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	GUIDE TO PREPARING A CONTINUING PROGRAM APPLICATION 
(Last Revised Nov 2017)



The Continuing Program Application is to be used for renewal funding applications of Law Foundation-funded continuing programs.

Please submit your application online, by mail or courier.  Please do not e-mail applications.  

The Guide to Preparing a Continuing Program Application is designed to help your organization fill out the Continuing Program Application Form.  Please refer to this guide before answering the questions on the form.  

Make sure to complete the following steps:  

1. Fill out the attached Application Summary page and have it signed by the Chair or President of your organization.  This will be the first page of your application.

2. Answer the 20 questions outlined on the Application Form.  Mark “N/A” on any questions or parts of questions that do not apply.

3. Submit the completed original application and 1 copy on 8½” x 11” paper.   

Because we will be making additional copies of your application for circulation to Law Foundation Board members and external reviewers, it will assist us if you:

a) For paper applications type on one side of a page only and ensure that any attachments are single-sided.

b) Paperclip your application and all attachments.  Please do not bind, fold, staple, or three-hole punch your application or materials.

c) Allow at least a 1” margin on the top, bottom and sides of your application.

4. Completed application forms and accompanying materials must reach the Law Foundation no later than the date specified in the Funding Guidelines letter. Information on deadline dates can be obtained from your Law Foundation program director or the Law Foundation website. 

5. Attach a copy of your Constitution and Bylaws, and advise us of any changes since you last submitted your Constitution and Bylaws.

6. Do not send letters of support.  

	You should know that if asked, the Law Foundation staff will disclose the name of an organization applying for a grant, the amount requested, and the purpose for which the funds have been requested.  In the course of preparing their report on a grant application for Foundation Board members’ review, the Law Foundation staff may circulate the application to external reviewers and discuss the merits of the proposed program with individuals in related fields.


	GUIDE TO PREPARING A CONTINUING PROGRAM APPLICATION FORM


ORGANIZATION

Purpose/Overview of Applicant

Question 1:  What is the purpose of your organization? Describe your organization’s activities, its members, its clients and its staff.

Provide a brief description of your organization. Include information about membership, community/client groups you serve, how may staff are employed and how many volunteers are involved in the delivery of your programs. Include or attach a list of the Directors with a brief description of their backgrounds. Tell us how often the Board meets.

PROGRAM

Outcome Measurement Framework

Question 2:  Describe your organization’s proposed program for the coming year and tell us what you will do. Please complete an outcome measurement framework for the proposed program that lists the purposes of the program and outcomes sought.   If more than one program is funded by the Law Foundation, please complete an Outcomes Measurement Framework for each program.  
Use the following documents to help you complete the Outcomes Measurement Framework. 

Attached please find the following (Appendix B):

a) Outcome Measurement Framework Worksheet

b) Outcome Measurement Definitions

c) Advocacy Programs - Approved Outcomes and Indicators. Will, at minimum, all Law Foundation funded programs should contain these indicators that have been approved by the Law Foundation.

d) Public legal education programs: sample outcomes and indicators

Some Foundation-funded programs will have program-specific outcomes. In this case, and if you have any questions generally about your outcome measurement framework please contact your Law Foundation program director to discuss your outcome measurement framework. 

Work Plan
Question 3: Briefly outline the work plan and schedule of events (if applicable).

Please provide us with a work plan that includes the following:

a) the major activities of the program;

b) a time schedule for completing these activities; and

c) information about who is to be responsible for each of the activities.
The work plan should be no longer than one page. 

Program Accomplishments for each program

Question 4: Summarize what your program has accomplished in the current grant year to date   (outputs and outcomes).   

Note: We define grant year as the beginning and end date of the program grant for example, April 1 to March 31, January 1 to December 31, July 1 to June 30.  Please refer to the most recent Law Foundation Funding Guidelines letter for the dates of your specific grant year. In summarizing your program accomplishments list number of clients assisted; types of assistance given; outcomes achieved, etc. 
Program Changes  
Question 5: Describe any changes to the program since the last grant was made.

This could include changes in staff, clients served, services provided, and other funding sources.

Assessment Outcomes
Question 6: How will you assess whether or not you have achieved the outcomes, or made progress towards achieving the outcomes, identified in your Outcome Measurement Framework?  

The Law Foundation’s perspective is that both formal evaluation and ongoing assessment of outcomes tells you if you are achieving or making progress toward achieving your outcomes, and that it helps you to check on the accuracy of assumptions you make in planning.  Evaluation also provides information to help make decisions during the course of the program and gives feedback to staff. As you may be aware, there are many ways of evaluating a program: questionnaires, evaluation forms, verbal feedback, file reviews, etc.

The appropriateness of the method of evaluation or assessment will depend on the outcomes of the program, the cost and staff time involved, and the type of person who the program is intended to benefit. Please discuss your assessment approach with your Law Foundation program director.

Law Foundation’s Mission Statement and Program Objectives

Question 7:  Describe how this program relates to the Law Foundation’s mission statement and to one or more of its program objectives.  Identify what percentage of the program fits into each of the Law Foundation’s mandate areas.
The mission statement, mandate, vision, values and program objectives of the Law Foundation are attached for your reference. (Appendix A) Explain how your program relates to one or more of these program objectives.  

Need for the Program
Question 8:  Why do you think this program is needed, who will it serve and how will it benefit them?
This is an opportunity for you to tell us why you think this work needs to be done.  If applicable, comment on past or present efforts by your organization or others to address this need.

Tell us about the target population and describe the number and types of people who you expect the program will serve.  Identify the geographic scope of the program and tell us how you will inform the target audience about the program. 

Serving the Diverse Public of BC
Question 9:   Explain how your program serves the diverse public of BC.  
Your program may serve one or more of the diverse populations in BC.  Describe the population your program currently serves.  Include an estimate of the number of individuals served.  
The Law Foundation’s working definition of diversity is: 

Diversity includes age, different abilities, socio-economic level, education, ethnicity, language, family, gender, marital/relationship status, race, religion, work experience, geographic size and location, and sexual orientation.

The Foundation has compiled a Diversity Profile of British Columbia.  It includes demographic information for British Columbia to show the population diversity within each geographic region.  The Diversity Profile is available for downloading from the Foundation’s website, www.lawfoundationbc.org. 

Promotion and Distribution
Question 10:  If applicable, outline your plan to promote the program and distribute program materials produced.
Things to consider: 
a) what type of outreach activities you will carry out;

b) who will be in charge of promotion/distribution;

c) who you intend to reach with the program/materials;

d) how will you let your audience know about the program/materials;

e) how will you get the materials to your audience; and

f) what, if anything, will you charge for the materials, and what will you do with

      any revenues generated from such sales?

ORGANIZATION CAPACITY

Skills and Qualifications of the Applicant Organization

Question 11:  Briefly describe the skills and qualifications you believe your organization has that will enable you to carry out this program.
Include information about your organization and about specific individuals who will be working on the program.

Explain why your organization is the most appropriate group in your community to undertake this program.

Program Staff

Question 12:  Describe the staff for this program, listing the primary responsibilities and qualifications of each person.
What staff will be employed to carry out this program?  List the primary responsibilities and qualifications of each person. Outline your plan to supervise and regularly evaluate each program staff
Professional Development Activities
Question 13:  Describe the professional development activities that are planned for each staff person working on this program.
List professional development activities that your organization will carry out internally, in addition to any courses program staff will take.  

Program Volunteers

Question 14:  If applicable, list the number of volunteers involved in this program.  Describe what the volunteers do, and what their qualifications are.  Describe how your organization recruits, trains and supervises these volunteers.

Legal Supervision Plan

Question 15:  If applicable, describe the legal supervision arrangements for this program, and tell us the name of the lawyer who will provide the supervision.
Describe how you will assure the quality of the legal work done by the program.  If your program will use staff or volunteers who are not lawyers to prepare or deliver legal information and assistance, outline your plan for a lawyer to supervise their work to ensure its legal accuracy.  If you have any questions, please contact the Law Foundation staff regarding legal supervision requirements.

Related Services and/or Resources

Question 16:  List the organizations in your community that provide similar services and/or similar resources to those proposed in this program.  
Describe how your organization plans to coordinate the delivery of this program with these organizations. If applicable, describe what other resource materials exist on the same topic.

Financial Information

Question 17:  State your organization’s budget for your last fiscal year, the current fiscal year and the upcoming fiscal year (which would include the grant requested from the Law Foundation).

A) Attach in the drop down menu of attachments your organization’s budget for your current fiscal year. Be sure to title it “Current Operating Budget” otherwise the system  will not accept it. 

B) If available, please state your organization’s budget for the upcoming fiscal year. 
e.g.
Organization’s Budget
2008/2009

$90,000







2009/2010

$93,500







2010/2011

$99,850

Outline the main funding sources e.g. bingo/casinos $27,000; United Way $32,000, etc. Include all grants received from the Law Foundation as well as the Continuing Program grant you are requesting this year from the Law Foundation.  

Please make sure your budgets include a breakdown of all the main sources of funding for your organization. 
List budget information as follows: 

Attach a copy of your organization’s most recent audited financial statements, signed by 2 Board members. Include the current operating budget.  If audited financial statements are not available, please include the most recent unaudited financial statements.  Applications without these statements will be considered incomplete.
Itemized Program Budget

Question 18:  Attach, in the drop down menu, an itemized budget for the program you are applying for. Where necessary, provide explanations to support specific expenditures. Be sure to title it “Program Budget”, otherwise the system will not accept it. 

Where necessary, provide explanations to support specific expenditures.
a) At the top of the budget, state the time period to which this budget relates.

b) Round off all line items to the nearest dollar.

c) Itemize all of the program expenses and revenues.

d) Your itemized budget should include three separate columns:

i. The first column should estimate your current year’s actual expenditures and revenues for the program to the end of the current fiscal or grant period.

ii. The second column sets out your current year’s program budget (revenue and for expenses).

iii. The third column itemizes your proposed program budget (revenue and expenses) for the upcoming year.

e) On a separate page following the itemized budget, provide explanatory notes to support the various expenditures, as necessary.

f) Your explanatory budget notes should explain any significant increases or decreases in income or expenditures from the previous year.

Expenses

a) Your personnel expenses should be broken down to indicate: salaries for full-time staff and salaries for part-time staff, indicating positions for which funding is requested; contract payments or honoraria; employer contributions (EI, CPP, etc.).

b) Other expenses to think about include: office rental, utilities, maintenance, insurance, equipment rental or purchase, stationery, photocopying, printing, telephone, postage or courier, travel, advertising, professional fees, audit, training, resource materials, legal supervision fee, etc.

c) If your expenses include travel, your budget notes should explain your agency’s travel expense guidelines, e.g. mileage rates; meal allowances, etc.

Revenue

a) Under Revenue, list each source of anticipated income.  Indicate for each, under “Assured” the amount that is confirmed at the time of application; under “Potential”, the amount that has been requested, but not approved, or in the case of fundraising, an anticipated amount.  Total both “Assured” and “Potential” funding, and provide the name and telephone number of each funding representative with whom you are dealing.

b) Under “Organization’s Contribution”, indicate separately income from donations/ fundraising and in-kind donations or volunteer time.  Only put a cash value on those in-kind donations for which you can clearly assess a market value.

Example:

Source
Assured
Potential
Total
Contact
Telephone
Law Foundation

5,000
5,000

Organization’s Contribution

   Cash (fundraising)
3,000
1,000
4,000

   In-kind Donation
1,000

1,000

   Volunteer Time: 100 hours

Ministry of Attorney General
4,000

4,000
M. Green
(604)555-1111

Dept. of Justice

1,000
1,000
L. Chan
(604)555-3333

Casino
  3,000
 5,000
 8,000
Total:
11,000
12,000
23,000

Financial Reporting/Audit

Question 19:  Who will prepare and who will audit the financial reports for this program?
References

Question 20:  Please provide names and contact information of 7 – 10 individuals (not to include Law Foundation Governors or staff) who are familiar with your organization and its programs.  These individuals should be able to verify the need for your program and its impact on your target groups. Please ensure these individuals know that the Law Foundation may contact them as references for your program. List the name, telephone number, e-mail address and/or fax number, address, and organization (if applicable). 
Please do not send letters of support. 
Please note that if an application is submitted it is not a guarantee of funding.  
	If you have any questions about the application form, please contact the Law Foundation at (604) 688-2337.
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APPENDIX A

LAW FOUNDATION OF BRITISH COLUMBIA

MISSION STATEMENT
To advance and promote a just society governed by the rule of law, through leadership, innovation and collaboration. 
MANDATE

Our legislative mandate is to fund legal education, legal research, legal aid, law reform and law libraries for the benefit of British Columbians.
VISION
A society where access to justice is protected and advanced. 

VALUES

· Integrity, 
· Respect, 
· Diversity, and 

· Sustainability.

PROGRAM OBJECTIVES

The Law Foundation’s funds are directed to five mandated areas: legal education, legal research, legal aid, law reform, and law libraries. The Law Foundation seeks to ensure access to justice through its program objectives which are:

1. Legal Education
To promote legal education programs and services in British Columbia to make the law more accessible through:

a) increasing public awareness of the law and the justice system;

b) providing education to groups with particular legal needs; and

c) assisting in the academic and professional development of those providing legal services to ensure those services are of the highest quality.

Legal Research
To advance the knowledge of:

a) law;

b) social policy; and

c) the administration of justice

through the identification of areas and issues needing study and analysis and the encouragement and support of projects to address those needs.

2. Legal Aid
a) To assist in the provision of legal services, including:

i. advice and representation of economically disadvantaged persons; and

ii. support of community service and non-profit organizations that address issues that benefit groups of disadvantaged persons or the public.

b) To facilitate access of the public to the justice system.
c) Legal aid includes the Legal Services Society, community-based advocacy, public interest law, and other legal aid.

3. Law Reform
To encourage and support projects promoting changes to the law and the administration of justice in accord with current knowledge, values and technology.

4. Law Libraries
a) To assist law libraries and resource centres to keep their materials current.

b) To encourage and support projects designed to improve the utility and accessibility to both the legal profession and the public of legal and law-related materials.

The PROGRAM OBJECTIVES have been adopted by the Board of Governors as policy guidelines.  These are the principles upon which funding decisions will be based.

APPENDIX B

LAW FOUNDATION OF BRITISH COLUMBIA

Outcome Measurement Framework Worksheet (Program Logic Model)
PROGRAM NAME: _____________________________________________________________
	PURPOSE OF PROGRAM:


	PROGRAM TIMEFRAME:



	HOW?
	WHAT WE WANT?
	WHY?

	Input
	Activity
	Output
	Short Term Outcomes
	Intermediate Outcomes
	Long Term Outcome

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Comments/Risks/Assumptions:

	

	

	


LAW FOUNDATION OF BRITISH COLUMBIA

Outcome Measurement Framework Worksheet (Program Logic Model) (cont’d)

PROGRAM NAME: _____________________________________________________________

	Outcome
	Indicator(s)

(may be more than one per outcome)
	Data source
	Data Collection Method

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


OUTCOME MEASUREMENT DEFINITIONS
	
	Defining Characteristic
	Who is affected
	When Observable
	Degree of Management Control

	Inputs…


	…are the human and physical resources that make the initiative possible – the people, equipment, supplies and other ingredients.

…give you the essential information for budgeting.


	
	
	

	Activities…


	…describe the essential work of the initiative – how the inputs are to be combined.

…are to be summarized in between 5 to 8 statements.


	…are written from the vantage point of those instigating the work (e.g. managers, staff facilitators, volunteers).
	
	

	Outputs…


	…are the most direct and immediate results. It is usually something that can be counted  Each Output relates to one Activity.
	…refer to the product of your activities (e.g. number of participants).
	…are observable as you complete the activity.
	…allow you substantial control – not total though; there are often surprises during implementation.

	Short Term Outcomes…


	…create the potential for Intermediate and Long Term Outcomes to occur. Each Short Term Outcome relates to one Output.
	…often refer to immediate benefits among those people directly participating in an activity (e.g. trainees).
	…are observable within the timeframe of the project.
	…allow you less control than Outputs, though you still have a significant amount of control.

	Intermediate Term Outcomes…


	…are several steps removed from Activities.

…describe the key changes you want to make in the initiative.

…are fewer in number; each flows naturally from several of the Short Term Outcomes.


	…expand into wider settings – include those who are directly involved in Activities, but go beyond those direct participants to include the families, organizations, or neighbourhoods surrounding them.

…may also include those people or workplaces who use or are influenced by products created in the initiative.
	…are observable at or shortly after the completion of the initiative.
	…allow you direct influence – you must keep your sights set on the Outcomes; then manage activities for the best chance of success – learn by doing, adapt as you go.

Caution: you should be reasonably confident in your claims, since you may be responsible for bringing them about.

	Long Term Outcomes…


	…is the picture of a preferred future; the reason why it is important to do the initiative.

…describes a scenario that is close enough to show a real contribution to the desired change, yet big enough and far enough out on the horizon to be visionary.


	…may expand into yet wider settings to include societies, districts, communities, professions, whole organizations.
	…are observable well after the initiative has been completed.
	…allow you only indirect influence – the initiative will not achieve the vision, only contribute toward it.


ADVOCACY AND SELF-ADVOCACY PROGRAMS

APPROVED OUTCOMES AND INDICATORS

	Outcome 
	Indicators
	Data Source(s)
	Comments

	For Advocacy and Self-Advocacy Services

	1. (a) Client’s legal problem is resolved.
	· Number and percentage of overall cases in which the problem is brought to a conclusion.
	· Advocate’s closing form,
OR

· Client follow-up questionnaire (telephone interview).
	· This outcome is primarily concerned with assessing whether client’s case gets heard.

· Either data source can be used.

	1.
(b) All issues involved in the client’s problem are successfully resolved.
	· Number and percentage of overall cases in which client wins all, some, or none of the issues comprising his/her problem.
	· Advocate’s closing form,
OR

· Client follow-up questionnaire (telephone interview).
	· This outcome assesses the degree of success in obtaining what the client set out to obtain. It is not a satisfaction measure, but an objective assessment. See also #4.

	2. Client understands the legal reasons for the decision in his/her case.
	· Number and percentage of overall cases in which client states that the/she understands the reasons for the decision in his/her case.
	· Advocate’s closing form.
	· This outcome is primarily concerned with assessing whether the client understands the legal reasons why he/she may have lost, or may have decided to drop a case.

	3. (a) Client is satisfied with the outcome of his/her case.
	· Number and percentage of overall cases in which client expresses satisfaction with the outcome of his/her case.
	· Client follow-up questionnaire (telephone interview).
	· This outcome is more subjective than #2. A client may lose his/her case, but be satisfied that it was fairly heard. Alternately the client may have go almost everything, but still be dissatisfied.

	3.
(b) Client is satisfied with the service provided by the advocacy or information service.
	· Number and percentage of overall cases in which client expresses satisfaction with the advocacy or information service provided.
	· Client follow-up questionnaire (telephone interview).
	· This outcome is again subjective. A client may receive excellent advice and/or support, but still not be satisfied. Alternately, by an objective legal standard the service may be inferior, but the client may be highly satisfied because of the supportive manner of the advocate.


PUBLIC LEGAL EDUCATION PROGRAMS

OUTCOMES AND INDICATORS
Sample: Approved for advocacy service in which public legal education 
constitutes 20% of overall activity

	Outcome 
	Indicators
	Data Source(s)
	Comments

	4. Participant acquires greater understanding of legal issues.
	· Number and percentage of participants who rate highly in issues in their understanding of legal issues and topics:
 - key questions in topic areas and understanding of legal issues to own situation,
- knowledge of where to find more information on topic.
	· Workshop feedback sheet.
	· These indicators represent various dimensions of understanding.

· Since this understanding is based on a self-assessment, it could be erroneous.

· Sometimes participants do not come to a workshop with a problem so some indicators may not be applicable.

	5. Participant feels better able to make decisions and take action.
	· Number and percentage of participants who rate highly:
- their ability to make clearer decisions,
- that they have enough information to undertake a task,
- their confidence to deal with another party.
	· Workshop feedback sheet.
	· These indicators represent various dimensions of the ability to act on new knowledge.

· Since this rating is a self-assessment, it could be erroneous.

· Sometimes participants do not come to a workshop intending to take action on a problem, so some indicators may not be applicable.


