	Guidance Notes for the

Development Grant Scheme for Groups working with victims and survivors of the Troubles


	a)  Aim of the Scheme


The Community Relations Council with the support of OFMDFM has established a fund to support the healing and recovery work with the victims and survivors of the Northern Ireland Troubles.  The scheme seeks to ensure fair access to support for victims and survivors of the Troubles.  The principal aim of the scheme is to support victims and survivors to become active members of society.
This scheme is targeted at supporting groups which are made up of victims and survivors, or are working with victims resident in Northern Ireland.  Please see page 7 of the guidance notes for a list of priorities under this scheme.
The scheme is aimed at locally based and regional groups working with victims and survivors of the Northern Ireland Troubles and not for individuals.
The Council aims to have a geographical and sectoral spread in applications received and grants given and the Council will ensure continuous monitoring and evaluation.
	b)  Who can apply


Any constituted voluntary and community victims group that can provide evidence of need for their support services to victims and survivors resident in Northern Ireland.
Voluntary and community groups must have a written governing document (for example a constitution or articles of association) and at least three people on their governing body or management committee who are not related to each other.  
You can find more information about good governance from the Department of Social Development’s (DSD) “Setting Standards, Improving Performance – best practice in finance and governance in the voluntary and community sector” which has been used as the benchmark for improving the effectiveness of the victims sector and requirements of Government in relation to the provision of grant aid – copies of this can be downloaded from the following website link:   http://www.dsdni.gov.uk/finance_and_governance_for_vcu.pdf.
Groups that are in receipt of Strategic Support Funding are not eligible to apply to the Development Grant Scheme. 
	 Branches


Your group may be a branch of a larger organisation. If so, you can normally only apply if your group is an independent branch. By ‘independent’ we mean that you must have:

· your own governing document

· a management committee

· a NI/UK bank or building society account in the name of the organisation and under its direct control
· your own annual accounts approved by your own management committee, signed and dated and control over your own income and how you spend it.

If you are a dependent branch you may still be able to apply for funding support, but you will need the support of the larger umbrella organisation.  If you are a dependent branch, but have a management committee, a NI or UK bank or building society account in the name of your branch and produce your own annual accounts, you can still apply for funding support.  However, you will need the support of the organisation you are linked to and must make sure that they will take legal responsibility for any funding award made to you. Please discuss this with the larger organisation that you are linked to before you apply.  Council may require written confirmation from the overseeing organisation.  If you are a dependent branch and do not have a management committee, a NI or UK bank or building society account and your own annual accounts, the larger organisation that you are linked to should apply for a funding award.
	c)  Criteria for applying


The purpose of the application must reflect the principal aim of the scheme and must include at least one of the following elements:
1. Projects that can demonstrate how they will help people to begin to make the transition from victim to survivor as part of a process of healing and recovery.

2. Projects and activity programmes for victims of community conflict that will support the training of volunteers and staff in relevant support services to assist the healing and reconciliation process (groups will need to demonstrate work that supports the promotion of best practice).
3. Assistance with organisational development and operational/strategic planning for groups involved in supporting victims and survivors to become active members of society.

4. Projects that will explore the causes and effects of the troubles and which will facilitate the sharing and development of trust and understanding between participants and an awareness of their needs amongst a wider community.

5. Assistance with small scale research costs involved in evaluating the effectiveness of projects involving victims of groups and the development of models of good practice.

6. The provision of small scale seeding support for new groups working in the area of victims support (Funding will only be allocated for newly established groups i.e. in existence for up to 1 year).
	d)  Eligible Costs


Grants may be made towards the costs of the following:
· Programme expenses such as the costs involved in the organisation of locally based conferences, seminars or discussion groups, 
· renting facilities 

· travel and subsistence

·  assistance towards crèche provision with bona fide registered and accredited child minders, 
· facilitation 
· research costs 
· purchase of small items of capital equipment (i.e. chairs, over head projector etc.).

· A limited number of bursaries will be made available for individuals from groups to attend conferences/seminars relevant to supporting victims/survivors in the healing process.  Individuals from groups or organisations in receipt of a bursary will not be eligible for a further bursary for a period of 12 months from the date of any earlier award.
	e)  Exclusions


Grants are aimed at specific projects or schemes.  They will NOT cover:

· on-going costs e.g. salary, heat, light, telephone costs, rent, building maintenance or repair

· major capital expenditure,

· equipment costs,

· cash generative schemes,

· religious services,

· competitions,

· political lobbying,

· retrospective events or activities,
· Political parties/party political activities.

· Grants will NOT cover travel outside Ireland and the United Kingdom, except in the case of bursaries.

· Small seeding grants will NOT be available to groups that have already secured seeding support from the Community Relations Council in the past.

· Grants will not support the erection of memorials/memorial gardens.

· Duplication of services that are available with your local area.
· Social evenings/dinners cannot be financially supported, groups are encouraged to fundraise for such activities. 
· Christmas dinners/events cannot be supported.
Groups that are in receipt of Strategic Support Funding are not eligible to apply to the Development Grant Scheme.
These are not exhaustive lists and any items not detailed in the eligible and ineligible sections will be subject to assessment.  The Council is not obligated to fully fund requests for funding even if it meets criteria and in some instances a contribution towards costs may be awarded.  Please review the capped rates for guidance of levels of funding within the Development Grant Scheme to assist you in the planning process available at Annex A.
Standards

With regards to the provision of the delivery of services to victims and survivors, groups should connect with best practice standards/practice within the victims and survivors sector and the wider community and voluntary sector.   Groups that have not yet attained minimum standards (as outlined in the recent Commission for Victims and Survivors (CVSNI) report on Minimum Standards) in order to deliver services to victims and survivors can attain financial assistance from the DGS fund in order to prepare themselves for the safe and effective delivery of services and to attain minimum standards as identified by the CVSNI.
	f) Categories of need for support towards services and activities


The following categories of need have been identified by the Commission for Victims and Survivors through the Comprehensive Needs Assessment (First Interim Report) completed September 2010. The Comprehensive Needs Assessment aimed to examine the current needs of victims and survivors and assess the provisions and services that have been put in place since 1998 to meet those needs. It also seeks to anticipate the areas of emerging and growing needs that occur over time and in relation to changing social and economic environments.
The six main categories of need for support towards services/activities are as follows:

1. Mental Health & Well-being

2. Social Support

3. Truth Justice & Acknowledgement

4. Transgenerational/Young People
5. Organisational Development

6. Personal & Professional Development

The following are examples of the type of services supported under the specific categories of need: 

1. Mental health and well‐being – this will include: 
· counselling and psychotherapeutic support, 

· related supervision costs for volunteer counsellors, 
· complementary or alternative therapy provision. 

2. Social Support – this will include: 
· volunteer befriending training, 

· volunteer befriending co‐ordination, 

· related supervision, 

· respite trips or outings, 

· social networking, 

services or activities that help to build self‐confidence through social interaction, i.e. 
‘drop-​in’ support activities, pastoral care support, and 

· welfare advice. 
3. Truth, Justice and Acknowledgement – this will include: 
· services that relate to truth recovery/truth telling and justice work, 

· advocacy and campaigning work, 

· remembrance, storytelling and archiving services, 

· cultural diversity work, etc. 

4. Transgenerational/Young People – this will include: 
· services that relate to the understanding of the transmission of intergenerational or 
secondary/shared trauma and its impact on the mental health of young people and their families, 

· young people’s projects including respite or summer schemes, etc. 
5. Organisational Development – this will include: 

· strategic planning, 

· governance training for staff or volunteers or committee or board, including support towards attaining minimum practice standards in relation to service delivery, etc. 

6. Personal and professional development – this will include: 
· professional or vocational training or education/learning opportunities for individual 
victims and survivors to provide support towards employment or careers development, learning new skills, and 

· non‐professional or non‐vocational training/education/learning opportunities for end
beneficiaries to assist in learning/skills development, employment or careers development. 
	g)  Victims & Survivors Programme Capped Rates for Services/Activities


This list is not exhaustive there may be other items which fall within the categories of need above that the Council will consider through the assessment process.  The information in Annex A is to guide and assist groups in the planning of their services/activities by having a guide as to the level of funding they can expect to receive should they be successful in their bid for financial support through the Development Grant Scheme.  
Capped rates do not guarantee a level of funding as the onus is on the group to demonstrate the need for services and numbers of victims and survivors accessing services.  Assessment will be made on the information provided by your organisation and if successful an award will be made relevant to the level of need demonstrated in your application. See Annex A.
	h)  Important Considerations


Bank or building society accounts 
We require at least two unrelated people to sign each cheque or make a withdrawal. If any signatories are related or live at the same address we need written confirmation from your bank or building society that these people cannot authorise payments together. 

Please apply only for what you need. Please ensure that you consider carefully the requested costs of your services to victims and survivors. Ensuring best value for service provision is important in order to maximise available resources for the entire victims sector/population. 

Safeguarding Children & Vulnerable Adult Policies and other legal requirements 
It is important to ensure the safety of any children, young people under the age of 18 and vulnerable adults (individual victims and survivors are classified as vulnerable adults/children) you may work with. If your group  is or will be working with any of these people, you should have a policy that explains how you make sure these people are safe and be able to show that your policy is put into practice. We may ask for policies that are relevant to how your group will run your service delivery. 

Lobbying 
Please do not try to influence the decision by lobbying the NI Community Relations Council, Board members, Committee members or Staff, directly or indirectly. 

Publicity 
We may use the name of your group and its service delivery in our own publicity materials if you are successful. 

Questions/Queries about your application 
If you have any questions or queries relating to your application please contact a member of the NICRC Victims Programme team on 028 90 227500. 
	i)  The Assessment Process


Forms for application are available from the NI Community Relations Council (NICRC) and can be downloaded from the NICRC website. 

All applications must be submitted to the NICRC Belfast office for registration.  
Applicants should ensure that all questions have been completed with supporting documentation, incomplete applications will not be assessed.

Applicants that are currently in receipt of a Development Grant Award and have already provided relevant supporting documentation i.e. constitution, child protection policy etc. are not required to resubmit the information if no changes have occurred.  If documents are held by the CRC  victims/survivors programme please indicate on the application form.  Please note it is the responsibility of the applicant to ensure all documentation is up to date and provided to support the application for funding support.
Applicants should also ensure that all financial documentation, quotations etc. for activities/services taking place before 30th September 2012 are included alongside their application as without all the information NICRC officers will be unable to commence assessment and this may delay the outcome of your application.
Financial documentation for activities/services taking place from 1st October 2012 to 31st March 2013 must be provided no later than 14th September 2012.  Please note the Council will not issue payment without the financial documentation in accordance with the financial guidelines.

· Applicants should understand that whilst careful consideration is given to each application, it may not be possible to assist applicants to the extent requested, or at all, even if the applications come within the criteria.  This may depend on the volume of applications received and the size of the fund available.  Applications will be scored against the information you provide and a decision made on this basis.
· Priority will be given to groups who are able to demonstrate and evidence the following:

· numbers of end beneficiaries who are victims/survivors of the troubles, 
· evidence of need for services/activities,
· fit with criteria,

· good governance procedures,

· capacity of your organisation to successfully deliver services, having met minimum practice standards, or evidence that your organisation is striving to meet minimum practice standards,
· complementarity of services within your locality, and

· monitoring and evaluation processes.  
Please note; officers will be required to view this information however personal/ confidential information will not be removed once viewed.
· Completed application forms and supplementary materials should be forwarded by the applicant group to the NICRC Belfast office only.  By completed we mean you have answered all the questions fully, included requested information e.g. current constitution, relevant quotations, and the Chairperson of the group has signed and dated the application.  Applications will only be deemed received once they have been registered in NICRC’s Belfast office.

· You will receive an acknowledgement letter when your application has been registered.  The letter will provide you with a reference number which you must use on all correspondence including email as this will assist us in identifying each group application. 

· A NICRC assessment officer will be in contact to discuss your application and explain the process.  If your application requires any additional information to support your request this will be communicated to you in writing.    Please note: the assessment process will stop until the information requested has been received in full. 
· The NICRC assessment officer will then present a recommendation summarising their assessment of your application based on the information you have supplied against the set criteria and the measurable outcomes of your proposed services/activities. 
·  If your application is successful you will be provided with a letter of offer informing your group of the following:
· Details of the services/activities to be supported and start/end date
· Level of grant funding awarded and a budget breakdown of the award

· Conditions of the award 

· Date by which receipts and all evidence of expenditure must be forwarded to the Council.
· Date by which a monitoring and evaluation form must be submitted.
· Two copies of your funding contract – one which must be signed (by a management committee members) and returned within 4 weeks of the date of the Letter of offer.
· Please ensure you have read and understood all of the terms and conditions on your letter of offer and contractual agreement.   If you agree to the terms and conditions return your signed contract (keeping one copy for your own records).   It is important that you fully understand the contents and conditions set out within your letter of offer and agreement forms, as this constitutes an agreement between your organisation and the NICRC. Please contact us if you wish to discuss any aspect no matter how small.

· The Council will only release the initial payment of your award once all the terms and conditions of the agreement have been met unless otherwise specified in your letter of offer.

· You will be expected to monitor your services/activities when they are ongoing. You must report in writing to the Council any changes or problems that will affect the timescale, budget or outcome of the services/activities immediately.  No changes should be undertaken prior to receipt of written approval from the Council. 
· Once your funded services/activities are complete you will be required to complete an evaluation form which the Council will use for monitoring purposes.  Please note failure to return a completed evaluation form may affect future funding applications to your group.

· Once your group has provided all evidence of expenditure a NICRC officer will carry out a verification to ensure all monies have been fully utilised on the agreed budget headings and where appropriate any under-spends will be returned to NICRC. Please refer to the financial guidelines for information on verifications available at www.nicrc.org.uk.

· Some verifications may be carried out by an officer visiting your group or project.  Please note the Council has provided a claims form to assist you in accounting for all related spend.  This should be completed and returned along with all required supporting documentation before a final payment can be issued.

Please note:
The Community Relations Council reserves the right to carry out ‘spot checks’ on any funded group at any time.  This is not a reflection on your group but a requirement when administering public monies.

This may include the inspection of records and information for accountability purposes including digitally held information relevant to the services/activities being funded.    The group may keep personal/sensitive information in a separate database which may be inspected as required to verify end beneficiaries are victims and survivors of the NI Troubles.

Annex A

The following capped rates are outlined under the six main categories of need outlined previously for the Development Grant Scheme:
	Mental Health & Well-being 


Counselling provision 

Sessional counselling may be supported up to £35 per session, this will cover the sessional counsellors costs including insurance, supervision costs, etc.

Volunteer counsellors may request support towards offline supervision at a maximum of £40 per session.
Complementary therapies

Complementary therapies – is an all inclusive term to include, but is not limited to, the following services:  reflexology, aromatherapy, auricular therapy, reiki, etc.

The following criteria will be applied:  Each group may receive up to the following:

· 10 sessions per week x £25 per therapist x 48 weeks = £12,000 per group for complementary therapies.

· Each individual may receive up to 6 sessions 

· 480 sessions per year means up to 80 individual clients/members can receive this service per group

· (If a group can get a fully regulated therapist at a cost lower than £25 per session then more individuals will be able to avail of this service.)
	Social Support 


The classification for ‘Social Support’ includes the following: respite/ cultural/ remembrance/ social/ networking.

The maximum support a group may be awarded (per annum) is as follows:

 2 x day trips and 1 over-night residential (2 days) will be applied with the following costs:

Day Trips:  maximum award per day trip = £1124
Max of up to £500 towards bus hire/car/transport costs 



£500

Max of up to £12pp towards catering/food/refreshments/admission fees 

£624

Max of 52 people per day trip 






£1124
Over-night/Residential:  maximum award per residential = £9500

Max of up to £500 towards bus hire/car/transport costs



£500

Max of up to £100pp per flight






£3000

Max of up to £100pp towards accommodation costs x 2 nights x 30

£6000

Max of 30 people per 2 night residential





£9500
Befriending Training/Service 

Befriender Training – Consultancy 

£250 x 4 days + VAT (20%) - £1,200

Registration with ILM (accreditation body)
£57 per person

Training Manuals



£25 each 

Hire of Venue




Varies – award will be in accordance with financial 






guidelines, quotations sought, etc.
Co-ordinator Training – Consultancy 

£250 x 2 days + VAT (20%) - £600

Registration with ILM (accreditation body)
£57 per person

Training Manuals



£25 each 

Hire of Venue




Varies – award will be in accordance with financial 






guidelines, quotations sought etc

Refresher/Development Training 

1 or 2 days per year x £250 per day + VAT

Mileage contribution



40p per mile up to 10,000 miles then reduced to 






25p per mile

Co-ordination/Supervision


£10 per volunteer per month 

Administration



£10 per volunteer per month 
External supervision 
Regularity depends on capacity of organisation and should be demonstrated by the organisation
Out of pocket expenses
£2.50pp up to maximum of £5 for volunteer & befriendee

Hospitality befriending meetings

£100 per year per organisation

Befriender Rewards Days 


Transport/mileage up to £500







Refreshments/Admission up to £12pp







2 reward days per group per year

	Transgenerational/Young People


The maximum support a group may be awarded is as follows:

 2 x day trips and 1 over-night residential (2 days) will be applied with the following costs:

Day Trips:  maximum award per day trip = £1124
Max of up to £500 towards bus hire/car/transport costs 



£500

Max of up to £12pp towards catering/food/refreshments/admission fees 

£624

Max of 52 people per day trip 






£1124

Over-night/Residential:  maximum award per residential = £9500

Max of up to £500 towards bus hire/car/transport costs



£500

Max of up to £100pp per flight






£3000

Max of up to £100pp towards accommodation costs x 2 nights x 30

£6000

Max of 30 people per 2 night residential





£9500
Counselling provision 

Support towards sessional counselling - up to £35 per session, this will cover the sessional counsellors costs including insurance, supervision, etc.

Volunteer counsellors may request support towards offline supervision at a maximum of £40 per session.

Complementary therapies

Complementary therapies – is an all inclusive term to include, but is not limited to, the following services:  reflexology, aromatherapy, auricular therapy, reiki, etc.

The following criteria will be applied:  Each group will receive up to the following:

· 10 sessions per week x £25 per therapist x 48 weeks = £12,000 per group for complementary therapies.

· Each individual may receive up to 6 sessions 

· 480 sessions per year means up to 80 individual clients/members can receive this service per group

· (If a group can get a fully regulated therapist at a cost lower than £25 per session then more individuals will be able to avail of this service.)

	Organisational Development 


Funding for organisation development is targeted at the following costs:

1.  Strategic planning –maximum of 3 days x £250 plus VAT.

2.  Management committee training – priority will be given to governance training and associated training in relation to necessary support towards attaining minimum practice standards in the delivery of services to victims and survivors.   
	Personal & Professional Development


The following criteria will be applied with regards to this category of need:

1.  Funding support will be provided towards in-house programmes.  This is to help bring individual victims into groups’ premises and provides support towards social interaction/ engagement.

2.  No duplication of training that can be attained/accessed through local colleges.

3.  Group training only supported - no individual/one-to-one training/no individual bursaries.

4.  Cap applied on materials and hire of equipment £10per person per course 

5.  Minimum groups numbers of 12 individuals.

6.  Guest speakers will receive £20 book token.  Professional healthcare specialists can receive up to £50 per session upon receipt of invoice from their organisation for their time.

7.  Tutor costs will be capped at £25 per hour for maximum 2 hours per session.

Annex B
	Glossary of terms


Verification

This is the process by which the development officer will receive all original invoices or receipts.  Original documents will be checked against the agreed budget headings and any over spends or under spends (please see below) will be recorded.  All original receipts will be stamped, dated and signed off by the officer and photocopied to remain on file.  All original stamped receipts will be returned to your group for your own financial records.  Failure to provide these financial documents could result in grant not being released and affect future funding applications from your group.
Under spends & Overspends

Once the verification is complete the total spend for the project will be available.  If the group has spent less than expected during the project then the under spend in total must be returned to NICRC.  Where a final payment is outstanding it may not be required or only part may be required.
If a group has overspent it is their responsibility to meet the extra costs.

As stated in the conditions set out in the contract budget headings may not be altered without written agreement from NICRC. 
Initial payment        

An initial payment will be released based on the total amount awarded. Further staged payments will be released subject to satisfactory progress and levels of activity. The final payment will be issued if the following is satisfactory:

a.     Completed evaluation form has been received

b.     All receipts have been verified

c.     All pre-conditions on the agreement form have been met

d.     There are no outstanding issues/queries from the project

e.     Previous awards have been satisfactorily completed and assessed as closed.

The final payment will then be issued.  (Please see under/overspends)
Your financial responsibility

It is the responsibility of your group and the authorised signatures to account for all expenditure.  All accounts must be managed by your group.  CRC will carry out a verification process and will request to view original bank statements, cheque ledgers, associated invoices and receipts.  Please be aware that NICRC may carry out random checks on companies that have been hired for projects, this is not a reflection on your group but a requirement when administering public monies.
NICRC will, on demand, provide HMRC and any other government agency duly appointed to do so, access to invoices and receipts presented for payment as part of an award. Please see financial guidelines.
Monitoring and Evaluation

It is a condition of the grant being made that the Council receives a written monitoring and evaluation on the development of the services/activities in due course.  The group will do these themselves, and evaluation forms to assist the process will be given to all groups who are offered a grant.
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