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ESPA Reporting Guidelines 

Aim of these guidelines 
This document outlines the reporting roles and responsibilities for ESPA projects. These 
requirements include standard NERC reporting, and additional requirements from the ESPA 
Directorate for six-monthly reporting and metadata. It describes requirements for projects and the 
support that the ESPA Directorate will provide.  

The ESPA Directorate is committed to limiting the reporting burden on projects wherever possible, 
and increasing the value-added for reporting outputs. Projects will be required to report only once 
to meet the requirements of all three funders. 

Why collect data and evidence? 
The collection of robust evidence supports ESPA’s Impact Strategy, demonstrating the links 
between research investment and outcome. By recording a trail of project activity, impact can be 
attributed to projects, enabling tracking back from impact, communication and research into use, to 
the project outputs and the research. 

Benefit to ESPA 
• Robust and objective evidence is essential if the benefits of ESPA’s research are to reach 

large numbers of poor people;  

• Demonstrating the value and impact of ESPA funded research is an essential requirement 
of Research Council funding; 

• Good reporting ensures that evidence generated through ESPA supported activities are 
available, properly managed and easily accessible. 

Benefit to the project and researchers 
• Increases the impact and visibility of researchers and their research; 

• Promotes the reuse of data – increasing opportunities for acknowledgement and citation; 

• Provides an easy method for documenting research, which will be useful for the Research 
Excellence Framework process; 

• Helps the project to keep on track and see how outcomes are developing; 

• Allows easy cross-referencing of outputs across ESPA projects, encouraging synthesis of 
research, and increasing the value of investments. 

Definition of terms 
Data documentation – detailed data documentation is crucial to ensure data can be reused and 
understood. The ESPA programme requires projects to record how data were created or digitised, 
what data mean, and their content and structure. The ESPA programme encourages projects to 
record this information from the start and to build this activity into work plans. 

Metadata – facilitates the reuse of data, enabling others to find relevant information, it also 
provides a bibliographic record for citation. The ESPA programme requires projects to keep 
records explaining this key information.  Metadata that will be required by ESPA include: 
ownership, purpose, origin, time references and geographic location.  
Developing Country author – the ESPA programme encourages projects to be led by developing 
country researchers, and for UK-led projects to have full partnerships with research institutions and 
other organisations in developing countries, to enhance the development impact of research. 
Outputs such as publications which are wholly or partly produced by developing country authors 
are a measure of these partnerships, and contribute directly to DFID reporting for the ESPA 
programme as a whole.  
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What will be collected? 
The ESPA Directorate requires projects to collect information on a range of outputs, in order to 
achieve the objectives listed above. When outputs result from work with collaborators funded 
outside the ESPA programme, or when there has been co-funding of research, the project will be 
asked to indicate what can realistically be attributed to the ESPA project. Table 1 outlines the 
information required, the roles of the project and ESPA Directorate, and the timescales for these 
activities.   

How will the information be used? 
• The Directorate will use the evidence generated for reporting on the overall value of the 

ESPA programme; 

• The Directorate will use information about projects on an ad hoc basis, for example when 
engaging with policy makers and the community; 

• Publication on the ESPA website;  

• The Data, Evidence and Partnership Co-ordinator will assist with submission to ESDS 
and/or other relevant data centres. 

Who will have access to the information? 
The ESPA programme in line with standard policy for UK-funded research, requires that all data is 
placed in the public domain, where possible. Please contact evidence@espa.ac.uk if you have 
specific queries about the feasibility of this for your data and evidence. 

 
  

mailto:evidence@espa.ac.uk
mailto:evidence@espa.ac.uk
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Output  Information to be provided will include Support from ESPA When will 
reporting take 
place? 

Publication • Copy of the final submitted proof 
• The Digital Object Identifier (DOI) 

name  
• Explanation of how the publication 

relates to the project, and to ESPA 
funding. 

 
Whether the publication is: 
• Open-access 
• Authored or co-authored by 

developing country researchers 
• Peer-reviewed 
 

Provision of a simple 
reporting template 
and user interface. 
 
Dedicated member 
of staff will catalogue 
and check outputs, 
then share with wider 
ESPA community 

Throughout 
project lifetime, 
at the point of 
submission and 
with an update 
upon 
publication.  

Workshops 
and events 
hosted 

• Copy of report – including purpose 
and target audience 

• List of stakeholders 
• Copy of any materials provided 

Expected follow-up actions and how 
these will be monitored 

• Description of how outcomes will be 
monitored  

Promotion of 
materials on ESPA 
website and 
newsletter. 
Assistance with 
outreach activities. 

Following the 
event 

Datasets • Original data – to be deposited with 
the relevant data centre. 

• Pre-existing data – submission of 
metadata and description to enable 
tracking back to source.  

Assistance to deposit 
data with the relevant 
data centre, e.g. 
ESDS, and guidance 
on metadata 
requirements. 

To be discussed 
with the ESPA 
Data Evidence 
and 
Partnerships 
Co-ordinator. 

Media 
impact 

• Copies of press releases, television, 
radio and newspaper coverage. 
Copies of recordings and links. 

Assistance in 
connecting with 
suitable media 
outlets etc. 

Throughout 
project lifetime, 
with an annual 
check. 

Networks, 
partnerships 
and 
stakeholders 

• Details and explanation, including 
highlighting people not funded by 
ESPA. 

Connect all 
researchers with the 
Partnerships site. 
Encourage links 
between researchers 
and relevant users. 

Throughout 
project lifetime, 
with an annual 
check. 

External 
conference 
participation 

• Details of event 
• Copy of paper or poster 

Alerts for potentially 
relevant events in 
newsletter. 

Throughout 
project lifetime, 
with an annual 
check. 

Web • Links to all project websites and 
project partners’ microsites 

• Description of host site and terms – 
e.g. how long will it be live? 

Promotion of 
materials on ESPA 
website and 
newsletter. Additional 
online support 
currently being 
developed. 

Throughout 
project lifetime, 
with an annual 
check. 

Table 1: Outputs and metadata which projects are required to collect 
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Reporting requirements for projects 
For all reporting requirements, the lead PI for each project will be responsible for ensuring that the 
documents provided are in the form of a consolidated report on behalf of all parties in the 
consortium, and that all consortium parties are in agreement over the content. 

The reporting process  
Annual and interim six-monthly reporting 
Projects will be required to submit reports to the ESPA Directorate, at six-monthly intervals, on 
supplied standard templates. These will document research and impact activities and outcomes, as 
well as all project outputs and metadata, including (but not limited to): publications, events, media 
coverage, evidence of use and uptake, and new data. We will also ask you to report on 
management issues, proposed changes to the project and any significant opportunities and 
challenges, including opportunities to enhance impact.  

The Lead PI on a project will submit reports to the ESPA Directorate, who will then comment and 
send the report to NERC.  Projects will be expected to inform the Directorate regularly upon the 
production of outputs and other outcomes of their research. In the lead up to reporting deadlines 
the ESPA Directorate will provide the PI with a list of outputs as recorded since the previous report. 
The PI will check, edit and confirm this list as an accurate record.  

Review meetings 
The Lead PI will be required to meet with the Directorate at six monthly intervals (in person or via 
video conference) to discuss progress and implementation of their project after submission of the 
six-monthly reports.  The Lead PI and/or Directorate may invite other members of the project to 
attend these meetings.  Video conferencing software and hosting will be provided by the 
Directorate at no cost to projects. 

Impact 
Projects will be expected to document their processes and activities for generating development 
impact, according to templates and online systems supplied by the ESPA Directorate, in the six-
monthly reports. There will also be the option to identify further opportunities for impact with the 
support of the Directorate. 

Ad hoc reporting to the ESPA Directorate or Secretariat 
Projects are required to allocate resources for interaction with the ESPA Directorate.  Projects may 
be required to use their own resources to provide additional ad hoc reporting to meet requirements 
of the ESPA funders or to feed into specific events or processes.  If projects feel that any ad hoc 
request from the funders is unreasonable, they should discuss this in the first instance with the 
ESPA Directorate, who would then have the option to escalate any unresolved issues to ESPA 
funders via the ESPA Secretariat. 

Final report 
At the end of the award, projects are required to submit a final report directly to NERC. The report 
must be submitted via Je-S within three months of the termination of the project, in accordance 
with the NERC Guidance for submission of final reports. There will be additional information 
requirements as defined by the ESPA Directorate. 

http://www.nerc.ac.uk/funding/next/finalreporting.asp


 

 

 

This document has been produced by the Directorate of the Ecosystem Services for Poverty Alleviation 
(ESPA) Programme.  ESPA is a programme funded by the Department for International Development 
(DFID), Economic and Social Research Council (ESRC) and Natural Environment Research Council 
(NERC), as part of the UK’s Living with Environmental Change programme (LWEC).   

The ESPA Directorate is a partnership between the University of Edinburgh, Imperial College London, 
The University of Oxford and the International Institute for Environment and Development (IIED).  The 
ESPA Directorate is hosted by Research into Results, a wholly-owned subsidiary company of the 
University of Edinburgh, responsible for the delivery of research and project management services in the 
area of international development.   

The views expressed here are those of the authors and do not necessarily represent those of the ESPA 
programme, Research into Results, The University of Edinburgh, other partners in the ESPA Directorate, 
LWEC, NERC, ESRC or DFID. 

http://www.espa.ac.uk/
http://www.dfid.gov.uk/
http://www.esrc.ac.uk/
http://www.nerc.ac.uk/
http://www.lwec.org.uk/
http://www.ed.ac.uk/
http://www.imperial.ac.uk/
http://www.oxford.ac.uk/
http://www.researchintoresults.co.uk/
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