embargoed 
data that hasn’t yet been published, or sensitive material), this should be respected.  
 
3. Intimidation or harassment of any kind via social media is unacceptable. 
 
 


