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Community Internship Programme

Te Hōtaka Whakangungu Tauira nō te Hapori

Application Form 2010
The Community Internship Programme (CIP) funds community groups with identified development needs to employ a skilled professional from the public, private or community sector as an intern for three to six months.

The CIP increases understanding, cooperation and interaction between the private, central government, local government, community and voluntary sectors.

The CIP provides community groups with access to specialist skills from another sector or organisation and promotes strengthened relationships, increased skills and knowledge.

There are three equally important parties within the CIP - a “host” community organisation, an intern and a “home” organisation (the intern’s usual work place).

To apply, please read the CIP Guidelines for Applicants and fill in the application form attached. 

Refer to www.dia.govt.nz or freephone 0800 824 824 for more information.

Applications close Tuesday 6 April 2010 at 4.00pm.
Post :
Community Internship Programme

Crown Funding and Trusts

The Department of Internal Affairs

PO Box 805 

Wellington 6140

Courier:
Community Internship Programme 
Crown Funding and Trusts

The Department of Internal Affairs

Level 9
46 Waring Taylor Street

Wellington 6011
Please note:   

Faxed, emailed, incomplete or late applications will not be considered. All applications must be received by the closing date in Wellington. 
Do not deliver or send your application to a Department of Internal Affairs Regional Office.
If you are using this Application Form, you will need to save this form and complete your application on your computer. The following are the instructions on how to fill in your responses on this downloadable template:

· To move from one field to the next, use your Tab key, and then simply type in your response. (Do not use your mouse to move between fields, as the mouse clicks do not activate the answer boxes.)

· Where you are required to select an option, Tab through to the box you wish to select and click with your mouse.

· Where you are required to – ‘select’ – a response, Tab through to the box, click with your mouse and select your response.

· To move back a field, hold down the Shift key and press Tab.
1
A red number indicates there is a note provided from the Guidelines for Applicants. Move your cursor over the symbol and a notes box will appear for your reference. Do not click with your mouse – just hold the cursor in position. You can also refer to the question number in the Guidelines for Applicants for the note.
SECTION A: CONTACT  DETAILS

Contacts for the host organisation, the intern and the home organisation

A1.
Host Organisation

	Registered name of the organisation

	Type here

	Trading name 
(if different from the registered name)
	Type here

	Postal address
	Type here

	Town/city
	Type here
	Post code
	Type here

	Courier address 
(if different from above)
	Type here

	Town/city
	Type here
	Post code
	Type here

	Phone
	Prefix - Number

	Fax
	Prefix - Number

	Email
	Type here


	Management contact person

	Type here

	Position in organisation
	Type here

	Phone
	Prefix - Number

	Email
	Type here


	Governance contact person

	Type here

	Position in organisation
	Type here

	Phone
	Prefix - Number

	Email
	Type here


A2.
Intern
 
	Name
	Type here

	Contact address
	Type here

	Town/city
	Type here
	Post code
	Type here

	Phone
	Prefix - Number

	Email
	Type here


A3.
Home Organisation

	Registered name of the organisation
	Type here

	Internship contact person
	Type here

	Position in organisation
	Type here

	Postal address
	Type here

	Town/city
	Type here
	Post code
	Type here

	Phone
	Prefix - Number

	Fax
	Prefix - Number

	Email
	Type here


SECTION B: HOST ORGANISATION INFORMATION

B1.
What is your organisation’s legal entity?
 

Please tick the appropriate box

	 FORMCHECKBOX 

	Incorporated Society: registered under the Incorporated Societies Act 1908


	 FORMCHECKBOX 

	Registered Charitable Trust: registered under the Charitable Trusts Act 1957


	 FORMCHECKBOX 

	School Board of Trustees: established under the Education Act 1989

	 FORMCHECKBOX 

	Māori Trust Board: established under the Māori Trust Board Act 1955

	 FORMCHECKBOX 

	District or City Council

	 FORMCHECKBOX 

	Māori Committee, Māori Executive Committee or District Māori Council: established under the Māori Community Development Act 1962

	 FORMCHECKBOX 

	Other


	
	Please specify legal status if different from those listed above.
	Type here
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	Attach legal entity status documents here if required.


B2.
Is your organisation GST registered?
 
	 FORMDROPDOWN 
 
	If YES, enter your GST number.   Type here


B3.
Does your organisation have its accounts audited each year?
 
	 FORMDROPDOWN 
 
	If YES, what is your financial year?   From 
	DD/MM    To
	DD/MM

	
	Attach the Audited Accounts for the two most recent financial years, including the Auditor’s reports.

	Name of Auditor
	Type here

	Company
	Type here

	Postal address
	Type here

	Town/city
	Type here
	Post code
	Type here

	Phone
	Prefix - Number


	
	If the most recent Audited Accounts are more than nine months old at the time of applying, you must also provide:

· the most recent monthly Treasurer’s or finance report, recording revenue and expenditure since the last audited accounts; 

· a statement of current financial position, i.e. current assets
 and liabilities
; and 
· a declaration, signed by two officers of your organisation, attesting to the accuracy of the financial update presented. 


B4.
Describe the financial systems and controls proposed for the Community Internship Programme grant if this application is successful.

Type here
B5.
Who will be the signatories to cheques for this grant?

	Name
	Type here

	Position in organisation
	Type here

	
	

	Name
	Type here

	Position in organisation
	Type here


B6.
Is your organisation registered with the New Zealand Charities Commission (NZCC)?

	 FORMDROPDOWN 
 
	If YES, enter your registration number here.   Type here


If your organisation is not registered with the NZCC you should seek professional advice as to your tax status as you may incur income tax liability on any approved grant.

B7
 i)
How will this proposed internship operate within your organisation?
 (up to 300 words)
Type here
	
	Attach a diagram that shows the governance and management structure of your organisation, highlighting the internship position and the person the intern will report to.





ii)
Are any of the trustees or members of your governance structure also employed as staff?
 

	 FORMDROPDOWN 
 
	If YES, provide details of who they are and the positions they hold.

	Name
	Position

	Name
	Position

	Name
	Position

	Name
	Position

	Name
	Position



iii)
Will this proposed internship involve close family members, relations, or other close associates of your organisation?

	 FORMDROPDOWN 
 
	If YES, provide details of who they are and the positions they hold.

	Name
	Position

	Name
	Position

	Name
	Position

	Name
	Position

	Name
	Position


	
	If YES, please attach Conflict of Interest policies here.


SECTION C: INTERNSHIP PROPOSAL
C1.
Provide a brief description of your organisation, its purposes and the communities it serves.
 (up to 400 words)
Type here
C2.
Describe the aim or purpose of the proposed internship and how it will contribute to the effectiveness of your organisation and what it does for the future. 
 (up to 250 words)
Type here
C3.
How will the intern, host and home organisations work together to achieve the proposed internship goals? (up to 300 words)
Type here
	
	Attach a Curriculum Vitae covering the intern’s skills and experience.

	
	Attach an agreed Internship Work Plan. A template is provided at the end of this form.




C4. 
i)
How will you ensure that the proposed intern is supported and inducted into their role within your organisation? 
 (up to 300 words)
Type here
ii)
List any relevant policies you have in place and the measures you will take to support the intern.

Type here
C5.
Internship details
 
	Proposed start date
	DD/MM/YY

	Proposed end date
	DD/MM/YY

	Total length of proposed internship
	Type here

	Intern’s current salary per annum
	$ Type here

	Grant amount requested
	$ Type here


C6.
Intern’s salary
	
	Attach evidence of the intern’s current salary or wage such as a payslip or letter of confirmation from the home organisation.


SECTION D: PARTNERSHIP

D1. 
How will the internship benefit the host organisation, the intern and the home organisation? 
 (up to 600 words) 
Type here
D2. 
Please identify how the relationship between the three parties will be maintained during and after the internship.
  (up to 300 words) 
Type here
D3.
Develop a plan for returning to the workplace with the proposed intern using the template provided at the end of this form.

	
	Attach a Returning to the Workplace Plan, signed by the intern and home organisation. A template is provided at the end of this form, and an example is on page 5 in the Guidelines for Applicants.



SECTION E: DECLARATION

Host Organisation

We the undersigned declare the following: 

· The details given in all sections of this application are true and correct to the best of our knowledge.

· We have the authority to commit our organisation to this application.

· The organisation we represent acknowledges and agrees that the Department of Internal Affairs may disclose to, or obtain from, any other government department or agency, private person or organisation, any information about the organisation we represent for the purpose of gaining, or providing, information related to this funding application.

· We will inform the Department of Internal Affairs of any significant changes in our organisation which impact on the proposed internship between the date of this application and the date of the decision-making for the applications such as: any change in contact details; office holders; the financial situation of the host organisation; withdrawal of the intern or of approval from the home organisation; an intention to wind-up or cease operations; or any other significant event. 

We have the following internal controls in place:

· two signatories to all bank accounts;

· a regularly maintained and current cashbook or electronic equivalent;

· a person responsible for keeping the financial records of the organisation;

· a regularly maintained tax record;

· a regularly maintained P.A.Y.E. record;

· grants and expenditure of grants shown as separate entries in the cashbook or as a note to the accounts; and

· regular financial reporting to every full meeting of the governing body.

Signature One 

	Name
	Type here

	Name of organisation
	Type here

	Position in organisation
	Type here

	Daytime phone 
	Prefix - Number
	Alternative phone
	Prefix - Number

	Signature
	
	


Signature Two 

	Name
	Type here

	Name of organisation
	Type here

	Position in organisation
	Type here

	Daytime phone 
	Prefix - Number
	Alternative phone
	Prefix - Number

	Signature
	
	


Home Organisation

The details in all sections of this CIP application are true and correct to the best of my knowledge.  I have the authority to commit my organisation to this Community Internship Programme application. 

	Name
	Type here

	Name of organisation
	Type here

	Position in organisation
	Type here

	Daytime phone 
	Prefix - Number
	Alternative phone
	Prefix - Number

	Signature
	
	


Intern

The details in all sections of this CIP application are true and correct to the best of my knowledge.  I have the agreement of my manager to participate in this internship.

	Name
	Type here

	Name of organisation
	Type here

	Position in organisation
	Type here

	Daytime phone 
	Prefix - Number
	Alternative phone
	Prefix - Number

	Signature
	
	


NOTES

Applications close Tuesday 6 April 2010 at 4.00pm.
Post 
Community Internship Programme


Crown Funding and Trusts


The Department of Internal Affairs

PO Box 805 

Wellington 6140

Courier
Community Internship Programme 
Crown Funding and Trusts

The Department of Internal Affairs

Level 9
46 Waring Taylor Street

Wellington 6011
Refer to www.dia.govt.nz or freephone 0800 824 824 for more information.
Please note:   

Faxed, emailed, incomplete or late applications will not be considered. All applications must be received by the closing date in Wellington. Do not deliver or send your application to a Department of Internal Affairs Regional Office.

The Department of Internal Affairs reserves the right to assign experts to assess any information provided with an application.

In submitting this application form you and/or the organisation you represent acknowledge and agree that the Department may disclose to, or obtain from, any other government department or agency, private person, or organisation, any information about the applicant.

Privacy 

To view any personal information held by us, or if you have any concerns about personal information that we hold, please write to:  The Privacy Officer, The Department of Internal Affairs, PO Box 805, Wellington 6140.
Application Pack Checklist 

Please ensure that all documents requiring signatures have been signed by the appropriate people.

Please check that you have answered every section of the application form fully and provided the following supporting documents:
 FORMDROPDOWN 

Documents relating to legal status (if required)

 FORMDROPDOWN 

Audited accounts including the Auditor’s Report from the two most recent financial years or supporting information if the audited accounts are more than nine months old 
 FORMDROPDOWN 

Diagram of the organisation

 FORMDROPDOWN 

Conflict of Interest policies and procedures (if required)
 FORMDROPDOWN 

Intern’s CV

 FORMDROPDOWN 

Internship Work Plan
 FORMDROPDOWN 

Evidence of the intern’s current salary or wage
 FORMDROPDOWN 

Returning to the Workplace Plan 
	INTERNSHIP work plan

Template

	host ORGANISATION
	CONTACT person
	period of internship

	Type here
	Type here
	Type here

	INTERN
	Type here

	HOME ORGANISATION
	Type here

	AIM OF INTERNSHIP
	Type here

	PLANNED OUTCOMES
	Type here

	PLANNED ACTIVITIES 
	Completion dates 

	Activity 1
	Type here
	DD/MM/YY

	Activity 2
	Type here
	DD/MM/YY

	Activity 3
	Type here
	DD/MM/YY

	Activity 4
	Type here
	DD/MM/YY

	Activity 5
	Type here
	DD/MM/YY

	Activity 6
	Type here
	DD/MM/YY

	Activity 7
	Type here
	DD/MM/YY


Intern to complete

Returning to the Workplace Plan 

Template

	The Returning to the Workplace Plan is developed by the intern with the agreement of the home organisation. It outlines how the knowledge and skills learned during the internship will be used and passed on to the intern’s colleagues on returning to their home organisation. It also shows how links between the intern, the host and the home organisations can be continued after the internship ends. 

It is important that the Returning to the Workplace Plan is implemented on return of the intern to their home organisation. 

	Action 1

Completion date

DD/MM/YY 


	Type here

	Action 2

Completion date

DD/MM/YY 


	Type here

	Action 3

Completion date

DD/MM/YY 


	Type here

	Action 4

Completion date

DD/MM/YY 


	Type here


Signed:


Date:   DD/MM/YY
(Intern)
Signed:


Date:   DD/MM/YY
 (Manager, Home Organisation)


SECTION A: Contact Details


! 	All applications to the Community Internship Programme must be made jointly by the host community organisation, the intern and the home organisation.


A1.	� 	The HOST is the applicant and is responsible for ensuring that the application is complete. The host is an established non-profit community organisation, with an identified capacity building or development need that, if addressed, will enable it to become more effective. Host organisations will be working towards the well-being of their communities through, for example, social services provision, economic development, environmental work, cultural development and/or community services.


	� 	Please identify the registered name of the host organisation and the trading name, or the name the host organisation prefers to be known by, if this is different from the registered name. 


	�	If successful, the Management and Governance contact people identified will also be the contact people listed on the CIP grant agreement. MANAGEMENT CONTACT PERSON: This person must be a member of management and will be able to respond to questions about financial, operational and staff management of the host organisation, including the fit of the proposed community internship with day-to-day operations. They will have signing authority on behalf of the host organisation and will be able to answer questions on the details of this application. 


	� 	GOVERNANCE CONTACT PERSON: This may be the chairperson of the host organisation, or an experienced trustee, board member or equivalent, at the governance level of the organisation. They should not be an employee of the host organisation. This person will be able to clarify any questions about the strategic direction and policies for the host organisation, and how it works with its members, beneficiaries and/or the wider community.


	� 	The INTERN is a person who temporarily leaves their position with their employer to work for a host organisation for a limited time. At the end of the internship, the intern will return to their home organisation, where the experiences gained from working with a community and voluntary sector organisation will have contributed to their professional development and/or will inform the work of their employer - the home organisation - over time.


An intern is an experienced and skilled professional, who is prepared to go on secondment or temporarily leave their position within a public, private, community or voluntary sector organisation to work for the host for a limited period of time as a community intern. Consultants or contractors are not eligible for internships.


The intern must have skills and experience that match the needs identified by the host organisation. If the application is successful, the intern will be a party to the CIP grant agreement. Note: the proposed intern must sign the application to show their agreement and attach an up-to-date copy of their curriculum vitae.


	� 	The HOME organisation is the regular place of work for the intern before and after the internship. The employer/home organisation may be seeking to strengthen its relationship or understanding of a community stakeholder; or to build knowledge, profile and networks within a specific community of interest; or to enable an employee to pursue a professional development opportunity in a community context.


		The home organisation could be a private business, an iwi authority, a government department, a local authority, a corporation, or a community organisation.


		If the application is successful, the home organisation will be a party to the CIP grant agreement. The internship contact person for the home organisation should be up-to-date with the details of this application and will have authority to commit the organisation to the proposed internship. This person must not be the proposed intern.


	� 	Select the appropriate legal entity of the host organisation from the options listed.


	� 	For INCORPORATED SOCIETIES, registered under the Incorporated Societies Act 1908, ensure that you have attached:


		- a copy of the current constitution, including any amendments


		- a copy of the Certificate of Incorporation, refer www.societies.govt.nz


	� 	For CHARITABLE TRUSTS, registered under the Charitable Trusts Act 1957, ensure that you have attached:


		- a copy of the Deed of Trust and any amendments


		- a copy of the Certificate of Incorporation, refer www.companies.govt.nz


	� 	In some circumstances, applications from legal entities other than those listed above will be considered. If the legal entity of your organisation is NOT one of those listed above, contact the Department of Internal Affairs to discuss on freephone 0800 824 824.


	�	 Applicants to the CIP are required to be GST registered.  


	� 	Audited accounts, including the Auditor’s report, provide an independent review of the way an applicant organisation manages its finances and conducts its business. Access to the most recent audited accounts or other financial information provides knowledge about the recent financial background and practices of the applicant. The provision of audited accounts is a requirement of the CIP.


	� 	CURRENT ASSETS means money in the bank, accounts receivable, any GST refunds due and saleable stock (not fixed assets such as buildings).


	� 	CURRENT LIABILITIES means bills to be paid (accounts payable), any GST payments currently due, loans or portions of loans payable in the current year.


	� 	Briefly describe the financial systems and controls proposed for this grant, including identifying how the grant will be reported in the accounts and tracked in the management of your organisation’s finances. 


	� 	Applicants to the CIP are not required to be registered with the Charities Commission. If, however, you are registered, we would like to know your registration number. To find out more about the Charities Commission, please call 0508 CHARITIES (0508 242 748) or visit � HYPERLINK "http://www.charities.govt.nz" ��www.charities.govt.nz�.


� You will need to include a diagram that shows the governance and management structure of your organisation, including the internship position and the person the intern reports to.


� Please ensure that you identify any trustees or members of your governance structure who are also employed as staff within your organisation, including the positions they hold.


	� 	If YES, attach copies of Conflict of Interest policies and procedures for people at the governance, management and employee levels of your organisation.  If you do not have established policies and/or procedures for conflict of interest situations, please describe how you manage any conflicts of interest arising.


� Please provide a brief description of your organisation, how long it has been operating, what it does and what communities it serves.


	� 	Identify the main capacity building, development outcomes, relationship building and other benefits you want to achieve for your organisation through the proposed internship.


	� 	Outline the way all partners in the internship will work together to achieve the planned outcomes. You will need to include an Internship Work Plan which is attached to the guidelines. This should provide a realistic work programme outline for the proposed internship. It should identify the tasks and priorities for the intern in relation to the objectives identified in your answer to C2. The host organisation, intern and home organisation must agree the Internship Work Plan.


	� 	Host organisations need to show that they have the appropriate experience, resources, policy base and operational systems to appropriately support the community internship and the intern. This includes acting as a good employer for the proposed intern as a temporary employee.  Some useful resources are:


		www.dia.govt.nz – Resources: Community Development Resource Kit – Sections C and D


		www.community.net.nz – How-to Guide on Governance and Management


		www.tpk.govt.nz – Te Puni Kokiri Resources: Effective Governance


		www.ers.govt.nz – Employment Relations Service 


	� 	Identify the measures you will take to ensure that the intern is supported during the internship. This will include a list of employment-related policies and procedures in your organisation, an outline of the induction process for the intern and the name of a senior governance or management person in your organisation who has been identified as the intern’s support person.


	� 	State your proposed start and end dates for the internship, the number of months this internship will cover, and the amount of the grant required to cover the cost of the intern’s current salary during the internship. 


		Applications can be made for three month to six month full-time internships. Part-time internships will be considered, but full-time internships are the priority. Your proposed start date should not be before 1 March 2009 or later than 29 June 2009. 


	� 	The CIP encourages partnerships that benefit all three parties. Applicants are asked to identify the benefits from the internship for each of the partners.


	� 	One of the outcomes of the CIP internship is to ensure a greater understanding and an ongoing relationship between the different sectors. Please entify the ways in which you will ensure that ongoing links are established during the internship between the host and the home organisations (including the intern’s usual work team), and maintained after the internship.


	� 	At the end of the internship, the intern will return to their home organisation. To assist the intern to settle quickly back in their home organisation, a Returning to the Workplace Plan needs to be agreed as part of this application. Some of the activities will involve sharing their new learning with workmates and others will include maintaining the links between the home and host organisations. The intern and the home organisation manager must agree this plan.


	� 	This declaration must be signed by two people from the host organisation who are 18 years of age or older, with authority to sign on behalf of the organisation. Signatories cannot be an un-discharged bankrupt, be immediately related or partners, and cannot live at the same address. They must have a daytime contact phone number and be contactable during normal business hours.


		Please read and ensure that the Declaration on behalf of your organisation is signed by people with the designated authority to commit your organisation to an application for grant funding from the CIP. The Declaration must be signed by two people for your application to be eligible.





� Please ensure that all documents have been signed by the appropriate people.
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