Guidance Notes for Applicants
Please read these guidance notes carefully before completing the application form.
Applications will be assessed, initially on their eligibility under the Scheme, and
subsequently on how well they address the remaining criteria.
The Scheme.
This Scheme is operated by the Department of Community, Rural & Gaeltacht Affairs in keeping with the
principles underpinning the White Paper on Supporting Voluntary Activity and the commitments set out in
the national partnership agreement – Towards 2016.
The objective of the Scheme is to enhance the capacity and activities of people and organisations working
in the community and voluntary sector to provide better quality services to the people they support. The
Scheme can be used to fund the development and provision of high quality supports and training focusing
on volunteers and staff members working in the sector. The focus is on building on the existing
competencies of people working in the sector, either on a voluntary or paid basis, avoiding duplication, and
fostering a developmental approach using expertise already available. In addition, the scheme will fund
small-scale research in a range of areas of interest to the sector, particularly where it relates to tackling or
understanding the causes of social exclusion. The Scheme is being delivered in two strands dealing with
organisations, groups or networks operating at:
• National level, or
• Local or/and community level.

Closing date for applications.

There is no closing date on this Scheme. The Scheme will remain open until it is withdrawn or replaced.
The Department may alter the Scheme at any time during its implementation and will take appropriate steps
to inform potential beneficiaries or applicants of any changes that might be made. Applications can be
submitted at any time and will be evaluated against the criteria set out in the scheme as they are received.
You should note that funding is dependant on availability and is limited. Organisations are advised to
submit their application as soon as possible. The Department does not guarantee to fund proposals to the
maximum amounts available under each strand.

What Organisations or Groups can apply?

•

Established community and voluntary groups/organisations/charities (with a minimum requirement
that they have a constitution, bank account, and office holders) and who are already involved in the
provision of support or services in the community and voluntary sector and can demonstrate the
provision of services or support to members of the community, particularly those subject to social
exclusion or marginalisation.

•

Community and voluntary groups/organisations/charities who have identified a need for training and
support services in their organisation or in the sector.

•

Groups or networks of groups/organisations/charities within the community and voluntary sector that
identify and can demonstrate an unmet need for training and support services and who come
together to facilitate and arrange the provision of shared training and support services on a regional
or national level.

Organisations that are ineligible under this scheme.

•
•

•
•
•
•
•
•
•

Organisations operating in the private sector and for-profit organisations.
Organisations core funded under the Local Development Social Inclusion Programme; the
Community Development Programme, Family Resource Centre Programme; LEADER or National
Rural Development Programmes; where funding is available for training and development under
these Programmes.
Schools, colleges and third level institutions.
Local authorities.
Vocational Education Committees.
Statutory bodies.
Organisations funded on a multi-annual basis by the Health Service Executive or FÁS.
RAPID Area Implementation Teams.
Childcare Providers.

What funds are available?

Overall funding for this scheme is set at €3.0 million in 2008. Some €2.0 million is being allocated
to the national strand with the balance of €1.0m allocated to the local or/and community-based
strand.
National Organisations:
Up to €50,000 will be made available to qualifying organisations that have a nationwide membership and
coverage, or those with a significant regional or national network.
Local Organisations:
Up to €10,000 will be made available to qualifying organisations that operate at local/county level.
The minimum grant is €1,500.

How much of the cost will be met?

The Department will grant-aid up to 95% of the total cost of proposals made under either strand, subject to
the maximums outlined above and the overall level of funds available for the Schemes. Applicants will be
required to show evidence of having the balance of funding when making an application – i.e. At least 5% of
the proposal’s costs must be met from non-public sources (by public sources we mean funds
committed by programmes or schemes operated by other Government Departments, Local Authorities, the
Health Service Executive, FÁS, Vocational Education Committee, or via Pobal from a Government
Department), before payment of a grant can proceed.
Applicants should note that applications for further funding will not be accepted under this Scheme until the
Department is satisfied that previous grants have been clearly and properly applied for the purposes for
which they were approved and the applicant can demonstrate this.

What activities can this Scheme be used to fund?

This Scheme can be used to fund a broad range of proposals and activities that are focused on:
•
Strategic development - including the costs of evaluation, review and analysis. Proposals should
focus on organisational and service development, needs analysis, particularly where this relates to
organisational development, and the identification of training needs in keeping with eligible activities under
this scheme.
•
The capacity and competence of volunteers and paid staff members working in the community
and voluntary sector to enhance the management effectiveness of their organisation by broadening their
knowledge and understanding of:
o

Corporate governance and related support - statutory responsibilities and obligations of
promoters and Directors; compliance with statutory and regulatory frameworks of charities,
companies, employment, equality, health and safety, data protection.

o

Compliance with requirements arising from the new regulatory framework for charities.

o

Financial Management and related Support - financial policies and procedures,
understanding of financial matters, strategic and financial planning, sustainability and
solvency.

o

Human Resource Management and related Support - responsibility as an employer,
effective implementation and manage or recruitment, staff appraisal performance
management and review system and grievance and disciplinary procedures.

o

Management and computer related skill development for volunteers and staff members.

•

Engagement of members of the community – organisation may include proposals where training
and engagement efforts are to be made to involve more disadvantaged or isolated people in
community life, including inter-cultural competence training. Research proposals will also be
considered where the aim is to seek community opinion on issues or to identify or clarify community
needs.

•

The development of new or innovative training and development initiatives – particular where
these relate to demonstrated needs and are not otherwise addressed.

Additionally, locally based organisation may include proposals for the provision of training to members
of the community – proposals will be considered for the provision of accredited training covering a range
of activities, including, but not exclusive to, computer and related IT skills or other skills which will help the
people to avail of education, employment or other opportunities, information on substance abuse, – such
training should not duplicate services available from other providers or the VEC.

Priority will be given to proposals focused on disadvantage.

Given the limitations on funding and the expected number of applications, applicants should be aware that
the Department will prioritise funding for proposals that have a particular focus on tackling disadvantage.

Eligibility of expenditure.

In addition to the cost of providing training and instruction, other costs may be included in developing the
proposals.
The following items will be considered eligible for inclusion and should be detailed in the application:
•
Training that provides guidance in respect of the legal obligations of organisations and members of
management/board of directors.
•
Accreditation, assessments and examinations.
•
External venue hire and reasonable hospitality costs.
•
Public transport costs to training venues or the reasonable cost of transport where suitable public
transport is not available.
•
Childcare costs for participants’ children.
•
Fees for external tutors or trainers, or costs arising from the engagement of internal training
expertise, where this is clearly additional to the existing training provision.
•
Books and training materials related to the proposal, including the cost of development of such
material.
The Department will not fund costs that cannot be demonstrated to be directly related to the proposal(s) set
out in the application. The following items are not eligible for funding and will not be considered. To ensure
value for money, three quotes for all activities costing greater than €3,000 must be obtained and one of
these quotes must be submitted with the application form.
•
•
•
•
•
•
•
•
•
•
•
•

Bursaries or course fees for volunteers and staff members.
Salaries, overhead costs or related running costs of projects.
Costs or activities which have previously been funded by this or similar Schemes.
Costs associated with the refurbishment, repair or upkeep of buildings (i.e. to convert to a training
room).
Purchase of computers, office equipment, vehicles or other capital costs (i.e. to equip a training
room).
Foreign travel, domestic overnight, seminar or related costs.
Sporting or recreation activities, team building or related activities.
Projects and services suitable for funding by other Government funded programmes or other
specialised schemes.
Training courses which do not have a developmental focus.
Social events, aware ceremonies or presentations.
Activities which have a health promotion or rehabilitative focus.
Counselling.

Ineligible proposals.

Proposals will not be considered if:
•
Projects begin before the issue of a letter of grant offer.
•
Previous grants have not been accounted for by the organisation.
•
Applications that are not accompanied by supporting documentation.
•
Applications which are not accompanied by a copy of the preferred quotation where the
engagement of an external service provider is proposed and the cost is greater than €3,000.

Criteria for assessing applications.

Each proposal received will be assessed on the basis of the information provided in the application against
the following criteria. In addition to the general application requirements, and if deemed eligible, the
Department will assess applications with reference to the following criteria:
•
•

•
•

Extent to which the proposal addresses the objectives of the scheme.
Extent to which the proposal is based on the identified needs of the organisation and the community
it serves and the expected impact and potential to enhance the capacity of the volunteers and staff
to manage and deliver their programmes more effectively.
Capacity of the organisation to undertake and manage the proposal including how it will be
reviewed and evaluated.
Value for money represented.

In assessing proposals, the Department will have regard to other factors such as:
•
•
•
•
•
•
•

Geographical balance in the training and support services provided.
Balance of funding of different categories (older persons, women, rural, anti-poverty, youth, ethnic
minorities) within the sector.
Complementarity with other supports and training available within the organisation and sector.
Quality of the training and supports contained in the proposal and its accreditation.
Numbers of people and/or groups to benefit.
Level of community involvement demonstrated.
In the case of networks of organisations or groups coming together to make a proposal, regard will
be had to how clearly they demonstrate an ability to facilitate and arrange delivery in co-operation
between the groups and organisations.

Tax Clearance Procedures.

Compliance with the Government’s tax clearance procedures is a requirement for receipt of grants under
this Scheme. Organisations must give their tax number and must certify that their tax affairs are in order. If you
do not already have a tax number, you can obtain one from your local tax office. Applications will not be
assessed from organisations, which do not quote their tax number or provide a CHY number. A current tax
clearance certificate must be submitted with the application for grants of €10,000 and over. Organisations
recognised as charities by the Revenue Commissioners are exempt from the requirement to produce a tax
clearance certificate but are required to quote the CHY number on the application.

Supporting documentation includes the following.

The following supporting documentation should accompany your application (a checklist has been provided
with the application form to ensure that you enclose all appropriate items):
1.

2.
3.
4.
5.

Financial accounts or a statement of income and expenditure for the most recent financial period
and a copy of the most recent bank statements (and in the case of groups in existence for less than
12 months, at least three consecutive bank statements, plus the most recent).
A copy of your Set of Rules, Constitution or Articles and Memorandum of Association.
Tax clearance certificate or Registered Charitable number (CHY).
Any other relevant supporting documentation.
The preferred quotation from the external service provider, where this is relevant.

Processing Applications.

Applications will be accepted on the official forms only. These are available on request or for download
from the Department’s website (at www.pobail.ie) or from the Pobal website (at www.pobal.ie). All
applications will be acknowledged on receipt to the contact person shown at the address for
correspondence inserted on the acknowledgement page provided with the application form. Pobal will
process the applications on behalf of the Department.
You must sign your application and therefore we cannot accept faxed or e-mailed applications. Incomplete
applications may be deemed ineligible and may be returned delaying consideration of the proposal. There
is no closing date for receipt of completed applications, however, as funding is limited, organisations are
advised to submit their applications as soon as possible.

What happens after the application is made?

All applications will be acknowledged and applicants may be contacted for additional information or
clarification of proposals during the assessment process. Successful applicants will be informed of the
amount of funding that is being offered, the conditions under which the grant is being made, and the
purposes for which the grant must be applied. Requirements in relation to the draw down of funding will be
explained at that stage. The grant will be paid directly into the bank account specified in the application.
If an application is not successful, we will inform you of the reasons for this decision and provide an
opportunity for the decision to be reviewed.

How will the grant be paid?

Funding will be released in instalments as set out below and will relate to the value of the grant awarded to
you.
Grants under €10,000
An advance of 90% of the grant awarded will be paid on receipt of signed letter of offer. The balance of
10% will be paid retrospectively on receipt of a final report from the applicant and the submission of
satisfactory expenditure report.
Grants over €10,000
An advance of 70% of the grant awarded will be paid on receipt of signed letter of offer. The balance of
30% will be paid retrospectively on receipt of a final report from the applicant and the submission of
satisfactory expenditure report.
Applicants will be required to observe the terms and conditions for any grant awarded. These will be
included with the letter of grant offer.
To ensure that public funding is used correctly, projects will be monitored and may be the subject to a
verification visit. This may include examination of the documentation you have in relation to the project with
the aim of verifying that the grant was spent appropriately. Successful applicants are required to co-operate
fully with the conditions set out in the grant offer and with any verification procedures requested by the
Department. This will include, but is not restricted to, the examination of documentation such as course
attendance records, invoices, tenders, financial statements, bank accounts, and any related documentation
that will confirm the application of the grant.

Acknowledgement of Funding.

Where a grant has been awarded, the applicant will be required to undertake to acknowledge the funding
received from the Department and this will be a condition of the grant. Please note that details of
successful applications will be published.

Completion of Applications.

Application Forms and further information are also available from:
Pobal,
Holbrook House,
Holles Street,
Dublin 2.
Telephone: (01) 448 4888.

Freedom of Information Act.
Any information provided by you in this application may be subject to release in accordance with the
Department’s obligations under the Freedom of Information Acts. If you believe that any of the information
supplied by you should not be disclosed because of its sensitivity, you should identify this information and
state the reasons for its sensitivity. The Department will consult with you about this sensitive information
before making a decision on any Freedom of Information request received.

Scheme of Training and Support Grants for
Community and Voluntary Organisations

APPLICATION FORM

*PLEASE NOTE*
GROUPS MAY MAKE ONLY ONE
APPLICATION

The questions in this application form allow us to gather the
information we need to be able to decide whether to fund your
project. There is additional guidance next to specific questions.
Please write clearly in block capitals or type. Please read the
scheme guidelines carefully before completing the application
form. Incomplete applications received without the necessary
information/documentation required for assessment will result in
your application being returned to you.

Please answer each appropriate question on the application form fully and concisely.
You may attach additional pages if necessary, if you have left mandatory questions unanswered
your application form will be returned to you.

Project reference number: (for Dept use only)

Part ONE – ABOUT YOUR GROUP.
Use BLOCK CAPITALS.
This section relates to question about the Group making the application.

Please indicate which of the following classification applies to your group, (tick
one box only)
National Organisation
Local Organisation
(Please see page 1 on guidelines to determine your classification)
Project reference number: (for Internal use only)
Please use BLOCK CAPITALS.
1. Details of Group.
Name of Group:
(As it appears on your
governance document or set of rules)
Address of Organisation:

Address for correspondence:
(if different from above)
Phone:
Fax:
Website:
Name of Contact Person:
Phone
Day:
Evening:
Mobile:
Fax:
E-Mail Address:
Position of Contact Person:

2. Please list your current Board Members/Committee and their position on the committee (e.g.
chairperson, treasurer, secretary, ordinary member etc).
Chairperson:
Secretary:
Treasurer:
List all others directors/members of your Board/Committee:

3. Please describe how often your group meets and its operating structure, for example, committee
structure, monthly meetings, annual general meetings etc.

4. When was your Group established?
Month:

Year:

5. To whom is membership of your Group Open?

6. Please provide a brief overview of your group (what you wish to achieve), and briefly describe
your day-to-day activities/purpose.

7. Please quote your Tax Registration Number/Charitable Status (CHY) Number.
If you are seeking a grant €10,000 or more, you must forward a Tax Clearance Certificate. Groups must
have their own independent number. Please contact your local Revenue Commissioners office to get one if
you do not already have one. If you do not have a CHY number then you must have a tax registration
number to be eligible for support.
Tax Registration Number:
OR
Charitable Status (CHY) Number:

8. Is your project directed at, or of particular relevance to, people living in a RAPID or Clár area?
Yes
No
If yes please name the RAPID/Clár areas.

9. Please give a description of your organisation’s financial management procedures? You should
detail how the finances of your group are managed, how accounts are prepared etc.

10. Has your group received a grant for training previously?

Yes

No

If yes please supply:
Reference number(s):
Amount awarded:

11. Please give details of amount and source of grants received by your group from other public
funds* in the past three years and how have they been used:
Year and Source*
Amount
Use

*(Include any funds received from other Government Departments, local authorities, Health Service Executive, FÁS, VEC,
LEADER/Partnership, or via Pobal on behalf of a Government Department.)

12.
Please give details of numbers of volunteers, paid staff members and other
employees/workers involved in your group(s)/organisation (express paid positions in full time
equivalent where a full time position is roughly 35-37 hours per week).
Voluntary

Paid

CE/CSP/RSS

Other

Total

13.
Provide the following details from your most recent annual accounts: (All groups that have
run for one year or more must complete this question. If you have been running for less than one
year, do not complete this question, but supply copies of your most recent bank statements.)
Financial year covered by annual accounts:
Gross income:
Gross expenditure:
Annual surplus/deficit:
Retained surplus/deficit:

If the retained surplus is greater than annual expenditure an explanation of the intended use should be
provided.

PART TWO

BANK ACCOUNT INFORMATION.
We are unable to make payments to: Post Office Savings Accounts, Building Society Accounts or Credit
Union Accounts. Payment of grant is made electronically and requires you to have a bank account to
receive the funds.
The following information can be obtained from the bank statement for your organisation. Funds will not be
paid to personal accounts or accounts that are not in the name of the Applicant organisation.

SECTION A

Bank Account Details (required for payment of grant).
Bank Sort Code:
Bank Account Number:
Account Name:
Name of Bank:
Branch Address :
PLEASE NOTE THAT BANK ACCOUNT DETAILS ARE AN ESSENTIAL REQUIREMENT IN ORDER
THAT APPROVED GRANTS CAN BE PAID BY ELECTRONIC FUNDS TRANSFER.

PART THREE

ABOUT YOUR PROPOSAL.
Use BLOCK CAPITALS.

1. When do you plan to deliver your project? (Please note that it may take up to four months from date
of application to notification of a decision. Costs incurred before the notification of a grant are not eligible
and proposal should be completed within one year of grant notification).
Start date (dd/mm/yy):
Duration (months):

2. Set out your organisation’s current or existing activities in the area you are making this proposal
(for example, existing training for volunteers and staff members).

3. What project or activities will take place if you receive a grant? (This should be a brief description of
your proposal. Try to be specific what you hope to achieve, the key elements and how you intend to
implement the proposal.)

4. Explain how you determined the need for this project and what is the rationale for this proposal?
What evidence have you collected? (Tell us how you identified the need for your project?)

5. What difference will this project make to your organisation/community and what will be the
outcomes? (Tell us what benefits you think it will have.)

6. How many people or groups will directly benefit from this proposal?

7. How does your proposal meet the assessment criteria outlined in the guidance notes? (Address
the criteria most relevant to the proposal.)

8. How will the project be managed and how will it integrate with the other operations or work of
your organisation?

9. What steps will be taken to ensure the quality of the proposal you intend to fund, and how will it
be monitored and evaluated? (For example, will the training course be accredited?)

10. Please set out how your proposal is aimed at addressing disadvantage, if this is relevant?

11. Who would benefit from your proposal? (Estimate numbers)
Women
Isolated people living in rural areas:
People living in urban areas:
People on low incomes:
Refugees and asylum seekers:
Unemployed men and women:
Older people:
Young people:
Travellers:
People with disabilities:
Others (please list):

Men

Total

12. Please indicate how you consider that your proposal builds on your organisation’s existing
capacity and how it avoids overlap or duplication with existing support available?

13. How have you determined the project costs? (To ensure value for money, organisations are
required to seek at least three quotations for expenditure above €3,000. In general, quotations should be
sought for all items of expenditure.)

14. Project Costs: (see guidance notes)
Total Costs:
€
Resources available to organisation:
€
Amount of grant sought:
€
Please provide a breakdown of the main items of costs: (above €500 in the case of local organisations or
€2,000 for national organisations for example, tutor costs, external room hire, training materials.)
€
€
€
€
€

PART FOUR

CHECKLIST
Please ensure that you have included, if relevant, the following information before submitting your
application:
Keep a copy of all documents for your records.

All questions have been answered

The declaration below has been signed

A copy of the most recent accounts and bank statements of the organisation are supplied

A copy of your Set of Rules, Constitution or Articles and Memorandum of Association

Account of expenditure in relation to previous grants from this Department

Tax Registration Number/Registered Charitable Number (CHY) or Tax Clearance Certificate where
applicable.

Bank account details

Any other relevant supporting documentation

(you should list these here).

Completed application forms together with one copy and any supporting documentation must be
forwarded to:

Programme of Training Grants for Community and Voluntary Organisations,
Pobal,
Holbrook House,
Holles St,
Dublin 2.
Telephone (01) 4484888.

We recommend that you keep a copy of everything you send us. There is no closing date for receipt of
completed applications. We can accept applications at any time, so please ensure that you meet the criteria
of the Grant Programme and have answered all questions fully before submitting your application form.

PART FIVE
DECLARATION
This declaration is be completed by the Chairperson of the applicant organisation and one other authorised
officer of the Board of Directors or management committee mentioned in Part One Question 2.
On behalf of
we, the undersigned, apply for a grant towards
the project described in this application and declare that all the information given is true and complete to the
best of our knowledge and belief. We acknowledge that any funds awarded must be used for the purpose
stated and not used to replace existing funding. We also understand that information supplied in or
accompanying this application may be made available on request under the Freedom of Information Acts
1997 and 2003.

Chairperson:

signature

Print Name:
Member:

signature

Print Name:
Date:

Acknowledgement Form
This section to be completed by the person to whom all correspondence will be addressed.
Please print (BLOCK CAPITALS) your name and address in the space provided below. This page will be
returned to you as an acknowledgement of receipt of your application.
NAME:
ADDRESS:

PROJECT REF:
(For Pobal use)

This section to be completed by Pobal.
Pobal on behalf of The DEPARTMENT OF COMMUNITY, RURAL AND GAELTACHT AFFAIRS hereby
acknowledges receipt of your application for funding for the Scheme of Training Grants for
Community and Voluntary Organisations.
Application Reference Number:

