Promoting A Culture of Trust - Working Together Effectively

An Integrated Education Fund Grant Making Programme

PACT XI LEVEL I – FINAL REPORT GUIDELINES

When completing your report we recommend that you refer to your original application to the Fund and also to the additional information that was supplied with your application pack.  The aim of PACT is to contribute to a society where people from different cultures and traditions understand and respect their differences and recognise and appreciate that which they hold in common.  We recommend that while completing your report you consider the aim of the PACT programme and how your project has contributed to this.  

The completed report should be submitted with the following documents ~

•
Proof of expenditure ~

The school must be able to reconcile the project costs and submit original invoices/receipts and any other relevant documentation as proof of expenditure.  If it is not possible to submit the original proof of expenditure please contact the IEF Grants Officer to discuss an alternative method of proof of expenditure.

•
Printed materials ~

Acknowledgement of the financial contribution from the Fund and the PACT sponsors should be included in any advertisements, brochures, leaflets or publicity material produced by the School in connection with the Project.  Logos are available by email from the IEF.  Please submit any printed materials or artwork used in the implementation of the project including for example posters, fliers and/or newsletters.

•
Press coverage ~

Please collect and make copies of any press coverage your project receives.  When publicity opportunities arise please refer to your original letter of offer which gives details of how the grant should be acknowledged in any media materials.

•
Photographs ~

If appropriate, please ensure that photographs are taken during the project and that these are, if possible, submitted in CD format or by email.  Please note that photographs received by the IEF in a suitable format and of specific quality may be selected for use in future IEF publications and literature.  Therefore, please ensure, prior to submitting photographs, that the necessary permissions (eg parental, school etc) have been obtained.
Please make it clear if the report contains any original photographs, booklets, artwork, press clippings etc which you want to have returned to you – 

we are happy to copy or scan such materials and then return the originals to you after our evaluation is complete.

For further information please do not hesitate to contact Sara Shields at the IEF:
Phone

(028) 9033 0031

Fax

(028) 9033 0061

Email

sara@ief.org.uk
Promoting A Culture of Trust - Working Together Effectively

An Integrated Education Fund Grant Making Programme

PACT XI LEVEL I – FINAL REPORT FORM
SECTION 1: ABOUT YOUR SCHOOL

(1) Details of Lead school
	Name of school
	

	Address
	

	Telephone number
	
	Fax number
	
	Website address
	


(2) Details of contact person(s) within Lead school
	Name of school Principal 
	

	Name and position of project Manager/Contact 
	

	Email address for project Manager/Contact
	


SECTION 2: ABOUT YOUR PROJECT – SUMMARY
(1)  What was the title of the project? 

	


(2) What were the main aims and objectives of your project?
	(please expand this box as necessary)



SECTION 3: EVALUATION OF YOUR PROJECT

(1) To what extent did you achieve the main aims and objectives of your project?

	


(2) Your PACT XI project had an agreed timeframe and payment schedule outlined in the Letter of Offer for your grant.  If there were any variances to these please use the space below to describe what happened.
	


SECTION 4: ABOUT YOUR PROJECT AND HOW IT 
MET THE PACT XI LEVEL I CRITERIA 

(1) Essential Criteria 1 - Please describe how your project facilitated real and active cross-community work which reflects the ethos of PACT and include dates and times.
	(please expand this box as necessary)



(2) Essential Criteria 2 - Please list the schools that took part in the project.  If the intended link/partner schools were unable to participate please give details as to why.  If additional or new schools were added to the project please give details about the school(s) and why and when they joined the project.   

	School name and, if applicable, the community area name, the main religion(s)/ culture(s)/ traditions represented in the school and/or within the immediate local community
	Notes

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


(3) Essential Criteria 3 – If your project was a new or pilot project please use the space below to outline the key learning outcomes from the project.  Alternatively, if your project was an existing project to be expanded or developed into new areas or with new groups please use the space below to describe the main or most significant developments or progression on the previous work.  
	(please expand this box as necessary)



(4) Essential Criteria 4, 5 and 6 – Please complete the table below giving details to show how, through the project’s activities/events, the criteria listed below was met (the table box sizes will expand as necessary and more rows can be added to the table by placing the cursor in the end box of a row and pressing the tab key on your keyboard). 
	Activity/Event 

(please describe the activity or event, and give the timing and venue)


	Criteria 4 – Project Participants

(please describe how pupils and staff were involved, steps that were taken to explore ways of also involving parents and governors and the wider community– please specify the number of actual participants)
	Criteria 5 – Face to face meetings/activities
(please describe the face to face meetings/activities where participants had opportunities for meaningful, constructive discussion and exploration of the key issues involved in promoting a culture of trust)
	Criteria 6 – Curriculum and Embedding
(please describe how the project established links with appropriate curriculum areas to allow for embedding and progression, the involvement of staff and the work undertaken towards a whole-school policy on diversity)

	
	
	
	

	
	
	
	

	
	
	
	


(5) Essential Criteria 7 - Please use the space below to describe how internal monitoring and evaluation was carried out and advise of the main findings of the evaluation.  Please take this opportunity to advise of any difficulties you encountered during the project, how these challenges were faced and any resulting variances to the original project plan.
	(please expand this box as necessary)



SECTION 5: PROMOTION

(1) Please describe how your project was promoted within the school community and the wider community.  If publicity materials were produced for the purpose of the project or as a result of the project please describe how and when the IEF PACT funding was recognised (press clippings and other literature can be attached to this report – please list any such attachments).  
	(please expand this box as necessary)



SECTION 6: PLANS FOR THE FUTURE
(1) Please outline how you intend to build on your experiences of the PACT project for the future.

	(please expand this box as necessary)



	(2) Would you like to receive information about the IEF and about IEF Grant Programmes in the future (YES/NO)?
	


SECTION 7: FINANCE

(1) Please complete the following table to show the income for your project (including the IEF PACT Grant).  If additional funding was secured for your project please briefly describe how this was used to enhance/support/expand the project afforded with the IEF PACT Grant (please adjust the table size as necessary).
	SOURCE(S)
	AMOUNT (£)

	
	

	
	

	
	

	
	

	TOTAL
	


(2) Please give a detailed breakdown of the costs that make up the total project expenditure (please adjust the table size as necessary).

	What was the activity/event related to the expenditure?
	What were the item(s)/services(s)/provision(s) purchased?
	What was the name of the supplier?
	Please note the Invoice/Receipt number or date
	Please note the cheque number (if paid for by cheque)
	AMOUNT (£)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SECTION 8: SIGNATURES
(1) Lead school signatures

	Title


	Name (printed or typed)
	Signature
	Date

	Principal of school

	
	
	

	Project Contact/Manager


	
	
	


SECTION 9: SUBMITTING YOUR FINAL REPORT FORM
Completed typed Final Report Forms must be submitted within the timeframe outlined in your original Letter of Offer, both electronically and by post to the addresses below.  Please make clear any enclosures submitted that you wish to have returned to you after IEF evaluation.
Checklist of enclosures:

•
Proof of expenditure 

•
Printed materials

•
Press coverage

•
Photographs on CD/DVD

SECTION 10: CONTACT DETAILS

For further information please contact:

Sara Shields
Grants Officer
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Integrated Education Fund
41 – 43 University Street
Belfast, BT7 1FY

Telephone (028) 9033 0031, Fax (028) 9033 0061
Email: sara@ief.org.uk
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