Community Based Research Institute

Project Proposal Form

Organization Information

Organization:

Contact Person:

Mailing Address:

Phone:




Fax:



Email:

Project/Student Supervisor (if different from contact person):

Phone:




Fax:



Email:

Part A: Tell us about your organization 

(Past participants need only update information in Part A if it has changed) 

1.
Please state your organization’s mission statement or mandate, as well as the products or services offered. (Feel free to attach supporting materials, e.g. pamphlets, newsletters, etc. continue on a separate sheet if necessary) 

2.
Is your organization: (select all that apply)



Incorporated


Sponsored by an Incorporated body



Private



Not for Profit



Registered Charity

Other (please explain)

3.
Date your organization was established:   Year:


Month (if less than three years):

4.
How many staff members (including contract workers) currently work for your organization?

Part B: Tell us about your proposed project

We would like to assist you in developing and writing this proposal.  Please contact office of the Community Based Research Institute for assistance.  

Before completing this proposal section, you need to know: 

· The information submitted on this form may be widely distributed in our efforts to meet your project needs.

· Proposals undergo a review process (see ‘What happens next?’ below). The proposal review committee may include representatives from community organizations, VIU University faculty and past student participants. Not all proposals will necessarily be approved.

· When your project has been approved by the committee, the CBRI will actively promote it to students and faculty.  Most projects are matched with students. 

· Although your proposal may be approved, there is no guarantee that it will be matched.

· Your organization has the option to accept or decline students who select your project if you do not feel they have the necessary background or skills.

· If your project is not selected by a student(s) the CBRI will consult with you annually about whether to continue promoting it. However, in the meantime if circumstances affecting your project change, please let us know.

On attached pages:

1.
Please describe clearly the purpose of the project.  

2.
Briefly describe what the students will be doing (e.g. creating a manual, organizing an event, conducting research). If you want the students to conduct research, what are the research questions to be answered?

3.
Describe how the project will benefit the host organization and the community.

4.
Describe what the student(s) might learn from the project.

5. 
Identify any screening or training requirements (e.g. police checks, confidentiality agreements, CPR). 

6.
List any skills that would be an asset to the student(s) during the project (e.g. working with children, leading groups, working independently).

7.
It is expected that all project related resources and costs (e.g. photocopying, office supplies, work-space, computer, phone, travel expenses, etc.) will be provided by you, the host organization. 

a) Please outline as specifically as possible, the resources your organization will provide to facilitate completion of this project. The Centre has no funding requirements for projects, however, if funding is available, it increases the likelihood that projects with shorter timelines that require additional resources can be completed. Please indicate the needs and financial support available to assist in the completion of your project.

i) This project has no financial support available to it, but has a flexible timeline (long-term)

ii) This project has a small amount of financial support available to support its completion within a set time frame.

iii) This project has a significant amount of financial support available to it and requires its completion within a short time frame. 


b)
If you anticipate the project will require resources your organization cannot provide, please explain. Note: The Centre may be able to assist with a search for alternative supports (e.g. grant proposals). Please contact CBRI staff for more details.

8. 
Where applicable, explain when any deliverables from the project can be made available to the public.

What happens next? A three-step process

Step One: Proposal review

Once the Proposal is submitted, it is passed along to CBRI staff and, if necessary, to the CBRI Community Advisory Committee. The CBRI staff and Advisory Committee review the Proposal according to the following criteria:

Proposal review criteria 

· Project must involve tangible benefits to the social, cultural, environmental and/or economic health of the community and is consistent with the mission statement and values of the Community Based Research Institute at the Vancouver Island University.

· Project must involve significant service opportunities that will result in community benefit and valuable learning.

· The educational value for students is clearly demonstrated.

· The host organization has identified and agreed to cover all project-related costs (e.g. extensive photocopying, office supplies, long distance telephone charges, audio/video tapes, some transportation costs) unless otherwise indicated.

· The timeline and expectations of the project are attainable by the student(s) involved

· Where applicable, the results of the project shall be made open and generally accessible to the public within a reasonable time frame.

ALL of these criteria must be met before a project can be approved. (CBRI Centre staff are available for support) Once a Proposal has been approved, a description of the project is advertised to instructors and students and hopefully a match can be made! (The name of a host organization is withheld at first so students will make their selection based on the project description, not the organization)

Step Two: Research Placement Agreement 

Once a host organization, student and supervising instructor have agreed to work together, all parties must complete and sign a Research Placement Agreement. No student can begin a project until this agreement is signed and received by the CBRI.

Signature

· In recognition that a hand-written signature may be difficult to get in a timely way, the following forms of signature are acceptable: hand-written, faxed, or digital signature.

CBE Project Details (optional)

This section and following table may help CBRI staff match a project with a student and an instructor. It may be submitted with the Proposal, or after the host organization has received notice that a Project Proposal is approved. Another option is to leave this section to be completed in consultation with CBRI Program staff.

What are the major tasks involved in completing the project? (e.g. important information to be gathered; the key stakeholders who should be involved; relevant dates for the host organization, critical meetings for the student to attend). It is important to keep in mind that any student and instructor that collaborate on the project will have expertise, recommendations and constraints to offer - remaining open and flexible is key! The following is a suggested format for recording project details - please adapt as necessary.

Authorized signature: X




Date:  X

How did you hear about us?

How did the community organization find out about the services at CBRI? (note all that apply)

a. Person or Community Organization (Please specify if possible)

b. Community Event (Please specify if possible)

c. Brochure (Please specify location if possible)

d. Referral from Vancouver Island University or other academic                                    institution (Please specify)

e. Website

f. Community organization is a past CBRI host

g. Other (Please specify)

�	 This project proposal form has been adapted directly from the form developed by the  Trent Centre for Community Based Education www.trentcentre.ca
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