Guidance and Information 

Aim of the Scheme:

The Community Relations council with the support of Victims Unit 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, or are working with victims resident in Northern Ireland.  Priority will be given to those who during the troubles have lost close relatives or had close relatives injured, or been injured or traumatised as a result of the community conflict.

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.

The scheme is aimed at locally based and regional groups working with victims and survivors of the Northern Ireland Troubles.  Grant aid is not for individuals as there are other sources of funding for this work.
This scheme is aimed at projects involving adults/and or children who have been affected by the Northern Ireland Troubles.

You can apply if:

· you are a non profit group/organisation

· you have a constitution with guidelines you have adopted

· you have a bank or building society account in the name of your group which must have at least two unrelated signatures on each cheque or withdrawal
· your project directly benefits victims and survivors of the troubles (please note, grant aid is not available for individuals)

Criteria for applying:

The purpose of the application must reflect the principal aim of the scheme and must include at lease 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. existence for up to 1 year)
Eligible Costs

Grants may be made towards the costs of the following:
· 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. 

· 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 or research costs and the purchase of small items of capital equipment (i.e. chairs, over head projector etc.) 

The maximum grant payable is £10,000 but most grants will be in the region of a few hundred pounds.

Exclusions
· Grants are aimed at specific projects or schemes.  They will NOT cover on-going costs e.g. salary, major capital expenditure, large equipment costs, cash generative schemes, religious services, competitions, political lobbying, retrospective events or political parties/party political activities. 

· Grants will NOT cover travel outside Ireland and Britain, 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. 

The assessment process

Forms for application are available from the Community Relations Council.  The Council will try to process applications as quickly as possible but this will depend on the volume of work.  Applications in the early development stages of the project are appreciated as they allow time for the Council and the group to discuss the project.  There is no restriction on the number of applications any one group can make to the scheme.  However, if a group has received funding in the past the project will need to clearly demonstrate the group's (and their initial project's) process of development.

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 set out above.  This may depend on the volume of applications received and the size of the fund available.

1. Completed application form and enclosed documents are received at the CRC Belfast office.

2. You will receive an acknowledgement letter when your application has been registered.  The letter will provide you with a reference number which will assist us in identifying each project application.

3. An assessment officer will be in contact to arrange a suitable time and place to discuss your application and explain the process.  If your application requires any additional information to support your request this will be identified and discussed at this meeting.  This should be forwarded to the assessment officer within 10 working days from request.  Failure to provide additional information may result in an incomplete application form.  If you are experiencing any difficulties in gathering information please do not hesitate to contact the funding officer for assistance. 
4. The officer will then compose a recommendation summarising their assessment of your application based on the information submitted against the set criteria and the measurable outcomes of the projects.   
The recommendation report is then forwarded for authorisation. 
5. If your application is successful and meets the criteria you will be informed in writing with the following information – 

· Level of grant funding awarded

· Budget breakdown of the award

· Conditions of the award 

· Expected time scale/completion of project

· Date in which receipts and all evidence of expenditure must be forwarded to the Council.
· Date in which a project evaluation must be submitted.

· Two copies of your funding contract

If your project is unsuccessful the assessment officer will explain the reason(s) for this decision.  This may be helpful should you wish to re-apply to the scheme at a later date.

6. If you agree to the terms and conditions by returning 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 Community Relations Council.  Please contact us if you wish to discuss any aspect no matter how small.
7. The Council will then release the initial payment of up to 80% of your total award unless otherwise specified in your letter of offer. 

8. You will be expected to monitor your project when it is ongoing, reporting to the Council any changes or problems that will affect the timescale, budget or outcome of the project immediately.  The officer will normally request this information update to be submitted in writing to enable the file to be updated. 


9. Once the project is complete you will be required to complete an evaluation form which the Council will use for monitoring purposes only.  The evaluation will not affect any future applications from your organisation. (It is purely to enable the Development Officer to better understand the workings and progress of your organisation).  Please note failure to return a completed evaluation form may affect future funding applications from your organisation.
10. Once your organisation has provided all evidence of expenditure the 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 CRC.  Some verifications may be carried out by an officer visiting your organisation or project.  Please note the Council have provided an expenditure return form to assist you in accounting for all project related spend.  This should be returned alongside your receipts before a final payment can be issued. 
Please note:

The Community Relations Council reserves the right to carry out ‘spot checks’ on any project at any time.  This is not a reflection on your organisation but a legal requirement when administering public monies.

Application Form Guidance
The following information relates directly to the application form explaining the information that is required for each question.  
3.        Contact person


The main contact person must be someone who can be contacted during office hours and can talk about this application in detail.

7.
Have you discussed this project with your local District Council        Community Relations Officer?

This will not reflect the outcome of your application. This question is purely for the Council’s monitoring purposes.

8.
Breakdown of Groups religious background.

This will not be taken into consideration at any part of the assessment process of your application.  This is purely for the Council’s monitoring purposes.
9.
Details of funding applications for the project made to other bodies.

You are legally obliged to inform all funding bodies in which you have submitted a request for funding of all other relevant applications that have been awarded or are awaiting a decision.  Failure to do so will result in all funding being refused or recalled and CRC will have a duty to inform other funding bodies.
11.
Background and Group activities
Describe the activities of your group and any services you provide.  If you are a new group describe the activities or services that you plan to provide.  We would like to know as much about your organisation as possible.  The Council would regularly hear of new services and projects that may be useful to the work carried out by your organisation.  

17.
Project Description


Tell us what you want the award for, think about the following:

· what you want to achieve through your project

· what you intend to do

· how will you do this

· who from outside your group will be involved in running this project (if applicable please include CV’s)

· What shall you need to carry out this project

· What do you hope to have at the end of the project

· Start and end date
18.     Explain how your proposal meets the criteria of the Scheme?
This is your opportunity to tell us how the project will directly benefit the participants that will be taking part.   For example – criteria 1 Projects that can demonstrate how they will begin to make the transition from victim to survivor as part of a process of healing and recovery.   An example response could be – The Storytelling Project will enable various victims and survivors to gather together to share their experiences, memories and what support helped them to make the transition from victim to survivor.  
15.
Budget

Please ensure the amount you have requested is based on real and accurate costs and it represents value for money.  CRC will ask you to provide quotations.

If possible please include a detailed breakdown including quotes/estimates to show how you reached these amounts.

Where and when possible CRC would ask participants to contribute towards costs.  If you have contributions towards your project please indicate on the budget forecast.

If you are receiving funding from any other source towards this project you must inform CRC of your application and the outcome.  (Please see point 9)

CRC reserves the right to carry out checks on other sources of funding at any stage of your application.  This is not a reflection on your organisation it is a legal requirement when administering public monies. 
Other terms explained

Verification

This is the process in which the development officer will receive all original invoices or receipts.  These will then be checked off 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 organisation for your own financial records.  Failure to provide financial reports may affect future funding applications from your group/organisation. 
Underspends & 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 underspend total must be returned to CRC.  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 CRC.  

Initial payment
 

It is standard practice for all awards to be initially awarded 80% of the total award.  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 conditions have been met

d. There are no outstanding issues/queries from the project
The final payment will then be issued.  (Please see under/overspends)

Your financial responsibility

It is the responsibility of your organisation and the authorised signatures to account for all expenditure.  All accounts must be managed by your organisation.  CRC will carry out a verification process and may request to view bank statements and cheque ledgers.  Please be aware that CRC may carry out random checks on companies that have been hired for projects, this is not a reflection on your organisation but a legal requirement when administering public monies
Evaluation
It is a condition of the grant being made that the Council receives a written evaluation on the development of the project 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.

Monitoring Section

All questions within the monitoring section do not have any bearing on the outcome of your application.  Equality Monitoring is stored only on the grants database within CRC and used for monitoring purposes only and to assist CRC in improving its services to clients.
Failure to complete the monitoring section will result in an incomplete application.

Assistance & Advice
If at any time you require further information or assistance please do not hesitate to contact your funding officer who will be happy to discuss any aspect of your application or query.

