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Ulster-Scots Agency

Guidance Notes
Community Summer Schools Programme 2018
Closing Date:

Friday 4th May  2018 @ 3pm

2018 Policy Document relating to work conducted under the

‘Community Summer Schools Programme’
The purpose of this document is to clearly define the Ulster-Scots Agency’s operational policy and practices which enables financial support for Summer Schools in the community.’

The Ulster-Scots Agency’s statutory remit is the “Promotion of greater awareness and use of Ullans and Ulster-Scots cultural issues, both within Northern Ireland and throughout the island of Ireland.
       The relevant strategic themes of the Agency are:

1. Inspire – The Agency will identify, interpret and animate Ulster- Scots heritage, language and culture

2. Educate – The Agency will work to insure that learning about Ulster-Scots, heritage and language is integrated throughout the education system

3. Empower – The Agency will equip individuals and groups with knowledge and skills to engage with Ulster-Scots heritage, language and culture.
4. Engage – The Agency will reach out locally and globally, to enhance friendship with people in Ulster whose primary identity is not Ulster-Scots: and foster kinship with people beyond Ulster who share our identity.

Objectives
To provide support, encouragement and financial assistance to Ulster-Scots community groups who intend to provide an Ulster-Scots Summer Schools for children within their communities aged 7 to 16 years.
Conditions for financial support for Ulster-Scots Community Summer Schools Programme
1.
Applications for financial assistance for Community Summer Schools will be available annually through the Summer Schools application form, which this year must be submitted in hard copy to the Agency by Friday 4th May at 3pm.

2.
Applicants are required to submit the following supporting documentation.  Failure to submit any of the listed documents will deem the application incomplete and it will be rejected.

· The governing document of the Group.  This should include details of the organisation’s aim/objectives.  It must have been be formally adopted by the Group and must be signed and dated by the current Chairperson.  Groups are expected to fully comply with all requirements set out in their governing document. 
· A copy of the Group’s most recent Annual Accounts, signed by authorised officers and in keeping with the requirements stated within the groups governing document.( see section 4 )  If the organisation was formed within the last 12 months, then an Income & Expenditure account as at the 31st March 2018 should be submitted.

· An original bank statement (no more than two months old at date of submission).  An online bank statement, copy of bank statement or a bank print out will be accepted but must be authenticated by a bank official. 

· Details of current financial commitments if credit balance in the bank account is in excess of £1,000.
· Each applicant must ensure that their Safeguarding policy and procedures adhere to current legislations and best practice.  If your organisation is successful in securing an offer of funding from the Agency, you must complete a safeguarding checklist.  This checklist must be completed and the group must be able to assure the Agency that they are fully compliant with legislation and best practice.  Completion of the checklist is a mandatory part to acceptance of the funding.  Furthermore, the Agency may request, as part of the monitoring process, that your organisation will present hard copies of your safeguarding policy for evidence.

· Groups funded under the Summer School Programme must have in place adequate Public Liability Insurance – evidence of which must be submitted at the First Claim stage. (Please note insurance is not an eligible expenditure) 
Under new guidance to reduce bureaucracy within the Voluntary Community Sector there is an opportunity for the organisation to upload the documents listed on Annex A -  Funders’ Passport Declaration on the Government Funding Database or the organisation can still provide hard copies and the Agency will do this for them. If the Organisation chooses to upload the documents please complete the form at Annex A - Funders’ Passport Declaration. Please note ensure that your documents are up to date and in the your groups name as listed in your constitution.
3.
Where an organisation is making a second or subsequent application, the Group must supply all the information listed above for each application.

4.
Groups applying for a grant will be required to provide annual accounts in keeping with the requirements set out in their governing document.  Should such documents state that accounts will be audited the Ulster-Scots Agency will require Groups to submit accounts signed by an independent person.
5. The Ulster-Scots Agency will only fund eligible items of expenditure and up to a maximum of 75% of total eligible costs.  No award under the Community Summer Schools Programme will exceed 75% of the total eligible costs.
6.
This is a competitive programme and in the event of the programme being oversubscribed the Agency will score projects according to how well the application addresses the following criteria:

· How your project contributes to the four strategic aims of the Ulster-Scots Agency;

· How your organisation currently promotes Ulster-Scots within your community.

· How you have demonstrated that there is a need for the project within the community.
· The ability of your organisation to manage and deliver the project.
· Quality and Diversity of the Ulster-Scots content
· The ability to demonstrate clear linkages to learning outcomes.

· Value for money (e.g. participant numbers, match funding).
· In the event of being oversubscribed, the Agency will seek to ensure a broad geographical spread of projects funded under this programme.

The scoring section of the application form is contained in Part 2, Questions 1 to 6. 
7.  
The Ulster-Scots Agency will offer the following format for the delivery of Ulster-Scots Community Summer School Programme in 2018:
·  Option A - Standard Summer Schools will provide up to 10 different Ulster-Scots workshops/activities from the list in Appendix 2. There will be a maximum eligible funding of 2 hours for each Ulster-Scots Activity, a maximum of 20 hours of activities. Summer Schools wishing to specialise, may deliver up to 6 hours of workshops in any 2 of the listed activities, however the total workshops cannot exceed 20 hours.

·  Option B– Drama Summer School Drama tutors may be appointed to deliver a week long programme, finalising in a drama production. In addition groups may provide a maximum of 5 Ulster-Scots workshop/ activities from the list in Appendix 2 to a maximum of 10 hours of activities.    Open to young people aged 12 and above attending a Post Primary School.
· Option C - Residential Summer School will be delivered over 2 full days and I overnight stay in a residential centre in N. Ireland which meets all necessary legislation requirements.  During the Residential Summer School up to a maximum of 6 Ulster-Scots activities will be delivered from the list on activities on Appendix 2.  Open to young people aged 12 and above attending a Post Primary School.
Please note that projects funded under this programme must be stand-alone Ulster-Scots Summer Schools and cannot be run in conjunction with another  Summer Scheme delivered during the same week. This does not prohibit a larger Community Summer Scheme including a specific Ulster-Scots week within their overall programme.
All Summer Schools must deliver the Ulster-Scots language activities provided by the Ulster-Scots Agency.  Summer Schools may include additional Ulster-Scots language workshops as part of their 10 workshops/activities.  Ulster-Scots language workshops must be delivered by a qualified or competent tutor.

8. Community Summer Schools will operate between June and September of each year. Standard and Drama Summer Schools will be of five consecutive days in duration, Residential Summer Schools will be two consecutive days in duration.
9. Standard Summer Schools should engage with young people, aged between 7 and 16, for a minimum of 5 hours each day. Residential and Drama Summer Schools should engage with young people, aged between 12 and 16 years of age, for a minimum of 5 hours each day.
10. Financial assistance will only be provided to:-

·  Standard Summer Schools with a minimum of 20 and a maximum of 60 young people in daily attendance.

·  Residential Summer Schools with a minimum of 20 and up to a maximum of 30 young people in daily attendance
· Drama Summer Schools with a minimum of 20 maximum of 30 young people in daily attendance
·           Staff ratios at Community Summer School Programmes should be no less than 1 adult to 6 children.

· In Drama School Summer Schools the tutors will be included in the staff ratio.
·  There must also be a gender balance at Residential Summer Schools between male and female staff
·  The Agency may support eligible costs for up to a maximum of two additional staff to Summer Schools where there are a significant number of children with special needs present.  Groups will be required to provide information on why additional staff is required. 
11. The Ulster-Scots Agency will annually provide training and support to community groups through a summer school networking event prior to the commencement of summer schools for that year.  Each proposed summer school group should ensure that at least two members are in attendance at these networking events.
12. Groups must participate with the Agency in a structured evaluation of their summer school and this will be conducted before the end of that same calendar year.
13. All proper records related to the project will be retained for 7 years from the payment of any fees, and the Agency or any person authorised by the Agency, including the Internal Auditors and the Comptroller and Auditor Generals of the Northern Ireland and Republic of Ireland governments, shall have rights of access to such records.  

14. If the group makes any changes to the Community Summer School Programme after the Letter of Offer has been issued, the group must inform the Agency in writing or by email.
Please note the Agency will require all groups to submit a timetable and details of tutors with their application. The final confirmation of all tutors and the project timetable must be submitted to the Agency no later than 10 working days  before the project commences, the Agency will not accept any further changes unless in the case of an emergency.
15. Any Summer School receiving financial or other assistance from any other source, must declare the level of support to the Agency at the earliest opportunity. 

16. A Code of Conduct will be introduced for all tutors and helpers involved in the delivery of your summer school. This will be signed by the authorised officers of the group confirming that all tutors and helpers are familiar with the Code of Conduct and returned with your claim forms. A copy of the code of conduct will be issued with your Letter of Offer. 

17. Treasurers and/or those who sign the application form or Annex 1 of the Letter of Offer will not be eligible for any financial payments. The Project Manger may receive payment for services provided but they must not sign the application form or Annex 1 of the Letter of Offer.

18. The Ulster-Scots Agency has identified the following learning outcomes for Summer Schools in 2017 therefore successful applicants must identify and demonstrate ways in which they will meet these objectives.

· Provide an appropriate and sufficient range of good-quality Ulster-Scots learning opportunities and resources. 
· Use a variety of approaches to encourage creativity well-matched to the participants’ different needs and abilities. 
· Encourage and facilitate the development of Ulster-Scots interests and skills appropriate to the age/experience of the participants. 
· Encourage enjoyment and achievement for participants. 
· Participants acquire new skills and interests in Ulster-Scots language and culture. 
· Participants demonstrate improvement over their previous knowledge of Ulster

             Scots.

20.    On receipt of a Letter of Offer all groups must complete a Safeguarding checklist to confirm that their organisation adheres to and complies with all Safeguarding procedures and policies as set down in legislation. Failure to complete the checklist to the satisfaction of the Ulster-Scots Agency will result in the withdrawal of the Letter of Offer.

21. Applications, Letters of Offer Annex 1, Good Relations and Equality Statements and Grant Claim Forms Annex 2 form must be accepted and signed by the same two authorised officers of the Group, neither of whom should be a tutor.

22. Groups applying for funding who own their own premises or hold the premises on a lease will not be eligible for funding for hall rental.

24.
Groups unhappy with the amount of an award or of rejection of their application may appeal the decision.  A copy of the Appeals policy will be provided on request.

25.
Applications applied for in sterling will be paid in sterling and applications applied for in euro will be paid in euro. 
26.
The Agency will annually set an exchange rate for the Euro based upon the rate set by Department of Agriculture & Rural Development on the 30 September. Therefore the Euro rate for 2018 is £1.00 sterling equivalent to € 1.117 Euro.                  

27.
The Agency must be informed in advance, in writing, of any alterations to the programme including change of dates, tutors or venue.  Retrospective notice and alterations that have not been approved will not be eligible for payment.

28.
The Agency will continue to undertake monitoring visits to ensure that the aims and objectives of the project have been met. 

29.
Groups are required to acknowledge the financial contributions of the Ulster-Scots Agency and must use the Agency’s logo and a supporting statement “This project has been funded by the Ulster-Scots Agency” on all adverts, publicity materials, websites and any other way in which the Group advertise the project.

30.
Groups should retain evidence of how they have acknowledged the Ulster-Scots Agency and supply copies of this material with their Grant Claim Form.

31.
The Agency reserves the right to publicise details of funded projects at such times and in such manner as may be decided by the Ulster-Scots Agency.
32. Cash receipts will not be eligible for payment.  All payments by Groups must be made by cheque or BACS. Groups using BACS must ensure that the providers name is clearly identifiable on the bank statements.   A record of the cheque number should be included on the invoice or receipt that must be provided by the service provider.  Groups must supply original bank statements evidencing all payment as part of post project evaluation.  (Bank print outs or online bank statements are acceptable but must be stamped, dated and signed by a bank official).
33. Groups awarded funding must submit claims for payment with all necessary invoices, receipts and reports.  No payments will be made without all the required documentation.

34. Payments up to the value of 50% of the grant will be made on receipt of unpaid invoices.  The final payment will only be made on submission of paid invoices or receipts with associated cheque numbers and bank statements.

· The Agency will accept in-kind contributions as match funding, for any item 
     of expenditure listed in Appendix 1 and using the costs as capped in Appendix 1. 
    Please note applicants are required to list the ‘In Kind’ contribution in the budget as     

    an expenditure and income.

35.
The claims process will involve a two staged process:

· First Stage Payment – Groups must submit an Annex 2 Grant Claim Form, providing unpaid invoices to a least 50% of total project costs.  A first stage payment can be made to a maximum of 50% of the grant.  Unpaid invoices will be returned to the Group to enable them to submit their final claim.

· Final Staged Payment – Groups must submit an Annex 2 Grant Claim Form, paid invoices or receipts which must be accompanied by a bank statement, bank printout or online bank statement must be stamped, signed and dated by a bank employee.  All other supporting documentation including Project Appraisal Form must be provided to the Agency before the final payment will be released.

36.
Unpaid invoices must contain the following information:

· Name and address of the Group.
· Name, address, telephone number, VAT number if available of the Service Provider.
· Description of the service provided.
· Total cost of the service.
· Dates when the service was provided.
37.
Paid invoices or receipts must contain all the information listed above and include:

· The cheque number that was used to pay the invoice.
· A paid invoice must be signed/dated and marked ‘Paid’ by the Group Treasurer or
· A receipt must be signed/dated and marked ‘Payment Received’ by the Service Provider.

38.
Proforma invoices and receipts, identical invoices and receipts or photocopies of invoices and receipts will not be accepted and will be returned to the Group.

39.
Groups must provide the Agency with copies of Letter of Offers received from other funding bodies who have awarded match funding to the project.

40. 
The Group will be required to submit an Appraisal Report along with their end of project claim at the end of the project which will include an assessment of the outcomes against the stated objectives of the project.  The Agency will not release the final grant award until the evaluation report has been submitted.

41.
FRAUD WARNING

	The organisation and or its representatives may be prosecuted if it knowingly provides false documents or false information or statements in support of this application for financial support.  The organisation and its representatives may also be subject to prosecution if it fails to inform the Agency of the provision of any additional funding support from any source that may require a repayment of any part of a grant being provided by the Agency, under the terms of this agreement.


Appendix 1-    Fees and payments 2018
Tutors

· Payments from the Agency for workshop tutors will be £25 per hour plus travel (45p per mile).  Maximum eligible length of funding for workshops will be 2 hours.

· Drama Summer schools may receive payments for a maximum of 3 Drama Tutors, each delivering a maximum of 20 hours tuition @ £25 per hour plus travel at 45p per mile.

· Support for up to 10 hours x £25 will be eligible for Drama Summer Schools to develop a script.

 Leaders

· Leaders engaged in running the Standard Summer School will be eligible for a payment of £180 per week.  This is the payment for full attendance at the school for all 5 days.

· The leaders engaged in running the Residential Summer School will be eligible for a maximum payment of £130 for leaders who are present throughout the residential.

· Leaders engaged in running the Drama Summer Schools will be eligible for a payment of £180 per week.  This is the payment for full attendance at the school for all 5 days.  

· Individuals receiving payment for supervision duties during a summer School are not eligible for payment for any workshop activity.
· All leaders must be AccessNI checked or Garda Vetted.
Venue Hire

· A maximum payment of up to £60 per day may be made for the payment for venue hire up to a maximum of £300

· The hire of a residential centre including the hire of the premises and associated costs for the 2 days and 1 night, up to a maximum of £75 per participant.

Consumables

· A maximum payment of up to £4 per child will be available to all groups to cover all Arts and Crafts consumables.

· Groups delivering an Ulster-Scots cookery workshop may claim an additional £3 per child for cookery ingredients and cooking utensils (eg Baking bowls etc) for recipes provided by the Agency.

Transport 

· The hire of a bus to transport participants to and from the residential centre will be eligible; groups should provide three quotes with their application. The cheapest quote will be eligible. 

· The hire of a bus for transport to the educational visit will be eligible; groups should provide three quotes with their application. The cheapest quote will be eligible.

Educational Visit
· Standard and Drama Summer School Programmes may include within their programme an educational visit, to a site or venue which has links with the Ulster-Scots language, culture or and heritage.  Groups/Project Promoters are required to indicate on the application form what site or venue they intend to visit, why they wish to visit the site and what is the link between the site and Ulster-Scots.

· The Agency has the right to reject the site or venue listed by the Group/Project Promoter and will advise the Group/Project Promoter to identify an alternative suitable site or venue.  Failure to accept an agreed alternative site or venue will result in costs associated with the Educational visit being deemed ineligible.

· Groups/Project Promoters are responsible for booking the visit which should include an Ulster-Scots element to their visit.  The admission fee for children and leaders and/or the costs of a tour guide and is an eligible cost.  These costs should be included in the budget.

No other items are eligible unless prior authorisation has been made by the Ulster-Scots Agency.
Appendix 2 -  Eligible activities
1. Ulster-Scots Language
2. Flute
3. Drum

4. Accordion

5. Bagpipe

6. Drum Major

7. Lambeg Drum

8. Fife

9. Tin Whistle

10. Fiddle

11. Football

12. Archery

13. Drama

14. Highland Dancing

15. Scottish Country Dancing

16. Ulster-Scots Storytelling

17. Ulster-Scots Cookery

18. Ulster-Scots Poetry / Creative Writing

19. Ulster-Scots Arts and Craft

20. Ulster-Scots Living History

21. Ulster-Scots Traditional crafts

22. Ulster-Scots Visual Arts

23. Highland Games

24. Plantation Story

The Ulster-Scots Agency is keen to encourage innovation in the range of activities delivered as part of the Summer School programme.  If you have an idea for an activity which is not included in the list, please contact our Development officer Derek Reaney who will be happy to discuss it with you and consider whether we can provide support.
